Clinical Facility

Instructions for approving/rejecting school requests:

1. Log in to www.iecp.info  or www.oclbcp.org
2. Click on “Reports” . Click on  “List of Conflicted Requests”. 
3. For the Schools drop down use “All” and then find your facility 

4. The Conflicts will be listed in groups by the unit name with the colleges involved on the left.  It may help you to have this information prior to doing the approvals. You can save this is Word or Excel. 
5. Click on “Requests” 
6. You will see the list of requests that have been submitted for your facility. To get more details/information on the individual request, click on the school name. 

7. Review the request. 

8. To approve  the request click on “approve”; to reject the request click on “reject”. 
9. You can add an email message by clicking the envelope.  Click SAVE to save these email comments. 
10. If you are unsure, it is best to do neither.  If a request is rejected, the school will need to re-enter it.  You can then go in later to approve/reject.
11. You can approve Conflicting requests, but make sure that arrangements have been made to deal with the conflicting days. 

12. After you have made your approvals and rejections, click on “submit” on the bottom of the page. 

13. After you click on “submit”, you will see “Requests are processed successfully. Emails are sent to the representatives to convey their request status.” 

14. If there are Conflicting requests, a screen will appear with the conflicting requests  to make sure you want to approve these. Click SUBMIT or you can change your mind here. 

15. You are done! 
