
How to Approve a Request for Course Access 

As the sponsor of WebJunction courses for library staff in your state, you will decide who is eligible for 

these “free” courses, and you will approve requests for access. There are several places on 

webjunction.org where a user can request an account in the learning management system, which will 

give that user access to all the courses that WebJunction offers. From the top-level Find Training tab on 

webjunction.org, the user will see a link to a course access request form. This same form is available to 

the user from your landing page: 

 

The form that the user sees looks like this: 

 



When the user submits the request, all the relevant learning admins will receive an email, which links 

you to the page where you will approve or deny the request. The email will come from 

lmsadministrator@webjunction.org, so please be sure this address is white-listed in your spam filter. 

 

Clicking on the link in the email will take you to a page containing all the information the user has 

submitted, along with buttons to Approve or Disapprove the request. 

 

If you Approve the request, the user will receive an email containing the log in link for the learning 

management system, the username chosen during the account request and a temporary password.  

mailto:lmsadministrator@webjunction.org


 

Also, that user application will be marked approved in the request application so that if a different 

admin tries to approve it, that admin will see that the work has already been done. 

 

If you Disapprove the request, the user will receive an email with an explanation about the denial of 

access. 



 

WebJunction will handle any emails that the disapproved user sends asking for clarification about the 

denial of access. 

All of the information about accounts that have been approved or disapproved will be available from a 

report that you can run in the learning management system. 


