4E ONLINE
&j} UNIVERSITY
End User: SF-182

INTRODUCTION

This Job Aid provides guidance for an End User to complete an SF-182 within GSA’s new Online University which is
utilizing the Cornerstone Learning Management System.

Please take note:

1. The SF-182 process in OLU includes 1st level supervisor’s approval only. Please make sure you are fully aware of
your organization's approval process, including secondary approvals, prior to submission.

***Failure to fully understand your region's approval process can result in a denial or resubmission of your SF-
182 request.***

This system does not automatically route your approved SF-182 to the purchase card holder.

1. What is saved in the system, stays in the system. Take care to consider how you populate open fields like
descriptions, objectives, and comments.

2. Where alpha/numeric data fields are non-mandatory (no red asterisk is by the field), leave it blank until further
guidance is issued.

Additional SF-182 questions need to be sent to SF182-IDPTeam@gsa.gov.
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CONTINUED SERVICE AGREEMENT

Continued Service Agreement (CSA) - Employees who are selected to participate in training that exceeds $7,000.00 per
class (per employee) must sign a CSA with GSA. For additional information on the CSA, please review the GSA Workforce
Learning and Development Policy found on GSA InSite. To access and sign your CSA form, please select the link below,
and follow the instructions: Continued Service Agreement Form

SUBMITTING AN SF-182

When is an eSF-182 not required?
e When training incurs only indirect costs (travel & per diem).
e  When registering for training through GSA-OLU or FAI-CSOD.

Access to review, create, or manage SF-182s is accessible within your Transcript.

Access to review, create, or manage SF-182s is accessible within your Transcript.
1. Navigate to your Transcript by selecting Learning from the top navigation, then View Your Transcript.

Alternatively, you can access your transcript by clicking Universal Profile and then navigating to Transcript.

Home Connect Learning Reports ILT

Nelcome, Nicole, ViewYourTranscript J3gemen

Learner Home -

2. Click the ellipsis button to the right of your transcript; then select Add SF-182 External Training.
{2 > Nicole Holderfield » Transcript: Nicole Holderfield

Transcript: Nicole Holderfield E]

Use the transcript to manage all active training. ‘

Add External Training |
‘ Add SF-182 External Training [

Export to PDF

Filter by Training Status Sort by Filter by Training Type Print Transcript

Run Transcript Report

Active h Due Date ™ All Types v

Download Offline Learning

Search Results (9) Add Learning Reparter

Improving your Communication Skills (Sample)
- Due: 3/11/2023 Status: In Progress
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3. Complete the steps as directed.
a. Step 1:Training

NOTE: For virtual external courses, in the address field, use the address of the vendor for the learning
event. Do not use your home address (or Duty Station).

STEF 1. TRAINING STEP 2 COSTS AND BILLING STEP 2 FERSONAL DETAILS STEP 4: CONFIRM

“Traming information
Courss Tie: i sart st Trsnng Oty Hours:

[ LIgI g [ ]

Courss Mummpar Cous: raning Non-uty Hours:
g [

TRAINING VENDOR AND LOCATION

Setet ey

Wama of Traning encor:

stest i

oy s apcom:

L [

B N O E—
e
\ancor nacat [ —
L T —

aowncen
Taning Purpase i
Traiing vy Type Cote:
Tarng Dssgratn Typs Cote:
T
e ~
Tl Acerediston ndester
-
Gontiues sovco sqrocment RoquIog DAlor iy O

Contnueo Sanvics Agreement Expration Dts:

Training soures Typa Coue:

(= ===

b. Step 2: Costs and Billing
STEP 1: TRAINING STEP 2: COSTS AND BILLING STEP 3: PERSONAL DETAILS STEP 4: CONFIRM

[
DIRECT COST AND APPROPRIATION/FUND CHARGEABLE

item

Amount Appropriation Fund
- —
INDIRECT COST AND APPROPRIATION/FUND CHARGEABLE
e s [— [—
periem 5 — C——
— —
OTHER

Total Training Non-Government Contribution Cost l:l
Document/Purchase Order/Requisition Number: l:l

Billing Instructions:
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c. Step 3: Personal Details

STEP 1: TRAINING STEP 2: COSTS AND BILLING

Personal Information

*Name(Last, Firat, Middle Initial):

STEP 3: PERSONAL DETAILS

“Work Email Address:

[ L4

[ LY

Organization Mailing Address:
treet

-]
5]

State: Zip Code

B W[ ®

o®
3
o Mre
< ERES
?
0 9 g
= = 3
L]

ADVANCED
Pogition Level: [Select
Position Title: [yanager
D i Need Special
Special Accommodation description:
.
e —
ey Pl [CusToMSER PrELAE]
s [cusTouusERSTER ]
STEP 1: TRAINING STEP 2: COSTS AND BILLING STEP 3: PERSONAL DETAILS

Please ensure hat ihe information entered below is accurate. After verifying, click Submit to submit the form for approval. Othenvise, click save fo return and submit af 2 later fime

TRAINING

Course Title

Training Start Date:

Training End Date:

Training Duty Hours:

Training Non-Duty Hours:

Skill Learning Objective:

Name of Training Vendor:

Vendor Street Address!

Vendor Telephone Number:

Training Location Address:

Vendor Email Address:

Vendor Website:

Vendor Point-of-Contact:

COsTS

Title
57102022
512712022

0

0

Text

UAT SF-182

123 StrectAnywhere USA. NY 12345
(123) 488-7300

SF-162@noemail gov

Tuition and Fees ($):

Books & Material Costs (3):
Total Direct Costs ($):

Travel ($):
Per Diem ($):

Total Indirect Costs ()

PERSONAL DETAILS

0.00
0.00
0.00
0.00
0.00
0.00

Name:

Mailing Address:

Home Telephone:

Office Telephone:

o

this form is routed to the purchase card holder.
6. SF-182 can be converted to a PDF and emailed outside of the system. Please follow the steps on the

next page.
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Click Submit. This submission will automatically be routed only to your 1st line supervisor for approval.
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CREATING A PDF

1. Search for your submitted SF-182 by Title.

Filter by Tradning Sistus Soetby  Filter By Trsining Type Search by Keyward
Aetive T | Tie™ Al Types -
Sesrch Results (10) v Tk

T
&

o TESTEVEL
L] D 5 o4

C e
= Technical CrEdibity Competency Laurch Test
1] Db+ s Dot Dl SRt s Presgre
i ]

Sample for Job Aid Mark Complete -

2. Click the button to the right and then select View Training Details.
3. Click the Print link provided on the right of the page.

£ Move to Archived Transcript

ining Language: Evgien
Tning ype: Ema Ty
Completion Document(s): 28

SF-182 Request Details ~

Biling Instructions:

Continued Service Agreement Expiration Date:

Course Number Code:
Direct Books and Material Costs:  50.00
Direct Books and Material Costs Appropriation Fund:

Direct Tuition and Fees Cost:  5400.00

4. Print the browser page to a PDF document.

e T T = i
atartatin, Agreaman, 8 o [nim s SRR Print 2 sheets of paper
Section A - Traines Information
s . o e e e R
Destination & Microsoft Printto PDF  +
Vo A ooy (o S o S 20 oy | - oot s
[P
Sy
e
T e P L Pages Al -
2 Seeamn, 1502 G et e e
e Color Color -
R Foere s o
ing Course Data
5 ot or e s v 9
. A s More settings v
T ——]
5 Tmrury oo e[y £t

5 T By e  Taiing oty e
0 s Razrces - oty asas
i (Greck etow) | Agromens Racurss | Agrrmers Exgracin
ey i Bl e i
v e a1

‘Section € - Costs and Billing Information

Py ing et (e it ]

DESr——re————

575 gt St Syl (e 3.50.5578)

m Cancel
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VERIFY COMPLETION OF SF-182 (POST APPROVAL)

Once you have successfully completed your external training activity (i.e. SF-182), your supervisor needs to verify your

request in Online University. Please follow these steps so your supervisor may approve your verification request and
close out the external learning activity:

4. Navigate to your Transcript by selecting Learning from the top navigation, then View Your Transcript.

Alternatively, you can access your transcript by clicking Universal Profile; then navigating to Transcript.

Home Connect Leaming Reports ILT

Nelcome, Nicole; ViewYourTranscript  3gemen

Learner Home -

Search by Keyward

5. Search for your submitted SF-182 by Title.

Filtes by Trasning Situs Seetby  Filler by Traaning Type
Hetive v Tie™ Al Types -

Search Resuilts (10) P ™

s TESTEVEL
Dus 5 o

View Training .~

:E' Do : Ms Do Dt Stiiai © Iy Priogie

! Dus : Mo Due Date  States :

6. Select Mark Complete from the option on the blue button.

Mark Complete v

7. Complete the prompts; then click Submit.

By marking this item complete and submitting it for approval, you are certifying that you have completed the training successfully.

J 1 have submitted all relevant paperwork to the appropriate person in my organization.
Grade Earned:
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