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INTRODUCTION

Accepting a colleague request is easy.  Just 
follow these quick steps when your receive a 
colleague request email.
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GOALS

With this training you will:

ÅLearn what to do when your receive and email saying a 

colleague wants to connect.

ÅSee what a request looks like in GBT.

ÅUnderstand how to accept or deny the request
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When a colleague invites 
you to join their network, 
you will receive an 
invitation in your email in-
box:

Click on the link in the 
email.

This will take you to GBT.

Sedaa ïJohn_Doe has sent you a Colleague Request

Jane doe@sedaa.net

Hello Jane Doe

You have received a colleaguerequest from John Doe

To accept or deny  this request please click on the following:

Invitation to join a colleague

Best Regards,

Sedaa

From: Sedaa Admin [mailto:info@sedaa.net]
Sent: Saturday, 26 September, 2009 12:21 AM
To:  Janedoe@gmail.com
Subject:  Sedaa ςJohn>Doe has sent you a Colleague Request

COLLEAGUE EMAIL REQUEST
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If you are not logged in 
to GBT, just simply click 
on that link in your 
email.

This will take you to the 
login page for GBT where 
you will enter your 
Username and 
Password.

You will be taken to your 
ƳŜƳōŜǊΩǎ wall.

If you are already logged 
into GBT, the link in the 
email will take you 
directly to your 
ƳŜƳōŜǊΩǎ wall.

LINK TO GBT
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Once you are in your 
aŜƳōŜǊΩǎ ²ŀƭƭΣ 
underneath your 
picture you will see 
message that says 
ά{Ƙƻǿ wŜǉǳŜǎǘ ώмϐέΦ  

The number in the 
bracket indicates 
how many requests 
you have waiting.  

Click on the link 
below your picture 
to see the request.

COLLEAGUE REQUEST
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This is an 
important first 
step:

In order to 
approve or deny 
the request you 
must first click on 
the box next to 
ǘƘŜ ŎƻƭƭŜŀƎǳŜΩǎ 
pictures.  

COLLEAGUE REQUEST BOX


