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3�"���/� Supervisors may be unable to view this select screen/approve leave reports until at least one of 

their supervisees have started a leave report. 
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Please note that salaried staff members who do not report directly to you, but are in the department 

you have selected, will appear on the list as long as their leave report status is Not Started. Once their 

leave report is started, they will only appear on the list of their direct supervisor. 
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Setting up a Proxy: 
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