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1. From the navigation menu E in the top right corner of the Homepage,
select Learning, and then Team & Learning Approvals.

Home >
Learning v

My Learning

Learning Search

Training Record

Training Calendar

Interests and Waiting Lists
Add Externally Completed Tr. .

Playlists

Team & Learning Approvals

Analytics & Reports >

2. Select Manage Pending Requirements.
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3. Select the Approve button to approve the request, or the Deny button to
deny the request.
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- You can select the training title link to review details about the
T training. Select the Back button in the details screen to return to
< the View Pending Requests list.

4. You can provide an explanation for the approval or denial by entering
additional comments in the textbox. These comments will be added to
the team member’s training record.

5. Use the Approve or Deny button to complete the task. The Cancel
button will take you back to the View Pending Requests screen.

Please enter any additional comments:
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