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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 2nd 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. 

 

2. Click on User Management. 

3. Search for the user. 
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4. Click the Edit Icon to open the user’s 
record.  

5.  On the user’s record, Click the SF-
182 tab. 

6. Locate the request and Click View 
Request. 

7. 

Scroll down until you get to the 
approvals section on the bottom. 
This will show you where the SF-182 
is in the approval process. If it is 
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 2nd level 
supervisor. 
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