


Completing an External Training Request, SF-182

Most learning events, including seminars, workshops, and efforts to maintain certification or accreditation in a professional area, will count towards your 80 Continuous Learning Points (CLPs) required every two years to retain your FAC-C certification.

To record a learning event that occurred outside of SATERN, you must first confer with your supervisor to ensure that they will concur with the hours you intend to record for the event and follow the steps, below.


1. From your SATERN initial screen, select from ‘Easy Links’, on the right side of the window, ‘External Requests (SF-182). 
  [image: ]



2. Select ‘New Request’.
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3. Complete all applicable sections of the form with attention to the following:

Block ‘B.3. Training Start Date’ and ‘B.4. Training End Date’ – The system will not accept a request with a date in the past; you must enter a future date.    If your training event did already occur, please, enter some future date and add a comment in ‘C.6. User Comments’

Block ‘B.5. Training Duty Hours’ – This is the field to record the hours you and your manager have agreed apply.

Block ‘C.6. User Comments’ – Please, enter a comment here substantially as follows; “This is to record a training event that occurs outside of the SATERN system.”  Please, add another comment regarding the date of the event, if applicable.
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4. Submit the request.  It may take some days for the hours to be reflected in your learning history after your supervisor approves it.
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