Welcome Screen—once logged in, check your user profile to be sure it is populated with the correct Supervisor and address.  

To Submit an SF-182 on Employee’s Behalf:

Then click on Administration.  Then click on User Management.  Click Search and your employee’s names should appear at the bottom of the screen.  Click on Edit under Transcript Heading.  Click on “Submit SF-182 Request for this Student” button.  

Complete all required fields.  Some are pre-populated from the DOI LEARN user profile.

Approval Queue:

Supervisors and/or alternate approvers approve or deny SF-182 training requests using the Approval Queue provided profiles are set up correctly.  The Approval Queue is accessed by clicking the Course Catalog tab and then the Approval Queue sub-tab.  Change the “Type” to EXT and click Search.  When the employee’s name comes up at the bottom of the screen, click on “Awaiting Approval” link.

Take action:  Edit, View, Send, Cancel, Add Comments, Print, etc. 
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Contact your local office IT Help Desk for questions about your computer settings or Click on Library and Online Resources.  The required settings for Internet Browsers are:  
http://doilearn.doi.gov/MaestroC/OnlineResourceDocs/2/2007_IEBrowser_Settings.pdf

Internet Explorer (IE) version 6 or 7 ( PC not Mac)

JavaScript:  Enabled

JavaScript Version:  1.5

Pop-up Blocker:  Disabled

Cookies:  Enabled

Set browser to check for newer versions of stored pages every time you start IE.

The required settings for Java are:  
http://doilearn.doi.gov/MaestroC/OnlineResourceDocs/2/Java_Settings.pdf     

Plug-Ins

Java:  Enabled

Flash:  Enabled

Windows Media Player:  Enabled

Suggestions:

Do not launch IE from your Lotus Notes client !

Use Microsoft Internet Explorer vs. Netscape or Mozilla Firefox.

Delete cookies and all temporary files from cache before you take online training.

Do not close browser windows that may appear while taking training.

Help Desk

For assistance contact the DOI LEARN Help Desk at

1-866-466-1998 or doilearn@geolearning.com 

DOI LEARN

SF-182

Quick Reference Guide for the SF-182 External Training Authorization Form

Why use the SF-182 External Training Authorization Form?  Federal training laws and regulations require agencies to maintain and manage training records across the Department.  OPM adopted a new policy May 2006 to comply with legal and regulatory provisions. Federal agencies are mandated to electronically capture and transfer official training records with cost information to OPM’s Enterprise Human Resource Integration (EHRI) database on a monthly basis for federal employees. 

Employee Login:

https://doilearn.doi.gov
Type your user name and password.  If you forgot your password, click on:  “I Forgot My Password” and one will be emailed to you immediately.   If you have problems logging in, please contact the DOI LEARN Help Desk at: 1-866-466-1998 or email:  doilearn@geolearning.com
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Welcome Screen—once logged in, check your user profile to be sure it is populated with the correct Supervisor and address.  

Then click on Course Catalog.  Then click on

Catalog.
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Click on “Request External Training” to the right of the Search.
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Recommendation: The very first time you open the 

SF-182 External Training Request Form, print and store a copy that has your personal information pre-loaded to use for future training requests you may have. For each future request, fill out one of the hardcopies first, with the specific information for that training, then log into DOI LEARN, open a new SF-182 form and complete the electronic form from the completed hardcopy. This way, you are always ready with the field information when it’s time to complete the electronic form. This will save you time.

Note: Many fields are already populated for you from your user profile. If the information is not correct, you need to update your DOI LEARN user profile first, then print out copies of the SF-182 if needed.
If you have any doubts about what information goes into a specific field, contact your DOI LEARN Data Steward for assistance—See list to the right of this brochure.
This form has many required fields and will not save until they are all populated.  Each time you click Save without a mandatory field populated, the system will place your cursor on the field that needs populating.  

Click Save at the bottom of the form which is the same as Submitting the form.
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To view, edit or print your submitted SF-182, Click on “My Courses” at the Welcome Screen.  

Then click on “My External Requests.” See above right.
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Library

Click on Library, than click on Online Resources to view a list of resources.  Under the Library are the Products which house the SF-182 slides for employees and supervisors.  Internet Browser Settings and Java Settings are located under the Online Resources.  You may also access training websites, periodicals, encyclopedias, reference guides, etc. here.

Your DOI LEARN Data Stewards are :  

BIA/BIE   Aron_Schneider@bia.gov
BLM        Catherine_Book@blm.gov
BOR       Monica Rodriquez    doilearn@do.usbr.gov
FWS        Pat_houghton@fws.gov
MMS       Cheryl.callahan@mms.gov
NBC        Rebecca_L_Rabuck@nbc.gov
NPS        Richard_Arnold@nps.gov
OS
 Reba    Barbara_Evans@ios.doi.gov
OST        Dianne_Moran@ost.doi.gov
OSM       Judith Blowe    jblowe@osmre.gov
USGS     Mica Haesecke    oeddoilearn@usgs.gov
For questions about DOI LEARN, please call:  1-866-466-1998 or email:   doilearn@geolearning.com       

 12/10/08
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