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

 

Page 1 of 5 

 

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: 

 Complete the verification form.  

 Approve or deny a subordinate’s verification of training. 

 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.aglearn.usda.gov/
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5. To verify training, go to the Easy Links, and click on SF-182 Requests.  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 
screen. 

 
 
 
 
 
 
 
 

 

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

11. Click the Submit button. 
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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 

 
 
 
 
 
 
 
 
 

 

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 

 
 
 
 
 
 
 

 

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

 
 
 
 
 
 
 
 
 

 
 


