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Approving External Training (SF-182)

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.

Home User Management Performance Learning Commerce Content Reports System Admin

Users Users Search = AddNew = Help

Assignment Profiles
Job Positions Search

Organizations. 1

Organization Groups

4 Enter a value for each field that you want to use to fiter your search. Some fiekls allow you fo salect from a st of values.
Regions You can also add or remove search criteria fo further refine your search.
=3 e
References

Saved Searches 0

Case sensitive search: © ves @ no
User ID: Starts With &7
Last Name: Starts With *| smith

Starts With *| steven

First Name:

2 . Click the edit icon next to the user.

User ID User Name & Email Address  Organization 1D Notify
SSMITH1 {20 [Z Smith, Steven 401022 r
SSSMIT3895 ~ol [L]  Smith, Steven S DER&110101000000 O
SCICONI £ @ Smith, Steven 505010 [
SSMITH 2 [ Smith, Steven P 787085 [

Select Al / Deselect All
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3 Click the External Requests (SF-
N 182) tab.

= Search = Search Results = Edit External Request

User ID:  SDICONI
Hame: Smith, Steven

[ Surveys ] Skills Inventory I Compensation

External
Requests (SF-
182)

Performancy
Review

Mternate Job
Pasitions

Succession
Planning

Organization
Dashboard

Organization
Initiatives

[ Commerce I Account Code I Catalog Preview I Preferences I Approval Role
[ Cpty Profiles I Competencies I Registration I Requests I Online Status I Aszessments ]
[ Summary ] Phone Humbers I Custom Fields I Learning Plan I l"_ﬁi;gir:,g ] Curricula 1

Edit the External Request for the User

Sort By: IF{Bquest 10 'l

Viewing Options: IAI requests j

Records per Pagz | 90 7| (6 total records)

Regquest Pending Approval
D Title Status Actions 4 Action
Scro” dOWn to the SF_182 that needs 19027 Leadership Submitted Pending 1st Level Edit Approval
4 approval and click the Edit Approval Supervisor G Remuest
- link. Withdraw Request
18875 Learning 2008 Submitted Pending Znd Level Edit Approval
Supervisor Edit Request
Withdraw Reguest
Approve
Approval Date Approve
Step Approver Approved Completed All Deny
1st Level Brandon Downing (Show All)  No '
. . Supervisar
Click the Approve radio button next
st . Comments:
tothe 1° Level Supervisor.
. 2nd Level Beth A Arbogast (Show All) Mo [
In the comments field, you must Supervisor "
enter your name and the reason o .
N mments:
5 you are making the approval.
- ) ) Funds Tpd Registrar Ma [
Example: Betty Smith making approval, Manager
1% line suopervisor is out sick, received —
approval via email.
) Registrar Tpd Registrar Mo [
Click Apply Changes. Ccomments:

Apply Changes | Rfset
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The SF-182 is now Approved at the 6 Approve
1 i A | Dat App
ﬂrSt |EV?L and Pendln the approval Sfepprova Approver Approved C:n‘?pleted J"E Deny
of the 2 Level Supervisor. istlevel  ATF Admin Yes 2/18/2011 America/New
nd Supervisor Yark

If you need to approve as the 2 i,
Level SuperV|sor, repeat the Steps 2nd Level  Beth A Arbogast (Show All) Mo & [
above. Supervisar

6 ) ) Comments:

- If there is any associated costs,

you must indicate who approved by Tod Registrar - o
the funding for this training in the Manager
comments field. Comments:
Do not approve as the Funds Registrar  Tpd Registrar No s
Manager or Registrar under any Comments:
circumstances.
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