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How to Schedule an EAP Appointment 
 

1. Visit the Employee Assistance Program (EAP) website at https://eap.ufl.edu/ and 
select Request an Appointment. 
 

 
 

2. The system will prompt you to enter your GatorLink credentials. This information is 
only used to verify your EAP eligibility. Your appointment and medical information 
will remain confidential. 
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3. Select the option that applies to you — new client, current client or dependent of a 
University of Florida employee. 
 

 

 

4. You will be directed to SimplePractice, a HIPAA-compliant, secure system for health 
practitioners to handle confidential information. Select the clinician of your choice.   
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5. View the therapy options provided by your selected clinician and select one. 
 

 

 

6. Choose your visit type: telehealth (computer icon) or in-person (map icon with 
address). 
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7. The screen will display the available slots for that clinician. Please select the day 
and time that best fits your schedule. 
 

 

 

8. Enter your contact information and click the 'Request an Appointment' button.  
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9. The screen will confirm that your appointment has been scheduled for the 
requested date and time. 
 

 
 

10.  If you request a telehealth appointment, you’ll get a tentative confirmation via 
email. Once your therapist has confirmed your appointment, you’ll receive a follow-
up email with the final confirmation and a video link. 
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11. When you schedule your appointment, you will receive an email from the UF 
Employee Assistance Program SimplePractice account, 
yourprovider@simplepractice.com, containing your appointment details and 
guiding you to complete required documents in your SimplePractice Client Portal. If 
you don’t see the email, please check your junk or spam folder. 
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12. Please complete and submit all required paperwork at least 24 hours before your 
appointment. All documents must be completed online through your 
SimplePractice Client Portal. Your therapist will not be able to see you if the required 
paperwork is incomplete. 

 

 
 

13. We recommend you arrive 15 minutes early for your first appointment. This gives 
you time to find parking, locate the building and settle in before your session. If you 
have a telehealth appointment, log in to your Client Portal on SimplePractice ahead 
of time to resolve any technical issues, such as downloading the app to your phone 
if needed. Be sure you are in a secure, private location to ensure your privacy and 
prevent interruptions during your session. 
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