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Employee Options 

• Create or Edit Flex Work Proposal/Arrangement 

(or Register participation in Flexible Work) 

• Submit Proposal for consideration 

• Print Proposal (via Proposal PDF) 

• Perform Review of Arrangement 

• Complete a Survey 

• Create Proposal from previous Arrangement 

• Change Password (if not SSO) 
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NOTE: In the following slides the notes or 
annotation for the slide are text boxes 
inserted in the slide. 
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This is a sample of the notes or annotations text 

box as they will appear in the following slides – text 

is red, italic, Ariel, 12 or 14 pt. The boxes have no 

outline and vary in transparency. 



LandingPage Options 

Flexar 

The Employee Menu is 

accessed by clicking the 

“Associate Proposal” box. 

This is the LandingPage or the 

‘Flexar Portal’ – providing access 

to all parts of the Flexar system 

and collaborative systems like the 

Orientation and Toolkit.  It is 

completely customizable. 



Employee Home Employee Home 

The text can be re-phrased as a “Registration 

Process” as opposed to a “Proposal Process”. 

Menu options can be excluded to meet your needs. 

The text between the “Home” bar and the 

“Employee Options Menu” is optional and 

customizable. 

This banner is customized per client specifications to appear as part of their intranet 

(instead of a cloud-based service) and is presented at the top of every page. 
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Create or Edit Proposal 

Proposals for flex work are created or edited using 

a 5-panel wizard: 

1) Present the Person Profile – read-only, for 

confirmation of the person’s data.  

2) Select Arrangement Flex Work Type(s). 

3) Identify a Proposed Schedule (Onsite and/or Offsite) 

4) Answer some Proposal Questions 

5) Review and Accept the standard Agreement and 

Submit proposal for consideration. 
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Person Profile is displayed to verify 
information. Captions are customizable. 

This data is typically auto-populated from the Human 

Resource Database through an encrypted XML, CSV or 

secure data link (Ab Initio) – values are display only. 

Person Profile 



The above support text can be changed or excluded per 

client needs. 

Wizard tabs and button colors, shapes and styles are 

customizable. 

The set of flex work choices & language can 

be changed in the setup. 

More than one can be selected if policy  

supports hybrids. 

Arrangement Type Selection 

Flexar 

The Previous and Next 

buttons perform an implied 

“Save” on every panel. 



Schedule 

Each Proposal has a Schedule - Current and Proposed, in the Office 

and/or Remote . The Schedule may be 1 interval per day (see above) or 2 

intervals per day (not shown).  

Assisting 

language is 

customizable. 

A time control is used 

to capture supported 

time values. 
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Proposal Schedule 



The questions can be changed per the client needs and can change 

over time to meet changing needs.  Supporting text can be provided to 

assist in providing more suitable answers. 

Proposal Questions/Answers 
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The header text can be customized to meet needs of the client. 

Questions can be general or flex type specific and present only if 

that work type is selected.. 

Users can copy/paste answers from external documents. 



Agreements can be used to re-fresh Code of Conduct compliance and extensions relevant to 

Remote Work and Telecommuting – completely customizable through document composition. 

All text is customizable. 

Agreement documents can be general (any flex type) and 

flex type specific. These are company policy documents to 

ensure compliance with confidential materials, liability 

waiver, suitability of workplace, not a change to “will to 

work” and other important issues. 

Proposal Agreements 
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Calendar controls are 

used to ensure valid 

date selection. 



The “Submit” button is not activated until the user checks the “accept agreement” box. 

Proposal Agreements 
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Proposal Agreements 

The “Successfully Submitted” message is presented, notifying the user of the 

status change - from Pending to Submitted.. 
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On Submit Proposal 

3 things happen for Submitted Proposals: 

1) The Flexar database is updated to record the change. 

2) An email is created that is sent to the applicant’s 

manager (proposal reviewer or 1st reviewer) notifying 

them that the submitted proposal is ready for review 

with a link to the process for reviewing that proposal.  

3) A Proposal PDF (Portable Document File) is created 

containing the information from each wizard panel. 
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Email on Submit 

 automatically created by Flexar with text for “SUBMITTED” proposals.  

 “Subject:” contains the Arrangement Name.  

 “From:” is the Flexar mail sender for the client company.  

 “To:” is the email address of the next proposal reviewer or processor. 

 “Cc:” are the parties notified of the submitted proposal (no action expected).  

 A link to “ProcessProposal” with the identified Arrangement. 
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Date and time of email. 

Sender email address. 

Arrangement name in the Subject line. 

Ben’s manager – Tom - who needs to review Ben’s proposal. 

Ben is cc’d so he knows Tom has been informed of the proposal submission. 

The link to the review process 

and the subject proposal . 



Proposal PDF Page 1 
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Proposal PDF Page 2 
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Proposal PDF – Questions/Answers Pages 
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Proposal PDF – Agreement(s) Pages 
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Proposal PDF – Manager Comments Pages 
provided from proposal review 
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Summary of Proposal Process 

 5 simple tabs in the wizard-based process. 

 All presented data (text and captions) are stored in the 

Flexar database to enhance customization. 

 All captured data (user input) are stored in the Flexar 

database to enhance collaboration & reporting. 

 a Proposal PDF file is created that records and formats 

values of the Proposal at time of submission. 

 An email is automatically created to alert the applicant’s 

manager that a proposal is ready for consideration.  
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Telecommuting & Onsite Work 

Telecommuting has special circumstances – how many states 

work is performed and what percentages for each state. This 

usually has tax obligation issues about which HR/Payroll 

must be informed. 

Note the different style of tab used for this client Flexar site. 
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Telecommuting – Multiple States 

Many people who telecommute perform work in more than one state, or taxing authority. 

This must be identified for HR/Payroll. Each day is 20%. This is optional for Telework. 
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Job Share Specific Information 

Job Share arrangements have a “Job Share Partner”. 

Select the Job Share partner from a panel of 

employees using the magnifying glass and 

the relationship is created and all other data 

is automatically determined from the Flexar 

database. Change partners the same way. 
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NEXT STEPS 

Flexar 

Your company could be enjoying the benefits of 

Flexar in less than 3 weeks for much less than you 

expect. 
 

You can view the Flexar Manager Options Menu and the 

Administrator Options Menu presented in the Walkthrough section. 

 

If you have any questions or would like to schedule a Flexar walk-

through, please call 240-602-1127 and ask for a Flexar specialist or 

email support@pipersoft.net with your request. 

 

If you would like a cost quote and proposal, please call the above 

number and ask for a Sales specialist or use the above email and ask 

to be called by a Flexar sales specialist. 

mailto:richard.latty@pipersoft.net

