
 

 

 

 

 

 



 

Steps to follow: 

1. Select Department from the Search/Change drop down 
list 

 
 

 



 

 

 

2. Click on Department Name 



 

 

 

3. Enter the userid of the person 
you want to add in the search 
field 

4. Click on the userid in blue 
5. Click on Add 

Note: To delete an approver, click 
on his/her name. 

 


