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DHScovery is your online resource for learning. On s ste, you wil find rectirect
trining anl cther Courses to support you professional developrment. You cantake a course
anlie or envallin classroom training. Yau can alzo print & cerlificate of completion and your
Iearting history for fuure reference. Andt mich mare. Log-in now and begin exploring.

Heed Help? The DHScovery Help Desk can be reache betwesn the hours of 8:00 M and
00 PM ET Monday through Friday by caling 838.898.8204 or by emaling help@platest.com
Vou may slso try the Frecuertly Asked Questions ancl Job Aids by clicking the DHScovery.
Help link at the hattam of tis page.

System notes:
) Please noe thatthis system willimeat automaticaly after twerty (20) minutes of
inactivy. After 20 minutes, you wil be required o login again to resume your session.

£ Pleass use the navigation Inks provided nthe syste. Please do ot use the back
button on your Web browser.

Get Started

password i the el
below, then cicklogin to begin,

serm: |

Password:



DHScovery JOB AID

SF-182 Printing

Overview
Some organizations require a paper copy print out of the SF-182.  Learners have the ability to print SF-182s at any point in the request life cycle.  The steps necessary to print the SF-182 vary slightly based on the status of the request within the SF-182 process.   The SF-182 process consists of two sub-processes: 
· Approval Process – 
This process begins with the submission of the SF-182 and is complete on receiving all four required approvals or when the SF-182 is denied by one of the approvers.   

· Verification Process –
This process is initiated after the approval process concludes and after attending the training.  To complete the process, both the employee and his/her supervisor must sign the SF-182 indicating whether or not the employee successfully completed the training.
Objective 
This job aid provides step-by-step instructions for printing SF-182s.
Resolution/Procedure 

Step 1:
Login to DHScovery.
As the learner, go to the following URL: https://dhscovery.dhs.gov/plateau/user/login.jsp 
The learner should be brought to the DHScovery login page.  

Enter your User ID and Password and select Login.   
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Welcome to DHScavery, your onliv resource for DHS leerning and professianal development.

My SE.182

| @ETpersonal
The Personal Meru provides you with tools o manage your Profis and Regonsl
Setings, an overview of learning plan ancl curriculs activiies, as wel as Alerts that
Idertify overciue tasks and pencing SF-152 approvals.
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Browse by Subject Area or use the Simple or Advanced Searches to find what you are
looking for

JReports
DrScovery offers nine standard reparts. You can run reports sbaut your own learring
and larring needs or, if you are a supervisor, abot thos of your employess.

."/,

System Requiremerts | Terms of Use | Accessivity | Privacy Noice | DHScovery Help | Cortact Us

Alerts
ouhave no slerts st thiste.

Catalog

Vigw il avalible nstructor-ed emss
View all availble ariine tems»
Browse Catslogs

Learning Plan » Learning Plan

Books24:x7 Referenceware

Buiting and Securing VolP Networks

DHS IT Securty Awareness , nformation Secrty Begins with You"

B
B
B

Diversty Training

Project Management

Curriculum Status

There are no incompete curioula for ths User.

Featured Items
Consttuton Day Trainings
Books24:7 Referencewares
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Step 2:
Click the My SF-182 quick link from the Home page
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To generate 8 new SF-182, lick the llew Request button located underneath the requsst orc
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To copy an existing request, click the Copy Request button and click Go.

To wihdraw & request, olick the Withdraw Request bufton and clck Go.
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Step 3:
Click the Request Id for the SF-182 you want to print.
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Step 4:
This step varies based on the status of the SF-182.   If the SF-182 verification has yet to start, but the approval process is complete or in progress, proceed to step 5 below.    If the SF-182 has been through the approval and verification process or the verification process is in progress, click the View Actual Request ► icon. 
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Step 5:
Click the Printable Version link.  


Step 6:
Click the Print this Request button.


Step 7:
The system responds by displaying the Print Dialog Box.  Select the printer as you normally would.    Click Print button.
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