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Portal Request Administration

1. Once logged into https://scheduler.flemingcollege.ca/scheduling/index.php# you will see your

notifications if any and can then Select Portal requests from the left hand menu. Note if the left

hand navigation menu is not visible click on the 3 horizontal bars E in the top left corner
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2. This screen will show you any pending or past booking requests for you to Approve or Deny.
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3. You can choose to accept or Decline at this point as well as view any additional info.
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Additional descriptive fields filled
out by the requester will be
visible here.

You can review and verify the
automated email communications
that have gone out as part of the
request here.
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4. At this stage you can adjust details of the reservation of simply approve it, You can change the
status from pending to approved using the drop down and then hit save at step 5 or Just go
straight to Step 5 to approve.
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