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Introduction 

This guide assists eligible staff on how to complete and submit the online form for a remote worker 
request. Please ensure that you have read and understood the information regarding Flexible Work 
Arrangements on our website prior to completing the online form. 

 

Procedure 

1. Log into Staff Services Online (SSO). 

 
2. Select HR Online Forms tile. 

 
3. Select Flexible Work Arrangement tile. 

 
4. Please read the information displayed on the page, to ensure you are choosing the appropriate 

flexible work arrangement type. 
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5. Select ‘Remote Working’ to initiate a request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
6. Click ‘Add request’. 

 

 
* If you hold multiple positions with the university, please select the position this request applies to. 

Note: This section will only be visible to those with multiple positions at the university. 
 

 
7. Select the start date and end date, and click ‘Next’. 

 
 

 
 
 
 
 
 
 
 
 
 
 



The University of Adelaide 

 

 

 

 

8. Please review the guidelines, and click ‘Next’. 

 
 

9. Complete the mandatory fields (*) in the request details section, and click ‘Next’. 

 

 
10. Please select the days you wish to work remotely, and click ‘Next’. 

 
 

11. Please upload reason details or add a note providing reason for the request. 
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 Add attachment, and click ‘Next’. 

 

 
Upload Supporting Documents if 
required.  
Note: Only jpeg/jpg or PDF files can be 
uploaded to the form 

 

 

 Add a note, and click ‘Next’. 

 

 

 

  

 

 

 

 

 

 

 Please provide a clear reason as to why you would like to work remotely so that your supervisor can  

 consider your request. 

 

 

 

 

 

 

  

12. Acknowledgement : Check the box “I Confirm”, and click ‘Next’. 
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13. Review the request and click ‘Submit’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contact Us 

For further support or questions, please contact the Service Centre on +61 8 8313 1111 or hrservicecentre@adelaide.edu.au 

mailto:hrservicecentre@adelaide.edu.au

