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How to initiate a remote worker request in employee self service: 
This job aid outlines how an employee can initiate a request to become a remote worker (telecommuting). 
Navigation: Employee Self Service > Remote Worker tile 

Information  Screenshots 

This automated process is solely for 
the formal remote work 
arrangements (for periods greater 
than 90 days). No form is required for 
the periodic or intermittent informal 
arrangement.  
 
 
Initiating a remote worker request in 
employee self service: To initiate a 
remote worker request, take the 
following steps: 

1. From the Employee Self 
Service homepage click the 
Remote Worker tile. 
 

2. On the Remote Worker 
Request page click the Add 
Request button. 
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3. Enter the Start Date of the 
remote work request. 
 

4. Enter the End Date of the 
remote work request. Cannot 
exceed one year from the 
start date. 
 

5. Click the Remote Worker Type 
drop-down menu and select 
either Fully Remote or Hybrid 
based on your personal 
request. 

a. Fully Remote means 
you will be 100% 
telecommuting. 

b. Hybrid is a 
combination of in-
office and 
telecommuting days. 

 
6. Click the Next button. 
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7. Read the Instructions page to 
ensure you are fully aware of 
the process to request remote 
work.  

a. Click to read policy HR 
1.22, visit the HR 
website and utilize the 
assessment tool. 
 

8. Once you’ve reviewed all 
information on the page, click 
the Next button. 
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9. Read all statements on the 
Telecommuting Agreement 
page.  
 

10. Once all statements have been 
read, click the checkbox next 
to ‘I AGREE WITH ALL 
STATEMENTS’. 
 

11. Click the Next button. 
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12. Verify your current Home and 
Mailing Addresses on file. If 
changes are needed, click the 
arrow button on the 
applicable address row and 
edit your address.  
 

13. Upon verification or making 
applicable edits, click the Next 
button. 
 

14. Read the Information for W4 
Tax Withholdings. Your State 
W4 should be the state in 
which you physically work. 
Reach out to the Payroll office 
with any questions.  
 

15. Once you’ve read the 
information on this page, click 
the Next button. 
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16. Your Start Date, End Date, and 
Remote Worker Type pre-populate 
based on selections made 
previously in the checklist.  
 

17. Click the Remote Work Reason 
drop-down and select the only 
option available: 
Campus/Division/Department 
Plan. 

 
18. Click the Remote Location 

dropdown and select either Home 
or Other. If you select Home, your 
current home address (which you 
verified or edited in a previous 
step) will populate. If you select 
Other, you must add the address 
where you will be working. 

 
19. Click the Remote Days dropdown 

and select one of the following: 
- Average Days Per Month – You will 

enter the average number of remote 
days per month. 

- Average Days Per Week – You will 
enter the average number of remote 
days per week. 

- Specific Days Per week – You will 
provide the remote days each week. 
 

Note: If you previously selected the option 
to be Fully Remote, the questions regarding 
remote days will not appear in this step. 
 

20. Click the Next button. 
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21. Click the Download button to 
download, complete, and save 
the equipment list document. 
You will need this for the next 
step in the request.  
 

22. Once downloaded, click the 
Next button. 
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23. Click the Add Attachment 
button and follow the on-
screen prompts to find and 
upload your completed 
Equipment List document 
from your device.  
 

24. Optional - You can click the 
Add Note button here to add 
a note that will be seen by all 
in the approval workflow. 
 

25. Once you’ve successfully 
added your attachment, click 
the Next button. 
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26. Review all of your selections 
on the summary page. If 
everything is accurate, click 
the Submit button. If changes 
are needed, navigate back 
through previous steps using 
the left side menu or by 
clicking the Previous button. 
 

27. Upon clicking the Submit 
button a pop-up message will 
appear. If you are ready to 
submit, click the Yes button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



University of South Carolina 
HCM Employee Self Service Resources 

Remote Worker Request 
 

Remote Worker Request              June 2023 
 

10 

Congratulations! You have successfully 
submitted a request for remote work. 
The Remote Worker Confirmation 
page provides the workflow for your 
request form. 

1. Your supervisor is the first 
approver. 

2. The College/Division/Campus 
HR authority is the second 
approver. 

3. The final approver is the 
Central HR Employee 
Relations office 
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Upon submission you will receive an 
automated email confirmation that 
your request has been initiated. The 
email will come from the HCM system 
at HPRD@mailbox.sc.edu. Sample 
email on the right. 
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You will receive either an approval or 
denial email. Sample emails on the 
right. 
 
The denial email may come from your 
supervisor or from Employee 
Relations. If you have questions about 
the denial, please speak with your 
supervisor. 
 
The final approval email will come 
from Employee Relations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Approval Email 

 

Denial Email 

 


