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Job Aid: Approve Registration for a Team Member.
Purpose: Use this job aid to learn how to approve registration for a team member.
1) Log in to the HHS Learning Portal.  
2) Select mail Icon located on the top of the homepage.
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3) Message Center screen will appear. Select Approve Team Registrations.
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4) The Approve Pending Registrations for Team screen will appear.  Select team member by clicking box next to name.
5) Hover mouse pointer over Actions link, and then select Approve.
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6)  You have reached the end of this job aid.
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