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How to View a Learning Request
1 - Click the "My Requests" icon 
[image: ]
2 - Click the "Approved" tab to view requests that have been approved.
[image: ]

 Tab descriptions for the “Managing Learning Requests” section.
All Requests tab:  Every state except for ‘Canceled’ shown in this list view.[image: ]
Open tab:  Request has been submitted and is waiting for approval.[image: ]


Approved tab: Request has been approved.[image: ]
Denied tab: The approver has denied the request.[image: ] 


Cancellation Requests tab: The learner has requested to cancel a request already submitted.[image: ] 
[bookmark: _GoBack]Canceled tab: The learner’s request has been honored and canceled by an approver.
[image: ]
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