Delegate Approval Authority
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 Approval Manager, click the Manage Delegate.
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Under Manage My Delegate Settings, click the on radio button. Leave the Search text field blank and click on the Search button.
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Under Select Delegate, search for an individual by entering their name in the text field and click on the Go button.
[bookmark: _GoBack][image: ]

In the search results click on the radio button next to the name of the person you want to delegate your approval authority to. Click on the Save button.
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If the name Delegate Approver appearing in the Search text box is correct, click on the Save button.
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A notice will appear at the top of the page to confirm that the delegate was saved successfully.
[image: ]
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