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Quick Reference Guide for SF-182 
Supervisor Approval Role 

 



You are a supervisory approver in SATERN.   
You will first get a notice via email informing you that you have an action in SATERN. 
 
Sample notice 

 

 
 
 

Log into SATERN (https://satern.nasa.gov) to review the training request and approve or deny it. 



 
 
On your SATERN home page, you will have an Alert message.  Click on the colored text to navigate to 
the Approval screen.   

 



 
 
 
 
 
To view a SF-182 (Request for External Training), click on the title of the course.   
It is not necessary to view a SF-182 but you will get additional information about the course such as 
dates, vendor, class objectives, etc. 
   
You may approve the SF-182 directly from this screen; directions later in this handout. 

Click the 
triangle icon 
if you do not 
see a list of 
requests.  
The triangle 
should point 
downward to 
view the 
request list. 
 

The number in parenthesis indicates how 
many requests are pending approval. 
 

Make sure you on the Training tab. 
 



 
 

To view the SF-182, scroll through the form.  To make changes, click “Edit this Request”. 
  

NOTE:  The form may appear differently than what is shown in this job aid.   
The Agency updates the SATERN form to reflect changes made by the Centers or OPM.  

   



 
 
This is the SF-182 in “edit mode”.   



 
 
If you make any changes to the SF-182, click [Apply Changes] to save. 



 
 
 
 
Click the   Back  link to return to the Approval Screen. 

Block 20d 

01 – Government – Internal 

02 – Government – External 

03 – non-Government  

04 – Government State/Local 

05 – Foreign Government and Organization 
 

 

 



 
         
              
 
             Click the Approve or Deny circle.  
                        

 
  Then click the [Next] button. 



 

 
                
 
 
                     Click the [Next] button. 

Type in remarks that you want the employee or the next approver to view.   

The text will show up on the email notifications sent to approvers.   

It will not show up on the actual training request, SF-182.  

 

> If you are approving the request, remarks are optional. 

 

> If you are denying the request, include remarks to inform the 

 employee of the basis for your decision. 



 
 
                     Click the [Confirm] button. 
 
 
  

 
 
The SF-182 will now electronically route to the next Approver in the Approval queue. 
 



Approving an Internal Training request is very similar to the External Training (SF-182) request. 
Internal training requests refer to training conducted at or near Langley or Agency courses which may be 
conducted at  Wallops or another NASA Center. 
 

 
 

Click the title to view more information about the course. 
            
            Click the Approve or Deny circle.  
              
                 Then click the [Next] button. 
 
 
 
If you have any questions, please contact Rebecca Howlett, Rebecca.D.Howlett@nasa.gov,  
4-3623 or Brandon Haygood, Brandon.J.Haygood@nasa.gov, 4- 9583, in the Training Branch. 
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