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Flexible Work Arrangement 
The Flexible Work Arrangement (“FWA”) needs to be reviewed annually between employee and 
immediate supervisor for the subsequent calendar year.  As well, the FWA Agreement form 
needs to be signed and attached to the Dayforce FWA request. 

Flexible Work Arrangement Request - Employee 
Log in using their Employee – Time Entry user role. 

Click the  Profile at the right-hand corner of the screen, then select Profile. 
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The Personal tab loads as the default screen, as show on the next page. 

Click the Forms tab.  A list of Self-service forms will display.  Click on Flexible Work 
Arrangement. 
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Flexible Work Arrangement Request Form 
The form loads as shown below.   

 

Step 1 - Remote Work Status 
Select the applicable value from the FWA Status drop-down list.   

(Please do no select “FWA Agreement Cancelled”. This value is used to cancel an existing 
FWA). 
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Step 2 - Flexible Work Arrangement Agreement 
Click “Upload Files”. Continue with the wizard and attach a signed copy of the Flexible Work 
Arrangement Agreement.   
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After attaching the FWA Agreement, click Submit 
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