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Job Aid: Completing an External Training Request (SF-182) 

Purpose 

The purpose of this job aid is to guide users through the step-by-step process of completing an external 
training request form (SF-182). 

 
 
 
 
 

Complete an External Training Request 
(SF-182) – 11 Steps 

Task A  

 

 

Task A. Complete an External Training Request (SF-182) 

From the Home page, 
click the External 
Requests easy link. 

 

 Click New Request to 
create a new training 
request form. 

 

 Before completing the 
request form, it is 
recommended that you 
review the form to 
determine the required 
fields, indicated by red 
asterisks. This will assist 
you to determine the 
information you need to 
know in order to 
complete and submit the 
request. 

Read through the 
provided instructions for 
more information.   
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 Complete all required 
fields (*). You will not be 
able to submit without 
populating all required 
fields. 

 

 

 Once you have completed 
request form, click 
Submit.  

 

 If you receive a validation 
error after clicking 
Submit, take note of the 
required fields you 
missed. 

Populate the omitted 
fields and click Submit to 
resubmit the form.   

 

 After all required fields 
are populated and you 
clicked Submit, the form 
progresses to the 
approval process. 

Click Show All to review 
the approvers. 

Once you have examined 
the approval process you 
must agree to the 
acknowledgement. 

Check the I Agree 
checkbox. 

Click Submit to complete 
the process. 
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 View confirmation 
screen. 

 

 Return to the External 
Requests page (click 
Home in the top menu 
and click the External 
Requests easy link). 

View your list of external 
requests and details 
about each request 
submitted. 
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