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1 LOGGING IN 

 

This is the landing page where users will login. Users can input their email and password to login. 

Checking remember me will remember the user’s email address. If the user would like to use another 

service to login, they would have to grab the code from the duo app. Once the user has input their 

credentials, they will need to click the blue “log in” button. 

 

Upon logging in the user will be redirected to this page: 
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2 FORM REVIEW 

The Compliance Officer can view submitted forms to approve or reject. The user will click the pencil 

icon: 

 

Upon reviewing the form, the office can select approve or reject. If the officer selects reject, they’ll need 

to add a note: 
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The officer can save as a draft and review later. Or the user can submit and change the status of the 

form.  

3 DELEGATE COMPLIANCE APPROVAL 

If the officer needs to delegate a temporary compliance officer, they can do so on the home page. 

 

They’ll search and select a user. Then press delegate compliance officer: 

 

Once the time is over, they will need to select Remove Delegate. 


