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Manager Self Service 

 
Approve Employee Training Request Using ACORN 

Main Menu > Manager Self Service > Learning and Development > Approve Training Request 
  Instructions ACORN Page 
 PURPOSE: The most likely way you will approve a training request is by using the email sent to you by ACORN.  

However, sometimes emails get lost or are deleted and the training request approval was not processed.  This 
documentation will take you through the steps of going into the ACORN system to approve or deny a training 
request from a direct report.   
 
The process is as follows: 

• Employee submits the request. 
• You receive an email indicating action on your part is necessary. 
• The email gets lost (or deleted). 
• You log onto ACORN, navigate to manager self-service. 
• You review the request and determine whether to approve or deny the request.   
• The employee will receive an email indicating you have approved or denied the request.   

1. You have remembered (or were 
reminded) that a direct report’s training 
request approval is waiting.  Navigate to 
Approve Training Request.  You will see all 
outstanding training requests.  The 
highlighted section provides you with 
some instructions.   
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 2. The area highlighted displays information 

about the request, when it was submitted, 
and the employee.  Select the blue 
hyperlink (example:  Excel 2010 Pivot 
Tables) to be taken to the approval page.  

 
3. Once you click the hyperlink, you will be 

taken here.  You can review the specifics 
of the employee-requested training.   
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 4. The Approve/Deny section provides a 

drop-down list where you can either 
approve or deny the training request.   

 
5. You can also enter comments that the 

employee will see when reviewing their 
training request.  This is especially helpful 
when denying the training request.  Enter 
any comment you wish here.   

 
6. Select the ‘SAVE’ button.  Once you have 

saved, an email is sent to the employee 
indicating your decision.  If you approved 
the training request, the employee is 
enrolled in the training and no further 
action is required on your part or the part 
of the Department Training Coordinator. 
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 7. Submit Confirmation.  Select the ‘OK’ 

button.  Your “approve/deny” has been 
submitted.  The employee will receive an 
email.    

 
8. After you have selected ‘OK’ you will be 

taken to this page where you can review 
the approve request confirmation.   

 
9. After you have reviewed your 

confirmation, you can select “Sign-out” to 
exit the ACORN application or  
Select “Return to Approval/Status List” to 
approve additional training for other 
direct reports. 
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 10. You, the employee, and your 

department’s training coordinator will 
receive a confirmation email.  

 
11. If you need to drop or cancel your 

enrollment in a class, please contact your 
Department Training Coordinator. 
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