How to Approve or Reject a Training Request

1. You will receive an email to prompt you to approve or reject each
time someone who reports to you registers for a course in Core HR.

2. The email will contain a link to Core HR. Click the link to log in to
your account.

3. When you log in to your Core account, you’ll notice a number at the
top beside the approvals button. Click the number to reveal your
employee requests.
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4. When you click on a request, the details of the course is displayed.
You enter a comment into the Comments field, confirm that you
have validated the details by selecting the checkbox and then click
Reject or Approve. If you choose to reject a request, the staff
member will receive an email stating that the request has been
rejected. The comments you enter into the comments section on
this screen will appear as the reason why it was rejected.
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