How to Approve a Waiver Request
[bookmark: _GoBack]From the dropdown menu located in the top right hand corner of the page, change your role from Learner to Supervisor.
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On the Home page click the Administration tab. 
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Under Learning Activities, click the Waiver Requests link.
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Under Manage Waiver Requests, select the course that has been submitted for a waiver and click on the Edit button.
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Under the My 


Requests Details page, review the reason the learner requested the waiver and add a Review Comment as needed. Click on the Update button.
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A notice will appear at the top of the page to confirm that the update was successful.
Click on the Approve or Deny button.
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A notice will appear at the top of the page to confirm that the waiver was either approved or denied. Click on the Close Report button to return to the Manage Waiver Requests section.
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