
1. PLEASE NAVIGATE TO PEOPLESOFT HR, MAIN MENU, SELF SERVICE – UP, EMPLOYEES 
WORKCENTRE, OUTSIDE WORK APPLICATION 

2. Complete the online form, start date, end date, company name, nature of outside work, scope, 
hours, work description 

3. You can select if applicable, previous Outside Work Approved and will use be made of University 
equipment or services. 

4. Click the apply button 

 

5. You will see your application form is routed to your line manager for approval. 



 

6. You can also view all your previous external work applications by clicking on the button “List of 
External work submitted" 

 

 



1. Navigate to PeopleSoft HR, Main Menu, Self Service – UP, Managers WorkCentre, outstanding 
approvals 

2. Approve conditionally or Yes – Approve, No -Return 

 


