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Before You Start:

This Job Aid will show you how to check the status of an SF-182. The
SF-182 has to be approved at 4 levels; first line supervisor, second line
supervisor, Funds Manger and Registrar. Allow for one week after
approval by 2™ line supervisor for final approval.

IMPORTANT: Please make sure you read the FAQ dealing with
Approvals before you attempt to approve anything that is pending.
Training Coordinators have limited authority to make approvals.

1 - Log in to the LMS.
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Welcome Admin, ATF Help
Quick Links Welcome to Plateau Administration
R i1 ing Plateau Administration is part of a robust Leaming Management System (LMS) with powerful

tocls that give you the abiity to:
Store the completion of a course or any other

learning related Item, including scheduled
offerings that are now complete, or nen-tracked
‘events that help define what a person in the
'system knows based on their entire transcript.

e Faciitate learning and ki ige Activities 19! the ization, including aligning
learning chiectives with business objectives.

& Manage classroom, Web-based, CO-ROM, on-the-jeb (OJT) and instructor-led learning, as
wel as the resources and processes associated with each.

Record Learning

2 Click on User Management.

Learning Commerce Content Reports System Admin

Search  /

Assignment Profiles
Jaob Positions
Organizations

OrganizationiSe Enter a value for each field that you want to use to filter your search. Some fiekds allow you to select fr

Regions. You can also add or remove search critenia to further refine your search.

e (]
References

3 ] Search for the user.

Search Saved Searches

Enter a walue for each fiekd that you want to use to fiter your search. Some fiekds allow you to select from a list of walues.

You can also add or remove search criteria to further refine your search.
3 o]
Case sensitive search: " vyes ® Ng
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Last Name: Starts With hd
First Mame: Starts With hd
Role 1D: ISiarts With - I

User Status: & active U Not Active © Both

Domains: I Starts With W l T
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Select ANl J Deselect A

is in the approval process. If itis
awaiting the approval of a
supervisor, contact the supervisor
and let them know. It will take one
week for the Funds Manager to
approve after the 2" level
supervisor.

[1zproved  Funds Masager

lscorened  mmgazrae

Click the Edit lcon to open the user’s User ID 4 User Name « Email Address Organization ID  Notify
4 - record. ‘ BDGOLDSTE Goldstein, Brandy Downing  brandy.goldstein@atf.gov 505000 r
Select ANl f Desslect AN
UserID: BODGOLDSTE!
Hame: Gokdstein, Brandy Downing
[ Surveys I Skills Inventory I Compensation w 5 standard
O th ’ d CI k th SF Organization Organization Succession Aternate Job Performanci R ES;:{:?ISF
5 n the users recoraq, IC € of- Dashbeard Initiatives Planning Positions. Review €4
- 182 tab.
— [ Commerce I Account Code I Catalog Preview I Preferences I Approval Role
[ Cpty Profiles I Competencies I Registration I Requests I Online Status I Assessments ]
Phone Humbers I Custom Fields I Learning Plan I L'_ﬁ:;girll,g ] Curricula 1
Edit the User Information
Records per Page | 30 ¥ (7 total records)
Request Pending E@
1D Title Status Approval A ns Action
18975 test Approved Mone
Locate the request and Click View R
6 - Transfer Request
- Reguest. o
Verify
18897 Test Approved Mone View Request
Edit External Reguest
Transfer Request
Werify
Scroll down until you get to the e T =
approvals section on the bottom. E—— ol
This will show you where the SF-182 coreead 3nt e st sarossr ot 7
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