cglearn

Always check the
date in the upper
right corner to be
sure you are using
the most current
job aid.

Supervisory
personnel should,
of course, select
the appropriate
option.

If you select Yes,
describe the
accommodations
you require in the
space to the right
of Block A11.

How to Create an SF-182 in AgLearn+

September 27, 2011
How to Create an SF-182 in AgLearn+

While AgLearn+ can support the majority of your learning needs, there will be times when you need
external training that requires you to complete an SF-182 request. Before beginning the process,
please verify that your Talent Profile record accurately indicates your supervisor, as that will be the
first approval required. To see who is listed as your supervisor in AgLearn+, log in to AgLearn+ and
select your name near the top of the Home Page. Your supervisor can be viewed and edited in the
Employee Information area of your profile.

Note: This job aid is intended to provide guidance on how to complete all mandatory fields, as well as

some other fields of importance. It should not be implied that this aid covers every situation that may
arise when external training is requested.

Step Activity View
1. From the Easy Links area on Easy Links
your home page, select the SF-
182 Requests link.
2. Select New Request
3. Section A contains personal G .
information. The first several R -
blocks are automatically
populated with information ~ [= ‘“ ‘ """""
specific to you.
] | [E 1|1 —
4. In Block A6, select Non- * A6 Position Lovel
Supervisory.
F[ a. Non-supervisory b Manager
Y Supervizory " 4. Executive
S. In Block A9, enter your work A.9. Work Email Address
email address.
dana. king@eocio.usda.gov
6. In Block Al11, select the proper A.11. Does applicant need special accommodation?
option button to designate
whether you need special C ves Fri
accommodations. B l&
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7.
8.
9.
10.

Try several 11.

permutations of

the vendor’'s name

if the first search

is unsuccessful.

Check for typing

error and possible

abbreviations. For

example, PA

instead of

Pennsylvania, or

FSU for Florida

State University.
12.
13.

In Block A14, enter your Pay
Plan.

In Block A15, enter your Series.

In Block A16, enter your Grade.

Section B is for entering
information specific to the training
you are requesting.

In Block B1la, select the Select
Vendor icon.

AgLearn+ tracks vendors by
using system-assigned ID
numbers. The easiest way to find
this number is to search by the
vendor’'s name.

Enter the vendor's name in the
Vendor Name field.

Select Search.

Find the line with your vendor’s
name and select the Select link.
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* A.14, Pay Plan

‘ [
[

* A.15, Series

0457]

* A.16. Grade

09

B.1a. Hame and Mailing Address of Training Vendor

Hame

Select Vendaor

Vendor Hame:

V| Maryland Depart

Starts With

Search

View Training Vendors Results

o Wendor Name  City State Postal Code
MDO00Z Maryland Annapolis MD 21401 Select
Department of

Agriculture
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Email address and
phone number
can be helpful to
someone in the
approval chain
who may need
more information.

How to Create an SF-182 in AgLearn+

14.

15.

16.

17.

18.

19.

20.

AgLearn+ automatically
populates the vendor's address
information.

Note: If your vendor does not
appear after a thorough search,
select Other and enter the
address information manually.

If the training site has the same
address as the vendor address
entered in Step 14, check the box
labeled If Same, mark box in
Block B1b. AgLearn+ will
automatically populate the
address for you.

If the training site has a different
address, enter the information
manually.

In Block Blc, enter an email
address for the vendor, if known.

In Block B1d, enter a telephone
number for the vendor, if known.

In Block B2a, enter the Course
Title.

In Block B3, enter the Training
Start Date.

Note: You may either use the
calendar icon or enter the date
manually, in the format
MM/DD/YYYY.

In Block B4, enter the Training
End Date.

Note: You may either use the
calendar icon or enter the date
manually, in the format
MM/DD/YYYY.
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Stae P

B.1c. Vendor Email Address

doatraining@md.state.gov

B.1d. Vendor Telephone Number

|
* B.Za. Course Title

|h|..:ri5n: Management Up:4

* B.3. Training Start Date

Select Date

* B.4. Training End Date

BTAATATA";
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21.

These are

mandatory fields.

If no hours of a
particular type will 22
be required, enter

0 in that field.

23.

24.

BlockB10is a 25.

mandatory field,
effective October
1, 2011.

In Block B5, enter the duty hours
that will be required for this
training.

In Block B6, enter the non-duty
hours that will be required for this
training.

In Block B7, select the
appropriate Training Purpose
Type from the drop-down list.

In Block B9, select the
appropriate Training Sub Type
Code from the drop-down list.

In Block B10, select the
appropriate Training Delivery
Type Code from the drop-down
list.
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* B.5. Training Duty Hours

* B.6. Training Mon-Duty Hours \

1P

* B.7. Training Purpose Type

-- Please Select One -- W

m

iz

vi

-- Please Select One --
01:Program/Mission
02:Mew Work Assignment
03:Improve fMaintain Presegt Performance

4:Future Staffing Needs
“|0B:Develop Unavailable Skils
06:Retention

* B.9. Training 5ub Type Code

03_32:Basic Training - Mandated Training

B.10. Training Delivery Type

02:0n the Job w

-- Please Select One --

01: Traditional Classroom
02:0n the Jo -k
03:Technology Bazed

T4 Conference Warkshaop

05:Blended

TD&CDrrespnndence

Page 4



How to Create an SF-182 in AgLearn+

26.

27.

28.

Continuing service 29,

agreements bind
the student to the
agency that is
paying for this
training for a
specified period of
time.

30.

This field is not 31.

mandatory, but
may provide
useful information
for an approver.

In Block B11, select the
appropriate Training
Designation Type Code from
the drop-down list.

In Block B13, select the
appropriate Training Credit
Type Code from the drop-down
list.

In Block B14, select the
appropriate option button to
indicate if the training is
accredited.

In Block B15, select the
appropriate option button to
indicate if a continuing service
agreement is required for the
training.

In Block B16, indicate the date on
which the continuing service
agreement (if required) is no
longer in effect.

In Block B18, enter the Training
Objectives for this request.

How to Create an SF-182 in AgLearn+

September 27, 2011

* B.11. Training
Designation Type Code

-- Please Select One --
-- Please Select One --
. |81 :Undergraduate Credit
il @2:Graduate Credit

EDS:CDntinuir*ducatiun Uinit
4

WE s M radiE
e LIredit

J5:Mot Applicabls

‘]

* B.13. Training Credit
Tvpe Code

-- Please Seleck One --

v

-- Please Select One --
in01:5emester Hours
JZ:Quarter Hours
§l]3:Cnntinuin-g Edugation Unit
Ju:Mot Applicabls

* B.14. Training
Accreditation Indicator

FE"EE " No \
* B.15. Continued Service
Agreement Required Indicataor

A 7Y

vez [ Mo

B.16. Continued Service Agreement
Reguired Expiration Date

% |

B.18. Training Objectives

To meet a requirement of my IDP te enhance my knowled
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These are

mandatory fields.

If there is no

charge for either
tuition or books

and materials,
enter 0.

These are

mandatory fields.

If there are no

costs for travel or
per diem, enter 0.

Thisis a

mandatory field. If
the government is
paying all costs,

enter 0.

How to Create an SF-182 in AgLearn+

32.

33.

34.

35.

36.

37.

38.

Section C contains accounting
information. Block C1 is for direct
costs, such as tuition, books, or
other required materials.

In Block Cla, enter the cost of
tuition for this training.

In Block C1b. enter the cost of
books or other class materials, if
any.

Note that AgLearn+ totals the
costs in Block Clc.

Block C2 is for indirect costs,
such as travel and per diem.

In Block C2a, enter your
expected travel costs.

Note: Opportunity will be
provided after the training is
complete to edit this field.

In Block C2b, enter your per diem
costs.

Note that AgLearn+ totals the
costs in Block C2c.

In Block C3, enter how much of
the cost of this training will be
paid by sources other than the
government, such as yourself.
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a. Tuition

=

s[o2d

b. Books or Materials

Item

* Amount

a. Tuition

b. Books or Materials

§|40.00

c. Total

a. Travel 5
Iz, Per Diem $ [0.00

Item * Amount

a. Travel 5
b. Per Diem g
c. Total

*

C.3. Total Training Non-Government Contribution Cost

s|d
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39.

40.

41.

42.

43.

44.

45.

If there are any special billing
instructions, enter them in Block
C6.

When all is complete, select
Submit.

Verify that each approval step
has a name associated with it. If
any names are missing, notify
your AgLearn+ administrator.
(Auto Approver is an acceptable
approver name.)

Select Submit.

AgLearn+ will confirm the
acceptance of your request.

You may check the status of your
request at any time by logging
into AgLearn+ and selecting SF-
182 Requests in the Easy Links
section.

The current status of the request,
as well as any pending approval

actions are shown. You can also
view the request itself by clicking
the link with its ID number at the

left of the line.
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C.6. Billing Instructions

Submit

Approval Step

Step 1

Step 2

Step 3 Auto Approver;
Step 4 Auto Approver;
Step 5 Auto Approver;
Step & Auto Approver;
Submit

Approvers

Contact sheila Glasgow for possible group discount.

Tony L Lovell; {Close View)

Joe M Public; (Close View)

External Learning Request Form

{Close Miew]
{Close Miew]
{Close Miew]

{Close Miew]

Your External Learning Course Reguest is Successfully submitted to the specified approvers for the approval
Please check the external leaming request list for the approval status
Course Title: Nutrient Management Update 2011

4
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