
Once you have completed all 

required fields, you will click on 

Submit form. 

 



After clicking, Submit form on previous page, you 

will be directed to this page. From here you will 

choose your assigned supervisor and click Send to 

this recipient.  

 



Once your supervisor receives the form, they will click on the link in their email and they 

will see your requested form. Here, they will sign the form and choose either Approved 

of Denied.  

After completing the required fields, your supervisor will then choose: I have reviewed 

this form.  

Once they have clicked on I have reviewed this form, they will choose from one of the 

choices listed.  

 

 



After a selection is chosen, the supervisor will then be directed to this screen where they will 

choose the assigned Site Secretary and click Send to this recipient.  

 



 

The form is complete once the site Secretary 

receives and chooses: I have reviewed this form.  

 

The form is now complete.  

 


