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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).

Task A

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

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

Wizlcome Brian Fahey | §§ Check System | Sign Out
€| From the Home page, cuccessfactors-
) BUSINESS EXECUTION SOFTWARE _ —
Hi My Emplo; 0 it
CIICk the Exte rnal lome y Employees rganization —
Requests easy link. Brian A FOReY  vore SR
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To-Do List Catalog
Show:| Everything +| EE Easy Links 4
Overdue Approvals Performance Reviews
2 days overdue '@ Management Fundamentals e sb Record Learnin e
| o
Must be registered . Skills Inventory

order Status Start a self Assessment
Order Tickets

@ Management Policies and Procedures Options and Settings Start a Multi-Rater Assessment

Due within a week

Less &
Q Cl |Ck NeW Request to Request, Authorization, Agreement & Certification of Training @ Help
1Nt Below is a list of all of your External Requests. Click the Reguest ID far maore infarmation about the request. Click Copy Request or Withdraw Request buttan and

Create a neW tral n I ng click Go to Copy orithdraw from an External Request. Click the New Request button to initiate a new request,
request fo rm. External Requests ‘iewing Options:| al requests [~] Sart By:| request 1D = |

There are no requests specified for this status.

9 Mew Request

9 Before Completing the Request, Authorization, Agreement & Certification of Training & Help
- - « Back

requeSt form 7 It IS Complete the farm helow in orderto request training outside of your agency. Be certain to complete all of the required fields.

recommended that you = Required Fleds

review the form to

determine the required 6

Submit Save

fields, indicated by red REQUEST, AUTHORIZATION, AGREEMENT & CERTIFIGATION OF TRAINING
- - - - SECTION A: TRAINEE INFORMATION N instructions
aSte rlSkS - Th IS WI I I aSSISt A. Agency Code, agency sub element and submitting office number B. Request Status f Record A 4
you to determine the Tom
information you need to __ __ ____ :
A.1. Applicant's Name First Five Letters of Last Name A.2. Social Security Humber A.3. Date of Birth

know in order to
complete and submit the et Firsttome Middle i ] -

request- Fahey ‘ |Eman | ‘A |
Q Read through the
provided instructions for
more information.
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Complete all required

fi elds (*) You Wi I I not be * B.2a. Course Title B.2b. Course Number Code * B.3. Training Start Date * B.4. Training End Date
able to submit without [ ||l ||:|21 ||:|21
populating all required
fields.
G Once you have Completed Request, Authorization, Agreement & Certification of Training & Help
. « Back
requeSt form 7 CI ICk Complete the form below in orderto request training outside of your agency. Be certain to camplete all of the required fields. 6
Su bmit' *= Required Fields

Submit Save

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A: TRAINEE INFORMATION

Instructions

A. Agency Code, agency sub element and submitting office number

B. Request Status f Record Action

9 Aot Delete

A.1. Applicant's Name First Five Letters of Last Name A.2. Social Security Humber A.3. Date of Birth

Last Hame First Hame Middle Initial FAHET

L 1 e

|Fahay'

|Eman | ‘A |

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.

Validation Error

Request, Authorization, Agreement & Certification of Training

« Back

& Help

Complete the farm below in arder to request training outside of your agency. Be certain to complete all of the required fields @

* = Required Fields

Submit Cancel Draft save

REQUEST, AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

SECTION A: TRAINEE INFORMATION

Instructions

A. Agency Code, agency sub element and submitting office number

B. Request Status / Record Action

@ adg ‘ Delete

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 | Agree
checkbox.

Click Submit to complete
the process.

Approval Submission

Submit for Approval

« Back

The iternfrequest selected reguires approval using the steps listed helow.

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

Approval Step Approvers
Supervisor Supervisar Level 1 [Showe &ll) 9
Acknowledge ment:

Ey checking thiz checkbox, | agree to all rules and regulations regarding external training requests,

| hgree @

@ Submit
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View confirmation
screen.

Request, Authorization, Agreement & Certification of Training

Bxternal Learning Request Form

Your External Learning Course Reguestis Successfully submitted to the specified approvers for the approwval.
Flease checkthe external learning request list far the approval status.
Course Title: Learning Managment

Return to the External
Requests page (click

Request, Autherization, Agreement & Certification of Training @ Help

Below is a listof all of your External Regquests. Click the Request 1D for maore information akout the request. Click Copy Request or Withdraw Request button and
click Go to Copy orithdraw from an External Reguest. Click the New Request bution to initiate a new request,

Home in the top menu Bxternal Requests Viewing Options:| Al requests [+] Sort Byi| request 10 [ ]
- Request|D Tide Start Date End Date Status Pending Approval Actdons Action
and CIICk the EXternaI awq Learning Ahanagment Mow/T£2011 Nowf 1142011 Submitted Pandiniﬂzsemisnr Copy Request
Requests easy link). it
Request
View your list of external New et
requests and details
about each request
submitted.
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