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:

EMPLOYEE EDUCATION
PROGRAM

Dear B

The employee listed below has a pending application for the Employee Education Program.

Classification: TEAMS

Job Title: EDUCATION SUPPORT SPECIALIST Hire Date: Department:
School: UNIVERSITY OF FLORIDA

Semester: SPRING, 2024

Please review the application and verify this employee meets all criteria for the Employee Education Program, such as hire date and employment status, the|

To access the approval queue:
"WEFLogir

'You may also view the EEP Approval Instruction guide located at:

For more information on the EEP, including the Policy and Frequently Asked Questions, please explore our website at:

You may also contact the Education Coordinator at (352) 273-0149 or

*This is an automated message - Pl

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

-

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

[ UL, ST LS AR PIVEL YWY UTRITUNY VU RITUWIVIAN LaD A

OnBase

LIFE CYCLE VIEW WORK FOLDER

VOV OV VWV

S HhAEHD

Inital Queue

Manager Approval

Director Approval

Exceptions Queue

Create Record Queue
Registrar Queue

Registrar Problem Queue
General Problem Queue
Duplicate Applications Queue
EEP Grades Due Notification LC

ERP Budget Request Approval

0 momm e mm

HEQ - Current Applications
HEOQ - Grades Due Notification LC

HEO - New Application/Parent
Acceptance LC

+ im

20T

Inbox

Drag a column header here to group by that column.
UFID I FIRST NAME

¥ Contains...

| LAST NAME

¥ Contains. ¥ Contains..

> EEP Attending School: UNIVERSITY OF FLORIDA (1)

Items: 1

Send 1o
~ | Duplicate Deny

Director =
= | Applications %D Approval Application
Queue

Send EEP

= | Director Admin -
E Reminder ﬂ Director
Approval

Notification

EEP
Admin
Set

~| Director
Proxy
Approver

| DOCUMENTD... | E

U

on...

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



