
Thank you for your time in the EEP approval process for your department. To help you better navigate 

the Educational Program process, we have created this guide to assist you with the Manager and 

Director approval process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Click on the link to the approval queue, received in the notification email: 

 

 

Note: You may need to sign-in with your Gatorlink to view the approval queue if you haven’t done it 

already. 

 

 

 

 

 

 

 

 

 

 

 



2. If the application hasn’t been approved yet, you should see it in the approval queue: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Select the EEP form by clicking on the row with the requestor’s information, as indicated above. 

 

Note: It is possible that the forms will be grouped by attending school, like in the screenshot below: 

 

 

In that case, click on the arrow next to the EEP Attending school name to display the form: 

 

 



4. Once the application is selected, click on “Director Approval”/”Manager Approval” (depending 

on the queue) to approve the EEP request. 

At this point, you will have approved the request. The EEP form will then proceed to the next queue in 

the workflow. 


