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How to approve enrolment requests 

 

As a manager you may have to approve some enrolment requests from your direct 

reports. If you do not approve the request than the individual will not be booked onto 

the course. 

You will need to check that the date is acceptable and authorise any potential cost’s 

that may be associated with the course. 

You need to be aware that with some courses there may be a late cancelation fee. 

 Your direct reports can log onto DLO search for a course and then request to 

enrol. 

 You will then receive an email or an alert in DLO informing you of the request. 

 You then need to approve or decline the request by logging into DLO. 

 If you approve the request a booking confirmation email will be sent to the 

user and yourself. Their electronic diary will also be updated. 

 If you decline the request, an email informing the user will be sent to them, 

you will receive a copy. 

 By logging into DLO you can check to see if there are any alerts. 

 From the Dashboard select 

Direct Reports  

 

 

 

 

 

 

 If there is a request it will show in your Tasks 

 Select the  

 A pop up with the request will appear 
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 From the pop up the manager needs to Accept or Reject the request. 

Warning – Do not use the Dismiss or Cancel buttons. 

If either the Dismiss or Cancel buttons are used, the manager will not be able to get 

back to the enrolment request. The only way of resolving this is that the user cancels 

their request and the manager can then Accept or Reject. 

 A manager can check a direct reports bookings through My Team 

 


