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DHScovery JOB AID

External Training (SF-182) Requests

Overview

DHScovery is an on-demand learning management solution that provides preloaded course content with access to thousands of additional learning courses.

The SF-182 (Request, Authorization, Agreement and Certification for Training document) is the primary document that is used to request and authorize employee participation in training activities that are external to DHScovery.  

Objectives
This job aid provides guidance for both learners and supervisors using the SF-182 to request and authorize employee participation in training activities that are external to DHScovery.  Specifically, users will learn how to:  

· Submit External Training Requests via SF-182s (learners) 
· Approve External Training Requests (supervisors) 
· Record Completed External Training Events (supervisors) 
Resolution/Procedure 

Submit External Training Requests
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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Step 2:
Select the Learning Tab and then click the SF-182 Requests link.
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The learner is brought to the Request, Authorization, Agreement & Certification of Training screen.
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Step 3:
On the Request, Authorization, Agreement & Certification of Training screen, select the New Request button to initiate a new external training request.

Step 4:
Enter all required external training information in the SF-182 external training request form.  All fields with red asterisks are required:
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For any of the date fields on the form, click on the calendar icon and choose the appropriate date from the popup calendar.  
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Note: The format of the date will NOT match the format requested in the label of the field.

Step 5:
After all required information has been entered in the SF-182 form, select the Submit button at the bottom of the page.
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The Submit for Approval screen is displayed after submitting the SF-182 form.
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Each step in the external training request approval process must have an associated approver.  

For a majority of the learners, designated approvers will systematically default in each of the Approvers fields.  For some learners, this is not the case.  Learners who see Select User for Approval in any of the fields should contact their training coordinator. 

The external training request cannot be successfully submitted unless all approvers are selected.  

If the learner attempts to submit a request before all levels of approval are entered, an error message will appear and the request is not processed.
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Step 6:
To initiate the process of designating an approver for a specific approval level, click on the Select User for Approval link.
Step 7:
On the Add Approvers page, execute a search for potential approvers.
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Step 8:
Select the approver by checking the appropriate checkbox and selecting Add Checked.
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Step 9:
Select the Finished button.
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If necessary, repeat this process until all approval steps have approvers.  

Step 10:  After Approvers have been entered for all steps, check the I Agree checkbox and select Submit.
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This checkbox acknowledges acceptance of the Continued Service Agreement and must be checked to successfully submit the external training request.
A page is displayed that confirms that the external learning request has been successfully submitted.
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A confirmation email is sent to the learner’s email account.
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Subject:  Confirmation of Request Subiission for 5F-182 Job Aid

(rrarranan)
This confirms that you have requested to emroll in the following activity:
External Learning Request: SF-182 Job Aid

Start Date/Time: 12/21/2007

End Date/Time: 12/21/2007

Please note that this activity must be approved at the following steps hefore access to this activity is allowed. If you have any questions abo
approval process, please contact your Training Coordinater.

STEP 1- Direct Supervisor approval.

STEP 2 - Second Line Supervisor approval.

STEP 3 - TRAINING OFFICER approval.

STEP 4 - kuthorizing Official approval.




A similar email notification is also sent to the learner’s Step 1 Approver.  
At this point, the external training request is in the hands of the approver.  

The learner can check on the status of the external training request any time on the Request, Authorization, Agreement & Certification of Training page, which is accessed by selecting the SF-182 Requests link on the Learning Tab.  
Once the request has been successfully completed, it is sent to the Step 1 Approver - the learner’s direct supervisor.   

Approve External Training Requests

The following steps are to be performed by the Approver.

Step 1:
Login as the learner’s Supervisor.
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On the Welcome page, in the Alerts section, a message will appear when a subordinate has submitted an external learning request.   
Step 2:
Click the Alert that says You have User training approvals>>.
Selecting the link takes the supervisor to the Pending Reviews and Approvals page where you will see the list of subordinates who have submitted the SF-182 form.  (This page can also be accessed by selecting the Approvals link on the Personal Tab.) 
In the External Training section of the grid, all external training requests that require approval are listed.
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Step 3:
Click the blue triangle icon to the left of the User Name to view details. 
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Step 4:
To review and/or edit the subordinate’s SF-182 request, select the External Training’s Title hyperlink.
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The external request is displayed.
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To edit information on the SF-182 or add more data, select the Edit This Request hyperlink.  After completing all changes, select the Apply Changes button.  
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Select the Back link to return to the Pending Reviews and Approvals page.
Step 5:
In the Action field, the approver has the option of selecting the radio button to either ‘Approve’, ‘Deny’, or ‘Skip’ the external request.
In this example, we will Approve the request.

After selecting the radio button, select the Next button.
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Step 6:
This takes the user to the Approval Reasons screen.  In the Approval Reason field, you have the option of entering additional text that describes the reason for approving the request.  

Select the Next button.
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Step 7:
After selecting the Next button, the external training price is displayed. 

The final step is to select the Confirm button.
After the external training is confirmed, a Success message is displayed.
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As indicated by the Pending Approval Actions field value, this external training request is now in the work list of the ‘STEP 2- Second Line Supervisor’.
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Email notifications that include the updated status are sent to the learner who submitted the external training request and the ‘Second Line Supervisor’.
The process for approving an external training request is repeated by the STEP 2 – Second Line Supervisor.    
When the request is approved by the Second Line Supervisor, the request is now routed to the STEP 3 – Training Officer.

[image: image22.png]az SF-182.4ob Al Submitied Pencing STEP 3 - TRAINNG OFFICER|





After the request is approved by the STEP 3 and STEP 4 approvers, the request status is updated from ‘Submitted’ to ‘Approved’. 
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This is also confirmed with email notifications.
Record Completed External Training Events

After the learner completes the external training event, the final step is to record its completion in DHScovery.  At the end of this process, the external training event will be added to the learner’s Learning History.

To initiate the recording of the External Training Event, login as the learner, select the Learning Tab, and then the SF-182 Requests link.

The Status of the request should be ‘Approved’ and the Pending Approval Actions field should be ‘Pending Verification’.
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Select the Verify button.
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After the Verify button is selected, the learner is brought to a modified version of the SF-182 form that was originally filled out to request the external training event:
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The learner uses these fields to indicate whether or not the training was completed, to confirm the training dates and credit hours, and to enter information about employee contributions to the costs of training.
In the Course was completed field, leave the Yes radio button selected and select Submit, in the upper right corner. 

When external training is initially requested by the learner, there are four required levels of approval.

In order to verify the completion of an external training event, there is only a single level of approval – the STEP-1 Approver.
After submitting the external training verification, the learner is brought to the Approval Submission – Submit for Approval page. 
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If a STEP-1 approver is not already designated, click on the Select User for Approval link and select a STEP-1 approver.
Select the Submit button to process the request.
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A confirmation message appears on the following page.
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After submitting the external training request verification, on the SF-182 Requests page, the Status is updated to ‘Verification Submitted’ and the Pending Approval Actions field value is set to ‘Pending STEP-1’. 
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Login as the STEP-1 approver.

On the Welcome page, in the Alerts section, a message will appear when a subordinate has submitted an external learning request.
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Click the Alert that says You have User training approvals>>.  
In the Action field of the Pending Reviews and Approvals page, the approver again has the option of selecting the radio button to either ‘Approve’, ‘Deny’, or ‘Skip’ the external request.
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Select the Approve radio button and select Next.
Enter additional Approval Reason text (optional) and select Next.
After selecting the Next button, the external training price is displayed. The final step is to select the Confirm button.
After the external training is confirmed, a Success message is displayed.
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Login as the learner again and select the Learning Tab.  Click the SF-182 Requests link.
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The status of the request has been updated to ‘Verified’ and the Pending Approval Actions field value now appears as ‘None’.  There are no remaining approvals for this external training event.

Now, go to the Learning History link. The external training event now appears in the Learning History.  The Status and Action fields should be blank. 
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