
Flexible Work Arrangement Request Form Instructions 
Review the flexible work arrangement discussion and request process on the HR website prior to submitting a request. 
 
Professional Staff Request Process 
1. Log into DrexelOne 
2. Select the Employee tab 
3. Select All BannerWeb Employee Services under the “Employee Information” heading 
4. Select Flexible Work Arrangements 
5. Review your base information and select Begin a New Request 
6. Review the Flexible Work Arrangement policy and select the acknowledgement checkbox 

 
7. Complete your request by selecting the checkbox(es) for the flexible work arrangement option(s) you wish to enact and enter the details of 

your arrangement in the text field(s) if you would like (you will summarize your desired work arrangement below). You may select multiple 
flexible work arrangements. 

 
8. Your supervisor’s user ID will be defaulted into the form. If it is incorrect, replace with your current direct supervisor’s user ID (e.g. abc123) 
9. Enter details in the Proposal/Comments field that further explain your desired arrangement 
10. Enter the Requested Start Date and End Date, if applicable 
11. Select Submit. Your request will be routed to your supervisor. As approval/denial progresses you will receive email notifications 
 

Supervisor Approval Process 
1. Log into DrexelOne 
2. Select the Employee tab 
3. Select All BannerWeb Employee Services under the “Employee Information” heading. Supervisors will see two links:  

https://drexel.edu/hr/resources/policies/dupolicies/hr61/flexible-work/
http://one.drexel.edu/
https://drexel.edu/hr/resources/policies/dupolicies/hr61/
http://one.drexel.edu/


1. Flexible Work Arrangements: submit your own flexible work arrangement request 
2. Supervisor Approval of Pending FWARs (Flexible Work Arrangement requests): review requests from your direct reports 

4. Select Supervisor Approval of Pending FWARs 
5. Select the Choose button 
6. Review the request.  
7. Select your Decision on Request from the drop down menu 

 
8. Enter further information in the Please Supply a Reason for the Requestor and Provide detailed comments to support your decision text 

fields. You may wish to include information for when the flex arrangement may need to be revisited or address peak periods when flex 
arrangements may not be feasible. 

 
9. Tax Applicability: If the flexible work arrangement is required by Drexel (e.g. the University is not providing on-campus office space for a 

department), select the Yes radio button and provide an explanation in the text box below. If the flex arrangement is at the preference of 
the employee, select No.  

a. This indication will affect an employee’s need to pay Philadelphia City Wage tax if they reside outside of the city limits. See the 
explanation on the Human Resources website for more information. 

10. Select Submit. The final approval will be sent to the HR Business Partners. 

https://drexel.edu/hr/resources/policies/dupolicies/hr61/city-wage-tax/
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