
How to Enroll/Approve a Student Course 
Request…
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Once a student requests and IVS Course, it 
triggers an email to the Registrar 
from helpdesk@ILvirtual.org.

Step 1:  From http://ilvirtual.org, 
click òApprove a Course Enrollment 
Requestó in the Quick Links area in 
the menu which links to 
http://sis.ilvirtual.org.

Step 2:  Registrar logs into our SIS using 
credentials emailed to them from 
IVS

Step 3:  Click on the òReportsó tab.  

Step 4:  Click on òPending Enrollmentó link. 
This will allow you to see all of your 
student requests on one screen.2
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Step 5:  Click on the studentõs 
name.

Step 6:  Scroll down to the 
section òRequested 
Coursesó.  Click on the 
òEnrolló icon for to 
enroll/approve each 
course request. 
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Step 7:  Verify 
student has 
accurately 
identified 
eligibility for 
services.

Step 8:  Click òEnrolló

Step 9:  Enrollment is 
confirmed.

Step 10:  Confirmation 
is emailed to 
the student. 
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