
 
 
 

How Leaders Can Approve or Deny Pending Requests in The HUB 
 

An email notification will be sent alerting you that one of your staff has registered for a 
Courtroom Observation. 
 
Go to The HUB and click on the three horizontal bars in the top-right hand corner in The 
HUB. 
 

 
 
 
Click on Standard Reports. 
 
 

 
 
 
 
Click on Pending Requests to approve or deny. 
 
 



 
 
 
Please note: Courtroom Services leaders should be vigilant and only approve pending 
requests from Courtroom Clerks if the case type is different than their current case type. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Search for Courtroom Observation in The HUB to confirm the case type.\ 
 
 

 
 
 
 
 



 
 
Click on View Details to view the case type of the Courtroom Observation. 
 



 
 
In this example, if your Courtroom Clerk’s case type is not Mental Health and Probate, 
feel free to approve, however, if it is, be sure to deny.  
 
This new process will be effective for any Courtroom Observations after September 
2024. 


