Remote Work Application and approval process

The application & approval process will be online via the Oracle system, as follows:

Remote Working Approval Process

Employee submit a request to work
remotely to the Line Manager via

Employee identifies Oracle Self Service — Remote

A 4
A 4

a day to work

Work menu item
remotely

(5 days prior to the identified day)

Line Manager
approves or rejects
based on
operational
requirements.

e Oracle system Step by step guide with screenshots




Step 1: Log into the Oracle System using the following link: https://ebs.uj.ac.za/ (Currently
applicable for Fixed Term & Permanent Staff).

ORACLE’

TESTUSER

Password

oo [l e

Login Assistance

Register Here

Accessibility
None

Language

English

Step 2: Click on UJ HR Employee Self-Service.

ORACL €’ E-Business Suite

Enterprise Search Contract Documents v

Home
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Personalize

[’ Bm UJ HR Employee Self Service ]

]

Step 3: Click on Remote Work.

Go Search Results Display Preference ¢
Worklist
Full List
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From Type Subject Sent Due

There are no notifications in this view.

& TIP Vacation Rules - Redirect or auto-respond to notifications

Table Diagnostics
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Step 4: Click on Add.
ORACLE UJ HR Employee Self Service

Remote Work: Special Information

Employee Name

Organization Email Address

Remote Work

m —

Select Date Remote Work Location

No results found.

Step 5: Capture the date on which you will be working remotely in the “Date” field. (One (1)
Remote Work day per week).

ORACL € UJ HR Employee Self Service

Remote Work

Employee Name

Organization Email Address

*Date 13002022 ]—

* Remote Work Location Q

Comments




Step 6: Select the corresponding Remote Work Location (Hybrid Working Arrangement).

= ORACL.E UJHR Employee Self Service

Remote Work
Employee Name
Organization Email Address
* Date | 13-Oct-2022 te
* Remote Work Location
Search and Select: Remote Work Location X
Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Remote Work Location v [ % Go
Results
Select Quick Select Remote Work Location Description
i Other Other
h i Primary Residence Primary Residence
3 Secondary Residence Secondary Residence

About this Page

Step 7: Comments — Capture additional details about the Place of Work (Mandatory), and click on the
apply button.

= ORACLE UJHR Employee Self Service

Remote Work

Employee Name
Organization Email Address
* Date  13-Oct-2022 e

* Remote Work Location Primary Residence Q

Primary Residence
Comments [ 122 Testing Streef _

Cancel | Apply



Step 8: Click Next

ORACLE U HR Employee Self Service

Remote Work: Special Information

Employee Name
Organization Email Address

Primary Resi

Employee Number
Business Group  University of Johannesburg

Remote Work

Select Object:  Update Add | =

Select Date Remote Work Location Comments Start Date
©®  130ct2022 pme e 122 Testing Street 12-0ct-2022

Step 9: Review and click Submit to process the Remote Work request.

ORACLE’ UJ HR Employee Self Service
Remote Work: Review

Employee Name

Organization Email Address

Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.

Special Information Types

Remote Work

A x

Employee Number

Business Group

Propesed
Date 13.0ct-2022

Remote Work Location Primary Residence
Comments 122 Testing Street

Logged InAs

Cancel Save ForLater Back

End Date Status

# 8°

Logged InAs

Cancel Printable Page  Save For Later  Back

University of Johannesburg

Step 10: The following confirmation to your submission will display

ORACLE UJ HR Employee Self Service

[, Confirmation

Your changes have been submitted for manager approval.

Step 11: The line Manager receives an email notification on the Remote Work request in
addition to a notification in the Oracle Worklist as shown below.

Worklist

Full List (1)
5 J aee

From ~. Type -~
IS HR

Sent » Due -~
] 12-0ct-2022 12-Oct-2023

Subject
[UJHB Remote Work Process V1.0 for

L

 TIP Vacation Rules - Redirect or auto-respond to notifications.



Step 12: Line Manager review, Approve/Reject the request.

-Business Suite Logged In As
Home >
UJHB Remote Work Process V1.0 for Reassign  Request Information
From Attachments
To
Sent  12-Oct-2022 05:42:31
Due 12-Oct-2023 05:42:31
ID 7990212
Summary
Employee Name Employee Number
Organization Email Address Business Group  University of Johannesburg
@ Indicates Changed ltems.
Special Information Types
Remote Work
Proposed
Date 13-0ct-2022
Remote Work Location Primary Residence
Comments 122 Testing Street

Step 13: Employee receives a notification confirming Line Manager review (Approved/Rejected)

€« 2> C 23 ebs.uj.ac.za/OA_HTML/RFjsp?function_id=161878resp_id=-1&resp_appl_id=-18&security_group_id=08&lang_code=US&params=96Y5kGbTmsAo7YOKHhT6... & ¥ 3} o e
5 (o}
ORACLE A x & 4 wcass @ O
(i) Information
This notification has been closed and did not require a response.
UJHB Remote Work Process V1.0 for —w= - - has been approved.
From SYSADMIN
To © P
Sent 20-Feb-2024 09:25:08
Closed 20-Feb-2024 09:27:16
ID 8957674
Responder
Action History
Sequence Name Action Date Notes
1 BBt S Submit 20-Feb-2024 09:05:13
2 Diing e T E Approve 20-Feb-2024 09:20:16
Return to Worklist






