
How to approve a change request 
 

Saving Line 
Approval  

Once you are on the “VOE Administration” page you will see the change request for the 
student. To approve this request: 
 
       -      Click on the line approval tick box for the courses you want to approve 

- Click on the “Save Line Approvals” button 
 

 
Adding notes to 
support approval 

- Click Complete Task then confirm 
- Add notes to support approval 

 

Assigning VOE to 
the next step 

- Delete your name from user assigned 
- Click Assign next step 


