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	Purpose
	Use this procedure to delegate your learning request approval duties to another user.  Once this is done, any pending requests display on their Pending Requests page and they can take action on them in your place.  

This is useful for covering vacations, sabbaticals, or long periods when you might be unable to respond to learning requests in a timely manner.  Once you are ready to resume your approval duties, the system allows you to transfer the pending requests back to your own Pending Requests page without interruption.


	Prerequisites
	· Must be assigned the Supervisor role.


	Website Address
	· http://lms.des.wa.gov/ 

	
Who can be my Delegate?
	You can choose anyone in any of your groups to be your delegate. They do not have to be your direct report or supervisor.
[image: Embedded PNG (100%) File Template]Important! Be sure that the person you've chosen as your delegate has permission to access the Approval Manager. If the delegate does not have a role with sufficient permissions, the learning requests come to a dead end with that person and no additional action can be taken until (A) their permissions are adjusted or, (B) you rescind the delegation. 

If the delegate is only processing approval requests, then you can assign them the Approver Role.


[image: ]

	Timeframe Guidelines
	· Timeframes cannot overlap
· If Start Date and Time is blank, the delegation begins as soon as the Delegate Setting is manually set to On
· If End Date and Time is blank, the delegation continues until the Delegate Setting is manually set to Off
[image: Embedded PNG (100%) File Template]Important!  If an employee is set as a delegate and moves to a new agency, they will continue to receive notifications until their account is updated to remove the delegation.




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/.

	2. 
	Switch your role, by selecting the ‘Supervisor’ role from the drop the down menu located in the upper right.
[image: ]

	3. 
	Click [image: ] tab.


	4. 
	[image: ]From the Approval Manager menu, select Manage Delegates.

	IF
	Go To

	You are Setting your Delegate,
	Step 5

	You are manually Setting your Delegate OFF,
	Step 8




	5. 
	In the Manage My Delegates Settings section, update the information as necessary.
[image: ]
a)  Delegate Setting: choose On to enable this feature.
[image: ]
a) Click [image: ] in the Delegate Approver 1 field.
[image: ]
b) Delegate Approver: search for and select the user that you want to designate as your delegate. You can only select one user to be your delegate. The list of users available is not filtered by the Filter User Data By Direct Report permission, but is filtered by the Filter User Data by Group permission. This allows you to choose a user within your group but not necessarily someone within your direct reporting chain.
i) Select the User and click Save.
[image: ]
c) Start Date and Time: the date and time when the approved delegate can begin to take action on learning requests. Type the date and time information into the text field or select information using the calendar and clock icons. 
d) End Date and Time: the date and time when the approved delegate can no longer take action on learning requests. Type the date and time information into the text field or select information using the calendar and clock icons.
Note: If this field is left blank, the Delegate Setting is left ON until the setting is turned OFF.
e)   Once you have entered your settings, click the [image: ]  button.

	
	[image: ]
[image: Embedded PNG (100%) File Template]Note! Any time a user turns on or off their delegate approver setting, the delegate receives a notification informing them that they have been activated or deactivated as a delegate approver for that user.

	6. 
	You have completed this process.

	7. 
	In the Manage My Delegates Settings section, update the information as necessary.
b) Delegate Setting: choose OFF to turn this feature OFF.
[image: ]
[image: Embedded PNG (100%) File Template]Note! Any time a user turns on or off their delegate approver setting, the delegate receives a notification informing them that they have been activated or deactivated as a delegate approver for that user.
a) Once you have entered your settings, click the [image: ]  button.

	8. 
	You have completed this process.



[image: http://intranet.watech.wa.gov/sites/default/files/WaTechLogo_small_0_0.png]
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