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The following instructions will assist in reviewing a remote/hybrid work location request. 

Access myUK  
To begin review, navigate to https://myuk.uky.edu. 

Review Submitted Requests 
Select Manager Self-Service > Work Overview Page > Tasks  

(Note: it is encouraged to click “refresh” highlighted below for the most current list of items to populate.) 

 

 

➢ After viewing most current list of tasks, select the task highlighted (as noted above) to access for 
review and decision-making. 

  

https://myuk.uky.edu/
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➢ Upon clicking the work item from list, a new window will appear (as shown below). (Note: if a 
new window does not appear, check your browser settings and/or pop-up blocker.) 
 

➢ Once the window opens with the request information, reviewers will view the data from the 
requestor. (Note: The information below is an example with blocked/blurred data as appropriate 
for these instructions – your data for review will be visible.) 
 

o Employee Information will include requestor’s information. 

o First address information is provided including the type of request for that address (e.g., 
remote) and the percentage of time located at that address. 

o If included, second address information is provided as well as the type of request and 
percentage of time at the additional address. 

o Schedule will include days requested at on-site or at remote location. (Note: currently 
for fully remote requests, the schedule will populate as blank.) 

o Additional information is provided at the bottom of the request. 
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➢ Once reviewers have made a decision, click “Approve” or “Reject.” (Note: “Cancel and keep work 
item in inbox” keeps the work item in your list and closes the request review – it cancels the 
review session, it does not cancel the workflow or requested item.) 
 

  
 

➢ Once reviewers click either “Approve” or “Reject,” a pop-up box for comments will appear (as 
shown below). 

o When approving, comments are optional, and reviewers may click box in the lower right 
to move forward. If comments are entered, they are not emailed to the requesting 
employee. 

o When rejecting, comments are required, and they are emailed to the requesting 
employee. 

 
➢ When ready, click the check box to proceed forward or red “x” to cancel the decision. 

 
 

➢ Upon completion, additional requests can be reviewed the same way as outlined below, or the 
reviewer may log out of myUK. 
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