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Session 3 Content
Responding to Initial External Training Requests

Responding to External Training Completion Requests



Responding to Initial External 
Training Requests



Select Pending 
Requests.



Icon indicates it is an 
external training request.

Type indicates it is 
Initial or the first step.

Click on the folder to 
view request.



Review the training details.  
Note the project title.



Select Tutorials and 
Resources.



Click on Project Descriptions, 
then preferred language.



Locate the correct 
project and select it.



Click on the Launch 
button.





Use home from the navigation to return to the home screen, 
then return to the request by click on the pending request title.



Approve the request by clicking on the green checkmark
or deny the request by clicking on the red x.



If you approve or deny enter any comments, 
your name and then click submit.



Responding to External 
Training Completion Requests



Select Pending 
Requests.



Note that the type now 
reads Completion.

Click on the folder to 
view request.
.



Review the request to see if the 
member met the requirements.

Click on the back button to 
return to the previous screen.
.



Approve the request by clicking on the green checkmark
or deny the request by clicking on the red x.



If you approve or deny enter any comments, 
your name and then click submit.




