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1. Click My Employees.
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2. In the First Names or Last Name column, click on the name of the employee you’d like to add a Secondary Manager to. 
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3. Click Secondary Managers. 
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4. Click Add. 
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5. In the Last Name or the First Name box, enter the first few letters of the name of the employee whom you want to add as a secondary manager, and then click Search. 
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6. Select an employee, and then click Add. 
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7. Click OK. 
8. Click the first or last name of the secondary manager. 
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9. In the Secondary Supervisor Access dialog box, select all the check boxes next to the areas you want to allow the secondary manager to access. 
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10. Click OK.
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