
Approve a membership request
Review a person's pending request and approve membership for the intended workplace. You need permission to manage workplace
members.



1 Open the request
Where you are: The workplace member list shows the person with a pending request.

What to do: Select the person whose request you want to review.

Complete when: The membership request opens.



2 Approve membership
Where you are: The request shows the person's name and proposed access.

What to do: Check the details and select Approve membership.

Complete when: The request closes and the membership becomes active.



3 Confirm the member
Where you are: The workplace member list is shown after approval.

What to do: Check that the person now appears as a member.

Complete when: The person appears in the workplace member list with active status.


