[bookmark: _GoBack]Assign to Other Manager
Assign to Other Manager allows you to assign someone else to complete the supervisor tasks in Halogen (e.g. Write employee appraisal). This feature is helpful if you share a direct report with another supervisor or have an employee that reported to someone else part or most of the appraisal period.
This feature is only available when you are in a Halogen process (e.g. performance appraisal) and have a supervisor task to complete (e.g. Write employee appraisal).
1. Click on the task you would like to assign to someone else
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2. Select the employee you’d like another supervisor to complete the task for and click “Assign to Other Manager”.
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3. Search for and select the supervisor you’d like to assign the task to.
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The task you assigned will no longer appear in your “My Tasks” area. You cannot get the task back unless the supervisor you assigned it to assigns it back. Also, any additional supervisor tasks in the process (e.g. Sign-off on employee appraisal) for this employee will be the responsibility of the supervisor you assigned. 
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