How a Delegate Approves a Request

	Delegate Approver: A user that has been assigned as a delegate to approve/deny any level of a learning request regardless of its status in the approval process; the user can also edit field content after the learning request is approved/denied.  This approval authority is enabled by a Supervisor who has a Supervisor role in the LMS.

Notifications:  
· When a Learning Request is submitted, the supervisor(s) and their delegates will receive the notification.
Note:  The notification to the supervisor cannot be turned off.
· Once the request has been approved/denied, notification will be sent to all applicable parties.



		Prerequisites
	· Must be delegated to approve requests.


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

	
Who can be a Delegate Approver?
	[image: Embedded PNG (100%) File Template] Important! If you have been delegated authority and are outside of the chain of command, you will need to be assigned the Approver role.

Be sure that you have permission to access the Approval Manager. If a delegate does not have 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) the delegation is recended. 

[bookmark: _GoBack]How Delagation works:
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1. Login in http://lms.des.wa.gov/

2. Select the [image: ] tab to begin the following activities.


	How to Approve an Employee’s Learning Request
	Purpose: This allows you to approve an employee’s course request for any level of approvals.
3. Click on Approval Manager then Learning Requests
[image: ]
4. From the Manage Learning Requests Page, select the Pending Delegated/Escalated Requests tab
[image: ]
5. A list of all requests pending for you to approve will appear. 
6. Select the request then click “Edit”.
[image: ] 
7. Click “Approve”, “Approve All” or “Deny” to proceed.
a.   The “Approve All” button will only appear for those with the Approver role.  This will allow you to approval for all levels of the request.
Example:  Your agency requires two approvals for a training request, the Supervisor and the Training Manager.  By selecting “Approval All” you are making the approval decision for both individuals.

	How to Add Review Comments to a Learning Request
	Purpose: This allows you to add review comments to a Learning Request.
1. Access the learning request you want to manage.
2. Click the Details tab.
3. In the Add Review Comments text field, type the comments you want to add to this Learning Request.
[image: ]
4. Click Update.
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