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Supervision: Approve, Remove and Request a
Licensee as the Supervisor
This How-To-Guide is intended for licensees who are eligible to supervise other
licensed professionals and are required to maintain active supervision relationship
agreements.

1 Login to your Licensee dashboard. Click "Supervisor Landing Page" from the
left navigation menu. This link will only display if you have an active license and
are eligible to supervise
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2 Your Supervisor Landing Page displays all of your supervised licensees with
approved and pending requests. Click "Approve" to review and accept a pending
request.
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3 Review the information submitted by the requesting licensee. Click "Accept" to
approve the request. Click "Reject" to remove the request.

4 The licensee status changes from "Pending" to "Approved" after acceptance.
When rejected, the licensee no longer appears on the display and the request is
no longer valid. Click "Delete" to remove an existing supervision relationship
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5 You are prompted "Are you sure?" prior to permanent deletion. Click "Delete" to
proceed with ending the relationship

6 A supervisor can also initiate the request to a licensee. Use the Request a
Licensee section of the page on the right. Click the dropdown arrow to select the
profession
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7 A supervisor can also initiate the request to a licensee. Use the Request a
Licensee section of the page on the right. Use the "Dropdown Select" feature to
choose the profession
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8 A list of licensees is displayed. Click the "+ icon" to select and request to supervise
that licensee. If you want to limit the search results, enter a partial or full name
in the "Search by Name" box. Click the "Search" icon.
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9 After selecting a licensee, you are prompted to complete the supervision
agreement form. Review the terms and conditions and Enter ALL required
information. Click to "check the box". Click "Accept" to send your request to the
licensee for approval.

10 The requested licensee now appears on your page as "Pending". The status will
change to "Approved" once the licensee logs in and accepts your request.


