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Enabling and Utilizing Browse & Request as an Admin
Below are the steps required to successfully enable and utilize Browse & Request in the admin portal.

Step 1: Login into the Admin portal

Login to your organization's edX admin portal. Once logged in you will be brought to a screen that looks like
this:



Step 2: Go to the Settings

Now that you have successfully logged into the admin portal you will need to navigate to the Settings,
located in the navigation panel on the left side:

Once you’re in the Settings you will need to click on the “Configure Access” tab (as shown in the image
below):

On this screen you will need to enable browsing on-demand.



Step 3: Enable browsing on-demand
To enable browsing on-demand you will need to enable “Select access channel” and “Manage course
requests” to activate functionality.

Step 4: Generate and share link
Now that browsing on-demand is enabled, click on “Access via Link”. Here you will be able to generate a
unique URL link that will provide learners access to the edX platform (learners might need to create an
account before they gain access to the edX content):

Once a link is generated, you as the admin can now copy the link and begin sending it out to learners (if a
generated link is being misused, you as the admin have the ability to deactivate a link and generate a new
one).



Step 5: Manage requests
In order to manage the requests from the generated link you will need to navigate to “Code Management”
located in navigation panel on the left side:

Under the “Manage Requests” tab is where you as the admin will be able to approve or deny all requests
from learners. For each learner that you approve you will get a pop up confirmation message that looks like
this:

Click “Approve” and the learner will receive an email notifying them that they have been approved to take
the course they requested. The request status will reflect “Pending” until the learner actually enrolls in the
course. Once the learner is enrolled the request status will then reflect “Approved”.

Now that the status reflects “Approved” the learner can now begin taking the course.


