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Before You Start: 

IMPORTANT:  
An SF-182 can be approved if there is no cost for training or travel and 
either the first or second line supervisor is not available to make the 
approval. The Training Coordinator cannot approve as the Registrar or 
Funds Manager as these final steps must be completed by Human 
Resources and Professional Development (HRPD). 
 
External training with associated costs should only be approved by a 
Training Coordinator on rare occasions. If there is any cost associated 
with tuition or travel, the Training Coordinator must get at minimum 
verbal and preferably written (via email) approval from the second line 
supervisor or someone in the Division with authority to approve funding 
for the training. Once this is obtained, you can approve as the first 
and/or second line supervisor, but should never approve as the 
Registrar or Funds Manager. 

1. Log in to the LMS and Search for 
the user who needs an approval. 

 

2. Click the edit icon next to the user. 
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3. Click the External Requests (SF-
182) tab. 

 
 

4. 
Scroll down to the SF-182 that needs 
approval and click the Edit Approval 
link. 

 

5. 

Click the Approve radio button next 
to the 1st Level Supervisor. 
 
In the comments field, you must 
enter your name and the reason  
you are making the approval.  
 
Example: Betty Smith making approval, 
1st line suopervisor is out sick, received 
approval via email. 
  
Click Apply Changes. 
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6. 

The SF-182 is now Approved at the 
first level and Pending the approval 
of the 2nd Level Supervisor.  
 
If you need to approve as the 2nd 
Level Supervisor, repeat the steps 
above.  
 
If there is any associated costs, 
you must indicate who approved 
the funding for this training in the 
comments field.  
 
Do not approve as the Funds 
Manager or Registrar under any 
circumstances. 
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