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PeopleSoft Telecommuting Agreement Process 

Tutorial for AVPs and VPs 

 

 

Detailed Guide 

  

Step 1: Look for the email notification like the one below in your CPP Outlook Inbox. Click 
on the URL in the email to go to My Worklist in PeopleSoft.   

 

 

 

Overview: The employee’s HEERA manager would initiate the PeopleSoft digital 
signing process after they and the employee have discussed the divisional 
telecommuting expectations and finalized the employee’s telecommuting work 
schedule.   

The PeopleSoft process starts with the HEERA manager initiating the digital 
Telecommuting Agreement form for the employee.  The form will then be routed to 
the employee to review the information for accuracy and to complete the Home 
Safety Checklist. Once the employee completes and submits their Telecommuting 
Agreement, it will be routed to the AVP/Dean and VP for review. 
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Alternatively, log into PeopleSoft CS. Click on My Worklist. 

 

 

Step 2:  In My Worklist, you will see the list of pending Telecommuting Agreements waiting 
for your review and approval.  Click on the link of the employee’s agreement that you want 
to review. 
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Step 3: Review all portions of the agreement, including the Cal Poly Pomona 
Telecommuting Program terms and conditions, the Telecommuter Information, the position 
description, the Telecommuter Work Schedule, the Telecommuting Work Performance 
Expectations and the Telecommuting Home Safety Checklist.   
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To see the employee’s position description, click on View Attachment. 
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Step 4: After reviewing the agreement, click on Approve or Deny, as appropriate. 
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Step 5: The employee and the HEERA Manager will both receive email notifications of 
your decision. Below are sample emails the employee would receive: 
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See below the sample detailed information available to the employee and the HEERA 
manager regarding the agreement’s status as it goes through the approval process.  (Note, 
since this employee reports directly to a vice president, the dean/AVP’s approval step is 
skipped.) 
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