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Faculty-Led Study Abroad application overview 
The Study Abroad Online Application is a solution designed to assist faculty members and 
students engage in the setting up and processing of Faculty-Led Study Abroad programs. 
This application allows students to find information about available Faculty-Led Study 
Abroad programs and the ability to submit an application or interest form. In addition, 
faculty and staff will be able to collect all necessary information about the student and the 
program as well as to review and process applications. Only faculty and staff members who 
are responsible for the setting up and processing of applications will have access to this 
application. 

How to gain access to the application 
1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Click on “SIS Control and Setup” 

Note: If you do not see link in step (5), please contact the application administrator 
responsible for granting access to Faculty-Led Study Abroad application.  

In order to gain access to the Faculty-Led Study Abroad application for the first time, 
the faculty member should have completed (using the University Activity Abroad 
Approval Request Form: http://www.unf.edu/intlctr/Information_for_Faculty_and_Staff.aspx ) 
the UNF, Academic College, and Departmental procedure to submit and gain approval 
for a Faculty-Led Study Abroad program.  

Once the Faculty-Led Study Abroad program has been reviewed by the Activities 
Abroad Risk Review Committee (AARRC) and approved by both the Provost/Vice 
President for Academic Affairs and the Vice President for Student and International 
Affairs, the chair of the AARRC will grant the appropriate access to the application to 
the faculty member leading the program. Only the chair of the AARRC (application’s 
administrator) can grant access to the application. Currently the chair of the AARRC is 
Dr. Timothy Robinson, the International Affairs Director.  

A proxy application’s administrator has been designated, but this individual, will be 
responsible for granting access to the Faculty-Led Study Abroad application ONLY if 
the application administrator is unavailable due to special circumstances such as 
travelling abroad or on annual leave.  

 

 

 

https://mywings.unf.edu/
http://www.unf.edu/intlctr/Information_for_Faculty_and_Staff.aspx
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Things to know 
Faculty members will have the ability to determine how they want to manage the faculty-led 

study abroad program using this application. Access to the application will be granted based on 

how the faculty member will use the application. 

There are several components (screens/views) on this application: The following application 

components can be found on the “SIS Control and Setup” menu item under “UNF Administrative 

Applications” (step described above). 

1. Study Abroad: Approved Programs: Allows faculty members, program administrator, 

or program administrator backup to: 

a. View programs for the specific college. 

b. Add a program for the specific college (if setup as program administrator or 

administrator backup). 

c. Update programs for the specific college (if setup as program administrator or 

administrator backup). 

 

Important: When setting up a new program, it is required that the faculty member 

completes the program administrator field. This field determines who can manage 

applications submitted to the program. Any faculty member or program administrator using 

this application will be required to accept/deny each student to the program. The 

international Center will not be able to process applications/interest forms submitted by 

students until they have been accepted to the program. This step will allow the International 

Center to review all documentation submitted by the student and certified that the student 

has met all requirements for travel, which include verification of copy of passport, 

completion of safety session, submission of appropriate waiver documentation, etc.  

 

2. Study Abroad: Checklist: Allows faculty members, program administrator, or program 

administrator backup to: 

a. View programs for the specific college. 

b. Update checklist items (described below) for the program where they have been 

setup as program administrator or program administrator backup. 

c. Delete students from the check list view. 

 

3. Study Abroad: Documents: Allows faculty members, program administrator, or 

program administrator backup to: 

a. View and download documents submitted by student for the college/program 

for which they have been granted access to. 

 

4. Study Abroad: Reporting: Allows faculty members, program administrator, or 

program administrator backup to: 

a. View and download reports for programs within the college/program for which 

they have been granted access to. 
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Important: For these four (4) screens, the faculty member will request/receive access as 

described above in the section (How to gain access to the application). While initial access to the 

application for a faculty member leading the program will be granted by the chair of the 

AARRC (Dr. Timothy Robinson, the International Affairs Director) upon approval of the faculty-

led study abroad program, it is the faculty leader’s responsibility to request additional access for 

a program administrator (if different than the lead instructor) and/or a program administrator 

backup if needed. 

 

In addition to the four screens describe above, there is a fifth screen, in which the 

application/interest form processing is performed. This screen/view is known as the Online 

Forms Approvals and it is widely used for other workflow processes at the University. 

 

5. Online From Approvals: On this screen the faculty leader, program administrator, or 

program administrator backup will be able to review applications/interest form 

submitted by students to the program they have been granted access to and move the 

application/interest form through the workflow as needed. (More details in the “Online 

Forms Approvals” section below). 

 

For example, a faculty member may decide they want to setup the faculty-led study abroad 

program to make it available to students and to track progress, while another faculty member 

may decide to allow an administrative/executive assistant or other department designee to 

manage the program. The application was built to allow for such functionality. At a minimum 

when setting up a program the faculty leader is required to setup a program administrator. The 

program administrator will be able to process applications/interest forms which includes 

acceptance to the program. 

Some scenarios provided below. 

Case Scenario 1: 

Faculty leader will setup the faculty-led study abroad program using this application and will 

also track each student progress using the application. This include, communicating with the 

student and accepting/denying students to the program using the online forms approvals 

workflow. 

Request Security Role:  

 Faculty Leader: Editor for the corresponding College 

o Dr. Tim Robinson will grant access upon approval of the program by the AARRC. 

Setup when creating a program:   

 Instructor ID field:  Enter Faculty Leader ID  

 Program Administrator field:  Enter Faculty Leader ID 

Note: Detailed steps described below on this document. 

 

Case Scenario 2: 

Faculty leader will setup the faculty-led study abroad program using this application and will 

ask a department designee to track each student progress using the application. This include, 
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communicating with the student and accepting/denying students to the program using the 

online forms approvals 

Request Security Role:  

 Faculty Leader: Editor for the corresponding College 

o  Dr. Tim Robinson will grant access upon approval of the program by the 

AARRC. 

 Program Administrator: Editor for the corresponding College 

o Faculty leader will need to request access for this person by contacting Dr. Tim 

Robinson. 

Setup when creating a program:   

 Instructor ID field: Enter Faculty Leader ID  

 Program Administrator field: Enter Program Administrator ID 

 

Case Scenario 3: 

Faculty leader will setup the faculty-led study abroad program using this application and will 

also track each student progress using the application. In addition, the faculty member will also 

need to have a program administrator backup (Proxy). This include, communicating with the 

student and accepting students to the program using the online forms approvals workflow.  

This case scenario should only be used under special circumstances where more than one 

person will need to share the responsibility of managing applications/interest forms (i.e., more 

than one faculty member leading the program). 

Request Security Role:  

 Faculty Leader: Editor for the corresponding College 

o  Dr. Tim Robinson will grant access upon approval of the program by the 

AARRC. 

 Program Administrator: Editor for the corresponding College 

o Faculty leader will need to request access for this person by contacting Dr. Tim 

Robinson. 

 Program Administrator backup: Editor for the corresponding College 

o Faculty leader will need to request access for this person by contacting Dr. Tim 

Robinson. 

Note: if setting up a program administrator backup, the faculty member will also be responsible for 

making this individual a proxy on the Online Forms Approvals (See setting a proxy section below). 

Setup when creating a program:   

 Instructor ID field: Enter Faculty Leader ID  

 Program Administrator field: Enter Program Administrator ID 

 Program Administrator backup:  Enter Program Administrator Backup ID (i.e., 

secondary instructor ID or department designee ID). 
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How to view a program 
1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Under “SIS Control and Setup”, click on “Study Abroad: Approved Programs”  

 
6.  From the actions menu “View” will be displayed by default. 

 

Important: You will be able to view programs available for the college you have been 

granted access (i.e., College of Arts and Sciences). There are other actions that can be 

taken on this screen (add, update) but access to these actions will be limited by the 

access level granted to you based on your responsibilities with the faculty-led study 

abroad program(s). You must be setup as a program administrator or program 

administrator backup with the appropriate security permissions (editor) to be able to 

add or update programs within a college. 

 

 

https://mywings.unf.edu/
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If you have access to viewing or setting up multiple programs, programs can be filtered 

by Study Abroad Type, Term, Country (ies), Program, etc.  

 

7. Select UNF Faculty-Led form the SA Type Dropdown. Additional program types have 

been added to leverage the same type of information for the SAILS scholarship program 

and perhaps to allow this application to be used (in the future) for other types of study 

abroad programs. 
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8. A list of applicable programs will be rendered.

 
(Information about the programs should include Term, Type, Location, Program, UNF 

Instructor, College, Dept., Course, CRN, Capacity, Start Date, End Date, Number of Days, 

Apply Start Date, Apply End Date, Country, City, Hotel, Hotel Phone, TLO, Level, Clery, 

Interview (optional), and Program Requirements). 
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9. If the list is long, additional programs may be shown by click on “Next” 
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10. To start a new filter, click “Clear” 
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How to set up a faculty-led study abroad program 
1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Under “SIS Control and Setup”, click on “Study Abroad: Approved Programs”  

 

 
 

6. Select “Add” from the “Action” menu. Select UNF Faculty-Led as the SA Type: 

 

 Important: This option will be available to you only if you have been granted 

the appropriate access (Editor and/or Program Administrator/Program 

Administrator Backup). Please follow instructions below carefully as these 

settings will determine whether you will be able to manage the program 

efficiently and as intended. 

 

  
 

Important:  

 Once you select “Add” to create a new program the “Record Identification 

Fields” message will appear to alert you of which fields are required to create a 

https://mywings.unf.edu/
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unique record on this application. Please make sure you have the correct 

information when setting up a new program as these fields cannot be changed 

once the program is created. If you enter incorrect information, you will have to 

deactivate or cancel the program and create a new record/program. 

 Please make sure to select the main country for the program in the initial 

selection (Country field below). 

  Please enter a descriptive program name (including a second country if 

needed). This will be the name of the program that students will see when 

making a selection before submitting an application/interest form. If you are 

advertising your program by other means (i.e.; study abroad fair, flyers, 

international center, blackboard, classroom, etc.), please use the same program 

name consistently. It is also recommended to use the same name as submitted 

tot eh AARRC committee to request program approval. 

 

 

 

7. Once the unique fields for the creation of a new program have been completed (above) 

click “Next”. 

Note: Additional information to setup your program will appear along with a notification 

that fields below can be modified after the program has been created. Please see the alert 

note below. 

 
8. Complete the information on the form as needed to setup the program. 

Important:  

 If you added a second country to your program name in the section above, 

please make sure you select the same second country in the “Country_2” field. 

(In this example the program name is Chile and Cuba, I should select Cuba in the 

“Country_2” field). 

9. If there is a UNF course associated with the program select the course from the 

dropdown list. 
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Notes: 

 If you cannot find your course in the dropdown list, please use the new course 

text box to type in the name of the course as it will be listed in the UNF course 

catalog. Otherwise, leave this field blank.  

 

 
 

 If your program is not associated with a specific UNF course please leave the 

default setting for the course as shown “No course associated with this 

program” as shown below. 

 
 

10.  Enter the Instructor ID in the text box or use the search feature  to find the 

instructor’s N# 

 
 

11. In the “Program Administrator ID” field enter the N# of the individual managing this 

program. If the program administrator and instructor are the same individual, enter the 

same N# in both the instructor and the program administrator field. If the person 

managing the program is different from the lead instructor, enter the program 

administrator ID in the “Program Administrator” field as shown below. The program 

administrator will be responsible for completing the program setup, tracking student 

applications, communicating with the student to request additional information and 

accepting students to the program. If the faculty member will also need to have a 

program administrator backup (Proxy), the faculty member should enter this individual 

N# in the “Program Admin Backup”. 

 

Important: 
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 Entering an ID in the “Program Administrator” field is required for setting up a faculty-

led study abroad program. Setting up a program administrator backup is optional. 

 It is the faculty member’s responsibility to setup the program administrator and 

program administrator backup (if needed). 

 It is the faculty member’s responsibility to request security access for the program 

administrator and program administrator backup by contacting the application’s 

administrator (Dr. Tim Robinson- Chair of the AARRC and Director of International 

Affairs). 

 It is the faculty member’s responsibility to setup the program administrator backup (if 

one needed) as a proxy on the Online Forms Approvals screen.(See setting a proxy 

section below) 

In this example, the instructor and program administrator are two different individuals. No 

program backup selected (optional). 

 
 

12. Making the program available to students 

 

Important:  

 To make the program available to students to submit applications/interest forms you 

MUST select the “SA Application Only” from the “Make Available to Students” dropdown 

as shown below. By default the program is created but not available to students to 

submit applications/interest forms unless this option is selected. 

 You will also use this feature to (dropdown) to hide the program from students view 

when you re no longer taking applications/ interest forms for the program. 

 The “Program Cancelled” field should be used only when you would like to deactivate 

the course because it will no longer be offered for the term or going forward. For 

example, this feature can be used if the program was setup but did not meet the 

minimum number of students to travel abroad or for other circumstances was canceled. 

While the course will be marked as cancelled, the information collected will be retained 
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for historical purposes. However, a course marked cancelled will not be rolled over for 

future terms. The rollover feature will allow you to retain basic information from 

previous term(to assist in course setup) but it will be the faculty leader responsibility to 

update the course information as needed (i.e., travel dates, instructors, 

requirements…etc.,) 

 

 

 

13. Complete all other fields as shown below.   

It is recommended, the faculty member provide adequate description of the program 

and let the student know if items such as an essay are required for the program. It is also 

recommended the faculty member let students know if this program is available to a 

particular population. (i.e.; students within a particular major or cause level, etc.) 

 

 

 

14. Complete the section below ONLY if the program has more than one course. Otherwise 

leave this section blank. Click Add to complete the process of adding a new program.  
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If you encounter any errors, make appropriate corrections and click add. 

15. Program created message should appear on main approved programs page. 

 
If you encounter any errors, make appropriate corrections and click add. 

 

How to update a program 
1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Under “SIS Control and Setup”, click on “Study Abroad: Approved Programs”  

https://mywings.unf.edu/
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6. Select “Update” from the “Action” menu. Please note this option will only be available to 

you if you have the appropriate access to update programs as described above (you are 

an editor and a program administrator or program administrator backup for the 

college/program).

 
 

 

7. In the “SA Type” field select “UNF Faculty-Led”. 

 

 

8. When “Term” appears, make selection. When Country appears select the program main 

Country. When program name appears select the program you want to update if more 

than one appears on the list. Please note the warning message that these fields are note 

updateable. 
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9. The remainder of the fields for the page should appear, update as many fields as 

necessary. 

 

CAUTION: Information changed after students submit an application for the program 

would not be reflected in the submitted application. For example, if you made a change 

to a course number after a student submitted an application for the program and 

selected the course you changed, you will have to make the changes to the student 

application manually or submit the form/application back to the student for correction 

and resubmission.  
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10. When all changes are complete, click “Update” 

 
 

11. Your program should be updated and return to the main approved programs page. Keep 

in mind you will only see programs for the College you have been granted access to and 

where you have been setup as program administrator or program administrator 

backup. 
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How to review and manage applications 
1. Log in to https://mywings.unf.edu/ 

2. On the home page click the Banner Self Service link “Faculty/Staff” tab 

 

 

3. Under  “Employee Services” tab select click on “UNF Administrative Applications” 

 
4. Click on “Online Form Approvals” 

https://mywings.unf.edu/
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5. On the Online Form Approvals select the options you would like to display. Please keep 

in mind in this form you will only see applications/interest forms for programs where 

you have been setup as a program administrator or program administrator backup. As 

you make a selection additional dropdown boxes will appear to guide you in displaying 

the information you are most interest in. See complete list of menu options below: 

 
 

6. From the list displaying, you can click the review link to review information submitted 

on a specific application/form.  

Important: Please select the check box in the Open Editor label to 

ensure you are able to make changes to the application/interest form, 
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7. Once an application/form is selected, you can review the information, review the 

documentation provided and determine which stage in the workflow to place the 

application. To change the stage in the workflow navigate to the bottom of the page and 

select one of the actions in the Action dropdown menu. Please note only the program 

administrator or program administrator backup will be able to manage applications 

submitted by students to a program. 

 

 
 

8. The following actions can be taken, with the associated workflow. 

 Missing Items (Send Back): allows you to send the application/form back to 

the student for corrections. Please include reason for sending back the 

application/form to the student in the communication information box. This will 

be the information the student sees in the email with instructions to login and 

make corrections. Make sure to select the requester field in the Send To: 

dropdown option (this will link the message to the student email account). 

 Hold-Under Review: This option can be used to mark an application/form you 

have reviewed but need additional information/research before making a 

decision. This stage does not send the application to the student or move the 

application in the workflow process, but will allow you to enter comments using 

the internal notes box shown above. 

 Accepted to Program: Use this stage in the workflow to mark the 

application/form to identify the student as having being accepted to the Faculty-

Led Study Abroad program you are leading/managing. This is to be used by 

Faculty or program administrator ONLY.  Keep in mind this stage only grants the 

student clearance to participate in the program, however the student has not 

completed all steps to travel abroad. By setting the application/form to this 

status, you are facilitating the process by which the student is able to submit a 

valid copy of their passport.  Students will not be able to submit a passport until 

this step is completed. The International Center will not be able to certify 
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student to travel abroad until a copy of the passport is on file and other 

information such as the completion of the Safety Session has been validated.  

 Deny:  Use this stage/action when a student does not the requirements to 

participate in the program. For example, the program is offered to students’ 

within a specific major, the student has to complete specific prerequisites, 

student does not have the needed GPA to participate, etc.  

9. If you select to send the application/form back to the student to make corrections or 

complete additional information, select the “Need more Info (Send back) option from 

the Action: menu. 

 
Note: Please select the “Requester” option from the Send To: menu. This will ensure the 

student receives an email with the information provided in the” Comunication 

Information” box as shwon above. Students will also be able to go into their submitted 

applications/forms for Faculty-Led Study Abraod programs and see that a request for 

revision has been made. 

IMPORTANT REMINDER to Faculty leaders, Program Administrators: When reviewing 

applications/interest forms for your program at a minimum you are required to change the 

status of each application/form for each student to “Accepted to Program” or “Deny”. This is 

crucial for the student to be able to submit a copy of their passport (if approved) and for the 

International Center to be able to review the require information to mark the student as meeting 

the requirements for travel. 

Setting a proxy: 
1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Click on “Online Forms Approvals” 

6. Select “Manage Proxies”  

This feature is to be used ONLY if you have designated a program administrator backup while 

setting up your program. 

 

https://mywings.unf.edu/
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7. Enter Employee N# (UNF ID) or use the search feature to find the appropriate person. If 

more than one record is returned select the correct one. 

 

8. Select the appropriate access level from the Access dropdown menu (Approver), 

 

9.  Once the appropriate person populates in the “Person” field and access level is set to 

“Approver” click Submit. 
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10.  The proxy window will refresh showing the conformation message as well as the name 

of the person you set as a proxy and the access level granted. 

 
11. To remove an individual from your proxy list or to change the access level, from 

previous view select the appropriate action from the Access dropdown and click submit. 

 

 

International Center ONLY: Reviewing information 
submitted by students and certifying that student meets 
requirements for travel.  
 

Once a student has been admitted to a program an automated email is sent to the student asking 

to submit a copy of current passport. When the student completes this step the International 

Center will be able to review all information submitted by the student and validate correctness 

and completeness. 
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The International Center will follow steps above to communicate with the student as needed 

and to change the workflow stage to clear the student for travel by selecting the approve stage 

in their workflow. This step ends the workflow and only certifies the student for travel. Faculty 

may continue to track items in the checklist (functionality described below) and download 

documents or reports as needed based on application’s access granted. 

Important:  When, and if needed, to submit an application/interest form back to the student for 

corrections or additional information the IC should select “Need more Info (Send back) option 

from the Action: menu, and Select “Student” from the Send To: menu item. 

How to download a report 
 

To download a report in excel format for a specific program follow the instructions below. 

1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Click on “SIS Control and Setup” 

6. Click on “Study Abroad: Student Reports” 

 
7. Select a term program and course. Leave the default option (both) for the course if you 

want to retrieve information for both courses within the program (if a program has 

more than one course). Click submit. 

 

Note: Please note you will be able to download reports ONLY for programs within your 

College if you have been granted the appropriate access as described in this document 

 
8. Review information presented on screen and ready to download a report click the 

“Export to Excel” button at the bottom of the page. 

 
9. Click the “Previous Menu” link to return to the SIS Control menu 

https://mywings.unf.edu/
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Note: The report built into the application included information as requested by the 

project team during the implementation process. The excel report may contain more 

information than what you need. Please use the excel functionality to produce more 

specific reports to accommodate your program or unit reporting needs. 

Checklist functionality 
While participation criteria for each Faculty-Led Study Abroad program at UNF may vary based 

on faculty member, or program specifications, for the most part there is need to track progress 

for each student applying for or submitting and interest form to a program. For this purpose the 

faculty member or department designee as well as the International Center can use the Check 

List screen to track progress. This screen allows for tracking of individual students within a 

particular program. It is completely up to the faculty member if they want to make use of this 

functionality or not.  You must have the appropriate access granted as described in this 

document before you can access this functionality. To use the check list functionality follow the 

below instructions. 

1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Click on “SIS Control and Setup” 

6. Select the “Study Abroad: Student Checklist” link 

 
7. Use the filters provided to navigate to the specific term, program, and course and select 

submit. If you are searching for a program with more than one course, select both on the 

course filter. 

 

https://mywings.unf.edu/
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8. A list of all students who have submitted an application or interest form for the selected 

program, term, and course will be displayed at once. Make the necessary updated for 

each record and click “Update”.  

 

Important: 

You will be able to update information ONLY for programs within your college where you 

have been setup as the program administrator or program administrator backup and as an 

editor in the security screen (access granted upon request submitted by the faculty leader to 

the application’s administrator). 

CAUTION: Please DO NOT select the checkbox at the beginning of each row for a student (or 

more) unless you intent to DELETE this student from the checklist. 

 

9. To update items navigate to the record, make changes and click update. After making 

changes you can validate that the changes were saved by selecting the course again and 

reviewing the information previously entered is now showing on the student record. 

 

 For the fee payments, if your program has more than one payment you can track 

student progress towards completing their payments by changing the number of 

payments in the “Fee Payments” check list items. You can use the “Paid all Fess” 
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field to track students who have made all payments related to the Faculty-Led 

Study Abroad program and tuitions and fees for the course if you would like to 

track that information individually. 

 Most items in the checklist have been included in the excel report. (See the How to 

Download a report section above). 

 

 

Study Abroad: Documents by program: Reviewing 
documents submitted by students 
 

If you would like to review the documents submitted by students to a program you can always 

navigate to the application interest form as described in the “Forms Approval” process above(if 

you have been granted the appropriate access), or you can navigate to the Study Abroad: 

Documents by Program screen. The difference between the two screens is that in the “Forms 

Approval” you can review the documentation and redirect or adjust the form’s stage to reflect 

the appropriate status of the application (i.e., accepted to the program, need more info(Send 

Back). Navigation in this screen is by student. In the Study Abroad: Documents by Program 

screen you can see all documents submitted by each student within a program. You can also 

download each document as needed.  In addition, you can see if any students within a program 

is missing a document. At this time there is no functionality to combine all documents and/or 

download all documents at once. 

If you would like to have students to submit documents with a specific naming convention, 

please make sure you enter that information in the program description or post this information 

in the venues you would be using to advertise your program. 

 

To download and/or save documents follow the steps below. 

1. Log in to https://mywings.unf.edu/ 

2. Go to the “Staff” tab 

3. Under “My Applications”, click on “Employee Self Service” 

4. Under “Employee Services”, click on “UNF Administrative Applications” 

5. Click on “SIS Control and Setup” 

6. Select the “Study Abroad: Documents by Program” link 

https://mywings.unf.edu/
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7. Select the term and program and click submit 

 
8. To view or download a document select the view link under the specific document. 

 

9. You will be prompted to open or save the document. Keep in mind opening the 

document will not save it to your computer. 

 
10. Click the Previous menu on the bottom of the page to navigate to another menu within 

the application. 
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Support  
If you encounter a technical error when using this application, please contact the help desk 

following the instructions below.  
 

To submit an Information Technology Services request within myWings or at 

http://help.unf.edu use the instructions provided on this page: How to submit a request to ITS?   

In addition to online submissions, the ITS Help Desk may be contacted by phone (904-620-4357), 

e-mail or in-person visit to request assistance. 

 

For all other questions related to the setting up or managing a faculty-led study abroad program 

using this application, refer to this user guide. 

 

http://webapps.unf.edu/ecom/track/content/v2/KzVMMkdudmM5SzVmbGhEWEw4Z21saUZaL0NsVzJ2M2xnMUcydk5TankrOD01
http://www.unf.edu/its/training/submitITSR.aspx

