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Course owners or instructors may receive class request notifications from Knowledge Link. (See sample below.) Use 
the steps in this document to read and respond to requests, or to turn off the option for users to make requests.  

 
 

Read and Respond to Class Requests 
1. In the Admin tab: 

A. Click Learning Activities from the menu. 
B. Click Items. 
C. Type in the Item ID. 
D. Click Search. 
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2. Select your item. 

 

 
 

3. Click Class Requests.   

 
 

4. Use the options to view, download, remove, or respond to requests: 
A. Click Comments/Reasons to view request. 
B. Click Download Requests to review them in 

Excel. (Optional) 
C. Click on Select box then click Remove after 

you have completed the request and no 
longer need it.  (Recommended) 
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Turn Off Option to Submit Requests 
 

1. If you no longer want to receive these notices, toggle “User can Request a Class” to off (white) in the Item details. 
A. Click Item Details. 
B. Click to toggle off. 
C. Click Save. 
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