AEM Telecommuting Agreement
Business Process Guide

FULLERTON

HUMAN RESOURCES,
DIVERSITY & INCLUSION

HRDI

The following guide provides instructions on accessing, and reviewing an employee’s telecommute
agreement as an Appropriate Administrator. The University is required to review and process any

telecommuting agreement request within ten (10) days of the request being made. Please be advised a
notification of the final decision and completed form will be sent via email to the employee and

appropriate administrator.

Processing Steps

Screenshots

Step 1:

Once a telecommute agreement
has been completed and
submitted by an employee, you
can access it through:

1. The link in the email (shown
to the right)

2. The Adobe Experience
Manager (AEM) Portal MyTask
Tab

Use one of the supported
browsers (Google Chrome,
Mozilla Firefox, Safari, or
Microsoft Edge) to access the
portal.

The AEM Portal link can be
accessed on the HRDI
Telecommute Policy Website or
on the HRDI AEM Portal
Website.
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Telecommuting Agreement Pending Review
Dear

You have 2 Telecommuting Agreement for s S pending your review.

Click here to view AEM Telecommuting Agreement Form -

Please keep in mind the following:

« Upen your decision, the AEM Telecommuting Agreement form will be routed to the Associate Vice President, HR Services for review and processing.
= In accordance with Provision 18.26, if an employee’s request for telecommuting is denied, the Appropriate Administrator shall provide a written explanation of the reasons for the denial.
= HRDI s required to review and process any telecommuting agreement request within ten (10) days of the request being made.

Please visit the Telecommute Policy website to review policies, MOUs, and relative forms related to telecommute,

Questions?

Ifyou have any questions, please send an email to telecommuteagreement @fullerton edu

Please contact the IT Help Desk if you have any technical issue at 657-278-7777 or helpdesk@fullerton.edu.
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Step 2:

Enter your campus username
and password. Then click Sign
In.

This is the same information you
use to log on to the campus
portal.

Sign In

Welcome to Adobe
Experience Manager

tuffytitan

An Adobe Experience Cloud solution: All the
tools you need to solve these complex digital
business challenges. Learn More

Sign In
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Step 3:

Click on the My Tasks Tab

CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS HELP REPORTS ~

Step 3a:

Locate the appropriate
employee’s telecommuting
agreement.

Click the check box for the form
you want to open.

@ | csuFForms P

HOME MYFORMS MYDRAFTS ~MYTASKS HELP REPORTS

4 Title Priority Assignee  Workflow Status  Start Date Due Date

Telecommuting Agreement ACTIVE  1/6/2022 11:47:45 PM

Step 3b:

Click the Open button or click on
the document name link

1
=

4 Title Priority  Description Assignee  Workflow Status  Start Date Due Date

Appropriate Administrator Review  MEDIUM Telecommuting Agreement ACTIVE  1/6/2022 11:47:45 PM

Step 4:
Review the form (tabs)

Special attention to the
employee’s telecommuting
days, work hours and dates.

Note: Information is unable to
be edited. If edits are needed,
please provide a comment and
send back to preparer (see
steps 6a-c).

Agreement Details

his Telecommuting Agr
Terms of Agreement

“Employee”), and must

esources, Diversity anc
ourteen (14) calendar d:
¥ Agreement is subject to

months from the date of

Home Safety
Checklist

Signature and
Acknowledgement

CSUF and Employee ai
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Step 5a:
Upon completing your review of Agreement Details
the employee’s telecommuting
agreement and home safety Terms of Agreement
checklist, click on the Signature
and Acknowledgement section. Home Safety
Checklist
Signature and
Acknowledgement
Step 5hb:
Acknowledgement o .
Check the checkbox under the PPreP °
Appro P riate Ad ministrator @lease check the box to indicate that you have completed the review
Sect|on to |nd|cate you have ' Print Name/Title Signature mml:::e/wyy
completed your review. Recommend
O Approve O Deny
Once you check the box, your Comments (Optional)
name, title, signature and date
will auto-populate.
Step 5c:
Appropriate Administrator Signature
Click Approve or Deny to @ Please check the box to indicate that you have completed the review
provide your recom mendation. * Print Name/Title * Signature * Date
Recommend
@ Approve O Deny
Comments (Optional)
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If your recommendation is to
“Deny” the telecommuting
agreement request, a
justification of denial is
required.

Please be aware the employee
will be notified of the denial
and justification.

Please check the box to indicate that you have completed the review

* Print Name/Title

* Signature

Recommend

O Approve ® Den

Comments (Optional)

Justification for Denial

* Date

Step 6a:
On the top left corner:
Click Send Back to Preparer to

return the agreement for the
employee’s review and edit.

Click Submit to send to HRDI

Click Delegate to assign another
person to process the document
in question

A Send Back to Preparer

 Send

« Send Back to Preparer

4 Submit

1

Back to Preparer 4 Submit

A Submit

aa Delegate b4

a2 Delegate

aa Delegate

Step 6b:

Add any input into the
Comments (Optional) field

)

You are going to perform the following
action:

Submit

Comments(Optional)

CONFIRM

[ CANCEL ‘ CONFIRM
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Step 6¢:

Click the Confirm button

CONFIRM

You are going to perform the following

action:

Submit

Comments(Optional)

Type your comments hl
CANCEL | CONFIRM

Step 6d:

Click the OK button

Upon submitting, HRDI will be
notified and they will be able to
review the employees
telecommuting agreement.

Submitted

This task has been successfully submitted

-
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