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ST A T ub R R il Approving, Denying or Verifying an
External Request (SF-182)

IMPORTANT: You will receive an email notification from
LMSADMIN@atf.gov when you are required to approve an SF-182. This
B efO e YO u Start . email is automated. Upon receipt of any email that says ACTION
REQUIRED you should log in to LearnATF approve or deny the training
request.

There are two types of notifications and approvals for SF-182s. One is
for SF-182 Approval before training; the second is for SF-182
Verification after attendance at training.

Adminstratoe Roie s Welcome Brandy Goldatein | (@ Check System | Sign Dut |

LEARNATF"W 1

TAKL ENGWLIDSE WITH YRR My

1 When you log in to LearnATF, you Brandy Dowrning Goldstein
. will see an alert on the upper right. s B

You have pending approval requests

2 ) Click on the Alert.

Pending Reviews and Approvals @ Help

This view shows you all of the review and approval actions you have been asked to perform. Itis divided into twe primary sections: reviews and approvals for
performance management Activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by
clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by
action type.

Performance Management (0) Training (1) ]_

The Pending Reviews and

Approvals page is displayed. Training
@mnlrmiui.g(o;
You may need to click on the blue @ AL C Direct Reperts Oniy

No items were found using this search criteria, 3

ernal Training (1)

3 triangles to expand and read the
- details of the request for approval.

¥ Enter Reasons for Approvals or Denials Direct Reports Only | Nele\

.. - . User Name Title Price Ty Action [Approve All/Deny All]
Ti;]e ttrzamtlﬂg 'TMQ?/ WI!If_md;c_:ate ey TR ——
whnether tnis Is a verification or a
Request. @‘g’““" LI

& Au € Direct Reports Only

No items were found using this search criteria.
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MEETING THE CHALLENGE

Supervisor Job Aid | ersion 10
Approving, Denying or Verifying an '
External Request (SF-182)

Review the full request by clicking on
4 the Title. When finished reviewing,

. click Back to return to the Pending
Reviews and Approvals page.

Fvtarnal Learning Request Details o
o Request ID: 19047 4

Course Title: Project Management: Scheduling and Planning

Vendor Hame: ESl Intrnational

Training Start Date: 2/7/2011 EST
Training End Date: 2/11/2011 EST

Request Status: Verification Submitted

External Learning Request Details

¥ View Actual Request

& printable Version

AUTHORIZATION, AGREEMENT & CERTIFICATION OF TRAINING

5 Select Approve or Deny and then
. click Next.

Training
¥ Internal Training (0)

& Al ' Direct Reports Only
Nao items were found using this search criteria. 5

+ External Training (1)

¥ Enter Reasons for Approvals or Denials & Al " pirect Reports Only
User Name « Title Price  Type Action [Approve All/Deny All]
»Romero, Mario M Test 0.00 EXTERMAL LEARNING REQUEST o5 Approve ' Deny O Skip

The Approval Reasons screen is
displayed. Click Next.

6 . IMPORTANT: If you Deny the
request, you must enter a denial

Pending Reviews and Approvals @ Help

Approve or Deny — Appraval Reasons.

Enter a reasen fer approving your empleyee’s training request below.

Approval Reasons

User Name and Schedule Approval Reason (optional)

Romero, Mario M

Test
reason.
Pending Reviews and Approvals ©®Help
The Pending Reviews and
7 Approvals Screen is displayed; click e
. Confirm. —_— o .
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