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Submitting Remote Worker Request as SDCCD Employee

This job aide provides step-by-step instructions for completing and submitting a Remote Worker request via MySDCCD portal. Please be sure to
consult AP 7170 and discuss with your supervisor before submitting request.

Remote Worker requests must be completed every Fiscal Year (July 1, 20XX — June 30, 20XX.)

It is recommended you use Google Chrome when logging into Employee Self-Service. If you have any issues viewing any of the options or screens
within these steps, please log out, follow instructions to clear cache, and log back in to try again.

STEP ACTION RESULT/NOTES

Log in to MySDCCD Employee Self Service portal at: https://myportal.sdccd.edu
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From the portal menu, click the Employee Dashboard.
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Click the HR My Forms tab from left-side panel.
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Click on the Remote Worker menu tile.

Remote Worker

A

Click on Add Request to initiate a remote worker request for yourself.

Add Request

Remote Work requests
may only be scheduled
within fiscal year dates
of July 15t — June 30th.

Um If you attempt to

submit a request for
dates out of this range,
you will receive an
error message to
correct.

Add request details then click Next (top right corner) to proceed.

Add Request

Note: 100% Remote Work assignments (Fully Remote) will typically not be allowed and may only be approved by the appropriate execulive manager (Chancelior, Fresident,
or Vice Ghancalior)

100% Remote Work
assignments (Fully
Remote) will typically
not be allowed and
may only be approved
by the appropriate
executive manager
(Chancellor, President,
or Vice Chancellor).

Start Date: May be any date between 7/01/XX — 06/30/XX
End Date: May be any date on or before 06/30/XX

Remote Worker Type: Options include Hybrid or Fully Remote
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Read through and complete steps 1 -7. Click Next to proceed.

Remote Worker Request

Remate Work Flexibilities Program

Purpose

Employes Responsoiies & steps.
Nipact on Clastiowstin, The remate work program offers new flexibilities in when and where employees perform their work. With appropriate approval, empioyees may adjust their work location and schedule to betler manage
ol Binnd. their persona! and professional obligations while maintaining or increasing their overall work performance. The program also ensures the District and employees comply with iabor cade and workpiace
health and safety regulations when work is performed fram a remote work location,
Remate Work Polcy .
© Nt Eligibilty Click on all of the red
uidalines: Satsing Up an H 1 H
e D rce | Al employees whose ob inclutes duties and assignments that may bie performed remotely are eligible fo request a remote work schedule. This inciudes Classiied Professionas, Gonfidential, Faculty, links found within the

© Nl Sariod Supervisors, Managers, and NANG employees.

There are four criteria employees need la meet 1o be eligibie for a remote work schedule
Satety & Ergonomic Checklist
© NotStared 1 Where appicale, an employee's accrued vacation balance may not exceed their established maximum accrual
2 Employess cannat have an unpaid financlal debt to the District
3 Employess cannot be on a formal performanice Improvement plan;

4 Employees’ remole work Iocation must be primarily within the state of Callfornia,

= Acknowledgements
© Hol Starked

Revisw and Submit
© Nat Started

An employee who does nat meet one or mare of the eligibiity criterla may be approved for an exception by the appropriate executive manager (Chancelior, Vice Chancelior, or College President).

Tab on the left will
show you which steps
you have completed
and which have not
been started.

The Exit, Exit and save
for later, Next and
Submit options are
available to use
throughout the guided

Exitand calotn || Ek and saes forlaar Submat

guided steps.

If red links do not
open, try right-clicking
to open.

Links will open in new
window.

Make sure you have Visited and Completed each step of the request.
Click Submit.

Remote Worker Request

Exit and delete | | Exit and save for later

Remots Work Flexibillties
Program
® Visited

Review and Submit

Start Date End Date
Employee Responsibilities &
Impact on Classifications

® Visited

Details

Remote Worker Type Hybad

Remote Work Palicy
@ Vigited

Guidelines: Setting Up an
Alternative or In-Home Office.
® Visited

Safety & Ergonamic Checklist
® Viited

%  Acknowledgements
© Comg

Review and Submit
® Visited

Submit

A prompt will as if you are sure you want to submit this request.
Click Yes.

Are you sure you want to submit this request?

4 Yes No
| | |

10.

Confirmation page will show request has been submitted successfully.

Remote Worker Confirmation

./quum ‘has been submitted successfully

You will see pending
approval workflow.
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Approval Workflow

Campus President/
Campus
VPI/VPS/VPA

Employee Relations Chancellor Review
Review

Payroll Admin
Review

Employee Submits Reports To

Request Supervisor Review

(Exemption
Requests)

Review

Reviewing Remote Worker Requests as SDCCD Employee

Once you have submitted a Remote Worker request, you may view the status at any time. To check the approval status, click on Approval Chain.

STEP | ACTION RESULT/NOTES

To check the approval status, click on Approval Chain. If for any reason your request is
pushed back for edits, you can
review comments made by
approver by clicking on

« | Approval Chain.

Saving Remote Worker Request to Complete Later

At any time while completing request, you may Exit and Save for Later.

STEP | ACTION RESULT/NOTES

Click on Exit and Save for Later found at top right corner.

1 X Ext Remote Worker Request

=

You will receive a prompt asking if you are sure you want to exit the guided process.

2 Avre you sure you want to exit the guided process? By exiting the guided process, you will be able to return to the last step you were working on and continue your guided process

Yes H No ‘

To return to the last step you were working on, click on the right carrot located on right
side of request.

3.
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IT Technical Tips

1. It is recommended you use Google Chrome when logging into Employee Self Service.

2. If you have any issues viewing any of the options or screens within these steps, please log out, follow instructions to clear cache, and log back in
to try again.

Frequently Asked Questions

1. For any questions regarding Remote Worker policy, please reference AP-7170 Remote Work.
2. Only one Remote Worker request may be submitted at a time within any given date range.

3. For any questions regarding Remote Worker requests within Employee Self Service, please email: DLforHRSystems@sdccd.edu




