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Under the Home tab click the Courses icon. 
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Locate the course you want to request. In this case I’m selecting a course under the Featured Courses tab. 
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Scroll down the page and click on the title of the class you want to request. 
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Review the class details and click on the Submit Request button.
[image: ]

Click on the Begin button to start the three step process of submitting a learning request.
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In step one, select the course you want to request and click the Next button.
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Step two, confirm that this is the course you wish to attend. Depending on your agency, you may see and need to input additional information. If you need to make changes click on the Previous button. If correct click on the Next button.
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Finally in step three, review the information. If you need to make changes click on the previous button to go back to the appropriate step. If correct click the Save button to submit the request for approval.
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A notice will appear at the top of the page to confirm that the learning request has been submitted.
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