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1. Process overview: 

If the prospective driver is an employee of the University, they will use the SAP Portal and begin the 

process by selecting the Driver GPS Consent and Approval Tracking tile, located in the ESS + section of 

the SAP portal.  They will click on the “Become a Driver” button and complete the form.  Once 

submitted, the request will flow using SAP workflow to the Department Head of the employee’s 

organization and, if approved (via the Department Heads “Inbox” within SAP), will then flow to Fleet 

Administration in Facilities Management. 

Fleet administrators will then send the prospective driver’s Texas driver's license information to Texas 

Department of Public Service (DPS) to verify the employee’s driving record.  If the driving record is 

acceptable per UPPS 05.05.02, Driver Selection, the fleet administrator will complete the approval 

process in SAP.  If the driving record is unacceptable, the fleet administrator will reject the request and 

provide notes reflecting rejection reason(s).   

2. Accessing the Driver Application Module: 

The following tile will exist in the SAP portal under ESS + for all employees. 

 

3. All Employees will have access to the following buttons within the Driver Application Module: 

 

4. New Driver Request - Employees Only 

 

a. To begin the process of becoming an approved driver click this button: 
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b. Employee Information is automatically populated based on data in SAP dependent upon 

the selected personnel assignment if multiple assignments exist.  Most employees only 

have one assignment within SAP. 

 

c. Enter Driver License Number, State and License Expiration Date. 

 

d. Select the vehicle type based upon the vehicle(s) the driver plans to drive. 

 

e. There are two driver responsibility categories (pre-entered by HR): 

i. Required to drive - Restricted to those jobs and positions determined to require 

driving.  This is coded against the job classification or position by Human 

Resources. 

ii. Allowed to drive - Allowed to drive by a department head. 
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or 

 

f. If a prospective driver has an out of state license, they must attach a “State Non-

Certified Driver Report”.  Also, if a driver is not a student, they must obtain a Texas 

driver’s license within 90 days.  After obtaining a Texas driver’s license, the driver would 

navigate to the “Update Driver’s License” button to update their driver’s license 

information. 

 

g. The prospective driver will read the Acknowledgement section, check the box certifying 

their understanding, and select the “Submit for Approval” box.   

 

 

h. Lastly, they will confirm submission. 
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5. If the driver is required to drive as a condition of employment, the form will be routed directly 

to Fleet Management for review and approval/rejection.  

 

If the driver is being submitted under the allowed to drive category, the form will be routed to 

their Department Head for approval via SAP workflow and, if approved, will be routed to Fleet 

Management for review and approval/rejection. 

 

The employee, Department Head and Vehicle Coordinator will be notified as soon as the 

approval is complete or if rejected via e-mail. 

 

6. Update Driver’s License Information – Employee Only 

 

a. To update driver license information, an employee will click on the Update Driver 

License button within the Driver Application Module: 

 

b. Employee Information is automatically populated: 
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c. The Employee can edit the following information: 

 

Driver License Number, State and Expiration Date.  The other fields are shown for 

informational purposes. 

 

d. If there was a document attached, it will be visible in the reports section.  The employee 

can also upload additional documents if necessary. 

 

e. The employee will select the Update Driver License Information checkbox and then 

select Submit Changes. 

 

f. The employee will then Confirm Submission by selecting Yes. 
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g. The employee will see this confirmation box and select OK. 

 

h. The employee’s driver license information update is now complete. 


