
 

 

 

 

1. Select the Courses tab. A list of all students for your school or district will appear. 

 

2. Select the Course Requests button in the left side navigation menu. 

 

3. Use the Status column dropdown menu to change the status to Submitted. 

 

Approving Course Requests for Individual Students 

 



 

 

4. To approve the course, select the green check mark in the Approve column. 

 

5. The screen will refresh and the course will no longer be displayed because its status has 

changed to approved. 

 

6. A success grid appears at the top of the screen with a green check mark to verify the 

course has been approved. 

 

  



 

 

 

1. Select the Courses tab. A list of all students for your school or district will appear. 

 

2. Select the Course Requests button in the left side navigation menu. 

 

3. Use the Status column dropdown menu to change the status to Submitted. 

 

  

Approving Course Requests for Multiple Students 

 



 

 

 

4. To approve multiple courses, place a check in the box to the left of each course name. 

 

5. Select the bulk actions icon at the bottom of the page.  

 

 

6. From the bulk actions dropdown menu select Update Settings. 

  



 

 

7. Select the Status checkbox and select Approved.  Then, select Update. 

 

8. A success grid appears at the top of the screen with a green check mark to verify the 

course has been approved. Select the x icon in the top right corner to close the window. 

 

 

 

 


