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Authorising Training via MyHR 

 

Ensure your Authorisation widget is turned on  

- Click Edit Dashboard 

 

- Click Authorisation 

 

 
- The Authorisation widget will appear on your dashboard 
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The Authorisation Widget will display any pending Training Requests  

 

Use the arrow to expand the list and view the requests  

 

Hover over the employee name to display “quick action” buttons  

 will authorise the training  

 will reject the training  

 will display a summary of the training  
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To use the quick buttons, identify each request and then click submit  

 

 

 

 

To Review the training request form in full, click on the employee name  
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Review the course details and authorise or reject  

Use the Authorisation / Rejection notes to add a comment to the employee, if required 
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You can view all pending authorisation requests using the My Authorisations option on the 

side menu 

Click on the Description to open the full request 

 

 

Expand the row, to see the quick view and authorise or reject using the quick buttons  

 

 


