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DHScovery JOB AID

Procedures for Expired SF-182 Approvals

Overview

DHScovery is the on-demand learning management tool that provides DHS employees access to thousands of on-line courses as well as the ability to request training via the SF-182 (Request, Authorization, Agreement and Certification for Training form).

The SF-182 is the form used to request and authorize employee participation in training not offered by DHScovery.  The system assumes the SF-182 will complete the approval process prior to the training start date.    A process runs every Sunday evening that systemically denies all SF-182s that have not completed the approval process and which have training start dates prior to that Sunday.  
Objective
This job aid defines the procedures that Training Coordinators should follow for handling SF-182s that are denied because the approval process was not completed before being denied by the system.
Procedure 

Verify the System Denied the SF-182 Request
Step 1:
Training Coordinator Login to DHScovery.
Use the following URL: https://dhscovery.dhs.gov/plateau/admin/login.jsp to login.  At the warning page, click the Go button.
At the DHScovery login page, enter your User ID and Password and select Login.   
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Step 2:  Select the User Management tab.  Enter the appropriate search criteria to identify the learner in question.    Click Search.
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Step 3:  Click the Edit Icon to access the learner record.
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Step 4:  Click the SF-182 Requests tab.   
Locate the SF-182 that has been Denied.  
Click View Request link to verify that this request was denied by the system expiration process.
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Step 5:  Scroll to the bottom of the request to view the approvals section.    If the comments say “Expired Process Denied by System” then the SF-182 was denied by the system because the approval process was not completed in time.  Proceed to Step 6 to reactivate the SF-182.

[image: image9.png]2 DHScovery Learning = Learning o SF-1B2 Requests - Microsoft Internet Explorer

e tt Vew Fovoss Toos Help 3

Qui- O W R G Pt s @ 2- %2 A B

ddress | €] https: s lateau,comfahs/user/deepiink. doPinkid=EXTERNALREQUEST VB ks ¥ @t B &

* Learning Plan + Learning Calendar * Current Registrations * Curriculum Status * Learning History + Record Learning » SF-182 Requests

Request, Authorization, Agreemert & Certification of Training 7]
To generate 8 new SF-182, lick the llew Request button located underneath the requsst orc
To review the status of pending SF-182s, olick the Request D link for the appropriats request o get detalet information.

To copy an existing request, click the Copy Request button and click Go.

To wihdraw & request, olick the Withdraw Request bufton and clck Go.

SF182 Requests. Viewing Options: [FYTESYe v

New Request

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

Eloone 3 @ rtermet J





[image: image10.png]2 DHScovery Lear) g o SF-182 Requests - Microsoft Internet Explorer.

e tt Vew Fovoss Toos Help 13

Q- O NR G| Pwt e @ 2-2EBLEH B

address ] tps:fjh pateu comlchsfuserjexternalearingfcopyEsternalleamingRequestéctondo

G e @suat I &~

[6230 Leesburg Pike [vienna [ua [e2182 usa a
B.1b. Location of Training Site TF Sama, mark box.
* Street Address * city * State / Province * Postal Code * Country
[6230 Leesburg Pike [¥ienna [ua [e21e2 Usa
B.1c. Vendor Email Address * B.1d. Yendor Telephone Number
* B.Za. Course Title B.2b. Course Number | * B.3. Training Start Date (Enter Date as yyyy-| *_B.4. Training End Date (Enter Date as yyyy-
Code. dd-mm) dd-mm)
[Strategic Planning & Performance Messurement [o7a03003 [rzs/z007 ] &1 /3072007 ] &1
* B.5. Training Duty Hours * B.6. Training Non-Duty Hours * B.7. Training Purpose Type
e 0 03iImprove/Maintain Present Performance v,
* B.9. Training Sub Type Code B.10. Training Delivery Type Code. * B.11. Training Designation | * B.12. Training * B.13. Training Credit Type.
Type Code Credit Code.
24:5ES Candidate Development v [ Please Select one - v Please Select One v s - Please Select One - v
* B.14. Training Accreditation | * B.15. Continued Service Agreement B.16. Continued Service Agreement *B.17. Training Source Type Code:
Indicator Required Indicator Required Expiration Date L
Coves © No Coves Cone O owa [u] 01:Government Internal v
B.18. Training Objectives B.19. Agency Use Only
[Obtain Level 11 Certification
C.1. Direct Cost and appropriation/fund chargeable C.2. Indirect Cost and appropriation/fund chargeable

€ S @ memet





Copy the SF-182

Step 6:  A new SF-182 must be created.  The easiest way to do this is to copy the denied SF-182.  Training Coordinators do not have this capability so they must inform the learner of the problem and have them copy the denied SF-182.  
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Contact the learner that initiated the original SF-182.  Ask him/her to perform steps 7 – 11 below.  Ask him/her to do this while you are at his/her desk or while you are on the phone with him/her.  Timing is important in this process.  After the request is submitted, the Training Coordinator must immediately intervene to prevent the request from being routed to people that have already approved the original request.
Step 7:  The learner should use the following URL: https://dhscovery.dhs.gov/plateau/user/login.jsp to login.  At the warning page, click the Go button.
At DHScovery login page, enter your User ID and Password and select Login.   
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Step 8:  Click the My SF-182 link from the home page.
Step 9:  From the SF-182 page, click Copy Request for the denied SF-182 request.
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Step 10:  Modify the Training Start and End Dates from the original, correct training dates to dates in the future.
Note:  This is necessary because learners are not allowed to submit SF-182s for training that occurred in the past.  In order to recreate the SF-182, the learner must temporarily date the training at least one day in the future.
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Enter a note in the Billing Instructions field indicating the original SF-182 request expired and that you have created this new one to gather missing approvals.

Click Submit at the bottom of the page.  
On the Approval Submission Page, click the I Agree check box.   Click Submit.

Step 11:  Click the SF-182 Requests link at the top of the page.  Give the training coordinator the request id for the new request.  
Step 11:
As the Training Coordinator, access the learner SF-182 page.  If you are not in DHScovery, follow steps 1 – 3 above.  To access the SF-182, click the SF-182 Requests tab.  
Modify the Newly Copied SF-182

Step 12:  Following steps 1 -3 above, the training coordinator should log back into DHScovery and access the user record in edit mode.  
Click the SF-182 Requests tab.  Click the Edit Request link for the request id that the learner provided you in step 11 above.

With the Request ID the Training Coordinator may now log in and located the appropriate SF-182 and modify the training start and end dates on the request back to the original start and end dates.
Training Coordinator – Modify the Newly Copied SF-182

Step 12:  Following steps 1 -3 above, the training coordinator should log back into DHScovery and access the user record in edit mode.  

Click the SF-182 Requests tab.  Click the Edit Request link for the request id that the learner provided you in step 11 above. 

Modify the training start and end dates on the request to represent the original start and end dates.

Click Submit at the bottom of the page.

  

Adjust Approvals as Necessary

Step 13:  The newly created SF-182 will be rerouted to all four approvers unless the Training Coordinator intervenes.  If the previous SF-182 was already approved by some of the approvers, the Training Coordinator should enter these approvals on the SF-182 so that the approvers do not have to re-approve.  The SF-182 should then be routed to the remaining approvers.

Click the Approvals tab.  Locate the correct approval.  It will be in Pending status.  Click the ID in blue to edit the approvals.
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Step 14:  For each approver that previously approved the SF-182, enter a note that explains why you are approving on his/her behalf.  Click the Approve radio button.  Click Apply Changes at the bottom of the page.

In the example below, Bob and Marge previously approved the SF-182 so they do not need to approve it again.  The Training Coordinator has approved it on their behalf with a note indicating that fact.  When the Training Coordinator clicks Apply Changes the request will be routed to the two remaining approvers, Mike and Jack.
To avoid this whole procedure having to be performed again it is very important that the Training Coordinator contact the remaining approvers to let them know that the new SF-182 must be approved before the coming Sunday evening or the SF-182 will be denied again.
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