Running Custom Incomplete Reports in AgLearn

This document is intended to provide an administrator the required steps to run a
custom Incomplete Report in AgLearn. This job aid utilized the Item Completion Report
as an example. Additional Complete/Incomplete Reports may be available depending
on current mandated training initiatives.

1. Click on the Reports menu option.
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3. Enter a key word in the Report Name or Description; or click Search for the full
list of custom reports.

Search Rezults

Search Custom Reports

Enter the IC or Dezcription, 2elect the type of zearch from the drop-down menu, and cick "Search”™ to browse rezults.
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4. You will receive the results of your search; click the Icon next to the report you
wish to run. (Item Completion Report or Item Incomplete Report)

Note: To see all reports, change the “records per page” to “all”, or click next until
you locate your report.
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5. Enter the appropriate information and select your Report Destination and
Report Format. Then click on the Filter to select your domain(s).

Note: Browser allows you to view the report, Local File allow you to save the
report.

XML & HTML saves in web/internet format

CSV saves in Excel format

PDF saves in Adobe format
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Enter the specific domain name in the Domain ID box (ARS), or enter search
parameters and click Search.

Note: The diagram example is for domain within OCIO, enter ARS to pull reports

for ARS. ARS domains are broken down by area, therefore, you can enter: ARS-
NPA, ARS-PWA, ARS-HQ, etc.
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7. Select all of the individual domains / sub-domains you wish to add to the report by
checking the options on the right hand side and click Add to Filter.
2. Click the Add to Filter button.

NOTE: To select your sub domain only for the report:
1. Select the appropriate “Top Level Only” and “Include Sub Domains” check
boxes for your sub domain.
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8. You will see all of the domains / sub-domains you added in the previous step. Click
on Submit Filter.
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9. You will be brought back to the report page; select the Filter next to the Item field.
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10. Inthe Item ID field, enter ARS-ADODR-01, click Search.
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11. Select the check box, then click the submit selection button. The next screen
confirms your selection, click the submit filter button.
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12. You will be brought back to the report page. Review your selections, make changes
as needed.

Note: The Mask User ID check box can be unchecked to show user ID in the report.
The Domain and Item fields will show the number of each selected. You can select

a completion status by clicking the icon, and you can narrow your search by enter

specific dates.
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9.  When you are satisfied with the options and criteria you have selected, click Run
Report. Note: If you plan on opening or copying this report into Excel, make sure
you select CSV as your Report Format.
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10. You will receive a message asking you to Please wait while your report is created. It

11.

is important NOT to close this window while the report is running.
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(Do not close this window until after you have viewediprinted the report.)

Your last steps are dependent upon the Report Destination and Report Format you
selected in Step 5 or 9. If you selected CSV and Local file as your output, you must
save the report before opening it in Excel.

Report Downloac
Pleaze wait for the File Download prompt. Click Save and 2pecify a file location to 2ave the report to yeur own machine.

NOTE: “ou must =ave the report te your local machine before you can open it.
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DE Mame: Cyber Security FY0S Incomplete,csy
Type: Microsoft Excel Comma Separated Values File, 3.12...
From: aglearn.usda.gov

Open ] [ Save ] I Canesl |
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N E Microsoft Excel - Item Completion Report.csv
] File Edit wWiew [nsert Format Tools Data FlashPeper Window Help Adobe POF
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1 |ltem IDescriptiorUser ID User MameEmployee Domain  Hire Date PO Pay Plan | Pay Gradi Series Crg 1D Cornpletior Status
| 2 WWeh Base Extramura ™™™ Aldrich, Je 1 ARS-BA 00:00.0 4860 15 G2 414 3 1E+16 9/22/2008 WWeb Based
| 3 |Web Base Extramura ™™™ Anderson, 1 ARS-BA 00:00.0 4860 14 G5 1301 31EHB 7/22/2008 Web Based
| 4 |WWeh Base Extramura ™"  Baer, Davi 1 ARS-BA 00:00.0 4860 16 G5 413 3.1E+16 10A16/2008 Web Based
| 5 |Weh Base Extrarnura ™" Bailey, Bry 1 ARS-BA 00:00.0 4860 16 G3 434 3. 1E+16 B/8/2008 0 ¥eb Based
| 6 |Web Base Extramura ™™ Baldwin, R 1 ARS-BA 00:00.0 4560 14 G5 487 3.1E+16 B/27/2008 ‘Web Based
| 7 Wveb Base Extrarmura " Baligar, Wi 1 ARS-BA 00:00.0 4060 16 G3 470 3.1EH16 10/14/2008 ¥eb Based
| 8 |WWeb Base Extramura ™™ Bhagwat, » 1 ARS-BA 00:.00.0 4860 14 G5 403 31E+HE 107242008 Web Based
| 9 |WWeh Base Extramura ™™™ Capuco, A 1 ARS-BA 00:00.0 4860 16 G5 413 3.1E+16 8/15/2008 Web Based
| 10 Wveh Base Extrarmura ™ Castlebury 1 ARS-BA 00:00.0 4860 14 G3 4300 31E+16 842242008 Yeb Based
| 11 |Weh Base Extramura ™™= Chao, Kua 1 ARS-BA 00:00.0 4860 14 G5 890 3.1E+16 9/23/2008 YWeb Based
12 |WWeb Base Extrarnura ™ Chitwood, 1 ARS-BA 00:00.0 4860 16 G3 410 3.1E+16 B/7£2008 1 ¥eb Based
13 |WWeb Base Extramura ™ Clevidence 1 ARS-BA 00:00.0 4860 15 G5 B30 31EH1E 7/24/2008 Web Based
| 14 WWeh Base Extramura ™" Caooper, Br 1 ARS-BA 00:00.0 4860 14 G5 434 31E+16 71772008 YWeb Based
| 15 |\Web Base Extramura ™™ Cregan, P¢ 1 ARS-BA 00:00.0 4860 0sT 440 3. 1E+16 B/45/2008 0 Web Based
16 IWWeh Base Extramura ™™ Crow. YW¥ac T ARS-BA 00:00.0 4860 131G 1301 31E+16 B/15/2008 Web Based

Note: If you open your saved file and the Organization column is not formatted
properly follow these steps.

1. Select the entire column by clicking on the column letter

2. On the menu bar, click Format Cells

3. On the Number tab, change the Category to Number and the Decimal places
to O.
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Mumber iz used for general display of rumbers. Currency and Accounting
offer spedialized formatting for monetery value.
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