DIVISION OF
Human Resources H RI E
and Inclusive Excellence

AEM Telecommuting Agreement CSUF
Business Process Guide

The following guide provides instructions on accessing, filling out and submitting a telecommute
agreement. 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:

Open and use one of the
supported browsers to access
the Adobe Experience Manager
(AEM) Portal and forms: Google
Chrome, Mozilla Firefox, Safari,
or Microsoft Edge.

Step 2:

Cal State Fullerto @Porsilogn  Resources (Qsewcn) O AskTuty (@)

ACCGSS the AEM porta| ||nk on Human Resources and Inclusive Excellence
theHRIE Telecommute Policy '
Website or AEM Portal Website.

Visit the Telecommute Policy
website to review policies,
MOUs, and relative forms
related to telecommute.

Telecommute Policy

Step 3:

Welcome to Adobe 2R

Enter your campus username :
Experience Manager tufyttan

and password. Then click Sign

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

This is the same information you
use to log on to the campus
portal.
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https://hr.fullerton.edu/current-employees/policies/telecommute-policy.php
https://hr.fullerton.edu/current-employees/policies/telecommute-policy.php
https://myforms.fullerton.edu/content/csu/us/en/home.html
https://hr.fullerton.edu/current-employees/policies/telecommute-policy.php
https://hr.fullerton.edu/current-employees/policies/telecommute-policy.php
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Step 4:

Under the My Forms Tab,

HRIE

% | CSUF Forms ()

HOME MY FORMS MY DRAFTS MY TASKS HELP

) 4

field.

Fill in the appropriate fields
listed on the Agreement Details
Tab:

Official Work Location:
University on-site work location

Telecommute Location: an off-
site work location where
telecommuting can be
performed,

normally in the employee’s
residence or in another
University-approved location

‘" . Form Name - Actions
search “Telecommuting 4
Ag reeme nt” u si ng t h e searc h Catastrophic Leave Donation (Payroll Services/Total Wellness) 4
. Catastrophic Leave Request (Total Wellness) 4
fl e I d . Certificate Of Eligibility 4
Chair Director Appointment Form 4
CMS 634 Distributed 4
Cobra Enroll Delta 4
Delegation of Authority Change 4
Dental Plan Enrollment 4
Direct Pay Dental 4
Dock Notice 4
Domestic Partner Certification (Total Wellness) 4
@ | CSUF Forms .
HOME MY FORMS MY DRAFTS MY TASKS HELP
C—— -
Form Name v Actions
Telecommuting Agreement 4
Step 4b:
% | csuF Forms ()
. ‘ . 7. HOME MY FORMS MY DRAFTS MY TASKS HELP
Click on the ‘paper airplane’ icon
. ( Telecommuting Agreement
under the Action column to
Form Name v Actions
launch the form.
Telecommuting Agreement 4
*
Step 5:
Telecommuting Agreement Form for CSUEU Employees
Upon opening the form, your T _
This Telecommuting Agreement (“Agreement’) is between CSUF and
name and CWID will auto-
(“Employee”), and must be signed and approved by the Employee’s Appropriate Administrator and the Vice President of Human
i 1 - Home Safety Resources, Diversity and Inclusion (“HRDI"). This Agreement is voluntary and may be terminated at any time for any reason upon
po p u Iate In t h € tO p r g ht h an d fourteen (14) calendar days' (or less by mutual agreement) written notice to the Employee or Appropriate Administrator. This

Agreement s subject to review by the Appropriate Administrator on a quarterly basis, at minimum, and automatically terminates 12
Suppo months from the date of implementation
Documents

agree that the Employee will

Signature and CSUF and
Acknowledgement
Official Work Location
Telecommuting Day(s)

0 Sunday O Monday O Tuesday O Wednesday O Thursday O Friday O Saturday

on the following terms:

Telecommuting Location|

v v

ITe\ecommulmg Start Da(el lTe\ecommunng End Date I

mn/dd/yyyy B wn/dd/yyyy [m]
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Telecommuting Day(s):
consistent work days where
telecommuting can be
performed

Work Hours: consistent work
hours where telecommuting can
be performed (i.e. Mon - Wed:
8am — 5pm; Tues: 12pm -5pm)

Telecommuting Start Date: First
work day employee will
telecommute at the off-site
work location

Telecommuting End Date: Last
work day employee will
telecommute at the off-site
work location

Step 6a:

Click on the Terms of
Agreement Tab

Agreement Details

Terms of Agreement

Home Safety
Checklist

Supporting
Documents

Signature and
Acknowledgement

Step 6b:

Read and acknowledge the
Terms of Agreement by
selecting the checkbox towards
the bottom of the page.

Your telecommute city
(location) will auto-populate
based on your entry in the
Agreement Details tab.

-

by the Appropriate Administrator.

Employee acknowledges and understands that they shall be for and

any personal income tax
issues relating to any Telecommuting Agreement, including without limitation issues relating to Employee’s ability to deduct
expenses related to telecommuting.

You agree that upon commencement of this Temporary Telecommuting Agreement, you will be Telecommuting only from the
following City in California:

I certify that | have read and understand the terms of agreement
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Step 7a:

Agreement Details

Click on the Home Safety

Terms of Agreement
Checklist Tab J

Home Safety
Checklist

Supporting
Documents

Signature and
Acknowledgement

Step 7b:

Telecommuting Agreement Form for CSUEU Employees

Agreement Details
The Telecommuter is responsible for ensuring a clean, safe, and ergonomically sound home/off-site office as a condition for

telecommuting. An initial on-site workplace hazards assessment of the home/off-site office may be deemed necessary. All the

Review and check the
c h e CkbOXeS to id e nt ify t h e m et conditions below should be met and checked off and are the sole ity of the The should
con d It | ons on th e H ome Sa fety Home Safety review this checklist with their Appropriate Administrator, and must sign it prior to the start of telecommuting:

Checklist

Ch kI . Alternative Worksite Physical and Ergonomic Conditions
ecklist. Supporting

Documents o

Signature and in ergonomically sound condition arranged to work most efficiently and safely.
Acknowledgement

Terms of Agreement

e Telecommuter agrees to maintain a clearly defined workspace that is clean, free from distractions and obstructions, and is

O The work area is adequately illuminated with lighting directed toward the site or behind the line of vision, not in front or above it.
O Supplies and equipment (both University and employee-owned) are in good condition.

) The area is well ventilated

Portable fire extinguishers are easily accessible and serviced as required by law.

Check the checkbox to certify
that all safety conditions are o«
met. Once you check the box, ymemng each box above and signing below, | erty that all safety conditions are met
your name, signature and date *Name of Telecommuter  * Signature Date

will auto-populate.

An earthquake preparedness kit is easily accessible and maintained in readiness.

aEaen

Step 8a:
X . Agreement Details
Click on the Supporting

Documents Tab Terms of Agreement

Home Safety
Checklist

Supporting
Documents

Signature and
Acknowledgement
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Step 8b (Optional Step):

Telecommuting Agreement Form for CSUEU Employees

Agreement Details
Note
TETIE G EEIE « If needed, attach any additional information relevant to work responsibilities and duties while telecommuting

« Only PDF, JPEG, PNG, JPG, TIF, TIFF files are allowed.
Home Safety
Checklist Supporting Document 1
Supporting
Documents
upporting Document 2

Signature and Attach

Click on the Attach button to
upload any documentation.

Acknowledgement

cevro Lo ] e o

Telecommuting Agreement Form for CSUEU Employees

Agreement Details
Note

Terms of Agreement

Once a document has been
uploaded, it will show under the
Attach button.

+ If needed, attach any additional information relevant to work responsibilities and duties while telecommuting

+ Only PDF, JPEG, PNG, JPG, TIF, TIFF files are allowed
Home Safety
Checklist Supporting Document 1
- Attach
F—— =
et Position Description 20220110 Employee Name.pdf -
EERETY Supporting Document 2
Acknowledgement -

Attach

Step 9a:
. . Agreement Details
Click on the Signature and

Acknowledgement Tab Terms of Agreement

Home Safety
Checklist

Supporting
Documents

Signature and
Acknowledgement

Step 9b:

Telecommuting Agreement Form for CSUEU Employees

Check the checkbox to R
aCknOW|edge the agreement. Terms of Agreement

Home Safety
Checklist * Print Name/Title

nderstood and Agreed

* Signature * Date

m/dd/yyyy
Supporting
Documents

Signature and
Acknowledgement
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Once you check the box, your
name, title, signature and date
will auto-populate.

Telecommuting Agreement Form for CSUEU Employees

Agreement Details

Employee Signature
Terms of Agreement

Understood and Agreed
Home Safety

Checklist * Print Name/Title * signature
Supporting

Documents

Signature and
Acknowledgement

o

* Date

Step 10:

When you are ready, click the
Submit button to submit the
telecommuting agreement.

A confirmation message of your
submission will appear.

Upon submitting, your
appropriate administrator will
be notified and they will be able
to review your telecommuting
agreement.

Documents

Signature and
Acknowledgement

Telecommuting Agreement

Thank you for submitting the Telecommuting Agreement.
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