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Preparing and Approving the SF-182 using an Accounting
Code

This job aid provides instructions when paying for Commercial (Off-the-Shelf) training using an
accounting code (short hand code) as the method of payment. The SF-182 must be used to pay for
training over $2,500 for commercial training, and the method of payment will be by accounting code.

Paying by accounting code requires assistance from the National Finance Center (NFC), and therefore,
must contain pertinent information in Section C. of the SF-182. Complete instructions on completing
form SF-182 can be found at: http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF.

Step Activity
Log into AglLearn -
www.aglearn.usda.gov.

&’
Home Performance Learning Content  Commerce System Admin
R . Search: [ Enter Keywords or Command ]

From the administrator interface, |
select the Users. Users

USEI’S Search

Jﬂb COdES Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a
From the Ieft menu' Select Users TR add or remove Search criteria to further refine your search.

Search
‘ Positions

Organizations Case sensitive search: 5 Yes @ No
UserD: -
Organization Groups Stans
————————————— lastName: Starts With -
Regions
- - FirstName: Starts With -
(Ellooks Middie Initial: Starts Witn -
Role ID: Starts With -
2. From the Users search screen, enter Users
and/or select the basic search criteria ~ swer
aS approprlate. I.e. LaSt name, fl rSt Enter a value for each field that you want to use to fitter your search. Some fields allow you to select from a
add or remove search criteria to further refine your search
na me'
Case sensitive search: ® ves @ MNo
H «“ ” - -
Click “Search”.
UserID: Starts With -
Last Name: Starts With - walker
First Name: Starts With - yn

3. The search results appear at the

bottom of the screen. Select the user serih__ UserName~ DomainlD Acive Terminated City State | Provi
|D alker‘ Lyndell ARS-AFM Yes BELTSVILLE MD

4, From the Related Bar, click SF-182’s Related More @

Assignment Profiles
Competencies
Competency Profiles
Completed Work
Curricula

To-Do List


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.aglearn.usda.gov/

5. Click the New Request. SF-182s New Request

6. The SF-182 form opens.
Fill out the SF-182 request form. —
Note: For instructions on how to T
complete all or some of the fields on the - :
SF-182, please refer to the instructions e e
listed at:
http://www.afm.ars.usda.gov/forms/E
MPDEV/SF182-Instructions.PDF :
Proceed to either Step 7 (Non-Federal
Vendor) or Step 8 (Federal Vendors) - s
depending on vendor information thatis |[—— [——— —
selected in B.1.

7 SECTION C: COSTS AND BILLING INFORMATION

° C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Item * Amount Appropriation Fund Item * Amount Appropriation Fund
& Tuition a.Travel
b. Books or Materials l:l b. Per Diem l:l
o Tota <. Tota

* C.3. Total Training Non-Government Contribution Cost

C.6. Billing Instructions

USDA, OCFO
Controlier Operations Division, ACPRB

C.4. Document / Purchase Order / Requisition No

|ARS Operations Section
P.0. Box 53326
New Orleans, Louisiana 70153

Doc#: 0003050023; Vend Code: 1500110220

C.5. 8-Digit Station Symbol

[12-¢0-0300 |

Section C of the SF-182 is the Payment and Billing Section. It is important to place the
appropriate information in this section according to the payment method used. For

payment by accounting code for Non Federal Vendors:

C1. Enter the amount of the training, books or materials, total and appropriation fund.

C2. Enter the estimated travel amount, per diem, total and appropriation fund.

C4. Enter the Agency Document Tracking #. This number is used internally to track the
number of SF-182s generated in a fiscal year, and normally consist of the two digit fiscal

year, four digit mode code, and four digit sequential set of numbers. Also, enter the FMMI

vendor code. To receive a copy of the FMMI vendor code, please contact your budget

person. (See page 7 for sample vendor list)

C5. Enter the appropriate 8-digit station symbol:
(ARS) 12-40-0300; (NIFA) 12-40-2200; (ERS) 12-40-1800; (NASS) 12-40-2000
C6. Enter the appropriate billing address (see page 12:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF



http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

8. The IPAC system is used to process bills for Federal Government agency vendors, therefore,
when the training vendor is a Federal Government agency such as GSA, OPM and etc,
pertinent information is needed in Section C.4. of the SF-182 for IPAC identification purposes.

NFC supplies a “Purchase Order” number as an identifier code for the vendor. This PO
number is matched in the IPAC system to identify the Federal agency vendor.

SECTION C: COSTS AND BILLING INFORMATION

C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable
Item * Amount Appropriation Fund Item * Amount Appropriation Fund
a. Tuition g[3450.00 ] [1010305001 ] a. Travel 225.00 1010305001
sooksormmeran e ] || \ o per lem R
c. Total 3450.00 c. Total z25.00
* C.3. Total Training Hon-Government Contribution Cost C.6. Billing Instructions

Controller Operations Division, ACPRB

|ARS Operations Section
C.4. Document / Purchase Order / Requisition Ho 5.0, Box 53326

Mew Orleans, Louisiana 70153
2312345678, bUc#1—USUE—UU42, FMMIWendor Code: 1
C.5. 8-Digit Station Symbol
[12-20-0300 |

To obtain the FMMI PO number, first complete SF-182 in AgLearn and obtain all required approvals.
Print an approved copy of the SF-182 and forward to ARSOPS via email address:
ARSOPS@nfc.usda.gov. ARSOPS processes SF-182 and generates a FMMI PO number.

ARSOPS emails agency (sender of the document) the FMMI PO number. The Agency then places the
FMMI PO number in block C.4. of the SF-182 and forwards to Federal vendor. (OPM, GSA, etc.)

Note: The FMMI PO number “must” be the first number listed in block C.4. of the SF-182. LEAVE
SPACE FOR THIS NUMBER AT THE BEGINNING OF SECTION C.4. FMMI system will process without
manual intervention.

9. Review the form for accu racy. 7] Submit Request as Approved ] Save Dats for Ancther Request | 521261 LJser ’ Reset Save Draft
Click the “Submit” button.

10. Training Approval Process (TAP)

Step 1 —the 1% line supervisor’s name should already be populated from the user’s personal
profile. Click the “show all” to show the supervisor name.

Note: If the supervisor’s name is not listed, the “Select User for Approval” link will be available
to search. Click the link and search for the supervisor.

Step 2-4 — Auto Approvers — No name necessary in these fields.

Note: The AglLearn system automatically moves through these steps and submits as approved.
The Step 5 approver is then notified via email to approve step 5.


mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov
mailto:ARSOPS@nfc.usda.gov

Approval Submission Help
= Submit for Approval

The item/reguest =elected reguires approval uging the steps lizted below.

Any step that do not hawve a user listed must have a name filled in before the request can be submitted.

Approval Step Approvers

Step 1 Supervisor Level 1 (Show All)
Step 2 Approver_1 (Show All)

Step 3 Approver_2 (Show All)

Step 4 Approver_3 (Show All)

Step 5 Select User for Approval
Step 6 Select User for Approval

Return to External Reguest Subrnit

Click Show All to view the approver for the appropriate Step.

11. Select the Step 5 Approver (Fund Holder) by selecting the link “Select User for Approval”.

1. The search screen will appear. Key in the Last and First name and click search. Place a
Checkmark in the Add box and click Add.

2. Repeat the steps above to select the Step 6 Approver (person to review the form for
accuracy, and add accounting and billing info).

Search Users

Enter a value for each field that you want to use to fitter your search. Some fields allow you to select from a list of values.

add or remove search criteria to further refine yvour search

Keyword:

Last Name: Starls With *  |butier
First Name: Starts With * |cas
Middle Initial: Starts With -

Approval Submission Help
= Submit for Approval

The item/request selected reguires approval using the steps listed below

Any step that do not have a user listed must have a name filled in before the reguest can be submitted.

Approval Step Approvers

Step 1 Sherell A Gibson Brooks; (Close View)

Step 2 Approver_1 (Show All)

Step3 Approver_2 (Show All)

Step 4 Approver_3 (Show All)

Step 5 Casandra V Butler; (Close View) (Clear All)

Step 6 Sharon M Neafsey; (Close View) (Clear All)

Return to External Reguest Subrmit

12. Click Submit once you have chosen

the approvers. Submit



13. Review the new SF-182 Request

A Request ID is created for the SF-182. The title is listed, and the “Status” field is
indicated as “Submitted”. The “Pending Approval Actions” field identifies what step
the document is at in the approval process. The “Action” field provides you the

various actions you can perform based on where the document is in the approval
process.

Requ... Title

Pending Approval Actions  Actions
Information Systems Management and Integration

Submitted  Step 1 Edit Approval

139161

Edit Request
Managing Multiple Priorities

WETMCaT, Step 1 Edit Approval
Edit Verification
Withdraw Verification
146640 Computer Technical Withdrawn View Request

Sample FMMI vendor list

Vendor List

Page 1 of 1
I Vendor List
Jriena  [Baek) [Exi] [Tancer] [Sysiem
Rer eroduction - Gold Vendor List s o %
Denver, co 3
sort: Vendor
Name 1 Contents 1 Name 2 Contents 2 Name 3 Contents 3 Name 4§ Contents 4 Name 5 Content
Vendor  150011022C Company Code Company Code Name
Section TECHNICAL DATA

SearchTern USDAGRADUA Acct Groug ZSAL Created by CONVUSER02Z
Section COMMUNICATION WITH VENDOR
USDA GRADUATE SCHOO]

Created or 10/08/2009
600 MARYLAND AVE St

Language  EN Telephonel 202-314-3381
WASHINGTON DC 20024-2521
usA

a X ample
Vendor WS DA

NVend o cod e \S00 116220



Preparing the SF-182 for Credit Card Payment

This job aid provides instructions when paying for Commercial (Off-the-Shelf) training by credit card.
The purchase card is the preferred method to pay for training under the $2,500 micro-purchase
threshold. Training over $2,500 must be paid using an accounting code (shorthand code).

If the training vendor does not accept payment by purchase card, forward the SF-182 to the
approprlate payment office listed on page of the following instructions:
EMPDEV/SF182-Instructions.PDF.

Activity
1. Log into AglLearn - ag_lecrn
www.aglearn.usda.gov. i

Performance  Leaming  Content Commerce  System Admin

.. . Search: | Enter Keywords or Command | (Sor)
From the administrator interface, |
select the Users. Users
Users Search
‘ obCodes Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a
From the left menu, select Users | obFamiies | ot e e e e
‘ Positions Seanh
\W Case sensitive search: © Yo ® 1o
‘ Organization Groups yeerlt: Serts Win -
—_——————— Last Name: Starts With -
‘ Regions frstame:
‘ = Tools Middle Initial: Starts With -
Role ID: Starts With -
2. From the Users search screen, enter Users
and/or select the basic search criteria Searcn
aS appropriate. I.e. LaSt name, firSt Enter a value for each field that you want to use te fiter your search. Some fields allow you to select from a
add or remove search criteria to further refine your search.
name.
. “ ” Case sensitive search: ) ves @ Mo
Click “Search”. - —
Last Name: Starts With v waker
First Name: Starts With - n

3. The search results appear at the

bottom of the screen. Select the user @serNameA DomainD Actve Terminated City State | Provi

ID. W038276 *alker,LyndeH|AR&AFM ‘Yes | |EELTSVILLE|MD

4. From the Related Bar, click SF-182’s Related More @
Competencies
Competency Profiles
Completed Work
Curricula

To-Do List


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.aglearn.usda.gov/

5.

Click the New Request.

SF-182s

6.

The SF-182 form opens.

Fill out the SF-182 request form.

Note: For instructions on how to

users

User D s

Mew SF-182 Request

[T —

complete all or some of the fields on the s — R
SF-182, please refer to the instructions T
listed at: B
http://www.afm.ars.usda.gov/forms/E
MPDEV/SF182-Instructions.PDF
,
G il }._
o

ane

5 IL
SECTION B: TRAINING COURSE DATA

B.1a. Name and Mailing Address of Training Yendor

. o a

Name

e

- Street Address

- ity

- Postal Code

- Country

B. 10, Location of Training site

[1 11 same, mark box.

Street Address

State / Province

Postal Code

Country

B.1c. Vendor Email Address

B.1d, Vendor Telephone

Number

= B.ia. Course Title B.2b. Course

Humber Code

® B.3. Training Start Date

= B.4. Training End Date

|

[ E—

[—

[E—

* B.5. Training Duty Hours

= B.6. Training Hon-Duty Hours

* B.7. Training Purpose Type

 E—

— Please Select One —

* B.9. Training Sub Type Code

B.10. Training Delivery Type Code

* B.11. Training Designation Type Code

B.12. Training Credit

* B.13. Training Credit Tvpe Code

— Flease Select One — -

— Please Select One — -

— Please Select One — -

O —

— Please Select One — -

* B.14. Training Accreditation Indicator

* B.15. Continued Service Agreement Required INdic ator

B.16. Continued Service Agreement Req

uired Expiration Date

B.17. Training Source Type Code

T ves F o T ves 7 No

& A

[—

— Please Select One —

B.18. Training Objes thves

B.19. Agency Use Only

SECTION C: COSTS AND BILLING INFORMATION

Section C of the SF-182 is the Payment and Billing Section. It is important to place the

appropriate information in this section according to the payment method used. For Credit

Card payments:

C.1. Direct Cost and appropriation/fund chargeable

Ttem “ Amount Appropriation Fund
a. Tuition [500.0 ] [ ]
b. Books or Materials [o-0 | [ ]

c. Total

C.2. Indirect Cost and appropriation/fund charg

Item £ Amount

2 Travel 5
b.per Diem
e Tota Co—

2

eable

Appropriation Fund

2.56——1
L1

2.50

* C.3. Total Training Non-Government Contribution Cost

C.4. Document / Purchase Order / Requisition No

Doc #: 003050022

C.5. 8-Digit Station Symbol

C.6. Billing Instructions

Paid by Credit Card

Ashley Magill

301-504-1476
ashley.magill@ars.usda.gov



http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

C1. Enter the amount of the training, books or materials & total.

C2. Enter the travel amount, per diem & total

C3. Leave at zero.

C4. Enter the Agency Document Tracking #. This number is used internally to track the
number of SF-182s generated in a fiscal year, and normally consist of the two digit fiscal
year, four digit mode code, and four digit sequential set of numbers.

C5. N/A for Credit Card Purchases

C6. Enter the Card Holders full name, phone number, and email address.

8. Review the form for accu racy. 71 Submi Request as Approved ] Save Data for Another Request | S 2/2ct Lser Reset | | Save Draft
Click the “Submit” button.

9. Training Approval Process (TAP)

Step 1-the 1°' line supervisor’s name should already be populated from the user’s personal
profile. Click the “show all” to show the supervisor name.

Note: If the supervisor’s name is not listed, the “Select User for Approval” link will be available
to search. Click the link and search for the supervisor.

Step 2-4 — Auto Approvers — No name necessary in these fields.

Note: The Aglearn system automatically moves through these steps and submits as approved.
The Step 5 approver is then notified via email to approve step 5.

Approval Submission Help
= Submit for Approval

The item/reguest selected reguires approval uging the steps listed below.

Any step that do not have a user listed must have a name filled in before the request can be submited.

Approval Step Approvers

Step 1 Supervizor Level 1 (Show All)
Step 2 Approver_1 (Show All)

Step 3 Approver_2 (Show All)

Step 4 Approver_3 (Show All)

Step 5 Select User for Approval
Step & Select User for Approval

Return to External Request Subrnit

Click Show All to view the approver for the appropriate Step.

10. Select the Step 5 Approver (Fund Holder) by selecting the link “Select User for Approval”.

1. The search screen will appear. Key in the Last and First name and click search. Place a
Checkmark in the Add box and click Add.

2. Repeat the steps above to select the Step 6 Approver (person to review the form for
accuracy, and add accounting and billing info).

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of values.

add or remove search criteria to further refine your search.
Search

Keyword:
Last Name: Starts With - |butler
First Name: Starts With * |cas

Middle Initial: Starts With - 10



Approval Submission Help
> Submi for Approval
The tem/request selected requires approval using the steps listed below

Any step that do not have a user listed must have a name filled in before the request can be submitted

Approval Step Approvers

Step 1 Sherell A Gibson Brooks, (Close View)

Step 2 Approver_1 (Show All)

Step 3 Approver_2 (Show All)

Step 4 Approver_3 (Show All)

Step 5 Casandra V Butler; (Close View) (Clear All)

Step 6 Sharon M MNeafsey, (Close View) (Clear All)

Return to External Request Submit

11 Click Submit once you have chosen

the approvers. Subrit

12. Review the new SF-182 Request
A Request ID is created for the SF-182. The title is listed, and the “Status” field is
indicated as “Submitted”. The “Pending Approval Actions” field identifies what step
the document is at in the approval process. The “Action” field provides you the
various actions you can perform based on where the document is in the approval

process.
Requ... Title Status Pending Approval Actions  Actions
Information Systems Management and Integration Submitted  Step 1 Edit Approval

Edit Request
Withdraw

139161 Managing Multiple Priorities Serfieat Tep 1 Edit Approval
Edit Verification
Withdraw Verification

146640 Computer Technical Withdrawn View Request

11



Submit a pre-approved SF-182

There may be occasions when an administrator will need to submit the SF-182 request as approved by
the administrator. For instance, acceptance in a class is contingent on receiving the SF-182
immediately, and receiving signatures through AglLearn is impossible. The administrator will approve
and ensure the appropriate signatures are received from the fund holder. Another instance could be

the SF-182 was submitted, however, the supervisor and/or fund holder is not available to approve
(separated, on detail, on extended leave, etc.).

Note: The “submit as approved by administrator” should not be used for all SF-182s submitted just
because an approver does not like logging into AglLearn, and the administrator should be aware that if
audited, there should be some form of documentation of the fund-holder’s signature.

Step Activity View

1. Log into Aglearn - ag_lecrn

www.aglearn.usda.gov.

Performance  Leaming  Content Commerce  System Admin

.. . Search: | Enter Keywords or Command ] ‘
From the administrator interface,
select the Users. Users
Users
Search
\JOb COGES Enter a value for each field that you want to use to fiter your search. Some fields allow you to select froma
From the left menu, select Users o Familes e B e
S h
Positions e
Case sensitive search: © ves ® ho

User ID: Starts With -

‘ Organizations

‘ Organization Groups
Last Name: Starts With -

‘ Regions

‘ First Hame: Starts With -

Glccs Middle Initial: Starts With -

Role ID: Starts With -

2. From the Users search screen, enter ~ Users
and/or select the basic search Search
criteria as appropriate. |.e. Last Enter a value for each fiskd that you want to use to fiter your search. Some fields allow you to select froma
name' fi rst name. add or remove search criteria to further refine your search
Click “Search”. e e
Last Name: Starts With « walker
First Name: Starts With - n

3. The search results appear at the

bottom of the screen. Select the @;semame. DomainD Actve Terminated City state f Provi

user ID W038276 alker,LyndeII|ARSrAFM |Yes | |EELTSVILLE|MD

4. From the Related Bar, click SF- Related More @
182'
Competencies
Competency Profiles
Completed Work
Curricula

To-Do List

5.  Click the New Request. SF-182<

12
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6. The SF-182 form opens.
Fill out the SF-182 request form.
Note: For instructions on how to complete all or some of the fields on the SF-182, please refer

to the instructions listed at:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

SECTION C: COSTS AND BILLING INFORMATION

C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Item * Amount Appropriation Fund Item = Amount Appropriation Fund
s Toton T — | \ T —
b. Books or Materials sfo.oo ] [ ] b. Per Diem |:|

= To S — o Tou S —

* C.3. Total Training Non-Government Contribution Cost C.6. Billing Instructions.

C.4. Document / Purchase Order / Requisition o

C.5. 8-Digit Station Symbol

[T Submt Request as Approved [ Save Data for Another Request | Sect User Reset

7. Complete Section C as appropriate based on the method of payment being
used. (See previous instructions for submitting using accounting code or credit
card)

At the bottom of the SF-182 form, place a check mark inside the box labeled
Submit Request as Approved, and click submit

SECTION C: COSTS AND BILLING INFORMATION
C.1. Direct Cost and appropriationifund chargeable C.2. Indirect Cost and appropriation/fund chargeable

Item * Amount Appropriation Fund Item * Amount Appropriation Fund

b. Books or Materials s l:l l:l b. Per Diem 5|:| l:l
e T — o To " —

C.6. Billing Instructions

* C.3. Total Training Non-Government Contribution Cost

s 1

C.4. Document | Purchase Order /| Requisition Number

C.5. 8-Digit Station Symbol

[#] submit Reguest as Approved Save Data for Another Request | S812Ct User Reset Save Draft

13


http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

8. Check the user SF-182 Request to see if the new request appears

Related More @ SF-182s  MNew Request e =
Assignment Profiles Requ... Title Status Pending Approval Actions  Actions
Competencies /J,/—\ﬁ

- —
Competency Profiles <=,111,$7578 positian classification Approved- > Withdraw Request

G posfondassfieston I _

Completed Work - View Request
Curricula Transfer Request
SF-182s
To-Do List

14



SF-182-Transfer to Another Employee

There may be times when an SF-182 has been approved and paid for and the agency cannot be reimbursed
for the funds. In cases like this, the AglLearn system has the ability to transfer an SF-182 request to another

employee. Some examples are: assigned a new project that must get done, scheduled employee separated
from agency, on a detail, or out on extended leave.
Step Activity View

1. Log into Aglearn - c\glecrn

www.aglearn.usda.gov.

& 3
Performance  Learning  Content Commerce  System Admin
.. . Search: | Entor Keywords or Command ] ‘
From the administrator interface,
select the Users. Users
Users
Search
| Job Codes
F th | ft | t U s EQLHHVHWEVWEED:ﬁa':ﬂtha:v’nurmwann:usetnﬂﬁery:ur;aarcn Some fields allow you to selsct from a
rom e leTt menu, selecC sers | Job Families add or remove search crilera o further refine your searc
Search
| Positions
| e Case sensitive search: © ves ® o
o user: -
| Organization Groups ara
Last Name: Starts With -
| Regions
- Firsthame: Starts Wi -
| Elook Middle Initiat: Storts Wih .
Role ID: Starts With -

2. From the Users search screen, enter ~ Users
and/or select the basic search Search
criteria as appropriate. l.e. Last Enter a value for each field that you want to use to fiter your search. Some fiekis alow you to select from a
na mel fi rst name. add or remove search criteria to further refine your search.
Click “Search’”. e s
Last Name: Starts With ~  walker
First Name: Starts With - n

3. The search results appear at the
bottom of the screen. Select the UserName « DomainID Active Terminated City State | Provi
user ID. @Malken LyndeII‘ARS—AFM |Yes | |EIELTSVILLE|MD

4, From the Related Bar, click SF-182’s Related More @

Assignment Profiles

Competencies
Competency Profiles
Completed Work
Curricula

To-Do List


http://www.aglearn.usda.gov/

Related

Assignment Profiles
Competencies

Competency Profiles

Click Transfer Request link

More @ SF-182s New Request
Requ... Title
1a
148858 position classification

Completed Work

Curricula

SF-182s

To-Do List

Complete the Search for the
Transfer employee by entering the
first and/or last name and click
Search.

Status

C 1

Approved

Users

Search

w

Search Users

Pending Approval Actions

Actions

Withdraw Request
View Request

Transfer Reques’

Enter a value for each field that vou want to use to fiter your search. Some fields allow vou to select from a list of values.

add or remove search criteria to further refine your search

Keyword:

Last Name: Starts With -

First Name: Starts With -

Middle Initial: Starts With -

Role ID: Starts With -

User Status: @ Active © MNot Active ) Both

6.

Click Select

E.aarcn

Select User to Transfer Request

UserID
LWO038276

User Name
Walker, Lyndell A

Select

Click Select

Confirm

A's record?

. You have transferred the request to Walker,
Lyndell A. Do you want to view Walker, Lyndell

Mo

4.

Click Transfer Request link

Actions

View Request
Withdraw Request

View Request

Related more @ SF-182s Mew Request
Assignment Profiles Requ... Title Status Pending Approval Actions
Competencies e
Competency Profiles 146640 Er Technical Withdrawn
Completed Work position classification Approved
Curricula
SF-182s
= 40697 Captivate Training : Captivate 3 Fundamentals Verified
To-Do List
72698 SF-182 Training Verificati..

View Request

View Request
Transfer Request

16



SF-182 Approval Process

The approvers will login using
their Learner Login. The
approver will see on their home
screen:

2. To view the SF-182, click on the
title of the training. To Approve
the SF-182, click the Approve
box, then Next

My Employees

- Katherine R Hoyle
s
i 1

["To-Do List S everring | =[] 10|
Overdue -
7 ertie ol

Hew Featmes and

ianiny

25 days averdue magement in USDA

No due date

i T Si Aptitedes Heeded for Seccess

55 Ve the Help o & Meston

Pending Reviews and Approvals @ Help

This view shows you all of the review and approval actions you have been asked to perform. tis divided into two primary sections: reviews and approvals for performance
management Activities, such as competency assessments (only if available), and approvals for training requests. You may swich between seciions by dlicking an the
appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked 1o perform, categorized by action type

[ Performance Management (0) | / Training (2) \\

Training
Internal Training (1)

¥ Enter Reasons for Approvals or Denials @ au C Direct Reports Only Next.
User Name Title Price  Type Action [Approve All/Deny Alll
Walker, Lyndell A Aglearn Delta IT Skills ENROLLMENT

C approve © Deny @ skip

External Training (1)

[ Enter Reasons for Approvals or Denials @ A ' Direct Reports Only. Next.
User Name Title Price  Type Action [Approve All/Deny Alll
Walker, Lyndell A Intro to napkin folding 100.33 EXTERNAL LEARNING REQUEST

© approve € Deny & skip

2 !

3. A comment section will appear next.
Click Next to the final review screen.

Note*: Comments are optional

Pending Reviews and Approvals @ Help
Approve or Deny — Approval Reasons

Enter a reason for approving your employee's training request below.

oo .
Approval Reasons

User Name and Schedule Approval Reason [optional)
Walker, Lyndell A
Intro to napkin folding

4, At the final review screen, review all
the information before clicking
Confirm. Once the SF-182 has been
approved, the Status will change to
Approved

The Aglearn System will automatically

approve Steps 2-4 auto approvers.
(This could take 15min to an hour)

Pending Reviews and Approvals @ Help

e €

eny — Approval Reasons — Confirm

Approve
Useriame Tive #ice
Walker, Lyndell A Intra to napkin folding 100.33

Step 5 and Step 6 approvers should log

in as Learners and follow steps 1-4 to

approve the SF-182




AglLearn Electronic SF-182 — Verifier Role
Learner and Administrator

At the completion of a training event, you must verify your attendance and completion of all training
sessions. This verification also allows you to update the SF-182 with new or changed information such
as dates and tuition cost. After the employee has verified the training, the 1* line supervisor must

also verify completion of all training sessions before it is added to the employee’s Learning History.

This job aid will show administrators the steps an employee and supervisor will take to verify training,
and provide steps the administrator can take to assist in the verification process.

Step Activity View
Log into AglLearn -
www.aglearn.usda.gov

508 Accessibility | AboutAglearn | Help | ContactUs

“The many courses I have taken in AgLearn
have been interesting and have helped me to do
a better job as a USDA/FSIS employee. There
are so many different kinds of courses in
AgLearn, everyone can find something of
Interest!”

---Carolyn Ash, USC

FIND A NEW COURSE TODAY

Welcome to AglLearn!

Add to your knowledge with new and exciting courses built for you.

2 To verify training, go to the SF-182s Viewing Optons: a1 reess e MBI Reqesd v
EaSy Links section, and click RequestlD  Tite StatDale  EndDate  Stalus Pending Approval Actions Adtion
SF_182 Requests_ 146640 Computer Technical 101242012 10026/2012  Withdrawn None Copy Request

139161 Wanaging Multiple Priorities 81212012 8l212012 Verfication Submitied Pending Step 1 Copy Request
. . VWithdraw Request
The Request, Authorization,
. . 11119 Inforggation Systems 3282010 482011 Submitted Pending Step 1 Copy Request
Agreements & Certification Itanggement and Integration
v Withdraw Request
Of Training screen will 39600 ‘gLeam Waintenance M0 2501 Approved Pending Verfication e
appear. Vo G
72698 SF-182 Training 1211412009 121412008 Verification Denied None Copy Request
. H Vi
Note: To view the actual o
. Resubmt
REqueSt' CIICk the blue 40697 Captivate Training - Captivate  8/18/2008  819/2008  Verfied None Copy Request

Request ID link. (Optional) 3Fundamentls

Select the SF-182 you need
to verify by clicking the blue
verify button.
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3. Complete the verification TG RequLD: 5550
form and then click

S u b m it REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING
° * V.1, Courss wes compisted

& v I S——
Note: If there are changes .
to the dates and cost,
please update before B T 2 o i e
clicking the submit button & curmgouty

o comps — - * i outy

V& Al s355lonE wers attandsd

@ ves V7. CommentsiExpianation

V.3 Dirsst COSt 2N appIOprEboniTUNG ehargeais V3. Ingirsct Cost and approprstionund chargsstis

* umount Appropration Funa * umount Appropristion Funa
 Tuton B == — S s |
0. BOOKE O Materiais s ] [ ] T Per Diem s ] [ ]
o e — - w—

= VA0 Totsl Training Non-Govemmsnt Contribubion Cost

N —

4. The Approval Submission screen will appear. (Optional) Click the (Show All) link to
show the supervisor’s name that will approve the verification.

Click the Submit button.

Approval Submission

Submit for Approval
Back

i Help

The itemireguest selected reguires spprowal using the steps listed below,

Any step that do not have 3 user listed must have 3 name filled in before the regquest can be submitted.

Approval Step Approvers

Step 1 Sherell A Gibson Brooks; (C

— =

5. To view the verification status, Click on the Request ID

Request, Authorization, Agreement & Certification of Training @ Help

Below is a list of all of your External Requests. Click the Reguest ID for more information about the request. Click Copy Request or Withdraw Request button and
click Go to Copy or Withdraw from an External Request. Click the New Request button to initiate a new request.

SF-182s Viewing Options: al requests - Sort By: RequestID w
Request D Title Start Date End Date Status Pending Approval Actions Action
146640 Computer Technical 10/24/12012 10/26/2012 Withdrawn Mone Copy Request
139161 Managing Multiple Priorities 81212012 81212012 Verification Submitted Pending Step 1 Copy Request

Withdraw Request
111119 Information Systems 3252011 41812011 Submitted

Pending Step 1

Copy Request
Management and Integration

Withdraw Reguest

89690 Aglearn Maintenance 2/21/2011 2/25/2011 Verification Submitted Pending Step 1 Copy Request
Withdraw Reguest
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6.

Click the blue arrow next to “View Actual Verification”. Wait a few seconds and the

verification page will appear.

External Learning Request Details
« Back
Training Request ID: 39690
Course Title: AgLearn Maintenance
Vendor Name: Johnson County Community College
Training Start Date: 2/21/2011 America/Mew York
Training End Date: 2/25/2011 AmericaMew York

Request Status: Verification Submitted
External Learning Request Details

i+ View Actual Request

|b View Actual Verification |

& Help

7.

The verification page will appear. Scroll to the bottom of the form; click the (Show
Details) link to see the name of the approver.

V.8. Direct Cost and appropriation/fund chargeable V.9. Indirect Cost and appropriation/fund chargeable
* Amount Appropriation Fund * Amount Appropriation Fund
a. Tuition 500.00 56584230 a. Travel o.o0
b. Books or Materials o.oo b. Per Diem o.oo
c. Total S00.00 c. Total 0.00
* W.10. Total Training Non-Government Contribution Cost
0.00
(Verified? Verification Step Date Completed Verified By Verifiers Comments
Step 1 Sherell A Gibson Brooks; (Close
Wiew)

The name of the approver will
appear to the right to show who
needs to verify the request next
and a status of the verification
step will appear to the left.

Click the back button to return to
the previous page.

[ eaci | +—

Training Request ID: 88680

Course Title: AgLearn Maintenance

Vendor Name: Johnson County Community College
Training Start Date: 2/21/2011 AmericalMew York
Training End Date: 2/25/2011 AmericaMew York

Request Status: Verification Submitted

External Learning Request Details

I+ View Actual Request

¥ View Actual Verification



10.

You will receive an email notification explaining that your record of completion is
contingent on your supervisor verifying your attendance in the training event.

Check your learning history to ensure your records are updated. If necessary, remind your
supervisor to update the verification approval process.

From: Aglearn.System@ocio.usda.gov Sent: Mon12/3/2012 2:20 PM
Ta: Walker, Lyndel
Ce
Subject: Confirmation of External Verification Request Submission for Aglearn Maintenance
=
Lyndell Walker, =

This email confirms that you submitted an External Verification Request regarding the following activity:

External Verification Request: Agl eam Maintenance

Start Date/Time: 2/21/2011

End Date/Time: 2011

Action Required: None at this time. this message is strictly for informational purposes.

While your request has been received, it must first be approved per your agency's official training approval process. If you have any questions about the approval process, please contact your
Agency's AgLeam coordinator who can be found here. Jfwww.agleamn usda gov/LandingPage/contact. html

If vou entered any comments with vour request they will be found below

‘Want more information? Try the online Agl.eam course, USDA Agl.eam+ SF-182 Requests Course. To view the course, click on the course name link and log in. Once logged in, you will
be able to see the course details and launch the course.
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Steps as an Administrators
1 Log into Aglearn -
www.aglearn.usda.gov

508 Accessibility | AboutAglearn | Help | Contact Us

“The many courses I have taken in AgLearn
have been interesting and have helped me to do
a better job as a USDA/FSIS employee. There
are so many different kinds of courses in
AgLearn, everyone can find something of
Interest!”

---Carolyn Ash, USDA Emy

FIND A NEW COURSE TODAY

Welcome to AglLearn!

Add to your knowledge with new and exciting courses built for you.

2 To verify training, search for a user, and click SF-182 in the
Related Bar.

Select the SF-182 you need to verify by clicking the blue verify

button.

Related more @ SF-182s New Request
To-Do List

Completed Work

Request.. Title

Status Pending Approval Actions  Actions

1

Curricula 111119 Information Systems Management and Integration Submited  Step 1 Edit Approval
Competency Profiles Edit Request
Competencies Withdraw Request
SF.182s 39696 Testing Save By Another User Denied View Request
N Ny 84552 test Withdrawn View Request
Assignment Profiles
79454 123 Denied View Request
138599 Managing Multiple Priorities Approved View Request
Transfer Request
Verify

3. Complete the verification
form.
Proceed to either Step 4 or
Step 5

Note: If there are changes to o -  o—
the dates and cost, please o (] e

update before clicking the

. R
submit button
+Taton P — B s I S—|
b Bookear et F e I — s R w—
& Total [ r—| Tt L Ta—

Training Request D 55630

& ve 2 CommantuEspunstion

Submit

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

VA Actus Courss Howrs

Vs Acsgeme: So0rs

V5. A sessions were aflenasd

= V8. Tolal Training fion-Govarnmsni Contribubion Cost

[l —
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4, The Approval Submission screen will appear. (Optional) Click the (Show All) link to
show the supervisor’s name that will approve the verification.

Approval Submission s Help

Submit for Approval
Back

The item/reguest selected reguirss approval using the steps listed below.
‘Training Request ID : 32620

Submit
Any step that do not have 3 user listed must have an

Approval Step Approwers
Step 1 Sherzll A Gibson Brooks; [Closs Vi

— [

5. You will then be taken back to SF-182 request, and the verified SF-182 will appear.
Related More @ SF-182s  New Request e '*
Assignment Profiles Requ... Title Status Pending Approval Acti.. Actions
Competencies 1a
Competency Profiles 144523 Team Development Seminar Verification Submitted Step 1 Edit Approval
Completed Work Edit Verification
Curricula Withdraw Verification
4396 Feffmyin+-Frainimy erifiett evrRequest
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Withdraw or Delete an SF-182 request

At times a user or administrator may need to withdraw or cancel an SF-182. This job aid will go

through the steps to withdraw the document. If the SF-182 must be deleted from the system, this is
done via an email request. Instructions on how to complete both are listed below.

Step Activity View

Log into Aglearn -
www.aglearn.usda.gov

essibility | AboutAglearn | Help | ContactUs

“The many courses I have taken in AgLearn
have been interesting and have helped me to do
a better job as a USDA/FSIS employee. There
are so many different kinds of courses in
AgLearn, everyone can find something of
Interest!”

---Carolyn Ash, USD4

FIND A NEW COURSE TODAY

Welcome to AglLearn!

Add to your knowledge with new and exciting courses built for you.

2 To withdraw a training, search for a user, and click on SF-182 in the Related bar.

Select the SF-182 you need to remove by clicking the blue withdraw request button.

>

Related More @ SF-1825 | New Request ]
Assignment Profiles  Requ..  Title Status  Pending Approval Actions  Actions
Competencies 1.
Competency Profiles [ 111149 Information Systems Wanagement and Integration ubmited  Step Edit Approval
Completed Work Edit Request
Curricula Withdraw Request
T 139161 Wanaging Multiple Priorities Verffica Step 1 Edit Approval

Edit Verification
To-Do List

Withdraw Verification

3. Once you click the

Withdraw Request
withdraw request button, q

you will receive the
following pop-up “Do you
really want to withdraw
this request?”

Do you really want to withdraw this request?

Yes Mo
Select Yes
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4, The SF-182 has now been withdrawn.

Note: Although the document has been withdrawn, it still remains in the system, but as
withdrawn

I 13101 WdIdyIY MUIIE CHUlES vEIiLal ey | CUlL HppIUYal

Edit Veerification

| 146640 Computer Technical Withdrawn View Request

5. Deleting an SF-182 from the AglLearn system is something that must be done from the
back-end of the system. Therefore, if an SF-182 is created and fully approved, and the
document requires deletion, please send an email to Lyndell.walker@ars.usda.gov

Note: To remove the SF-182, include in the email the user first and last name, user ID,
SF-182 number as well as title.


mailto:Lyndell.walker@ars.usda.gov

Running An External Data Report

The external request data report will provide user, request, vendor and financial data external requests for a
selected time period. You can filter the data by fields such as domain, user status and item needs. Report data

can be viewed in HTML or PDF format or can be downloaded to CSV format for further analysis in other
program such as Excel. This procedure below illustrates how to report external request data for a specific
month.

Step Activity View
1. Click the Reports tab I : I
H;""I/
Reports

Search

In the search, type Request
Data and click Submit Browse &y

Category (Admin only) xternal Request Data External Request Data

The External Request Data report returns all data related to an external The External Request Data report returns al data related to an external
request that a user has submtted. fi..more. requestthat & user has submited. ft..more

User Management

User Management
Performance
Learning

Note*: There are 3 external
data request reports.

Content Miscellaneous

System Admin External Request Data Custom
This report provides data elements. for extemal requests based on the
User(s) and date range selected

EEEEEE

Miscellanecus

Application
Admin

Click External Request Data.

3. Click the Reports tab External Request Data Browse | Help
= Run Report

Run External Request Data

Report Title: External Reguest Dat
Report Header:

Report Footer:

Report Destination: Browser =
Report Format: HTML =

Mask User D=
Case sensitive search: @ ves ) No
User Exact w T

Start Date between: m
(MDD YYY)

and: m

(MDD YY)
Include Personal Data
Include Vendor Data

Include Financial Data

Run Report Schedule Job Save Report Reset
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4, In Report Destination and Report -
Format, click the drop down arrow to Report Destination: r M
choose the different forms. Report Format:

Report Format: m
Note*: Report Destination has 2 HTML
choices, Browser or Local File. Report

Format has 2 choices, HTML or PDF

5 Click the Blue Filter Case sensitive search: @ ves ) No
icon next to the User G
section to do a search User: Exact ~ T
fora User StartDate between:
(MM/DDMY YY)
and:
(MM/DDYYYY) e

Include Personal Data
Include Vendor Data

Include Financial Cata

6. Do a search for the
user by typing in first
and last name. Then Users Filter For External Request Data

b Filter: 0 Users

CIICk SearCh Create the fiter using the search below. The search is case sensitive by default. ¥ou can choose case insensitive search which applies

to criteria typed in. Be aware of case insensitive search could take long time.
Submit Criteria Reset

Search Users

Case sensitive search: @ Yes @ Mo

UserID: Starts With -

Last Name: Starts With - walker
First Hame: Starts With - yn



Place a check mark in the
Select Box and click Add
to Filter then click Submit
Filter.

Click the Calendar icon, if
certain specific dates are
needed. If an entire
history is needed, keep
the calendar date section
blank.

10. Click Run Report. This is
the report as it is

displayed in the browser.

External Request Data

Select Users from list

-« Filter: 1 Users

‘Walker, Lyndell A(LW038276)

As you select records to include in your fitter, they will appear in the Fitter List. Select Submit Filter when ready to submit the fiter and

return to your base search criteria

== Jearch Again

User D
LW038276

Mask User IDs.

Case sensitive search:

© ves O No
User: [1 Selected] T
Start Date between:
(MM/DDAYYY)
and:
(MMWDDNYYYY) i

Include Personal Data
Include Vendor Data

Include Financial Data

Run Report

Fun Report

learn

External Request Data

Request
Uses Home
Social Secaiity Nenber

Walker, Lyndel A

User Mame
Walker, Lyndell A

Schedule Job

User D

Job Location

Add to Filter

‘ Add to Filter ’

Organization 1D
030103

Reset

Select All / Deselect All
Select

Select All / Deselect All

Reset

& Calendar - Windows Inter.. 5] (=l |
-

| hitps://uscabistag gpehosting.com/l== 44 |

Select Date
December 2012

December w

Save Report 23 |24 |25 |26 |27

Sat
1
7 8
14 [15
M |22
28 |28

Date of Binh

Vendor Name
Course Objectives -

Complete Dats.
Traiing Source

Request Details

Otner

Course Tits

This ourse s forbageving and irmodate Cagtaate vsers St Date :

WHD W 0 Cree SOtwars, demONSStions d tErctie
simiions.

B9Z008 14:30 P Amvericalin Vork

04 Gosmensnt StatLocal

0105 Traring Program - Human Rescurczs

Teaining Purpose.
Training Type :

Captte Training - Captiate 3 Fundamertals
WB705 16 00 AM AmencaMlew Yok

U irprove Msiotain Prosect Perfomance

Trsining Delivery G Technology Based
Training Desigaation : 05 Hat Agskatie Tevinimg Credit Type : DLt Apphcatie
Tralning Accrediation Required Indicator to Continued Service Ageeement Required Indicator
Continged Service Agreement Reuired Indicator Expiation
Date
Fersona
Posion Level Hon supeeisary Offce Phne. 015041356
Ermail Address LYNDELL Wil KERGARS USDA GOV Fotan Tide
Handicappsd of Disabled Ho Disabily Daseription :
Fay Plan cs Seria : 29
Grade : “ sizp 1
Type of Appoiaiment o Education Lovel n
Vendor
Maifng Aderes - Stoat 1400 160 Stcet Y Leved B Treining Site Address - Stroat 1400 16 Steet, 1Y Ll B-1
Mailog Adcires . Ciy - Wisshingien Traiving Ste Address . Ciy Wastinglan
Mailing Adoess. StseiProince oc Training Sits Address. SttetProvince o
Mailing Address - Postal Code : 0% Training Site Address -Posial Coe : 203
Mailing Addiess - County us Trsining Site Address - Coundry -
Email Address -
Financha
Direct Cost Tulon Amount 0 Divect Cost Tuldon Fund
Divect Cost BooksiMaterins Amoant [ Direct Cost Booksibaterials Fund *
Divect Cost Tots! 750 ndiect Cost Travel Amount 00
ndiact Gost Travel Fund it Cost Por Diom Amosnt 00
Indirect Cast Per Dism Fumd : Indieci Cost Tolal ; 00
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Running An External Tuition Report

The external request tuition report will report for a selected time period. You can filter the data by fields
such as domain, request status and vendor and can group and sort the data by fields such as schedule block,

user, tuition, and vendor name. Report data can be viewed in HTML or PDF format or can be downloaded to
CSV format for further analysis in other programs such as Excel. The procedure below illustrates how to
identify all approved tuition requests that were approved during the first quarter of FY2010

Step Activity View

1. Click the Reports menu I : I

In the search, type Request S Frrra—

Tuition and click Submit e
Category (Admin only) External Request Tuition External Request Tuition Custom
The External Request Tuition report returns the list of external requests This report returns the list of requests for tuition by user. The report
User Management

for tution by user. returns one row per user per request...more
Performance

Note*: There are 2 external
data request reports

3. Click the + sign next to S
External Request Tuition.

2 Reports

sort oy: AL

Select External Request Browse By - User Management
e Category {Admin only) Exlernal Reguest Tuiion.
Tuition by User o — < Bxternal Request Tuition Group By UiejiiB
External Request Tuition Group By Title
Performance External Request Tuition By Fund
Leamning External Request Tuition Group By Tuition
Content External Request Tuition Group By Vendor
System Admin External Reguest Tuition (CSV)
Miscelaneous The External Request Tuition report returns the list of external requests
for tuition by user.
Application
[ Artrin
4. Fill in the necessary data to
Report Title: External Regquest T

run the report

Report Header:
Report Footer:

Report Destination: Browser -

Report Fermat: HTML

Mask User ID=
User: Exact - T

External Request

Status- Exact w T

Vendor:
Course Title:
FundiCharge code:

Tuitien Greater Than:
{1000,001.01)

Start Date between: m
(MMDDNY YY)

and: m

MDD
Sort By: @ Course Title () Fund/Charge sode () User (0 Start Datz () Tuition

D) Wendor Name

Run Report Schedule Job Save Report Reset
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5. Click the Blue Filter icon to User: —
add the employee(s) to the External Request
report. Status:

-

Vendor:
Course Title:
Fund/Charge code:

Tuition Greater Than:
{1000,001.01)

Start Date between: Ioinl
(MM DD Y

and:
(MM DD Y Iiﬁl

Sort By: @ Course Tite ) Fund/Charge code

D) Vendor Name

6. Click the Blue Filter Icon to

add the different types of External Request Fxact T
SF-182 statuses to the Status:
report.
7. Place checkmarks in the
Select boxes. Then click Add v Fier 12 ExiemalReat-| submitfFitter
to Filter and then Submit Select External Request Status from list
H As you select records to include in your filter, they will appear in the Filter List. Select Submit Filter when ready to submit the filter
Fllter' and return to your base search criteria
Add to Filter Resat
Recorcsperage 25w (12t records) Sziect All/ Deselest All
[Iv] Desaiption Select
Approved Approved
Completed and Verified Completed and Verified
Denied Denied
Craft Draft
Expired Expired
Submitted Submitted
Verification Denied Werification Denied
Verification Submitted Werification Submitted
Verification Withdrawn Verification Withdrawn @]

8. Click Run Report.

User: [5 Selected] ¥ =

External Request N2 selected] 7 7
Status:

Vendor:
Course Title:
Fund/Charge code:

Tuition Greater Than:
(1000,001.01)

Start Date between: m
(MWDDMYYY)

and: m

(MM/DDAYYY)
Sort By: @ CourseTitle ) Fund/Charge code () User () StartDate () Tuition

©) Vendor Name

Run Report Schedule Job Save Report Reset
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SF182 Instructions for Group Training

Currently, the Aglearn system is set up to submit an electronic SF182 per individual and does not
accommodate entering an SF182 for multiple individuals (groups) at one time. Until this option is
made available in AglLearn, the following procedures apply:

An SF182 can be submitted for groups using a paper SF182 through the normal paper process. The
form can be located on the OPM website at: http://www.opm.gov/forms/pdf fill/SF182.pdf. The
paper SF182 should be accurately completed and routed through the proper channels for approval.

Agency specific instructions for completing the SF182 can be located on the AFM website at:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF. Once approval is received, the

SF182 can be sent to the vendor and/or NFC for payment.

Note: An SF-182 for groups can be found in AglLearn by entering “ARS_GRP_TRAINING” in the “user ID”
field. Click search. The user “ARS_GRP_TRAINING” appears. Enter the record to submit an SF-182 for a
group. This form is only used to complete the request and send to the vendor. No true name is
attached to it. Please follow the instructions below to submit an SF-182 for each individual to cover
the cost of the training and credit the learning history.

Approvals: Ensure appropriate supervisory approvals are received when coordinating group training
events, since one document is used for multiple users, sometimes from multiple offices.

Payment: Payment can be made using an accounting code for dollar amounts up to the $100,000
threshold and/or by credit card for payments $2500 or less.

Recording: Individual SF182's must be recorded in AglLearn with the appropriate costs for each
attendee for tracking and recording purposes.

Program Coordinator/Training Designee Responsibilities:

e Itis your responsibility to ensure the submission process is carried through to the finish.

e Individual SF182s must be recorded in AglLearn for those attending the training session(s) —
these SF182s do not get sent to the vendor or NFC, but are recorded in AglLearn to report cost
to OPM — www.aglearn.usda.gov.

e If Training Designees within the agency are responsible for submitting an individual SF182:

e Provide a list of attendees along with instructions on how to submit.

e Provide the title of the course as it appears on the original SF182.

e Provide actual dates of course (some instances the dates may vary)

e Individual breakdown of cost per participant — Be sure to divide cost based on the
number of participants that actually attended divided by the total cost of the training
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Instructions for Creating Individual SF182s in AgLearn

7.
8.
9.

Section B.2a. - Correct title of course -be consistent w/what was entered on original SF182.
Section B.3. & B.4. - Dates of training - use actual dates of training — E.g. original SF182 paid
for three sessions of 25 attendees, training dates were October 8, 15, & 22™.

Section C.1. - Cost breakdown should be based on the actual number of attendees - E.g. if
course was $25,000 and there were 50 participants, cost per person is $500.

Section C.2. - Travel cost - provide individual travel cost, as appropriate. Estimates are
accepted.

If prior approval is not needed or already received, before clicking submit, select the “submit
as approved” check box — this allows the admin to approve the form and by pass the approval
process.

Select the “save data for another user” check box — this allows the admin to save the data
already completed on the form for other attendees — note: be sure to change personal data
for each attendee.

Click submit — (as required, select approvers).

You will be returned to the original SF182 in order to submit the form for the next user.

Scroll to bottom, Click the “select another user” button

10. Search for next user by entering last name, first name, click search, select user.
11. Continue process until all users have an individual SF182 submitted for the training.

Verifying Attendance to Credit the User’s Learning History:

AglLearn will send an email notification to the employee and supervisor requesting verification
of attendance in the training session.

The employee should verify whether he/she attended all sessions.

Upon verification, notification is sent to the supervisor to verify attendance.

Once verification is received, the AglLearn system will automatically update each participant’s
learning history.

Note: An administrator can verify attendance at his/her discretion and the AglLearn system will update

the user’s learning history record.
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Sample SF-182 User Notification

From: aglearnsystem@usda.gov [mailto:aglearnsystem@usda.gov]

Sent: Tuesday, June 29, 2010 10:58 AM

To: Brooks, Sherell

Subject: Confirmation of SF-182 Request Submission for AglLearn Maintenance

Sherell Gibson Brooks,

This email confirms that you submitted an SF-182 Request regarding the following activity:

SF-182 Request: AglLearn Maintenance

Start Date/Time: 2/21/2011

End Date/Time: 2/25/2011

Action Required: None at this time, this message is strictly for informational purposes.

While your request has been received, it must first be approved per your agency's official training
approval process. If you have any questions about the approval process, please contact your Agency's
Aglearn coordinator who can be found here. (http://www.aglearn.usda.gov/contactus.htm)

If you entered any comments with your request they will be found below:

Want more information? Try the online Aglearn course, USDA Aglearn SF-182 User Course. To view

the course, click on the course name link and log in. Once logged in, you will be able to see the course
details and launch the course.
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Sample SF-182 Supervisor Approval

From: aglearnsystem@usda.gov [mailto:aglearnsystem@usda.gov]
Sent: Tuesday, June 29, 2010 11:36 AM

To: Brooks, Sherell

Subject: SF-182 Request Approval Required for Lyndell Walker

Lyndell Walker has submitted an AglLearn SF-182 Request for the following activity:

SF-182 Request: Testing Save By Another User

Start Date/Time: 7/6/2010

End Date/Time: 7/7/2010

You are listed as an approver for this request per your agency's official training approval process.

Action Required: Click Here to Approve this Request.

If you have any questions about the approval process, please contact your AglLearn training
coordinator found here. (http://www.aglearn.usda.gov/contactus.htm)

If the SF-182 Request submitter entered any comments with the request they will be found below:

Want more information? Try the online AglLearn course, USDA Aglearn SF-182 User Course. To view

the course, click on the course name link and log in. Once logged in, you will be able to see the course
details and launch the course.
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