
This form is to be initiated by the Supervisor and then sent to the respective 

employee.  

Once all of the required fields are completed, the supervisor will then sign in the 

designated field.  



 

 

 

 

 

Once signed, the Supervisor will choose Submit form 



After choosing Submit form, the Supervisor will be redirected to this page where they will: 

1. Enter the name and email of the employee

2. Select the corresponding HR staff the form will go to for processing (A-K or L-Z). 
Please remember the letters correspond with the first letter of the respective 
employee’s last name.

i.e.  if the employee’s last name is ‘Doe’, you will choose A-K. 



After entering the employee’s name and email, as well as 

designating which HR staff the form will go to, the 

Supervisor will then click Approve this form.  



After the Supervisor clicks: Approve this form, the employee will then receive 

an email notification and link to the form. The employee will then click on the 

link and be brought to this page for their signature.  



After reviewing and signing their name, the employee 

will then click: I have reviewed this form and select from 

one of the following options.  



Once the employee chooses Send to next approver, 

they will be directed to this page. They will then choose 

Send to approver.  

This form is now complete.  


