AgLearn Job Aid — Submitting an SF-182 as a Preparer April 22, 2011

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.gov .
2. Click the User Management tab.

3. Click on Users on the blue (left) side of the screen. Enter the employee’s name. Click Search.

_Iecrn User Role > Quick Links:

Home User Management Performance Learning Commerce Content Reports System Admin

. \ Search Hell
Users Users re P
Job Positions

Organizations search Saved Searches &
Organization Groups

. Regions 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
I Tools

wvalues. You can also add or remove search criteria to further refine your search. —
References ve fs | | Resat

Case sensitive search: ) Yes @ No

User ID: Starts With -

Last Hame: Starts With ~ walker
First Hame: Starts With > Iyn

Middle Initial: Starts With

Role ID: Starts With -

User Status: @ Active ) Not Active ) Both

Domains: Starts With - g
Email Address: Starts With -

Organizational Unit: Starts With -

Employee Humber: Starts With -

Org Unit 1Dz Starts With -

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

S=lect Al f Desslect A
|
User ID» User Mame = Domain 1D Email Address Motify
Lwo3B276 [0 [= | Walker, Lyndell A ARS-HOQ yndell.walker@ars.usda.gov =1

i

glect A0 F Desclect All

Send Motification

Page 1 of 5


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

AgLearn Job Aid — Submitting an SF-182 as a Preparer April 22, 2011

5. The summary page of the employee will appear.
6. Click on the SE-182 Regquests tab.

Surweys Skills Inwentory

Succession ]’ Alternate Job Performance

Dashiboard Initiatives Planning Positions

Commerce

Organization ]’ Organization

Cpty Profiles Competencies Registration T Requests

Account Code T Catalog Previcw T Preferences T Approwval Robe

S —

Ontine Status T Assessments ]

sommary | Frone womoers | Custom ricas || Tobo it | Competeawork || Curricwa

Edit the SF-182 for the User

Wievring Options: Adl requests —~ Sort Bw: Reguest ID —~
ecorasipericae] 10~ |Camerial] 2 | resesi] raocts: [[{an] mare reoa roy T e s |

Request Pending Approval

15 Time status Actions Action

BI696 Testing Save By Another Denied None Wieww Reguest

User

B4552 test wWithdrawmn MNone

To464 123 Denied Mone

Fe460 Creating a SharePoint Site Denied None

F2e98 SF-182 Training VWerification MNMone

Denied

T2696 Approval Process of SF-182 Verified None
&4989 Test Denied MNMone
Be39T4 1234 wWithdrawmn MNone
55334 Computer 101 Denied Mone
43955 Aglearn Training for SF- VWerified None
182
Records per Page 10— Page: 1 2 | =Previcus | Mot | (11 worsl records)

7. Click New Reguest at bottom of screen.

79460 Creating a SharePoint Site Denied Mone
T2698 SF-182 Training Verification Mone
Denied
T2696 Approval Process of SF-182 Verified Mone
64989 Test Denied Mone
63974 1234 Withdrawn None
55334 Computer 101 Denied MNone
439355 Aglearn Training for SF- Verified MNone
182
Records per Page 10  — pPage: 1 2 =Previcus Mext: (11 total records)

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

Request, Authorization, Agresment & Certification of Training
SECTION A: TRAINEE INFORMATION
A Agency Cade, agency sub slement and submitting office number B. Request Status / Record Action
AG034860 @ adg Delete
Aol Appucants Hame FIrst Five Lettors of Last Hame
Last Name First Hame Middle Initial WALKE
waiker Lyndall A
hod. Home Address A5, Home Phone T A6, Position Level
Street Address RD- OFFICE OF THE DRECTOR, 5661 SUNNVSIDE AVE) o Non-supervisory © b Manager
City State | Province Postal Code Country o Supervisory © o, exsoutive
BELTSVILLE | (D | [z07055103 | [05A
7. Oruamization Maiing Address A8, Office Phone. A5 Work Eman Adaress
Add1 I ] [ynasivinkerears usda gov
Adaz [ |
city State | Provinoe Postal Code
.10, Position Title ALT1. Does ARGICant need snecial accommodation” Ty, please describe bolow
I © ves & Ho
1L Type of ARpointment 13 Education Level T .14 Pay Plan T ALT5. Series T A.T6. Grade 17, Sten
0201 o7
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SECTION B: TRAINING COURSE DATA

B. 1. Hame and Malling Address of Training vendor

o 9 Hame © Other it Other, plense apecify | 1
* Street Address ‘ city + state [ Province ‘ Postal Cade ‘ Country
B0 Lacation of Traming site
(7] 1 Same, mark box
Street Address Ciy State | Provinoe Pastal Corde ‘ Country
BoiE. venaor Eman AGOreT Boia. venaor Telennone numBer
Th.2a. Course Thie B2, Course Humber Code TB.3. Traming Start Date T4, Trawming £na Date

| om ]
TB.5, Traiming Duty Hours T B.6. Tramning Hon Duty Hours .7, Traming Putnoe Type
Pleans Select One S

D%, TraIIng SUD TyYpe Cooe Bo10, Traming Detvery Tye Code TTB 11 Treiming Destanation Type C B 1L, TraImIng Creon TBI1S. TraIning Crean Type Cooe

Planse Selact na - Plaase Salect Ona - = Plaans Saiact One - 0 Plaane Salact Ona -
TR TA TTAINING ACCTRNIANON INENEATOr | = Bi18. CONTINUSG SETvICe ARTEEmEnt REAUTE INGIEAtor | B.16: COMTNUSS SErvice ARTEEmant ReqUIr et EXPITAon DATE | B.17. TTAINNE S0Urce Tyne Coae
© ves @ wo ©oves © oWo @ wa o Plonss Selsct Ona -
BT, Traming Objectves 5. Amency Use Onity

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 [tem * Amount Appropriation Fund
a. Tuition 4095.00 0010301910 a. Travel /685,00 0010301910

b. Books or Materials

[ ]

b. Per Diem

[ ]

c. Total

c. Total

1695.00

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

C.6. Billing Instructions

USDA, OCFO
Controller Operations Division, ACPRB

C.4. Document / Purchase Order / Requisition No

IARS Operations Section
P.0. Box 53325
Hew Orleans, Louisiana 70153

Doc # 0003050023, Vend Code: 1500110220

C.5. 8-Digit Station Symbol

12-40-0300
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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:
¢ 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.

[F] submit Request a= Approved  [T] Sawe Data for Another Requast e Resat

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 hame 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,
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 itemfreguest =elected reguires approval uzing the =teps listed belows.

Any =steps that do not hawve a u=er lizrted must hawve a name filed in before the reguest can be =submitted.

Step 1 Supervisor Lewvel 1 (Show Ally

Step 2 Approver_1 (Showe All)

Step 3 Approver_2 (Show Al Automatically approved by the system
Step 4 Approver_3 (Showe Ally

Step S Select User for Approwval

Step & Select User for Approwval
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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”.

Records per Page 10 ~ (% voral records)

Request —

~ Tatie status

B82&90 Aglearn Maintenance Submitted Pending Step 1

84731 s St———

Denisd Mone
54958 Adobe Flash CS3: Rich Content Verified Mone
Creation
EA956 Adobe Dreamweaver CSd: Verification Mone
Website Development Denicd
45761 1234 Verification Pending Step 1
Submitted
45754 Intro to Access Verification Pending Step 1
Submitted
43496 Microsoft Access 2003: Verification Mone
Introduction Denisd
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