
1. When the parent submits the OOA Request form, the current principal is notified of the 
request. The principal may contact the parent or guardian with questions or concerns. 

 
 

2. The requested school principal is notified of the OOA Request. A link is provided to the inbox 
where the submitted form can be accessed. 

 
 

3. You will need to sign into the forms inbox using your universal login credentials. In the inbox 
there is a list of forms that need action taken. Select the form you would like to review by 
clicking on the form name. 

 
Note: universal login credentials are the same ones that you use to sign into your computer and alio with. 
 
 
 
 
 
 
 
 
 
 
 
 



 
4. The submitted form will be available for review. 

 
 
5. To the right of the form you will approve or deny the request. 

 
 
 
 
 
 
 
 



 
6. If the request is approved, the process ends and the registrar at the requested school is 
notified. 

 
7. If the request is denied, you will be required to select the reason(s) for the denial and provide 
a note with further explanation. 

 
 

8. The parent may contact the principal at the requested school with further questions about the 
denial. If they would like to appeal the decision, they will go through that principal. Otherwise, 
the process ends. 


