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	Helpful Hints
	[image: Embedded PNG (100%) File Template]Note! If you are a delegate approver, you cannot approve your own pending learning requests. These requests can still be approved by another user through the approval escalation process, or by the original approver upon their return.
All levels of a workflow may be escalated. When Approval Escalation is enabled, a column called Escalated appears when viewing Learning Requests. If the value under the Escalated column displays as Yes, the learning request is escalated. If the value is No, the learning request is not escalated.

	1. Login in http://lms.des.wa.gov/.

	2. Switch your role, by select the Agency Administrator role from the drop down menu located in the upper right.

	3. Select the [image: ] tab to begin the following activities.
4. From the Approval Manager then Learning Requests.

	View All Learning Requests
	Purpose: The All Requests tab allows you to see all of the requests currently pending within the system. You can sort the requests by Status: Open, Approved, Cancel, Canceled, and Denied. You can see the type of request in the Request Type column.
1. Click the All Requests tab.
2. In the data table, search and locate the Learning Request that you want to view.
3. In the Select column, click the radio button for that Learning Request.
4. Click Edit.
You have completed this process. 

	View Approved Requests
	Purpose: The Approved tab filters the list of requests to show only those requests whose status is "approved."
1. Click the Approved tab.
2. In the data table, locate the Learning Request that you want to view.
3. In the Select column, click the radio button for that Learning Request.
4. Click Edit.
You have completed this process. 

	View Denied Requests
	Purpose: The Denied tab filters the list of requests to show only those requests whose status is "denied."
1. Click the Denied tab.
2. In the data table, locate the Learning Request that you want to view.
3. In the Select column, click the radio button for that Learning Request.
4. Click Edit.
You have completed this process.

	View Canceled Requests
	Purpose: Requests on this tab are those that have been canceled by an approver.
1. Click the Cancellation Requests tab.
2. In the data table, locate the Learning Request that you want to view.
3. In the Select column, click the radio button for that Learning Request.
4. Click Edit.
You have completed this process.
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