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DHScovery JOB AID

SF-182 Approval Status Report

Overview
All employees who have access to the DHScovery system must submit requests for external training through the on-line SF-182 process using DHScovery.  The SF-182 process requires four levels of approval.  The workflow for these approvals is automated within the system.  However, there may be times when for some reason, the approval does not get completed prior to the employee attending class.  To monitor this situation, the SF-182 Tuition report can be run to determine which approvals, if any, are overdue for a specified time period.
This report should be run on a weekly basis to ensure timely approval of SF-182 requests.

Objectives
This job aid will provide guidance and instruction on the steps necessary to run the SF-182 Tuition report so that approvals can be monitored for timeliness and completeness.
Login
Step 1:
Open the web browser and enter https://dhscovery.dhs.gov/plateau/admin/login.do 
Review the warning.
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Click on the GO link located at the bottom of warning message to access the DHScovery User login page.
Step 2:
Enter your Admin ID and password and select the Login button.
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Step 3:
Click the Reports tab, Items menu, SF-182 Tuition report link.
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Step 4:
Update the Report Title, Report Header, and Report Footer as required.  

Step 5:  Choose the appropriate Report Destination.

· Browser – this is the default value and will display the report in a popup page on-line

· Local File – choose this value to save the report to the local drive

Step 6:  Choose the appropriate Report Format
· XML – this format is used when reports will be published to a web page

· CSV – this format is used when reports will be run to and reported out via a spreadsheet (Excel, Lotus, etc)

· HTML – this format is the default value and used to run the report to a popup page on-line

· PDF – this format opens the report in an Adobe Acrobat reader format.

The Mask User ID checkbox is turned on.  This means that the user ids will not show on the report output.  If you want the user ids to display, uncheck the box.

Step 7:
Click the FILTER icon next to the SF-182 Status field.
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Step 8:
Place a check in the checkbox for the Submitted value.

Step 9:  Click the SUBMIT SELECTION button.
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Step 10: Click the SUBMIT FILTER button.
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Step 11: Enter the appropriate Start Date between:  and: values for which the training would have occurred. 
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For example, if you wanted to run the report to see any training that had not been approved for the week of March 16, 2008, you would enter, in the Start Date between: field 03/16/2008, in the and: field you would enter, 03/22/2008.
Step 12: Click the RUN REPORT button. 
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If Browser was the report destination, the report will be displayed in a new popup window.
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Looking at this report you can see that the employee had a request to attend a class on 3/20/2008 and it has not made it through the approval process because it is still in a submitted status.

To determine where the approval is in the process, navigate to the user record.

Step 13:  Click the User Management tab, Users menu.
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Step 14:  Enter the appropriate information to search and locate the user.
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Step 15:  Click the SEARCH button.
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Step 16:  From the search results page, locate the user and click the EDIT icon for the user.
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Step 17:  Click on the SF-182 Requests tab.
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Step 18:  You can see that the next approval step is STEP 3- TRAINING OFFICIAL.   However, if you need more detail or would like to finalize the approval for this request, click on the Edit Approval link for the appropriate SF-182 request.
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The Edit Approval page is displayed.
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Follow your component business process to finalize the request.
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