Job Aid
Printing the SF-182
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Audience: DHScovery Learners
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.
If you need help at any point during this process, the DHScovery Help Desk can be reached 24x7 by calling 888.898.8204 or by e-mailing help@plateau.com. 

	Step
	Action
	Screen Shot

	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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DHScovery is your online resource for learning. On this ste, you wil find required
training and other courses to support your professional development. You can take a course
online or enrollin classroom training. You can also print a certificate of completion and your
learning history for future reference. And much more. Log-in now and begin exploring.

MNeed Help? The DHScovery Help Desk can be reached between the hours of 8:00 AM and
6:00 PMET Monday through Friday by caling 838.898.8204 or by emaiing help@plateau con,

You may also try the Frequently Asked Questions and Job Aids by clicking the DHScovery G et st | rted
Help link at the bottom of this page.

Enter your Username an din the fields
below, then click login to begin.

System notes:

&) Please note that this system wil timeout automatically after twenty (20) minutes of
inactivity. After 20 minutes, you wil be required to login again o resume your session

) Please use the navigation finks provided inthe system. Please do not use the back
button on your Web browser.

UseriD: |

word: @
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	Click the My SF-182 quick link from the Home page
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	Click the Request Id for the SF-182 you want to print.
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	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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	Click the Printable Version link.
	[image: image5.png]Systeft AGTNSetor e  eorch Coteog I (2N < ot |1

Homeland
Security

Personal Learning Catalog Reports

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

Extemnal Learning Request Details 7]

~Back
Training Request I: 605

Course Tite: saf

Vendor llame: Oracle

Trsining Start Date: 32612008 Americaiew York
Date: 3262008 Amercaliew York

su: Vriiation Deniect
ning Request Details
~ View Actual Request

& printable Version

B. Request Status / Record Action

add

First Five Letters of Last Name

AL Applicant's Name






	6
	Click the Print this Request button.
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	The system responds by displaying the Print Dialog Box.  Select the printer as you normally would.  Click Print button.
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