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Lane Change Pre-approval eForm 
How to approve an eForm 

 

 
 
Email Notifications will be sent to your SPPS email when an employee who reports to you submits a lane 
change pre-approval application.  
 
 
The email will include the 
type of form along with 
the employees name in 
the subject line. 
 
Form details will be 
included in the email. 
 
A link to approve the 
form will be provided in 
the email. You can click 
on the link to take you 
directly to the form.  
 
 
 
 
 
 
 
If you do not use the email link you are also able to 
access the eForm through the approvals tile on the 
main page.  
 
 
 
The approvals tile will show any pending forms. 
Information will include the employee’s name, and a description of which form was submitted for your 
approval. 
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Employee Information will 
be at the top of every form. 
This will include important 
information such as 
employee ID, name, job title, 
location, union code, etc. 
 
 
Information regarding the 
course the employee is 
submitting pre-approval for 
will include the course title, 
date of course will be 
located in the 
course/workshop 
information.  
 
Course descriptions are 
required by the employee. 
To view the course 
description click “view”. 
 
Click “Approve” if you 
approve this employee to 
take this course. An email 
will automatically be sent to 
the employee letting them 
know you have approved 
their pre-approval request 
and their request has been sent to HR for approval.  
 
Click “Deny” if you do not approve this employee to take this course. Before clicking deny please put the 
reason for denial in the comments section. An email will automatically be sent to the employee letting them 
know you have denied their pre-approval request. Please follow up with the employee regarding the reason 
for denying their pre-approval request.  
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