AgLearn Job Aid — Submitting an SF-182 as a Preparer October 10, 2012

AglLearn Electronic SF-182 — Training Designee/ SF-182 Preparer

As an AglLearn Training Designee or SF-182 Preparer, you may be asked to create SF-182 requests for one

or multiple learners. Who will routinely prepare the SF-182s is a local office decision. You may be asked to
print an SF-182 for payment processing or other purposes, or you may need to edit the details of a particular
SF-182.

Note: Training Designee/SF-182 Preparers are designated as such by a supervisor or manager and

administrator riihts are assii;ned to the desiinated individual.

1. Loginto AgLearn as an administrator — www.aglearn.usda.qov .
2. Click the Users
3. Click on Users on the blue (left) side of the screen. Enter the employee’s name. Click Search.

Home Performance Learning  Content Commerce System Admin
Search: [ Enter Keywords or Command 1 ‘
Users Search | @)
Users
Search Saved Searches &
Job Codes

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. You can also

add or remove search criteria to further refine your search ——

\
| Job Families S—
< Sean:h> Save As Reset
‘ Paositions S =
\
\
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\

Orgamzations Case sensitive search: ) ves @ Mo
- User ID: Starts With -
Organization Groups T
Last Name: Starts With - walker
Regions
First Name: Starts With > n _
Tools —_—
& Middle Initial: Starts With -
Role 1D; Starts With -
User Status: @ Active () Not Active ) Both
Email Address: Starts With -
Domains: Starts With - Y
Items Needs: Exact w Type: - T
1D:
Employee Types: Starts With - A 4
Supervisors: Starts With - T
Organizational Unit: Starts With -
Employee Number: Starts With -
Supervisory Status: Starte With - T

4. Scroll to the bottom of the screen. Click on the Pencil icon to enter the learner’s record.

User D User Name - Domain ID  Active Terminated City

LWO03B276 |Walker, Lyndell | ARS-AFM  |Yes BELTSVILLE
A

5. The summary page of the employee will appear.
6. Click SE-182s in the Related section.
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Related More #
Competencies
Competency Profiles
Completed Work
Curricula

CsEass ot

To-Do List

7. Click New Reguest at top of the screen.

SF-182s @Ren@/

8. Fill out the appropriate fields on the SF-182. Keep in mind all * Required Fields must be
completed. http://www.afm.ars.usda.qgov/forms/EMPDEV/SF182-Instructions.PDF

Requeat, Authorization, Agreement & Cermification o TTrainin n
SECTION A: TRAINEE INFORMATION
A. Agency Code, agency sub element and submitting office number B. Request Status / Recora Action
AG034880 ® ada
AT, ABBUcants Hame FITSt Five Lettors of Last Hame
Last Name Firat Hame Middle Initial WALKE
Walker Lyndel s
o4, Home Adaress Ao, home Phane T A6, PosIoN Level
Street Address RD- OFFICE OF THE DRECTOR, 5661 SUNNVSIDE AVE) 3675641356 . Non-supervisory © b, Manager
City State | Province Postal Code Country © o Supervisary
BELTSVILLE | (D | [z07055103 | [05A
7. Oruamization Maiing Address A8, Office Phone. A5 Work Eman Adaress
‘Add | |
Adaz [ |
city State | Provinoe Postal Code
Ro10. Position Tite. W11, Doos appiicant need special accommodation? Ty, please describe bolow
 — © ver & no
R1Z. Type of Appointment 13 Education Level T AL14. Py Plan T ATS. Series T A6, Grage
[C— [Em o7

SECTION B: TRAINING COURSE DATA

Bo1a. Hame and Malling Address of Training vendor

© Street Address © ey * Postal Cade

G Hame " Other if Other, please s pecity

B0, Location of Traming site

SBLNIL Training Deswnation 1y

B0 Training Sub Type Code

nnnnnnnn

BB Training Objec tves B8, Agency Use Onty

[ 1
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9. Sections C.1 - C.6 must be completed with the appropriate billing information.
Note: See SF-182 Instructions.

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 ltem * Amount Appropriation Fund
a. Tuition 4095.00 0010301910 a. Travel l695.00 0010301910
c. Total 4095.00 c. Total l695.00
* (.3. Total Training Hon-Government Contribution Cost C.6. Billing Instructions
Controller Operations Division, ACPRB

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

C.4. Document / Purchase Order / Requisition No

Doc # 0003050023, Vend Code: 1500110220

C.5. 8-Digit Station Symbal

12-40-0300

10. Click Submit. Documents will be moved to Approvers screen.
Click Submit Request as Approved if:
e A past date training was approved, completed and paid for, but never enter in AgLearn.
e The Step 1 approver (supervisor) or Step 5 (Fund-holder) is not available to approve the SF-182. A
PEN SIGNATURE IS REQUIRED by alternate approvers.
Click Save Data for Another Request if:
e You have to complete multiple SF-182’s. The preparer will follow Steps 11-14 below to select the
approvers; they will then be taken back to the SF-182 to enter another user’'s name.

|:| Submit Reguest as Approved |:| Sawve Data for Another Request Select Usar Subrmit Reset Save Draft

Approval Submission page appears (If only the Submit button was selected)

11. Step 1 - the supervisor’s name should already be populated from the learner’s profile. Click the
“show all” to show the supervisor name. If no supervisor has been selected in the Learner’s profile,
the learner may conduct a search to add the supervisor as the approver.

12. Step 2-4 — Auto Approvers — No name necessary in these fields, the system will automatically
move through these steps

13. Choose the Step 5 Approver (Fund Holder) by clicking the “Select User for Approval” link.
The search screen will appear. Key in the Last and First name and click search. Select the name.

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

Note: In instances where the supervisor is also the fund holder, he/she will be required to
approve steps 1 and 5 approvals. To avoid having this individual enter the system twice, the
training designee can be selected as the step 5 approver or can approve step 5 for the fund
holder.

Approval Submission Help
= Submit for Approval

The item/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 Supervisor Level 1 (Show All)

Step 2 Approver_1 (Show All)

Step 3 Approver_2 (Show All) Automatically approved by the system
Step 4 Approver_3 (Show All)

Step 5 Select User for Approval

Step 6 Select User for Approval

Return to External Reguest Submit

15. Once the SF-182 is completed correctly, the request will appear under the SF-182 Request’s tab.

Note: Once the request has been submitted, the Training Designee or SF-182 Preparer can
perform the following: “Edit Approval”, “Edit Request”, or “Withdraw Request”. To print a copy
of the completed form with approvals, scroll to the top of the form, click on “printable version”,
then click “print this request”.

SF-182s New Request
Request.. Title Status Pending Approval Actions  Actions

139161 Managing Multiple Priorities Verificati Step 1 Edit Approval
R Edit Verification
— Withdraw Vericatior—— | |

46840 Computer Technical Submitted  Step 1 Edit Approval N
Edit Request

_ Wwithdraw Request—
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