SF182 in AgLearn :: Mandatory to complete SF182 in AgLearn
AOP – Design Approach for Providing Aquatic Organism Passage at Road-Stream Crossings

Fill out in AgLearn and hit “submit”. There might be 2 levels of “submit” buttons; the second “submit” is a chance to correct the supervisor information listed in your profile.  Don’t wait until that point to update – do it before starting the SF182.
If you come across errors in this document, please let Shelly Witt know (switt01@fs.fed.us).
Printing your SF182 (should you need to) – see hints on the last page.

New AgLearn – things to know.
1.  Click you header name or photo to update your Profile info (e.g., Supervisor info, address); look for the ‘pencil’ icon in the corners – click that icon to edit information.
2. Use the “click calendar” to enter training dates.  Apparently typing in the dates can cause problems.

3. “JobAides” in HR: http://fsweb.asc.fs.fed.us/HRM/training/support.php
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Before you start:
· Be sure your supervisor is listed in your AgLearn profile before starting your SF182;
· Be sure your supervisor has his/her email address is listed in his/her AgLearn profile (otherwise your SF182 request will die in transit).
· Calculate your travel  Run your own numbers – or estimate and round up.
Find SF182 in AgLearn: Home page, right hand column (Easy Links) in AgLearn - #5 in the image above.

Section A: Trainee Information
* = Required Fields

A. Agency Code, agency sub element and submitting office number
Auto filled in by AgLearn

B. Request Status / Record Action

“Add” - Auto filled in by AgLearn

  A.1 – 17.   Applicant's Name/Contact Information/Series/Grade
Some of the information is automatically filled in by AgLearn.  CHECK and correct this information.  Often the information isn’t exactly where you live/work.  You should NOT be asked for your SS# anymore.
A.11. is a new information field – and is incredibly important for vendors to know ASAP.  Knowing “later” only makes life crazy for everyone and results in possibly less optimum service/training.  This information covers a variety of areas:  hearing (Sign Interpreter or microphone & ear piece), seeing (Braille/big print/alt text options/audio of text), ESL, allergies, bad back (special seating), etc.

B.1a. Name and Mailing Address of Training Vendor

Tab over to next field; “Other” and select the radio button (circle button) and type in the information.  Only get 30 text characters.  We list AOP as “internal” in AgLearn which means it isn’t on the list and it takes forever to find the courses via the drop down anyway.

Name: Stream Systems Technology Center - USFS 
Street Address:  2150 Centre Avenue, Building A, Suite 368
City: Fort Collins
State/Province: CO
Postal Code (ZIP): 80526
Country: USA
B.1b. Location of Training Site -- If ‘Same’, mark box.

Location is not the same.  For 2012, 3 possible locations.
R2:  Denver, Colorado
R9:  Kingston, NY

R1:  Missoula, MT
B.1c. Vendor Email Address:  dcenderelli@fs.fed.us
B.1d. Vendor Telephone Number:  970-295-5984
B.2a. Course Title:  AOP – The Stream Simulation Design Approach for Providing Aquatic Organism Passage at Road-Stream Crossings.
B.2b.  Course Number Code:  R1 - #27276; R2 - #27274; R9 - #27275
B.3. Training Start Date (Enter Date as yyyy-dd-mm):
R1 = 07/09/2012; R2 = 04/23/12; R9 = 05/21/12
B.4. Training Complete Date (Enter Date as yyyy-dd-mm):
R1 = 07/13/2012; R2 = 04/27/12; R9 = 05/25/12

B.5. Training Duty Hours: 36
B.6. Training Non-Duty Hours:  0
B.7. Training Purpose Type: From the drop-down list, select the purpose for taking this course or program using the appropriate training purpose type code. We recommend 03: Improve/Maintain Present Performance - Training to provide the knowledge, skills and abilities needed to improve or maintain proficiency in present job. Though for B.9 it seems you should pick 01: Program Mission.

B.8 Training Type Code Hidden Field: Determined by selection of Field #9 (Training Sub-Type Code)
B.9. Training Sub Type Code:  From the drop-down list, select the Training Sub-Type code that applies to the requested training. We recommend either: “01_03: Scientific”
B.10. Training Delivery Type Code:  01
B.11. Training Designation Type Code:  05 (Not Applicable)
B.12. Training Credit: 0
B.13. Training Credit Type Code: 04 (Not Applicable)
B.14. Training Accreditation Indicator: No
B.15.  Continued Service Agreement Required Indicator: N/A
B.16.  Continued Service Agreement Required Expiration Date:  (Leave blank)
B.17. Training Source Type Code:  01 Internal
B.18. Training Objectives: design road-stream crossing structures that provide unimpeded fish and other aquatic organism passage through the structure, restore natural channel characteristics and fluvial processes through the structure, and maximize the long-term stability of the structure.
B.19. Agency Use Only:  (Leave blank)
PAYING FOR THE TRAINING – REALLY IMPORTANT TO FILL OUT (obviously)
 C.1. Direct Cost and appropriation/fund chargeable:

a. Tuition:  Amount and Appropriation Fund
Amount = None, unless the alternative “Highway” funding falls through.  $1,200 (don’t enter commas or $)
Appropriation Fund = Job Code…you supply this from your Forest or RO; six character code (letters and numbers).  Be sure to have the override (4 digits – for Regional participants the 1st 2 digits are your Region number … “03xx”.  Second 2 digits are your Forest number (back to the Data General code days).  If you are in Research it should start with a similar code for areas and stations. WO starts with lucky number 13.
b. Books or Materials: 
c. Total: None/1,200 (if no alternative “Highway” funding is available)
C.2. Indirect Cost and appropriation/fund chargeable
You provide most this information on travel costs.  Some estimates needed – round up.
2a. Travel
2b. Per Diem

Lodging
Meals
Find Per Diem information at:  http://www.gsa.gov/portal/category/100120
2c. Total
C.3. Total Training Non-Government Contribution Cost
This is listed as a mandatory field – but you don’t have any info to fill in.

C.4. Document / Purchase Order / Requisition No.:  (Leave blank)
C.5. 8-Digit Station Symbol: If you know it, go for it – otherwise leave it blank.
C.6. Billing Instructions
Copy/Paste into form:  None;  Training funded through Highway funds.
Printing SF182 in AgLearn:
1.  Log into AgLearn Profile
2.  Main page > Right hand side … “Easy Links” … Right hand column … click on “SF182 Requests”.  Same route as making the initial SF182.  Table comes up listing the status of all your SF182 requests.  Make sure your supervisor has approved it.
Click/Select the “Request ID” number.  It is blue, far left hand column.
3.  “External Learning Request Details” page comes up with your current SF182. Check again to be sure your supervisor electronic signature/name is at the bottom.  It can take a moment for this page to come up.  Don’t worry if it is a blank screen at first.
Look on the left hand side, top of the form header “Authorization, Agreement & Certification of Training”.  Blue text with Printer Icon and text “Printable Version”.  Select/Click that.  New tab pops up.  Top of the document on the left, is a yellow box with text “Print this Request”.  Select/Click that box.
4.  Pop up of the MSWord Print box.  Select “Adobe PDF” option.  Not all units have this option apparently (you’d think it would be agency wide option).  If you don’t have a “PDF” print option, then punt for MS Word “Doc” option.  It isn’t as tidy as the PDF, but it will work.  If you have the MSWord option, you might get to edit the signature section and delete a couple of the signature rows, and expand 2 of the rows for your supervisor and Line Officer signatures.  Not worth spending lots of time on – signatures can be written anywhere.

Call if you need help!
