How to Create an SF-182 on
behalf of your Employees - for
the Supervisor
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How to Create an SF-182 as a Supervisor
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gone. It was replaced with easy to see (and understand) icons. It's a work in progress...stay tuned!
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1o activities and launch the course.
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Search the Catalog Update My Profile Update My Supervisor Update My Time Zone
Register for a Course
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Access My Elective Training Access My Required Training Print C c Print Cs c
Required Training Elective Training

Validate Training Completions '\, Submit Extemal Training Request Find Online Resources. What Mandatory Training
DOI Employees Only SF-182 Training Form Course Materials & Other Documents Do | Have to Take?

Select Submit External Training Request

The Di and in the pl (No Fear) is now available  The deadline for all DOI to complete the No FEAR course is Decem
DOI Learn is in the midst of a face-liftt We have heard your comments about difficulty with finding things and are working to correct this. The left na\

ecuri training - The course is required to be taken annually. You can find it in the Course Catalog, ¢f
s i FISSA) training - Th is required to be tak ly. Y find it in the Ci Catalog, el

View My Transcript

S

View My Training Requests

:

Job Aids, Desk References
and How-To's

Once logged in, Make sure your role says: Supervisor

Click Submit External Training Request SF-182 Training Form icon.

NOTE: It is recommended that you complete the SF-182 in DOI LEARN AFTER you have

attended training that is not in DOI LEARN.

Best Practice:

***|f you must use the SF-182 to pay for training, please go to

https://www.opm.gov/forms/pdf_fill/SF182.pdf and fill out the form to fax to the vendor
for payment and after the training, complete the SF-182 in DOI LEARN for a document of

record.***



https://www.opm.gov/forms/pdf_fill/SF182.pdf

Begin Submitting Request

LJJExternal Training Request Form (SF-182) LuExternal Training Request Instructions

DO NOT USE IF the course you are requesting can be External Training: Training that is submitted on the SF-182 form AND IS NOT listed in the DOI Learn catalog.

£ % ‘You must complete the entire form in DOI Learn and submit it for approval. Once the training is attended
found in the DO Learn catalog. Frintan SE-182 fromthe  and marked Complete by your supervisor, you must Validate Training Completion to finalize the process.
OPM website for code references PRIOR TO

External Training Requests - Submitting:
COMPLETING THIS REQUEST. 1. All External Training Requests require Approval.

Use the home page link entitied, Submit External Training Request Form. This provides you access to an
automaled SF-182

Complete the entire form and submit for approval as per your office or bureau instruction

It you would like, print the form for your records.

Follow payment procedures for the external vendor and your office.

You will get an e-mail that your training request has been approved. If it has not been approved, you must talk
with your training approver.

oawn

External Training Requests - Completing:

Once you attend the training, your rvisor must mark the training as Complete. using the Gradebook

You must then go into DOI Learn and Validate and Certity your Training Completion

This provides a way for you 10 input your actual training costs

Use the home page link entitied, Validate & Certify My Training Completions

NOTE: Unless you have authority from your bureau or office to submit a request on the benalf of others, do not
submit a request on behalf of others

Any questions about training policy should be directed to your human resources offices.

Submit External Training Request

(LY Ry
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External Training Request - Cancelling:

1. You can only cancel an external training request if it has not been approved
2. Once an external request has been approved, you cannot cancel or edit this request in the system

Tips for Success With External Training Requests:

1. Make sure you discuss with your supervisor the training event prior 1o submitting the request and follow-up after
submission to ensure approval is obtained. It is your responsibility to communicate with your supervisor prior to
completing an external training request

Become familiar with the government-wide SF-182 form and gather all the information you need to complete the
automated SF-182. The form and data elements are required by Office of Personnel Management. You can view
a blank form at: http://www.opm.goviforms/pdf_fil'SF182.pdf

3. Seek assistance from your bureau or office training lead

4. Follow-up on training request

X

Click Submit External Training Request to get started.

Note: Read the Instructions on the right side of the screen before getting started.



Submit Learning Request
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Role: Supervisor B Notes Help End-userTutorial ContactUs Log Off

earning and Metrics @ Resource Center niversal Searc! 0 End.user Tutorial (@ Settings and Preferences
Learning and Metri Ry [ 2 Universal Search G End.user T I Settings and Pref

H v |0 I I s enesioy vmns | o —

Leamingand | Sybmit Learning Request

Metrics Home

Submit Learning Request Wizard

s

Introduction
M{ Re&yiren Easlly submit a learning request in minutes using this wizard. This 3 step process gives you the control and information you need to fill out a leamning request
eaming
| am submitting thie.reg form
My Elective
o 1am submitting this request on behalf of other learners.
@
Catalog

E‘z Cancel

My Requests

My Waiver
Requests.
fj

Calendar

Begin»

Choose the Radio button if you are filling out the request for yourself or on behalf of

your employees.

Click Begin to start the wizard.
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J My Home ||_My Employees || Reporting |

Submit Learning Request Wizard

Selecting the Employee

1 Notes Heip End-user Tutorial ContactUs Log

Logged in as: Mary Surv

Submit Learning Request

e E—

Assign User

User Table Users By Group

Select users 10 assign a Leaming Request for.

)

| search for:

Step 1 of 4 MOOO

”c,_n] @mvan:m Searcn |

Displaying records 1-1 of a fotal of 1.

Last Name First Name

Select Username
7] JSGSLEARNER

= [ssoe]

Pages: 1

Email Address .
Survey

USGSLeamer  cimarshall@usgs gov

Status

Active

e —— T |
Groups by Manual

Groups by Rule
DOI Employees, U.S. Geological Survey

[«Previous]

Click Next

For submitting a request on behalf of other employees:

Click the radio button next to the employees name you wish to submit a request for or
search for their name.



Selecting the SF-182 Form

Role: Supervisor B Notes Help End-user Tutorial ContactUs Log O
D @ I Logged in as: Mary Surv
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J My Home ||_My Employees || Reporting |

sacn K
Submit Learning Request Wizard
Submit Learning Request &
Select arequest form Step2of 4 HEOD)
6 select a form from the tabie below

Regquest Forms
Select Name

Description
SF-182 Updated - External

Updated: 2-22-2011 Federal Employees: use this form to submit training requests o attend training from a non-DOI vendor. It is a best for you to have a
Training Request printed version of the form for reference PRIOR TO COMPLETING IN DO LEARN

Cancel

4 F’rewuus!@

Click the radio button next to the SF-182 Updated — External Training Request
- Click Next




Completing SF-182 Form

Request Fields Step 3 of 4 MMM

Please confirm the field Information below. Seiect [Next] to continue
It there is na information to confim, click

Applicant's Name: USGSLeamer Survey

Request Fields:

*Course Title [ |

*Course Code [509109332 ]

*Training Objectives [ ]

*Training StartDate [ | E

Enter date in format M/dAyyyy

*Training EndDate [ E

Enter date in format M/dAyyy
*Training Duty Hours [0 ]
*Training Non-Duty Hours [0 |
#Training Source Type Code I(Nanej |= |
*#Training_Category [{Nane) ]
*Training Purpose Type [(None) -]

*Training Type Code [(None) -]
*Training Sub-Type Code [(None)  [~]
*Training Delivery Type Code [(None) -]

#Training Designation Type
Code
*CEU [ |

*Training Credit Type Code [(None) -

*Training Accreditation Indicator (None) -

Continued Service Agreement (it

required by course)

Fill out the form. Every field with a Red Asterisk is required. For definitions of each field,
see the OPM web site: http://www.opm.gov/forms/pdf fill/SF182.pdf

Or talk to your Administrative Officers.

- Course Code Note: The course code must be unique. Make it something original. For
instance, for a Chemistry class, put something like CHEM101_081010_ jsmith for the
name of the class, date of class and initials of employee.

- Hours Note: Hours must be in whole numbers
- Training Credit Type Code Note: Choose semester if you are unsure.


http://www.opm.gov/forms/pdf_fill/SF182.pdf

Completing SF-182 form cont.

Continued Service Agreement m

Expiration Date
Enter date in format M/d4yyy
*Vendor_Name [

*Vendor_Email |

*Vendor_Street |
*Vendor_City |

*vandor_state

*Vendor_ZIP |

*Vendor_Phone |

*Location of Training Site |

*Direct Cost: Tuition and Fees [0

*Direct Cost: Books & ials [0
Direct Cost Total 0

Direct Cost App: Fund1 | |

*Indirect Cost: Travel [0 |
*Indirect Cost: Per Diem [0 |
Indirect Cost Total 0

Indirect Cost iation [ |
Fund1

Total Training N [ |
Contribution Cost

*Method of Payment [(None) =]

Document/Purchase | |

Order/Requisition Number
*8Digit_Code

Billing Instructions | |

Cancel 4Previous | [ Next»

This is just a continuation of the form.

- Vendor Name Note: If the vendor name already exists, the system will ask you to import
the existing information. If you do not wish to do this, you must ensure the vendor
name is unique.

- Direct Cost Note: Do not use dollar signs or decimal points, round to the nearest dollar.
- For the 8 Digit Code, see your Administrative Officer.
- Click Next



Verifying Information

Trannny Eiu e, W 1seu 1y
Training Duty Hours: 0
Training Non-Duty Hours: 0
Training Purpose Type: 01 - Program/Mission
Training Type Code: 01 - Training Program Area
Training Sub-Type Code: 03 - Scientific
Training Delivery Type Code: 02 - On the Job
Training Designation Type Code: 05 - N/A

CEU: 0
Training Credit Type Code: 01 - Semester Hours
Training A ditati : No
Continued Service Agreement (if required by course):
C Service Agl Date:

Training Source Type Code: 01 - Government Internal
Training Objectives: 12
Training Category: Engineering/Facilities Management
Direct Cost: Tuition and Fees: 0

Direct Cost: Books & Materials:
Direct Cost Total:
Direct Cost Appropriation Fund1:
Indirect Cost: Travel:
Indirect Cost: Per Diem:
Indirect Cost Total:
Indirect Cost Appropriation Fund1:
Total Training Non-Government Contribution Cost:
D o 2
8-Digit Station Symbol: 88888888

Billing Instructions:

Cancel <« Previous

0
0
0
0
0
(1}
0
0

If you have missed a mandatory field you will get a red bar at the top of the form. You will
need to complete all errors before continuing.

- Verify all information is correct. NOTE: Once Saved, you cannot change it.

- If your information is correct click Save.
- If the information is incorrect click Previous to change incorrect information.

- You will receive an email letting you know this needs to be approved or denied after it
has been created.

NOTE: Supervisor - You will need to go in and approve the training you just submitted the
SF-182 for.
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To Access the Approval Manager

[ myHome ||ty empioyees || Reporting | e
‘—'suw links for managing their employee:
My Employees

I Tasks to Manage Training for My Employees. [ZlPayment Information
To provide payment: Be sure you know the name of the  ~
n= & Responsible Bureau or ofics for the desired leaming svents prior
— to calling
— \ & 1. PLEASE PROVIDE TUITION PAYMENT INFORMATION | _
— | WITHIN 3 BUSINESS DAYS. 1
5 2. Dial 888-3904447 to reach the DOl Lear Data Steward
-t Help Desk line
3. Choose Menu Option 1 for Billing and then listen for the
Approve Training, Mark Training View a List of View My Employees appropriate menu item to reach the Responsible Bureau
Requests Complete My Assigned Training Validations
in the Gradebook Employees General Tuition Information:
ke 1. Actual Tuition fees may vary slightly from what is
=8 displayed in the request due to price fluctuations.
2. Training Requests can be printed from the approval
\ & queue; and serves only as printed documentation of the
B submitted request and not a receipt
- Rt G Asked (for Sup )
Run Custom-made Run Standard Reports Job Aids, Desk
Reports about My Employees Find Online Resources,  What Mandatory Relerences
about My Employees Course Materials & Training and How-To's How do | assign an employee to my profile? Unfortunately, you
Other Documents Do | Have to Take? cannat claim employees; they must claim you from their profile

They must login to the system and click the Update My
Supenisor icon on the My Home tab.

If | dont receive an email about a pending training request, can |
still approve the request? Yes, as long as the employee’s
profile has you listed as a supenisor you can approve their
training request. You do not need to receive the email. Click on
the My Employees tab and then click the Approve Training
Requests icon

Where da | go to mark my employee’s training Complete? Be
sufe you are using your Supenisor role (drop down at the top of
the screen). Click on this link to go to the Gradebook to mark -

As the Supervisor Role:

- Click on the My Employees tab
- Select the Approve Training Requests icon



Manage Requests

My Home || my Employees ” Reporting |

seaen [ JE
Manage Learning Requests: View/Edit Learning Requests: T
Search for. [ | 2 Advanced search | |55 Submit a New Learning Request
‘ Pending MyAppwvﬂ || All Requests ||¥pen || Needs Agreement || Approved n Denied “ Canceliation Requests ” Canceled J
To or cl a request from the list below, then select the appropriate button below the list
Displaying records 1-2 of a total of 2. Results per Page:
Select Course . Form Name Request Type Request Date Status Levels Required Levels Completed User Name Email Address
40-Hour Supervision: Level Il DOIEmployee  Enroliment 9/2072011 Approved 1 1 UsGSLeamer cimarshali@usgs.gov
Training Request Request Survey
Designing, Developing, and DOl Employee  Enroliment 9/20/2011 Approved 1 1 USGSLeamner clmarshall@usgs.gov
Deploying Effective Training Request Request Survey
Technology Enabled Learning
using Adobe ® Connect(TM)
-
Pages: 1

Once you click on Learning Requests:

-It will default to the Pending My Approval tab. You may need to change it to All requests
to see the employee’s requests.

- Select the radio button next to the request you would like to approve or deny.
- Click Edit.

You can also search for the specific request in the Search fields.

You can change the results per page you see, but note that the more results per page to
show, the longer the loading time.



Approval Screen

Manage Learning Request: Details
[ Learning Request For: USGSLeamer Survey

X Close Record |

il Approve || Deny |58 Email || Print

Detaits || Approval || Validation of Training Completion || History |

Select a tab to make edits or simply review. If edits are made remember to click the button o save the changes. Use the toois above to [Approve] or this request

Learning Request Details:
Trainee Name USGSLeamer Survey
Request Form Name DOl Employee Training Request
Course Title 40-Hour Supervision: Level ll
Request Status Open
Total Estimated Costs $0.00
User Group(s)

Add Review Comments:

Trainee Information
User Name USGSLEARNER
First Name USGSLeamer
Initial

Last Name Sunvey
Email Address cimarshali@usgs.gov

Course Title 40-Hour Supervision: Level Il
Course Code NBC/DOIU-MSD-7030

Responsible Bureau Office of the Secretary
Class Name DOIU-2011-1212-16-DLC
Class Start Date 12/12/2011 8:00 AM (America/Denver)

Once you select the requests to edit, the Details screen will appear:

- Regardless of your decision, it is recommended that you fill in the Review Comments;

these will appear in an email sent to the employee.
- After filling in the review comments section, scroll down for more information and

fields to fill in.



Approval Screen Cont.

Class End Date 12/16/2011 4:30 PM (America/Denver)
Class Vendor Department of Interior University
Class Cost to Learner 0.00

Course Description A federal sup: I must be a leader who can direct and guide employees in accomplishing the missions of bureaus, offices
and agencies. This course provides the knowledge and skills for supenvisors and managers to effectively manage the workforce, and
meets the Di of the Interior's jpervisory training requi . This course replaces Supervisory Skills for the Experienced Supervisor, students who have
completed that course do not need to take this course.

Objectives:

= Learn how to manage conflict in a constructive manner « Apply team processes and group dynamics techniques to improve teamwork « Use effective tools for decision-
making and problem solving + Communicate with integrity and resolve ethical dilemmas objectively « Leam appropriate methods of applying power, authority, and influence to
build support and/or ¢ for achieving nal goals » Develop methods and tools for developing leadership capacity in others

Target Audience:

Managers, supervisors, and anyone who performs supervisory functions

Is this course part of your IDP? Yes
Class Payment Information No tuition for DOl employees
*Method of Payment [Tl Laln i |~

Special Billing Notes (NOT for | ]
Credit Card INFO)

Approver: Click Update in the
bottom right corner, then
Approve or Deny

Even if there is NO cost, choose the Drop down next to Method of Payment and choose
No Payment Required.

If there is a cost, choose a payment method — for the preferred Credit Card to be used
call the phone number located under the My Employees tab on the main screen to pay
over the phone.

Type NONE in the Special Billing Notes or anything you need to tell the financial folks.
This is a required field.

Click Update in lower right corner.
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Manage Learning Request: Details

Update Successful, Now Approve or Deny

[ Learning Request For: USGSLeamer Survey

X Close Record
(QErTED Em
J Details || Approval || Validation of Training Compietion || History |

[ select a tab to make edits or simply review. If edits are made remember 1o click the button 1o save the changes. Use the tools above o [Approve] or this request

The leaming request for USGSLeamer Survey has been successfully updated.

Learning Request Details:
Trainee Name USGSLeamer Survey
Request Form Name DOl Employee Training Request
Course Title 40-Hour Supervision: Level |l
Request Status Open
Total Estimated Costs $0.00

User Group(s)

Add Review Comments:

Trainee Information
User Name USGSLEARNER
First Name USGSLeamer
Initial

LastName Survey

Email Address cimarshal@usgs.gov
Course Title 40-Hour Supervision: Level Il

Course Code NBC/DOIU-MSD-7030

- The Screen refreshes with Update Successful on a green banner.
- Click Approve or Deny at the top right of the screen.

IF THE SCREEN ERRORS IN RED, READ THE ERROR, MAKE THE PROPER CHANGES and this
time click Update before Approve.

15



Example of an approved request

Manage Learning Request: Details

[ Learning Request For: USGSLeamer Sunvey X Close Record ’

(@)
USGSLeamer Survey has been approved.

J Details || Approval || Vaiidation of Training Compietion || History |

Select a tab to make edits or simply review. If edits are made remember 1o click the button to save the changes.

Learning Request Details:
Trainee Name USGSLearner Survey
Request Form Name DOl Employee Training Request
Course Title 40-Hour Supervision: Level Il
Request Status Approved
Total Estimated Costs $0.00
User Group(s)

Add Review Comments:

Trainee Information
User Name USGSLEARNER
First Name USGSLeamer
Initial

I actName Suney

A green bar will appear at the top saying it was approved. If the bar is red, your
submission did not go through. You must read the notice and fix the errors to continue.
You can print this confirmation for your records if you wish.

After you are finished with the request, you must click on Close Record



D@

learn

My Home || iy Empioyees || Reporting

Payment Information for Courses after Supervisor Approval

Bl Notes Help End-user Tutorial ContactUs LogO

Logged in as: Mary Surve

My Employees

A

Approve Training
Requests

Run Custom-made
Reports

about My Employees

L Tasks to Manage Training for My Employees

—
=

&
\ &
— \
Y — y
= W
Mark Training View a List of View My Employees
Complete My Assigned Training Validations
in the Gradebook Employees
&
\_ /
Run Standard Report: )
un Standard Reports
about My Emp PO Find Online What M y
Course Materials & Training

Other Documents

Do | Have to Take?

Job Aids, Desk
References
and How-To's

JPayment Information

To provide payment: Be sure you know the name of the  *
Responsible Bureau or office for the desired leaming events prior
to calling
1. PLEASE PROVIDE TUITION PAYMENT INFORMATION | _
WITHIN 3 BUSINESS DAYS 1
2. Dial 888-390-4447 to reach the DOI Leam Data Steward
Help Desk line
3. Choose Menu Option 1 for Billing and then listen for the
appropriate menu item to reach the Responsible Bureau
General Tuition Information:
1. Actual Tuition fees may vary slightly from what is
displayed in the request due to price fluctuations
2. Training Requests can be printed from the approval
queue; and serves only as printed documentation of the

submitted request and not a receipt
A Nnra amninvess have attendad traininn the last stenin ~

LiFrequently Asked Questions (for Supervisors)

How do | assign an employee to my profile? Unfortunately, you
cannot claim emplayees: they must claim you from their profile
They must login to the system and click the Update My
Supenisor icon on the My Home tab.

It don't receive an email about a pending training request, can |
still approve the request? Yes, as long as the employee’s
profile has you listed as a supenisor you can approve their
training request. You do not need to receive the email. Click on
the My Employees tab and then click the Approve Training
Requests icon

Whers dln | nn tn mark mu amninues’s trainina Comnlete? Re

-Click the My Employee tab to see the payment information on the right side of the screen

We also have these slides and many more Helpful slides at this URL:
http://www.usgs.gov/humancapital/ecd/ecd_trainingdoi.html

17
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Accessing the Grade Book

Notes Help En ContactUs Log

D @ | Logged in as: Mary Survey

learn

e ——
ws || Beperting | Ssearch ==
]

My Employees l:JPayment Information

Tasks to Manage Training fo,

To provide payment: Be sure you know the name of the =
Responsible Bureau or office for the desired leaming events prior

= o
= — \ to calling
— ‘E“ 1. PLEASE PROVIDE TUMON PAYMENT INFORMATION | _
— WITHIN 3 BUSINESS DAYS
/] — : 2. Dial 888-390-4447 10 reach the DOI Lear Data Steward
s - 1 Help Desk line
3. Choose Menu Option 1 for Billing and then listen for the
Approve Training Mark Training View a List of View My Employees appropriate menu item 1o reach the Responsible Bureau
eque Complete My Assigned Training Validations
the Gradeboo! Employees General Tuition Information:
P 1. Actual Tuition fees may vary slightly from what is
\ & displayed in the request due to price fluctuations
2. Training Requests can be printed from the approval
/_/j \ & queue; and serves only as printed documentation of the
; submitted request and not a receipt.
e \ Y % Ooes amolnuase hae sttendad trairion. tha laet atanin 17
N pE— [en] Q
Run Custom-made  Run Standard Reports Job Aids, Desk b Vil y;Asked {orA0RS L
orls about My Employees Find Online Resources, What Mandatory References 7
about My Employees Course Materials & Training and How-To's How do | assign an employee to my profile? Unfodunately, you

cannot claim employees: they must claim you from their profile
They must login to the system and click the Update My
Supenisor icon on the My Home tab.

Other Documents Do Have to Take?

161 dont receive an email about a pending training request, can |
still approve the request? Yes, as long as the employee’s
profile has you listed as a supenisor you can approve their
training request. You do not need to receive the email. Click on
the My Employees tab and then click the Approve Training
Requests icon

Lastly, as the Supervisor, you must Complete this SF-182 external request.
- Go to the My Employees tab
- Select Mark Training Complete in the Gradebook
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Search for the Employee

Role: Supervisor Bl Notes Help End-user Tutorial ContactUs Log O

Logged in as: Mary Survi
learn

| MyHome || 1y Empioyees || Reporting |
I

] E—
GradeBook: By Learner Name ?
Search for: | ] (2 Advanced Search

e ————
[T courses oLt courses |[ wor course€]| ey Learner Name | )

To update a learner's grade or completion status for a course, select the learner you want to update then click

Displaying records 1-1 of a total of 1 Results per Page:
Select Username Last Name . First Name Email Address Status Groups by Manual ‘Groups by Rule
USGSLEARNER Survey UsGSLearner cimarshall@usgs gov Active DOl Employees, U S. Geological Survey
Y |G Eait
Pages: 1

Click on the By Learner Name tab.

Select the radio button next to the Employee you would like to mark complete.
- Click Edit.
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| My Home \I My Employees || Reporting |
s

Selecting the Course

[ Notes Help End-user Tutorial ContactUs Log O

Logged in as: Mary Surw

s I
Gradebook: By Leamer Name 3
[] Selected User: USGSLEARNER (USGSLeamer Survey)

Search for: |

|62 Agvanced search

Courses

X Close Record

This page shows all of the courses assigned 1o the selected leamer. To update their grade or completion status for a course. select the desired course and click the appropriate button below.

Displaying records 1-3 of a total of 3.

Select Course Name . Course Type

40-Hour Supervision: Level Il Instructor Led

Designing, Developing. and Deploying Effective
Technology Enabled Learning using Adobe ®
Connect(TM)

Instructor Led

Federal Information Systems Security Awareness +

Online Course
Privacy and Records Management (FISSA +)

Class Details
DOIU-2011-1212-16-DLC

12/12/2011 8:00 AM (America/Denver) -

12/16/2011 4:30 PM (America/Denver)
USGS-2011-1015-Denver, CO

10/25/2011 8:00 AM (America/Denver) -

10/27/2011 4:00 PM (America/Denver)

Pages: 1

e [ Grade k (2] Mark as Complete b &1 Mark as Incomplete I
—

ResutsporPage: 10— ][svor]

Progress Registration Status Completion Date/Time Grade
Not Enrolled
Attempted
Not Enrolied
Attempted
Not Enrolled
Attempted

Once the Courses appear, make a selection.

After you have selected the Course you would like to mark complete, Click on Mark as

Complete.
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Selecting the Course

B Notes Help End-user Tutorial ContactUs Log O

Role: Supervisor

D®I

learn
L I

Logged in as: Mary Surv:

‘ My Home ” My Employees H Reporting |
l

GradeBook : Edit Completion Date
Learner name: USGSLearner Survey

X Close Record

Please enfer a completion date. It will apply to all courses listed below. Click to mark the learner as completed.

# Required Field.

Mark Complete:
Selected Course: Federal Information Systems Security Awareness + Privacy and Records Management (FISSA +)

*c ion Date: n *c, ion Time: Select O x

Enter date in format Mid/yyy

- Type in the Date of Completion.
Type in the Time of Completion, and change the AM/PM if needed.

- Click on Save.

Note: There is a calendar button to use if you need too.
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Success!

MyHome ||ty Empioyees || Reporting | seacn[ |Gd

eamer Name

[ Selected User: USGSLEARNER (USGSLearner Survey)
Search for: | | (2 Aovanced Search

Courses

Marking complete was successful for the following courses:
« Federal Information Systems Security Awareness + Privacy and Records Management (FISSA +)

[ This page shows all of the courses assigned to the selected leamer. To update their grade or completion status for a course, select the desired course and click the appropriate button

below.
Displaying records 1-3 of a tofal of 3. Results purPlgo:
Select Course Name . Course Type Class Details Progress Registration Status  Completion Date/Time  Grade
40-Hour Supervision: Level Il Instructor Led  DOIU-2011-1212-16-DLC Not Enrolled
12/12/2011 8:00 AM Attempted
(America/Denver) - 12/16/2011 4:30
PM (America/Denver)
Designing, Developing, and Deploying Effective  Instructor Led  USGS-2011-1015-Denver, CO Not Enrolled
Technology Enabled Learning using Adobe ® 10/25/2011 8:00 AM Attempted
Connect(Th) (America/Denver) - 10/27/2011 4:00
PM (America/Denver)
Federal Information Systems Security Online Course Completed  Enrolied 9/20/2011 3:30 PM
Awareness + Privacy and Records Management (America/Denver)
(FISSA +)

> (B Grade ] [ mark as compiete | |G mark as incompiete

Panas: 1
‘

Done o Trusted sites | Protected Mode: Off fa v Rk ~

Make sure the bar is green and tells you the update was successful. If not, you must read
the error message and repeat the steps.

Click Close Record as you are finished.
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