
Higher Level Approver and VP/Provost/President Guide for Electronic
Appraisal 

1.) Higher level managers and/or Vice Presidents/Provost/President will receive an email alerting them

that an appraisal has been forwarded and needs review and approval. The email will be from 

eDocs@elon.edu. 

Click on “click here” to launch eDocs and view the appraisal. You may have to authenticate through 

SSO, but once completed the appraisal can be viewed. 

2.) Once the appraisal is displayed, you will be able to identify the appraised employee and see all the 

ratings and comments, from both the supervisor and the employee. Additionally, you will be able to see 

Accomplishments, Goals, Overall Rating and Comments and any attachments that may have been 

included. 
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3.) Once review is completed, non-VP/Provost will click on the Acknowledge button and the workflow 

to the VP/Provost/President will be initiated.

4.) VP/Provost/President will be able to see all the same fields as mentioned above. The only

difference is upon clicking Acknowledge, the initiated workflow is to the appraised employee’s 

electronic personnel file. 




