	Create Catalog Course Training Learning Request Form

Follow this process to create a Catalog Course Training learning request form.
1. Navigate to Administration > Approval Manager > Learning Request Forms.
2. Click the Create Learning Request Form button.
3. In the Request Options section, select the Catalog Course Training Request Type.
4. Click Begin.
5. Provide the necessary Learning Request Form Details:
a. In the Form Name text box, enter the name for this learning request form. 
b. In the Description text box, enter a description for this form. (Character Limit = Unlimited)
c. In the Days Prior to Drop text box, enter the number of days prior to the class start date during which a learner may submit a drop request.
d. [bookmark: _GoBack]Set Status: Select an appropriate status.
e. Select your triggers
1. From the Course Cost Trigger list, select the course cost that triggers the need for approval. 
2. From the Number of Hours Trigger list, select the number of hours that triggers this form. 
3. From the Custom Course Field Trigger list, select the Custom Course Field that triggers this form. 
4. From the User Group Trigger list, select the user groups that trigger this form. 
5. From the User Field Trigger list, select the user fields that trigger this form. 
6. From the Custom User Field Trigger list, select the Custom User Field that triggers this form. 
7. From the Class Cost Trigger list, select the class cost that triggers the need for approval.
8. From the Custom Class Field Trigger list, select the Custom Class Field that triggers this form. 
[image: Embedded PNG (100%) File Template] Note! If you select multiple triggers for your form, the system interprets them with an "and" rather than with an "or". For example, if you choose to set a cost amount trigger of $100 and a User Group trigger of "Sales" then you are telling the system that users who are members of the Sales group must get approval for any course that costs over $100.

Also! You may select up to 5 triggers per form. They can be any combination of cost, hours, group, user, course and class triggers. For example, you could select one from each type or you could select all five from one list.

Finally! Be sure that when you pick your triggers, you do it in a way that is meaningful in context of your course offerings and group structure. It is possible to use the system's flexibility to create an impossible set of triggers. For example, it is unwise to select multiple cost or hours triggers since a course has just one cost and one duration but would have to meet all of the triggers you specify in order to require approval.
f. Click Next.
6. In the Select Fields section, specify which fields appear on this form.
a. In each section, select the fields to appear on this form. Use the Add and Remove buttons in the middle to move field names from the Available list to the Assigned list.
1. All standard and custom fields for that section appear in the Available list.
2. Certain required fields are included in the Assigned list by default.
[image: Embedded PNG (100%) File Template] Note! If the standard field "Name of Vendor" is part of an Approval Request form, and if requester enters a vendor name that does not exist in the LMS, when the requester clicks Save to submit the request, then the LMS adds that new Vendor to the list of LMS Vendors. 

If you do not want these added to the LMS vendors list, then you should not use the standard vendor fields in a request form. Instead create one or more Custom AWE fields to capture vendor information. Then, if appropriate, an LMS Administrator can create the vendor manually from the information provided.

If you choose to add any vendor fields to the form, Vendor Name must be included.
b. Click Next.
7. In the Order Fields section, use the arrows at the right of the box to specify the order in which fields should appear on this form.
a. Click Next.
8. In the Approval Levels section, specify who should approve requests using this form.
a. Each form must have at least one level of approval. You may add more levels if needed.
b. In the Approval Level 1 section, for the Choose Approver Type, select who approves requests that use this template. By default, you can choose from the following options but any custom field can also be added based on a setting in the General Application Settings module.
1. Immediate Supervisor
2. Second Level Supervisor (the Supervisor's Supervisor)
3. Class Instructor (available only for class level approvals)
4. Role (select the role from the drop-down)
5. Individual (search for the person's name)
[image: Embedded PNG (100%) File Template] Important! If the Filter User Data By Group permission is enabled for a role and an Approver is in a different group than the Learner, the Approver can see and act on the request normally. The Approver function supercedes the Filter User Data By Group permission.
c. In the Select Fields option group, check the box(es) to indicate which information from the Approver's profile appears in the history of this request. For the sake of privacy, keep in mind that any field enabled here is visible to anyone who has access to view this request.
d. If you want to add more levels of approval to this template, click the Add Approval Level button. If you want to remove a level of approval from this template, click the Remove Approval Level button. Remember that each template must have at least one Approval Level, so you cannot remove all of them.
e. Click Next.
9. In the Class Drop Approval Levels section, specify who should approve drop requests using this form.
a. Each form must have at least one level of approval. You may add more levels if needed.
b. In the Approval Level 1 section, for the Choose Approver Type, select who approves drop requests that use this template. By default, you can choose from the following options but any custom field can also be added based on a setting in the General Application Settings module.
1. Immediate Supervisor
2. Second Level Supervisor (the Supervisor's Supervisor)
3. Class Instructor (available only for class level approvals)
4. Role (select the role from the drop-down)
5. Individual (search for the person's name)
c. In the Select Fields option group, check the box(es) to indicate which information from the Approver's profile appears in the history of this request. For the sake of privacy, keep in mind that any field enabled here is visible to anyone who has access to view this request.
d. If you want to add more levels of approval to this template, click the Add Approval Level button. If you want to remove a level of approval from this template, click the Remove Approval Level button. Remember that each template must have at least one Approval Level, so you cannot remove all of them.
e. Click Next.
10. The Confirm Your Decisions screen allows you to double-check your selections before you proceed. Click Previous to make changes before saving. Click Save to continue. Once you save your changes, you are prompted to choose your next action. If you would like to print the form, click the Print Form button.
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