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Please note. Inactivity for 5 minutes will result in Workday automatically logging out. Ensure you are 
connected to the UQ network when accessing Workday remotely. 
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On the left-hand menu, click on Job.

Navigate to your Workday home page and click the Worker Profile icon located at the top right-hand 
corner. Then click the View Profile button.
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Enter the End Date of the 
Flexible Work Arrangement.

Enter Comments indicating which 
Flexible Work Arrangement you are 
ending. 

Then click the Submit button. 

Navigate to the Flexible Work Arrangements tab and click on the End button under the Available 
Actions column. 
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Once this is approved by your manager and processed by Human Resources, the End Date will 
appear in the Flexible Work Arrangements tab.

You will receive confirmation that your End 
Flexible Work request has been submitted 
to your manager for approval. 

G Your manager will receive an inbox task to complete. 
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H Managers will be required to review all details before selecting Approve. 
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