
PCHC Hike Library System How to…Create a Schedule Change Request…

Enter or select the date 
of the hike you would 
like to change. In this 
example 1/1/2026 is 
selected from the 
calendar picker



PCHC Hike Library System How to…Create a Schedule Change Request

Click Create Change 
Request

In this example we will change the B hike 41 to hike 1 and change the Hike Leader to Neal Wring 



PCHC Hike Library System How to…Create a Schedule Change Request

Pick the new hike from the 
dropdown

Alter the data in the detail form then press submit. 

Briefly Describe your 
change – very important for 
complex changes

Select your name as the 
requestor

Update the hike leader change

Click Submit
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If the changes look good 
then click Confirm

On return the grid will redisplay. The requested changes are highlighted, and buttons are added to confirm the change 
or for the changes to be removed. 

Click Confirm to send the request to the data team for them to approve. You will receive an email confirmation.

Click Remove to cancel 
your requested change

Changes requested are 
highlightedThe requestor and status of 

request are listed here
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After the change has been confirmed this is what you will see. You are waiting for the data team to approve the 
request. Once the request is approved then you will receive an approved email confirming the change has been made.

Changes requested are 
highlightedStatus Approval Pending 

indicates that the request is 
awaiting the approval of the 
data team
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Data Team members are alerted when a change request has been confirmed. This is the screen they have access to. 
From here the request can be approved or rejected. Once the request is approved, the database is updated and the 
request is removed from the list. If the request is rejected then the database is not updated, the request is moved back 
to the requestor’s page. Emails are sent to the requestor to indicate the change in status

Changes requested are 
highlightedApprove makes the 

changes
In the database so 
becoming visible to 
the hiking club

Reject sends the 
request back to the 
requestor. The proposed 
changes are not made in 
the database

Details – 
allows the 
approver to 
review the 
changes


