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Before You Start: 

IMPORTANT:  
Make sure you are positive about the approval process for the 
Scheduled Offering you are setting up before you make it 
available for registration. . If you forget to set up the registration 
process correctly and make the course available for self-
registration, anyone who already started the registration process will 
not be picked up by the edited approval process. 
 

1. Search for your Scheduled Offering 
and click on the Edit icon. 

 

2. 

Scroll down to Approval Process ID 
and use the drop-down to select the 
appropriate approval process.  
 
Make sure that if you select an 
approval process that you check the 
box for Approval Required. If you 
do not check this box, the approval 
will not be required. 
 
Tip: If you need a new approval process 
created for an approving committee or 
group, contact the Learning Management 
Branch. 

 

3. 

In the next section, you have the 
option to update your Contact 
information if needed and you select 
whether or not you want to allow 
users to waitlist. If you check the box 
to Enable Users to Waitlist, decide 
if you want the system to Auto Fill 
Registrations meaning that if 
someone cancels, the next person 
on the waitlist will be automatically 
registered. Otherwise, you can hand 
select who gets moved from the 
waitlist to the course. 
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4. 

In the Edit Registration area, select 
a Registration Cut-off Date and 
Time, the Minimum and Maximum 
number of users who can register 
and if you are allowing users to 
register themselves, check the Self 
Registration box.  
 
Tip: This box should be checked even if 
the registration requires approval. The 
only time it is left unchecked is of you are 
personally registering everyone.    

5. 
Once you have entered all of the 
necessary information, click on 
Apply Changes. 
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