Submitting an SF-182 as a Verifier (Learner and Supervisor Instructions) April 22, 2011

AgLearn Electronic SF-182 - Verifier Role

Learner and Supervisor
At the completion of a training event, you must verify your attendance in all sessions. This
verification allows you to update the SF-182 with new or changed information. After verification
by you, your supervisor must also verify completion of all training sessions before it is added to
your Completed Work.

This job aid will assist you to do the following:
e Complete the verification form.
e Approve or deny a subordinate’s verification of training.
o View the event in the Completed Work page.

1. Once the date of training has passed, the AgLearn system will automatically send the
learner and supervisor an email notification as a reminder to verify completion of the
training requirement.

Note: Learner and Supervisor must verify completion in AgLearn in order to receive credit in
the Completed Work.

2. Go to www.aglearn.usda.gov.

3. Log in under the Learner login.

4. If you are the Learner: Follow Steps 5 — 12. If you are the Supervisor: Follow Steps 13-
17.
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5. To verify training, go to the Easy Links, and click on SF-182 Requests.

_Easy Links

Approvals

Completed Work

Mews

1DPs
Record Learning User Settings
Curricula Competencies
B Overdue (0} You have no assigned
Due in 30 days (1) competencies
' B Due Later (1)
Goals Communities
You are on target See what's happening in
.‘ . the forums
* pending approval -

6. The Request, Authorization, Agreements & Certification of Training screen will appear.
Note: (Optional) To view the actual Request, click the blue Request ID link.

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

Request, Authorization, Agreement & Certification of Training  Help

Belowis 3 list of all of your SF-182 Request. Click the RequestID for mara information aboutthe requast. Click Copy Request or Withdraw Request butian and dlick Go o

Copy or Withcraw from an 8F-182 Request. Click the New Request button to inifiate a new request

SF-182 Requests Viewing Options: 4 requests v
Request ID Title Status Pending Approval Actions Adtion
G715 Measuring Government Performance Withdrawn Nong Copy Request
pl Clear Writing through Critical Thinking Approved Pending Verffication Copy Request
£5TH Measuring Government Performance Denied None Copy Request

Resubmit

8. Complete the verification process by answering blocks V.1-V.8.

Note: If there were changes to the dates, cost and/or credit hours please update before
selecting submit.
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9. Once verification is complete, click the blue submit button at the top or bottom of the
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10. The Approval Submission screen will appear.
verification.

11. Click the Submit button.

(Optional) Click the (Show All) link to show the supervisor's name that will approve the

Approval Submission

Submit for Approval
— Back

The itemirequest selected requires approval using the steps listed below.

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

Approval Step
Step 1

Approvers

Supervisor Level 1 (Shaw All]

@ Help

e
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12. You will receive this message: “You have successfully verified that you have attended
the External Learning Course. Your verification has now been submitted to the specified
verifiers for their verification. Please check the external learning request list for the
verification status.” You will receive an email notification explaining that your record of
completion is contingent on your supervisor verifying your attendance in the training
event. Once received, credit will be given in the completed work record

e —————————————————————————————————————
Request, Authorization, Agreement & Certification of Training @ Help

Verification

You have Successfully verified that you have attended the External Learning Course. Your verification has now been submitted to the specified verifiers for theirverification
Please check the external learning request list for the verification status.

Course Title: Clear Writing through Critical Thinking

13. (Supervisor) you will receive an email informing you that you have user training to verify.

14. Follow Steps 2-3 from previous page and click on the Pending Approval link by your
name

Sherell A Gibson Brooks l I

ARS-HQ You have pending approval requ G—

15. (Optional) To view the original request, click on the SF-182 Title.
16. Click the Approve or Deny radio button, then click Next.

Pending Reviews and Approvals @ Help

This view shows you all of the review and approval actions you have been asked to perform. It is 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 switch between sections by clicking on the appropriate
section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action type.

f’ Performance Management (0) \f Training (2) \

Training

Internal Training (0)

@ Al " Direct Reports Only
No items were found using this search criteria.
External Training (2)
[¥ Enter Reasons for Approvals or Denials @ Al " Direct Reports Only
User Name & Title Price Type Action [Approve All/Deny All]
Magill, Ashley B Fundamentals Of Writing 795.00 EXTERNAL VERIFICATION REQUEST| & approve © Deny ¢ Skip
Walker, Lyndell A Information Systems Management and Integration 785.00 EXTERNAL LEARNING REQUEST

" Approve { Deny ™ Skip
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17. (Optional) Give Reason for approval, click Next.

Pending Reviews and Approvals © Help
Approve or Deny — Approval Reasons — Confirm

Previous = Confirm
Approve
User Name

Magill, Ashley B

Title

Price
Fundamentals Of Writing

795.00 US Dollar (USD)
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