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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
	View

	1.
	Log into AgLearn - www.aglearn.usda.gov.

From the administrator interface, select the Users.  

From the left menu, select Users
	[image: ]

	

	2.
	From the Users search screen, enter and/or select the basic search criteria as appropriate. I.e. Last name, first name.

Click “Search”.

	[image: ]

	

	3.
	The search results appear at the bottom of the screen.  Select the user ID.
	[image: ]

	

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





	[image: ]




	

	5.
	Click the New Request.

	[image: ]

	

	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

Proceed to either Step 7 (Non-Federal Vendor) or Step 8 (Federal Vendors) depending on vendor information that is selected in B.1.

	[image: ]

	


	7.




























	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:[image: ]
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 
	

	

	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.
[image: ]
	


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 accuracy.
Click the “Submit” button.
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	10.
	Training Approval Process (TAP)
Step 1 – the 1st 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.
[image: ]
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). 
[image: ]
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	12.

	Click Submit once you have chosen the approvers.
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	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.
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[image: ]Sample FMMI vendor list

















	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 appropriate payment office listed on page 13 of the following instructions: http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF.  


	Step
	Activity
	View

	1.
	Log into AgLearn - www.aglearn.usda.gov.

From the administrator interface, select the Users.  

From the left menu, select Users
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	2.
	From the Users search screen, enter and/or select the basic search criteria as appropriate. I.e. Last name, first name.

Click “Search”.
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	3.
	The search results appear at the bottom of the screen.  Select the user ID.
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	4.
	From the Related Bar, click SF-182’s
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	5.
	Click the New Request.
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	[image: ]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 
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	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:


 (
22.50
)

 (
22.50
)




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 accuracy.
Click the “Submit” button.
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	9.
	Training Approval Process (TAP)
Step  1 – the 1st 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.
[image: ]
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). 
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	11

	Click Submit once you have chosen the approvers.

	[image: ]

	

	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.

[image: ]






	

	





	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 AgLearn 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 AgLearn, 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 - www.aglearn.usda.gov.

From the administrator interface, select the Users.  

From the left menu, select Users
	[image: ]

	

	2.


	From the Users search screen, enter and/or select the basic search criteria as appropriate. I.e. Last name, first name.

Click “Search”.
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	3.


	The search results appear at the bottom of the screen.  Select the user ID.
	[image: ]

	

	4.

	From the Related Bar, click SF-182’s





	[image: ]

	

	5.
	Click the New Request.
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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

[image: ]













	


	


	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.

[image: ]

















	



	

	8.



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

[image: ]

	





	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 AgLearn 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 - www.aglearn.usda.gov.

From the administrator interface, select the Users.  

From the left menu, select Users
	[image: ]

	
	
	

	2.


	From the Users search screen, enter and/or select the basic search criteria as appropriate. I.e. Last name, first name.

Click “Search”.
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	3.


	The search results appear at the bottom of the screen.  Select the user ID.
	[image: ]

	
	
	

	4.

	From the Related Bar, click SF-182’s
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	5.
[image: ]
	Click Transfer Request link 





	



	
	
	

	6.

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





	[image: ]

	
	
	

	7.

	Click Select
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	8.

	Click Yes to view the transferred employee’s SF-182 history





	[image: ]

	
	
	

	9.
[image: ]
	Click Transfer Request link 





	





	Approve or Deny an SF-182

		Once the SF-182 has been submitted, it must then go through a multi step approval process.  This brief job aid will demonstrate how, a person that has been selected to approve or deny an SF-182 will complete the process in AgLearn. 




	Step        Activity                                                    View

	1.
	The approver must login to AgLearn and on their home screen, they will see:  You have pending approval requests.  

Click this link.
	[image: ]

	

	2.

	[image: ]To view the SF-182, click on the title of the training. To Approve the SF-182, click the Approve or Deny box, then Next





	










	

	3.
	[image: ]A comment section will appear next.  Click Next to the final review screen.

Note*: Comments are optional



	







	

	4.
	[image: ]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 or Denied based upon the choice made in Step 2.

The AgLearn System will automatically approve Steps 2-4 auto approvers.  (This could take 15min to an hour)  Step 5 and Step 6 approvers should log in as Learners and follow steps 1-4 to approve the SF-182.
	

	AgLearn 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 1st 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

	1











	Log into AgLearn - www.aglearn.usda.gov











	[image: ]

	

	2













	To verify training, go to the 
Easy Links section, and click 
SF-182 Requests. 

The Request, Authorization,
Agreements & Certification
Of Training screen will appear.

Note: To view the actual
Request, click the blue
Request ID link. (Optional)

Select the SF-182 you need
to verify by clicking the blue 
verify button.
	[image: ]

	

	3.
	Complete the verification form and then click Submit.

Note: If there are changes to the dates and cost, please update before clicking the submit button












	[image: ]

	

	4.
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	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. 
	

	

	5.
[image: ]









	To view the verification status, Click on the Request ID 










	                      
. 

	

	6.

[image: ]










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











	

	

	7.

[image: ]











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

	

	9.










	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. 

	[image: ]






	

	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. 
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	[image: ]Steps as an Administrators

	1















	Log into AgLearn - www.aglearn.usda.gov
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	[image: ]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.











	

	

	3.














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

Note: If there are changes to the dates and cost, please update before clicking the submit button
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	[image: ]4.
	The Approval Submission screen will appear.  (Optional) Click the (Show All) link to show the supervisor’s name that will approve the verification. 
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	5.
	You will then be taken back to SF-182 request, and the verified SF-182 will appear.

	


[image: ]















	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

	1












	Log into AgLearn - www.aglearn.usda.gov











	[image: ]

	

	2



[image: ]








	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 link.






	

	

	3.
	Once you click the Withdraw Request link, you will receive the following pop-up “Do you really want to withdraw this request?”

Select Yes








	[image: ]

	

	[image: ]4.
	The SF-182 has now been withdrawn.  

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




	

	

	5.
	Deleting an SF-182 from the AgLearn 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.
	




















	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
	[image: ]

	

	2.
	In the search, type Request Data and click Submit

Note*: There are 3 external data request reports.

Click External Request Data.

	[image: ]	

	

	3.
	



























	[image: ]

	

	4.
	In Report Destination and Report Format, click the drop down arrow to choose the different forms.

Note*: Report Destination has 2 choices, Browser or Local File.  Report Format has 2 choices, HTML or PDF
	[image: ][image: ]

	

	5
	Click the Blue Filter icon next to the User section to do a search for a User
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	6.
	Do a search for the user by typing in first and last name.  Then click Search











	[image: ]

	

	7.









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


	

	8.







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

	

	10.







	Click Run Report.  This is the report as it is displayed in the browser.
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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
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	2.

	[image: ]In the search, type Request Tuition and click Submit

Note*: There are 2 external data request reports 
	

	

	3.

	Click the + sign next to External Request Tuition.  Select External Request Tuition by User 






	[image: ]

	

	4.

	Fill in the necessary data to run the report 
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	5.

	Click the Blue Filter icon to add the employee(s) to the report.









	[image: ]

	

	6.

	Click the Blue Filter Icon to add the different types of SF-182 statuses to the report. 
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	7.

	Place checkmarks in the Select boxes.  Then click Add to Filter and then Submit Filter.











	[image: ]

	

	8.

	Click Run Report. 
	[image: ]








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 AgLearn, 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 AgLearn 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 AgLearn with the appropriate costs for each attendee for tracking and recording purposes.
Program Coordinator/Training Designee Responsibilities:
· It is your responsibility to ensure the submission process is carried through to the finish.
· Individual SF182s must be recorded in AgLearn for those attending the training session(s) – these SF182s do not get sent to the vendor or NFC, but are recorded in AgLearn to report cost to OPM – www.aglearn.usda.gov. 
· If Training Designees within the agency are responsible for submitting an individual SF182:
· Provide a list of attendees along with instructions on how to submit.
· Provide the title of the course as it appears on the original SF182.
· Provide actual dates of course (some instances the dates may vary)
· 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


Instructions for Creating Individual SF182s in AgLearn
1. Section B.2a. - Correct title of course -be consistent w/what was entered on original SF182.
2. 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, & 22nd.
3. 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.
4. Section C.2.  - Travel cost - provide individual travel cost, as appropriate.  Estimates are accepted.
5. 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.  
6. 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.
7. Click submit – (as required, select approvers).
8. You will be returned to the original SF182 in order to submit the form for the next user.  
9. 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:
· AgLearn 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 AgLearn system will automatically update each participant’s learning history.

Note: An administrator can verify attendance at his/her discretion and the AgLearn system will update the user’s learning history record.








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 AgLearn Maintenance

Sherell Gibson Brooks, 

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

SF-182 Request: AgLearn 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. 










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 AgLearn 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 AgLearn 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 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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