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Manager Self-Service 

 
Designating an Alternate Approver when on Leave or Vacation 

Main Menu > My System Profile 
  Instructions ACORN Page 
 PURPOSE: To designate an alternate approver for training requests.  As a manager/supervisor, you are responsible for 

approving/denying training requests submitted by a direct report.  If you know that you will be unavailable to act on those 
requests because you will be on leave or on vacation, you can designate someone else to approve/deny requests in your 
absence.   
The process is as follows: 

• Log into ACORN. 
• Navigate to ‘My System Profile’. 
• Select or Tab to the ‘Alternate User ID’ field. 
• Find and select the alternate approver User ID. 
• Enter a ‘From’ and ‘To’ date. 
• Save your changes. 
• The ‘Alternate User ID’ you select will now receive emails when your direct report submits a training 

request. 

1. From the Main Menu, find and select ‘My 
System Profile’. 
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 2. This is your ACORN user profile where you 

can designate an Alternate User ID.  Tab 
to, or click in the ‘Alternate User ID’ field. 

 
3. Click the search icon.  This is where you 

will search and select the alternate 
approver.   
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 4. If you happen to know the alternate User 

ID, you can enter it in the ‘begins with’ 
field.  If not, select ‘Description’ from the 
drop down.   Tab to the ‘begins with’ field.  

 
5. Enter the first and last name of your 

designated Alternate User ID, and then 
click ‘Look Up’.   The system will search for 
matches to the name you entered.  Those 
matches are displayed. 
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 6. Find the correct match, and select it.  

 
7. You have now selected the Alternate User 

ID.  This is the person that will receive 
training request emails in your absence. 
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 8. Tab to, or click in the ‘From Date:’ field.  

This is the start date of your leave.  

 
9. Enter the start date of your leave.  Then 

tab to the ‘To Date:’field. 
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 10. Enter the ‘To Date:’ for your leave.  This is 

the date you will return to work and want 
to start receiving approval requests again.  

 
11. Scroll to the bottom of the page and select 

SAVE.   
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