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Notes:

The Administration Environment

The Administration environment of AgLearn provides administrators with the ability to
track the range of information needed to manage USDA learning programs
effectively. This section provides an overview of the Administration environment,
examples of common screen types, and job aids for referencing menu options and
universal controls (i.e., common buttons, links, and icons) descriptions.

Go to http://www.aglearn.usda.gov and follow these steps to login as an

Administrator to AgLearn:

¢ On the Learner Welcome page, click Administrator Login to reach the
Administrator Welcome Page.

¢ On the Administrator Welcome Page, click Administrator Login.

¢ Click Continue to accept the security admonition.

e Enter your e-Authentication credentials.

CIO Podcast
Series -

Soe th

In the new Aglearn+, with one click of the mouse, you can:

Filter your upcoming activities to view only
* Current registrations
> Online courses
> Course evaluations
> Assessments

Navigate to your IDP, your SF-182s, or your list
of recently completed tasks

Sort your recently completed tasks by Title,
Completion Date or Status

Check your computer's compatibility with AgLearn

Check your progress on assigned curricula,
IDPs or Competencies

AgLear.USDA.gov | USDA.gav | Accessidiilty Statament | Privacy Roticy | Non-Discriminstion Statemant

Administrators, Welcome to AgLearn!

Sglesm Admiristrators,

Please note that the course links below document technical
procedures in the previous version, 5.8, Becaus= many of the
procedures do not change significantly in version 6.1, these courses
continue 1o be made available to you until the course revisions can be
posted.

Role-Based Online Training

Sssigrmert Msnsger  Registrstion Reporter



http://www.aglearn.usda.gov/

Note: Your view of the P . . . . ..
Administrator Home Page The Administrator’'s Home Page is the first screen that displays after logging in to

will depend on the specific the Administration environment of AgLearn. There are eight different views in the
role you've been Administration environment:

assigned. Home Page

User Management

Performance

Learning

Commerce

Content

Reports

System Admin

The menu displays and options are restricted according to the permissions directly
associated with AgLearn administration role of the person logged in. Areas in which
an administrator does not have permission to work will not display.

Jeam WA Sk ke W metastnt B 30 dpbis | by

I v et relumans sty Temmess ik hapilh b e

Weirare Favlow, Kttty -~
Boe L o h s o)
Socor AGawe S ) 3 0 LT e §ma LM o s
(STRANIRY il merement o wm e i me wiry
Tams bn e of @ st = oy b
B e e
T O e S S o AT 08y BT v At B Ve AEEENGN ey MR
AL 0 P S T S S TR S St Rt
= e b vt bbb
pemsn L B N e P
1. AT P TN N o

o NI e LM 1 bt 103 MDA T Sgd M Y T

o — NG 7 g wnng PETAE Py TS

Combtn oy St v 51wy &
B ettt
#E-EAMT 3 Do M B
CAGh Te Laby Tt

@ Ui T e o ey M Gy S S
encerar

s e o oy S A S »
ey e  — T Sy 8 S W Sy F % W, — e ey W
B PR T APNCIed DN By SHTL TR JR0N N N B ORI O 1 N e 8

NPT B S T S M S IR By SN N e R 0
A e 1

———.—

ot et e e
e a0 i
| ——— -



The interface for the Administration environment of AgLearn is comprised of three

frames:
e Top Menu
e Left Menu
e Content

The Top Menu frame contains three buttons (universal controls) in the upper right
corner and nine menu options spanning across the frame. Privileges assigned to
each role determine which menu options are visible and accessible to the person
logged in to AgLearn.

As Top Menu frame options are selected, corresponding sub-menu options are
displayed in the Left Menu frame.

Note: See the Menu Options and Menu Descriptions tables for detailed information
pertaining to the Top Menu frame. Also see the Universal Controls table for detailed
information pertaining to buttons, fields, links, and tabs available throughout AgLearn.
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The Content frame is the “working area,” where searches are conducted and
data/information is edited and viewed. There are several features which appear on
the majority of screens in the Content frame:

e A “breadcrumb,” or path, appears in the upper left corner of each Content
frame and identifies a person’s current location within AgLearn. (In this
example, the “breadcrumb” indicates the person is at the > Edit Summary
screen.)

e The context-sensitive Help link is located in the upper right corner of the
Content frame and provides access to context-sensitive help.

e Simple and Advanced Search links are located in the upper right corner of
the Content frame and provide the ability to conduct simple and advanced
context-sensitive searches.

Universal controls appear throughout AgLearn and provide the functionality for
managing information.

Note: See the Universal Controls table at the end of this section for detailed information
pertaining to them.

CA.% |eOrn L SearCh Add NeW
Home [EISTEUFLECERENIEN Performance  Learning  Commerce  Content  Reports Admin
e Users Search Add New Help
Assignment Profiles
Job Positions > S2arch > Search Results > Edit Summary
Organizations
Organization Groups User ID: DK39T1ES Screen
Regions Name: ¥ing, Dana Help
Toaks Breadcrumb ;
B references , surveys | skills Inventory l >t3:;i::
Organization Organization Succession Alternate Job performance ‘
’ Dashboard Initiatives ” Planning Positions | rReview A2 REqURstS |
‘ Commerce | Account Code “ Catalog Preview l Preferences l Approval Role l Approvals |
‘ Cpty Profiles | Competencies ” Registration l Reguests l Online Status I Assessments \
Phone Numbers “ Custom Fislds | Learning Plan L:iasl;girr;g | Curricda l
I




There are several types of screens comprising the Content frame. Below is a partial
list of common screens types appearing throughout AgLearn:

Search

Results Tab

Screens with Tabs

Screens with Sections

Reports

Assistants

The Search screen is typically the default screen appearing when an option from the
Top Menu frame is selected. This screen provides the ability to define criteria for
narrowing a search.

Note: See the Universal Controls table at the end of this section for detailed information
pertaining to each control.

]
ag}eorn+

Home  User Management  Performance Learning Commerce  Content  Reports  System Admin
N

Items Items search ' dd New | Help

Search Saved S2arches 0
Group Instances

Curricda Enter 3 vaiue for each field that you want to use to filter your search. Some fiekds allow you to select from 3 list of

Requirements values. You can also 3dd or remove search critena to further refine your search.
sestionnaire Surveys Save As | Resst

Case sensitive search: 1 Yes @ No

Item Types: Starts With ¥ 3
Item ID: “Starts With v

Revision Date: o

(MM/DD/YYYY)

Revision Number: Starts With v

Item Title: Starts With v

Item Status: i@ Active 1T) Not Active (Z) Both

Item Classification: StansWith W ar |
online settings: [ Has oniine content

Domains: “Starts With v v
Subject Areas: Starts With v i |
curricula: Starts With v o

Add/Remove Criteria © szarch | Save As i Resat




Notes:

10

When criteria are entered on a Search screen and the Search button is clicked, the

Results display at the bottom of the Search screen.

Clicking the appropriate icon

next to a result allows the administrator to view or edit that result based upon the

permissions/role of the person logged into AgLearn.

aé_lea_rm

Home User Management Performance Learning Commerce Content Reports System Admin

Subject Areas: Starts With

Scheduled Offerings Curricula: Starts With hd

Add/Remove Criteria ©

-

Search | Save As | Reset

CQuestionnaire Surveys Field Chooser o

Communities

== Records per Page 10 ™ Page:r 1 2 31 4 5 «Previous Mexts (1,584 total records) Page 1 of 159, E
ltem - Title
Web Based USDA-151C {Rev 1 - [ | EEO - Disparate Treatment and Harassment Series:
9/26/2010 05:4% PM America/MNew Defining Discrimination
York)
‘Web Based USDA-152C (Rev 1 - ET Stopping Disparate Treatment and Harassment on the
$/26/2010 05:5% PM America/Mew Bases of Race Color and Mational Origin
Yark)
Web Based USDA-153C (Rev 1 - |4 | Sex Discrimination and Sexual Harassment
9/26/2010 06:15 PM America/New
Yark)
‘Web Based USDA-154C (Rev 1 - Q Stopping Discrimination on the Bases of Age and
9/26/2010 06:22 PM America/Mew Religion
York)




Screens containing a great deal of data use tabs to present the information in a
categorized fashion rather than displaying all of the information on one very long
screen. The currently selected, or active tab, appears in dark blue. Clicking a tab
provides the opportunity to view/edit the information on that tab. If edits are made to
information on a tab, Apply Changes must be clicked prior to clicking a different tab
(or information will be lost).

g learn+
User Management Performance Learning Commerce Content Reports System Admin
Users User ID:  DK997185
Assignment Profiles Name: King, Dana
Surveys I Skills Inventory w sgSldiE;i

Performance

Organization Succession AMternate Job
Review

Initiatives Planning Positions SF-181 Requests ]

I
I Approvals ]
|
I

Dashboard

Regions
Toals
References

[ Organization
[ Online Status

Commerce I Account Code I Catalog Prev'iewI Preferences

Cpty Profiles Competencies I Registration I Requests

Phone Numbers I Custom Fields I Learning Plan

Edit the User Information

Learning
History

—_—
g
H
&

* = Required Fislds Apply Changes | Reset | Reset User Pin | Copy... | Delete |
— Security

User ID: DK997165

Related Admin: DK997165a

Active ™

* Domain: Q, oco

* Role: DEFALULT USER (System Default User Role) w
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Many screens are divided into different sections to group similar information or
provide the ability to perform several tasks on one screen. Sections are separated
from one another by section headers.

This screen illustrates two
different sections — the

Add this Scheduled aglearn+
Offering to the Catalog
section and the Update Home User Management Performance Commerce Content Reports System Admin
the Catalog Prices for the tem: Classroom USDA-FMMI-431 (Rev 1 - /1412009 09:17 AM AmericalNew York)
SChEdUIEd Oﬁe”ng =TS Title: FMMI 431: Funds Management Process-D2
section. Scheduled Offerings
8 5 Standard

Group Instances Options

Curricula [ Notifications IleCaJ.c:Li.ah'onI Cost Summary I Pricing Chargeback
Requirements

s [ Summary I Segments I Registration I Contacts | Materials | Custom Fields
Questionnaire Surveys

Communities Edit the Scheduled Offering
Tasks

Add this Scheduled Offering to the Catalog

Enter Catalog ID or add ene or more from list

Catalog ID: ﬂ

Update the Catalog Options for the Scheduled Offering

1 =Default Price for tem or Scheduled Offering
Select All / Deselect A

Catalog ID Catalog Description Price Delete
FMMI-REVIEW Catalog for FMMI ILT Item Review E0.00 US Dollar (USD) T ]
LSDA USDA E0.00 US Dollar (USD) |

Select A1l / Desclect A1

12



Reports are used to display and print AgLearn data. AgLearn report screens provide
the ability to run a report immediately upon identifying the appropriate criteria, or to
schedule the report to run at a later time.

Note: See the Menu Options table to view a complete list of reports available in AgLearn.

agjearn +

Home User Management Performance Learning Commerce Content Reports System Admin
Scheduled Offering Roster Legacy Browse = Help
» Run Report

Run Scheduled Offering Roster Legacy

Report Title: Scheduled Offering F

Report Header:

Report Footer:

Report Destination: @ Browser ) Local File

Report Format: 2L 0 csv @ v O POF

Mask User Ds

D Page Break Between Records

Scheduled Offering: Exact v h d

Run Report | Schedule Job ‘ Save Report ‘ Reset ‘

Assistants are time saving “wizards,” used to perform certain tasks in a sequential,
step-by-step, fashion. When working with an assistant, provide the information
requested on a screen, then click Next to proceed to the following screen in the
sequence (or the next step).

Note: See the Menu Options table to view a partial list of assistants available in AgLearn.
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ag learn+

Home User Management Performance Learning Commerce Content Reports System Admin
User Needs Management Help
= Step 1

Step 1: Select Management Action

=

(2 Add Curricula (Z) Remove Curricula

() Add tems ) Remove tems

D Add Competency Profiles D Remove Competency Profiles
D Add Competencies D Remove Competencies

D Add Job-related Curricula D Remove Surveys

() Add Job-related Competency Profiles
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The table below lists the eight “tab” or menu options, with their corresponding descriptions, available to the
AgLearn administrator.

Menu Option Example Description
Home » The Home tab is a Welcome Page, with links to the most commonly performed
— tasks for your assigned role and a link to the Plateau Help System.
User The User Management menu option provides access to those system
User Management functions used to manage general User information, User competency
Management ;
assessments, and User learning events.
Performance — The Performance menu option allows the administrator to manage
competencies, performance evaluations, and succession planning.
The Learning menu option provides access to those system functions used to
L . - manage competencies, learning items (including online items), content objects,
earning Learning . L . .
exam and survey objects, objectives, competency profiles, curricula, and
questions.
The Commerce menu option provides access to those system functions used
Commerce Commerce to track and update commercial transactions of Users and/or organizations

defined in AgLearn.

The Content menu option provides access to those system functions used to
Content Content manage online content, such as content objects (courseware), surveys,
questions, and exam objects.

The Reports menu option provides access to those system functions used to
generate any available AgLearn reports.

The System Admin menu option provides access to those system functions
used to manage AglLearn application variables and settings, security and data
domain privileges, custom columns, default notification messages, custom
reports, and administrator information.

Reports Reports

System Admin System Admin

15



The table below lists the seven menu options, with their corresponding sub-menu options, available to the
AglLearn administrator.

: Content User S .
Users Competencies | Items Catalogs Objects Management + Application Admin
Assignment Competency Scheduled Master Content .
Profiles Profiles Offerings Inventory Packages Performance + Security
- Succession Account . . + Automatic
Job Positions Planning Classes codes Questions Learning Processes
o . Group Order Exam . .
Organizations | Skill Search Instances Management | Objects Content + Configuration
; . Unused — .
Regions + Tools Curricula order Tickets Objectives System Admin + Custom Columns
. Financial
+ Tools + References SReqwrement Transaction | Documents Miscellaneous | + Tools
Approval
+ References Communities | + Tools + Tools + References
+
Tasks References
+ Tools

+ Resources

+
References




The table below lists common examples of universal controls, with their corresponding descriptions, available

throughout AgLearn.

Menu Option Example Description

User/Admin — ~ The User/Admin Toggle button allows the administrator to toggle
Toggle serfole; | SMNDEHalALRe back and forth between the user and administrator interface.

L
Cpty Profiles I Competencies ]/

[E—

Tabs contain information relevant to the selected record. Selecting a

Tabs tab provides the opportunity to view and edit the information
w appearing on the tab.
The Apply Changes button saves changes made to information
Apply appearing in the corresponding section of a screen. Important:
Changes M Changes made to any record will not be saved unless the Apply
Changes button is clicked before moving to another screen.
The Reset button resets all fields on the corresponding screen to their
Reset Reset | original values. i ’
The Add button creates a new record corresponding to the selected
Add ﬂ submenu option (e.g., if Learning/Items is selected, clicking the Add
button provides the opportunity to create a new Item record).
View The View button appears on a Results screen and displays the
= corresponding record.
Edit B The Edit button appears on a Results screen and opens the
corresponding record in Edit mode.
The Delete button appears on a Summary tab and deletes the
Delete Delete corresponding record. (You will be asked if you are sure before the

record is deleted. There is no “Undo” key in AgLearn.)

Records per
Page

Records per Page 0w

The Records per Page field indicates the number of records to be
shown on each screen

The Search button performs a search based on the criteria selected
Search
Search ﬂ on the Search screen.
The Expand Tree Icon indicates the data displayed is the parent of
Expand Tree several other nested components. Click the icon to display the entire
hierarchy.
Collapse Tree | g The Collapse Tree Icon folds all child components under the parent.
. The Filter icon opens a separate window to define search
Filter ¥
parameters.
The Expand icon will open a pop-up window with additional options
Expand for the parameter with which it is associated.
. The More Options icon will open a pop-up window with additional
More Options options for the parameter with which it is associated.
The Search icon performs a search based on the criteria selected on
Search <)
the Search screen.
Add one or , The Add one or more from list link displays a search screen from
more from add one or more from list hich hi d d
list which a search is conducted.
The Calendar icon opens a separate window to select and enter a
Calendar =z | - e
date in its corresponding field.
The Next button displays the next screen in a sequence when using
Next Next _
one of the Assistants.
Previous Srevious The Previous button displays the previous screen in a sequence
when using one of the Assistants.
Submit S The Submit button submits the information entered on previous

screens and completes the process when using an Assistant.

17




Menu Option

Example

Description

The Add New link, located in the upper right corner of the Content
frame, is available from the Search screen and provides the ability to

Add New Add New add a new record (e.g., to add a new User, click Add New on the
Users search screen).

Context- Context-Sensitive Help, which is located in the upper right corner of

Sensitive Help the Content frame, displays in a new window the help screens

Help relevant to the corresponding sub-menu option.

Help Help The Help button, which is chated in the upper right corner of the Top
Menu frame, opens the entire AgLearn Online Help System.

Home Horme The Home button, v_vhich is located i_n _the upper rig_ht corner of the
Top Menu frame, displays the Administration Main Menu screen.

Logout Logout The Logout button, which is located in the upper right corner of the

Top Menu frame, ends the current AgLearn session.

18




The search screen is

available on many menus.

The User Management
menu is being used for
illustration purposes.

Managing Data Entry and Searches

A number of search screens in AgLearn make it easy to find data by applying a
search filter. Search filters can be created to suit any eventuality by adding or
removing search criteria at will. Most administrators will find a regular set of search
criteria that meets their most common needs, and will make only occasional changes
for special circumstances.

Search-specific tasks include the following: Personalize a Search, Perform a
Search, Personalize Search Results, Save a Search, Execute a Saved Search,
Perform a Select or Add From List Search, Select and Enter a Date via the
Calendar Icon and Perform a Selection via the Selection Icon.

A Day-in-the-Life Scenario

You need to be able to find all users whose last names begin with the letter “S.” You
also need to know how many user records have blank email address fields..

Step Activity View
1. Select the User User Managemeniln
Management menu.
2. Click the Expand icon &ddRemaove Criteria
next to Add/Remove
Criteria
3. Check (or uncheck) the Close
boxes for the criteria you Pty ] Middie Name [ publcicontivential
want to use. Flers
State D Suffix Name D Bargaining Unit Status
D Country D Employee Number D Diet Codes
mail Address D Branch D Special Needs =
Organizations D Organization D Aguistion
Organization Group D Sub Organization D m
4. Click Submit Query. Subanit Query
5 . . .
The criteria you selected Case sensitive search: © ves @ No
will appear for - )
subsequent searches. User ID: Starts With v
Last Hame: Starts With 5
First Hame: Starts With -
Middle Initial: Starts With -
Role 1D: Starts With -
User Status: @ active ) Not Active ) Both
Hire Date After:
MM/ DDAYYYY)

19
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The Simple Search

screen opens when some Step  Activity View
left hand menu items are 1 S
. elect the User User Ma
selected. Management menu. ) mgemem{b
2. Enter and/or select the user (o] l
basic search criteria as Lest eme: [Starts witr (]| |
appropnate. First Mame: ‘ Starts With vl ‘ |
Miclclle Intial arks With | %
Note: The data fields may o E::x: VH :
be Ieft_blalnk to select from e Stat © st O v mete O o
an entire list. Domins T = | v
3. i
Click Search. E— | —
4.  Review search results. .
Ussr Hamne « Domam B Supsrvinee Nty
ATZI9347 Wil | Testi0, Agaem | 000 VANTIEETT @
ATZNMM (34 | Testt?, Agiamn | oo wo117068 O
ATZZIMT 000 | Test17, agiean | oo ’ O
ATZ2M4m QW | Teaf13, Agawen | oco aTm3 8!
Atz Q15 | teatta, agesn = |Am-wn O
ATZ238478 [w]F] | Text14, Agown | Q00 ‘ (3]
To gotoa SpeCiﬁC page 5_ If necessary Se|eCt the Reoords per Page| 5 M| page: 12345 «Previous| n (37 total recards) Page[l  |ots [ 6o
number, enter the desired ! User liame Domain 1D P——
; : Next Page link to go to
number in the Page field g g
and then click Go. the next page of results.
Be careful when selecting 6. Select All from the

Records per Page

All, as it may take some
time for the screen to Records per Page drOp'

display results. You may down list to display every

want to select the new record in the results.
500 option instead of All.

User D «

Not all action icons 7.  Select the View, or Edit,

associated with records in .
a search results screen icon to perform the

may be displayed. The desired action. DKaa7165 ]
displayed actions are
determined by the DKZI7185 &1

permissions given to the

20



Notes

Once search results are displayed, you can add additional fields to be displayed on
the search results screen.

Step Activity View
The search screen is 1.
available on many menus.
The User Management
menu is being used for

Select the User mermnagemen@
Management menu.

illustration purposes. 2. Click the Expand icon
next to Add/Remove Field Chooser
Criteria.
3. Add numbers to the Field Chooser
checkboxes to Identlfy the 1 Uzer D l:l Organization 10 l:l Terminated
Criteria and the Ol’del’ Of 2 Uszer MName l:l Active l:l Email Address
the flelds yOU WOUId Ilke Domain l:l Address l:l Hasz Access
to see displayed for your Suparisor ey [ Lockes
subsequent search _ _
I:l Emp Status l:l State [ Province l:l Region 1D
results.
I:‘ Etmp Type l:l Postal Code l:l Role 1D
|:| Jok Location l:l Courtry
[ ] ok Posttion [ ] Hire Date
4. Cii i
Click Submit to see the Submit

search results with the
additional fields.
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The search screen is 1. select the User | User
available on many menus. "‘"“‘F"“"@

The User Management Management menu.
menu is being used for o
illustration purposes. 2. Fill in your search Case sensitive search: O vez @ na
parameters Lzer 1D | Starts With LQJ | |
Lazt Mame: | Starts Wwith LQJ | |
First Name: [Stats with | | |
Micidle Initial: [ startswith » | | |
Domains: | Starts Wwith LﬂJ |NRCS | ¥
tems Meeds: Ewact % | Type: | ‘Web Based [l g
D [USDa-FRIV ACYBAS
3. Click Save As. =
3
4. Entera Saved Search ID  —repwesrens
and descrlptlon . * Saved Search D: Q l:l
Description: | |

5. Click Submit. .

22



The search screen is 1

available on many menus. ' I\S/IeleCt the User e
The User Management anagement menu.

menu is being used for

illustration purposes. 2. Click the More Options Saved Searches %
icon next to Saved
Searches.
3. Select the saved Search caved Searches
you want to open. Fioes
MRCS DEMO '@'
Pyl ‘@'
Mandstory ‘@‘
4' The SearCh form Caze sensitive search; O Vs @ Mo
appears, with the saved — Saswn ¥ | |
parameters already filled L §
. . a AME. il
in. Edit as needed. | Stats with | | |
Note: Clicking Reset at ristiiane [stats i ]| |
this point will not clear all il il | Stars with | | |
fields, but will return the Domsins: [ Starts With | pRes |¥
fields to the saved search  tems neess: (Evsct 9] Tope: [ webBased v v
pre-set values. I

5. If you want to save any Search | save || Save 45 | Reset |
edits for future searches,
click Save, or click Save
As to save them under a
different name.

6. Click Search. search

N b
W



Notes

1. Select the Learning
menu.

2.  Select Items.

The List link enables you 3. Select the Select from
to add criteria to the

search filter. List icon, or search for
the Item Type.

The select from list link 4. select the Select or Add Pl Jor2 D)
allows the user to select Selact Al Deselert A1
more than one result. The CheCk bOX neXt tO the Description Select
selection icon presents a record(s) requested. gfl‘::zmm :’;’:izmem g
list from which only one Cortfeation Certfcation o
result may be selected. Course Course o

Document Document O

5. Click Submit Selection. cubit St

At this point you can
remove filter records if
you wish by selecting the
Remove check box.

6.  verify the selection and
click Submit Filter.

w-nrg| Renove Checked iDs | Reset |
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Notes

The Calendar icon is
available on many
screens. The Scheduled
Offerings screen is being
used for illustration
purposes.

Using the Calendar icon
prevents date formatting
errors.

You can also click on the
> and >> symbols to
change the month and
year.

Step Activity

1. Select the Learning
menu.

2. Select Scheduled
Offerings.

3. Click the Calendar icon
next to the desired field.

4.  Select the month from the
drop-down list.

5. Click the increase or
decrease buttons to
change the year’s display
forward or backward.

6. Select the desired date to
enter the date and close
the Select Date window.
Tip: Select the Today link to
set the date to the current
day.

7. Verify that the selected
date appears in the Date
field.

View

ftems

Scheduled Offerings

Classes

Start Date After: E|
CRD DAY YY)
Select Date Close
January 2011
—— Ol
January w (2011 0
January
February
WMarch Iﬂ“ﬁ”ﬁl
April -
May Wed|Thu | Fri | Sat
1
6 7 8
13 |14 |15
20 |21 |22
27 |28 |29
Select Date Close
January 2011

-
[€][4]|print| |Today||F

Sun |Man|Tue |Wed|Thu | Fri | Sat

2 |3 4 |5 =] 7 8

9 10 |11 |12 |13 |14 [15
16 |17 |18 |19 |20 |21 [22
23 |24 |25 |26 |27 |28 [29

Select Date
September 2011

Seperter = 211 |
[€L4] |print| |Today|[®|[1>]

Sun |Mon|Tue |Wed|Thu | Fri | Sat
1 2 3

4 |5 5 7 8 £l 10
11 |12 |13 gq_l 15 |16 |17

18 [15 [20 [2R 22 |23 [24
25 |26 |27 |28 |28 [30 1

Start Date After:

081452011
(MMSDDAOY) _—
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Notes

;C:Iligllgc(::‘(l)?n:r?; IS 1. From the QUiCk Links Quick Links: -
screens. The Add New drop down list, select
Learning ltem screen is Create Scheduled
being used for illustration Offering.
purposes.
2. Click the Item ID search 2. Identify the Scheduled Offering
icon to open an Item * Item Type: -
search window. * Item ID: ci}
Title:
Select Item Type
Description: [ yp }
Leave any search fields . -
blank to select from the 3. Er_lter_ or select the_ search ltem Types: Starts With -
entire list. criteria as appropriate. o I0: e <

4. Click Search.

Click Next to move to 5. Review search results. s - —

additional pages of results T o : s

or select All from the Webs Bmod ACEOPERDIS)_SKILSOFT  Leadscshlp s Sx Sigmn et
Results per Page drop ey 9/ 123008 02:08 P Aesersea thew York) ‘

down list to display all the R T Town Loty -
results on the screen. Web Bunod ACEPROJT64_SOLLSOFT T Prajoct Losdership, Autharity & ey

ey 3/11/3004 10:15 Pt Anerica/Mew Yarkl  Accountability

Web Banwd ARS-AQ Employew Loadenship  Exgloyes Luadership Duvek IS
Dev dhew 1 - 312/2070 01:25 P Awerical New

fork)

Wed Basod COMMOOO0S_SKILLSOF T « Shis for L -
(e 271172004 09:00 P9 Arwwricaew Tork)

When the link is selected,

! 6. Select the Select link of Rz : S y
the results window closes Sias £ —
and the data is the record to be used for s 18 e
. ) Web Based ACE-CPERD162_SOLLSOFT Loadership in Six Sigma. et

automatically entered into data entry. (R 971277008 53-8 Americ e York]

the field. Web Based COMMOS13_SKLLSOFT Leadership without Autharity )
[y 300150004 05045 P Americy/ New Yars |
Web Based CUSTO212_SKELSOFT Inbownd Cak Center Managenent: Leadersip et

(B 3001/3004 Q959 PW America/New York|
I EE—

7. Verify that the selected 2. Identify the Scheduled Offering
data has been placed in * ltem Type:  Web Based -
the field. * ltem ID: COMMOD0S_SKILLSE
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Managing Users

Most of the personal User data in AgLearn is automatically populated through regular
data feeds (Domain, address, Job Position, Pay Grade, etc.) or is entered manually
by the Users themselves (supervisor, e-mail address, phone numbers). There are
some personnel-related functions that Users cannot take care of, as they are
associated with multiple accounts, or are designed to provide information to, or take
action on behalf of, the User.

The Merge Users functionality is useful when multiple accounts have been created

for the same User. Supervisor Assistant allows the administrator to quickly update
AgLearn when a supervisor change is made, instead of waiting for all of the affected
Users to do it individually.

Administrators can add or remove training directly from the User’s To-Do Lists, as
well as modify the ‘Required By’ dates for training that has already been assigned.

Ad Hoc Notifications allow the administrator to directly communicate via e-mail with
a subset of Users that may be created just for that communication. (All those who
have not completed a specific Item, for instance.) Direct Linking allows a User to go
directly to a specified AgLearn page by clicking a URL embedded in an e-mail,
possibly one generated by an ad hoc notification.

SF-182 forms used as requests for external training can be created, modified,
approved, and verified by administrators with the necessary workflows.

Assignment Profiles are powerful compilations of attributes that may be used for
catalog access, Item or curriculum assignment, or any function that involves
potentially large numbers of Users with specific similarities.

I EEE———————
A Day-in-the-Life Scenario
e Due to well-intentioned, yet misguided, efforts, a User has multiple accounts
in AgLearn. Other Users have changed supervisors. These conditions must
be corrected, and notifications should be sent informing the affected Users.

Step Activity View
6. Select the User User Management{i
Management menu.
7. Select Tools. Regions
+Tu:n;\|§1
+ Re NCes
8. Select Merge Users. Tools
-Learning Event
Recorder

FLearning Event Editor
Fhderge Lsers

FSE ifications
Faupervizor Assistant
Fzer Meeds bogmt

27
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9. Use the search page to Merge Users Soweh  mew
filter the list of Users. Be sesrea
sure that your search

Sarwt senrches ©

ENEer 8 virus 157 030K S ITAE yOu WANI 1 U5 1 S8 yOUr S60r0N. Same FEUs AW yiu 0 AT 119e 4 bt !

criteria will result in both VS Y el 366 81 Ve Sewr<h fi 18 At e your smarcS
User records appearing. Cave vertive vaure2= 7 e @ e
. Uner iD: -

Click Search. ——
Lant Mame: Sharts vy -
First M| Sacts i -
FOSe it Sarts ety -
Ereadl A0or ess: Sarts ith -
User Statun: @ acne O limAcive O Dot
AdcRemanve Criwris © seorch | Sovoss | Deset

10.

Fi n d th e User Wh ose User ID User Hame Email Address Merge From User ID | Merge Into User ID
. DH997165 King, Dana DLKE11756@ AHOO COM () ()
records you wish to use | rzaTies | King, Danal | DLK11756@YAHO0 COM | ® \ [e) |

as the secondary User.
Click the corresponding
Merge from User ID
radio button.

1 1 - Fi n d th e p rl mary User | nto User ID User Name « Email Address Merge From User ID | Merge Into User ID
DKI97165 | King, Dana DLK11 7S6@Y AHOC.COM
Whom yOU want to merge DHZ3T185 | Kinz, Dana L | DLKI17s8@YAHOD.COM | g | % |

the records. Click the
corresponding Merge
Into User ID radio button.

12. Click Merge.

13 Click OK. https:/fstaging.aglearn. usda.gov

@ This will merge DKZ37165 inka DK997165, Are vou sure yvou wank to do this?

i OK l [ Cancel J




You can also remove
Users from the
supervisor's list by clicking
Remove on the
appropriate line(s).

1. Select the User
Management menu.

2. Expand the Tools menu.

3. Select Supervisor
Assistant.

4. In the Supervisor ID text
box, type the ID of the
current supervisor, or
click the Search icon @
to find and select one.

* = Required Fields

Ssupervioris &

5. Click Next.

=

6. Inthe Supervisor ID text
box, type the ID of the
new supervisor, or click
the Search icon @ to find
and select one.

* = Required Fields

Ssupervior @

7. Click Next.

8. All Users under the
Current Supervisor are
displayed. To add a User
to the list, type the User
ID in the User ID text box,
or click the Add one or
more from list link to use
a search page and select
multiple Users.

Peaviow | Mt
Add Users
Exter User O or oid one or more Som Bt
* User s""l
Afectod Users
Lo biion il
Seact &1 | Dwpstecs &8
UseciD Nane Remave.
BNI03268 Near, Boyd £ i
AMYIB2ES Hedler, Anita 1z

9. When you are satisfied
the list is complete, click
Next.
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10. Review the information. =
The User records F“"T

displayed should reflect

the new supervisor.

If satisfied, click Finish.

If not satisfied, click

Previous to return to

Step 8.



Notes

Step Activity View
Assigning an Item to a
User’s To-Do List can also I\S/IeleCt the User User ""a“age“’e“@
be accomplished by using anagement menu.
the User Needs
Management Assistant. 2. Select Users. Us_er\“
See Adding Items to Assig®¥hent Profiles
User Record(s) with the
UNM Assistant for 3. Onthe > Search screen,  Users
detailed information. ; !
enter the appropriate e
search criteria.
Note: See Managing Data  fii! Vil i s s M il ol
Entry and' Segrches fgr Coom sovsltive soarchs 5 ves @ o
more d_etalled information on — —
searching.
Last Name: Starts Weh »
Fist Kame: Stans Wen v
Midcle initlal Starts Wen v
User Status: @ Actien T Not Active 7 Both
Domains: Starts Wih - |
Gy Starts Witn -
State: Sarts Weh v
Email Address: Starts Wan -
4, i
Click Search. —
If the Learner is in an 5 ; ,
incorrect domain, a Locatde the desired User |Mwcorda e Page 10V Baged 2 S e (ot recardy)  Puge ! .n..
person with the right record. User 10 User Name « Domain® ety
permissions will need_ to Tip: Use the Ctrl+F function DK207169 1[4 | King, Dale R NASS-FO-
move the corresponding to quickly find a User record . w
record to the correct on the screen. DK997165 2[4 | King, Dena HelpDesk
domain. ' '
The tabs displayed after 6. ) - .
clicking edit depends on Select thedl_JseliESd_ link Eaiegies Sy N v IR e o:B
your assigned role. corresponaing It link. Uner 1 User flares « Domwin ©  Nnify
DR20N6S W Ll | ing, Dale B RAS5F0-
wy
(OO (8] ¥ing, Dure MalpDenk
) a %}_ﬂﬂ' Dariel J :ua-su
7. |f_it is not already I Registration I Requests I Online Status ]
dlsplayed, SeIeCt the TO_ I Custom Fields I To Do List I Completed Wnrk]
Do List tab.
8.

In the Assign User
Needs section, select the
Add one or more from
list link.

add one ormore from list
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Notes

32

Step

10.

11.

12.

13.

14.

15.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the Item to be
added to the To-Do List.

If the assign date is not
the current (default) date,
select the Assign Date
calendar icon to select
and enter the actual
assign date.

Click Add to add the Iltem
and return to the To-Do
List tab.

In the Update the
Learning Plan for the
User section, locate the
Item recently added.

Select the corresponding
Req. Date calendar icon to
enter the date by which the
User must complete the
Item.

View
Caze sensitive search: O ves @ o
ftem Types: [ Stats with v | E
testm 10 | Starts With % | | |

PV ::
(MDD YY)

Revision Number. [ Starts with 1~ | | |

tem Tite: [Statswith ]| |

ftem Status: @ active O et Active O Buath

ttem Classification: | Starts With v| | |E|

Online Settings: [ Has online cortent

Domirs: | Starts with o | |¥
Subject Areas: [ Starts with v | |E

Search

Select All f Deselect All

Title Assign Date

Clazsroom USDA-AGLEARNADMIN-5.8HEW Aglearn Training for MNesvy E 1412002006 D
(Rewv 9192006 10:30 AMEST) Administrators

Classroom USDA-AGLEARNADMIN-5.8_DELTA Aglearn Admin Training - E 1142002006 D
(Rev 8M9/2008 10:36 AM EST) 5.8 Dettas

Select Allf Deselect All
ooy H

Classroom USDA-AGLEARNADMIN-5.8HEW gl earn Training for Hew ]
(Rev 9/19/2006 10:30 AM EST) Administrators

Update the Learning Plan for the User

Wiemw: OAII @Naads OHEqu\raments
Showe Duplicates: Yes

Add User Learning Information

Clazsroom USDA-AGLEARNADMIN-5.8HEW  Aglearn Acdmin Req. Date: E 1411 2006
[Rew 94902006 10:30 &AM EST) [% Training for DK997165a
New Darys Rem: -9
Administrators Curriculum [

Add User Learning Information

Clazsrootn USDA-AGLEARHADMIN-5.8NEW  Aglearn Admin Rex. Date: % 111 1/2006
-3

(Rev 9/19/2006 10,30 AMEST) Training for DK9ETIESa
Ne Days Rem

Administrators Curriculum 1D:



Notes

16. select the corresponding ~ Assign. Type:
assignment type from the Compl Date:

Assign. Type drop-down i . REG (Required)
g yp p Failure Date: OFT (Ortional

list. S LEG_MAND (Legislatively Mandated)
Azsigned: REC (Recommended)
17. Click Apply Changes
Aoy Changes
Caution: Do not select a s

different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.
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Step Activity View

Removing an Item from a 1.
User’s To-Do List can also

be accomplished by using

the User Needs

Management Assistant. 2. Select Users. Uzers
See Removing Items ﬂ\-ﬁj
from User Record(s)

with the UNM Assistant

Select the User UserManagemeri@
Management menu.

gniment Profiles

for detailed information. 3. Onthe > Search screen, e senstive searct Oves O ne
enter the appropriate ot [Stas it 8] | |
search criteria. Last e [sate i 8] | |
. First Mame: Starts With
Note: See Managing Data N :S;r:swih v:: :
Entry and Searches for N
. . . zer Status: @ metive O wat active O Both
more detailed informationon i - -
searching.
4, i
Click Search. —
Us_e the _CtrI+F function to 5. On the Results tab, Caisets g Pane] 16 Eirgen 128 Herte (30 total weords) Pl | (D
quickly find a User record | he desired Usar 0 A Domam®  Supsrvies | Mty
on the screen. ocate the desired User LEARNENOM L | L, A [ AT | [
record. LEAmRENCE: 205 | Lawmer, pa | Tsses | ceamams |
6. Select the Corresponding ResrtsperPagal 10 8| pagy T22 | ants €30 betel sacosdy Page 1 «1
1t 1 Demwn i) | Ssmecwmor Moty
Edlt icon. LEARTENDA WLy | Lenerer, Mac [ LEAmEnS, N
| Leasmerns D87 Learnee, Ba v | LEARER® | [

7. Select the To-Do List tab. [ R“‘E"S"a““”T oquests ]

l Custom Fields I Ta Do List ]

8. Inthe Update the Update the Learning Plan for the User
Learning Plan for the view: Oal @nesds O Requirements
User section, locate the e e es
Item to be unassigned.

Classroom USDA-AGLEARHADMIN-5.8HEW  Aglearn Admin Req. Date: E 111112006

(Rev 949/2006 10:30 AMEST) Q Lr:‘ljing for DKa97165a Diays Rem a
Administrators Curriculum 10
9. Select the Remove check G
box to mark the Item for Assign. Type: | REC (Recommended) v| vl
removal from the Compl Date: [‘%
Learning Plan (To-Do Failure Date:
List).

Caution: Do not select a 10. cli
different tab prior to Click Apply Changes.

clicking Apply Changes or

all changes and
modifications will be lost.
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Step

Activity

Select the User
Management menu.

Select Tools.

Select Send
Notifications.

Select the criterion on
which your recipients will
be selected.

For the purposes of
demonstration, this
example will use the
screens that flow from
selecting Scheduled
Offering. The others are
similar.

Click Next.

If you know the scheduled
offering ID number, enter
it in the Scheduled
Offering ID box, and click
the Add button.

If you don’t know the
scheduled offering ID,
search for it by clicking
the Add one or more
from list link.

Multiple offerings may be
added. When you have all
the offerings you want,
click Next.

View

User Managemen@

Redions
+ T-:H;E1
+ Re MNCes

- Tools

FLearning Event Recorder
FLearning Event Editar
Fherge Users

FSend Hotifications
FEUpErisar .di’}istant
Flser Meeds Mogmt

* Baze Population Cn; %Scheduled Orffering

ftem
O Curriculum

'C:' Class

Mext

Add a Scheduled Offering to the Criteria

Erter Scheduled Offering ID or add QNEYar MmO from list.

Scheduled Offering 10

Mext
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Step

10.

11.

12.

13.

Activity

Select a Registration
Status or a Completion
Status for the Users you
want to notify.

Add or remove Users as
necessary to compile the
precise list to receive the
notification.

Click Next.

Search for an e-mail
template you'd like to use
by clicking the Search
icon & next to Email
Template.

The From field defaults to
your e-mail address if it is
recorded in AgLearn. You
may change this by typing
in another address, or by
searching for another
address by clicking the
Search icon. &

Enter the e-mail address
to which any replies
should be directed in the
Reply To field. The e-mail
address you enter in the
From box in Step 3 will
appear here by default, if
it is recorded in AgLearn.

If you wish to use a
different address, type it
into the Reply To box
manually, or search by
clicking the Search icon.

Q

This step further refines the population sccording to the Redistration Status andior Completion Status. Selecting & MNone
for enrolment or completion status returns all students who do not have an enrollment or completion status.
Registration Status: Naone OR Completion Status: (More I8
Aggess Complete =
\WAITLIS Aszess Incomplete -
PEHDING Erief Fead
CAMCELLED Brief Unread i
Add Users to Criteria
Erter User ID or add one or maore from list
Update Users
Apply Changes
Select All / Deselect All
AROITITI Kafshi, Ali il
DCIZ7369 Cotti, Dvwayne D
DKAaT16S Wincy, Dana D
Hext
Select Template
Etmail Template:

L

Specify Email Addresses

Reply To: Q. I:

* Fram:

[0y

Second copy of email to ]
Lzers' supervisors:

Specify Email Addresses

Regply Ta:

* Fram:

2

Second copy of email to D

Lzers' supervisors:



The supervisor will
receive an email for every
subordinate who receives
a notification.

Step

14.

15.

16.

17.

18.

Activity

Type in the addresses of
any others who should
receive this e-mail in the
CC field. The addresses
must be typed out in full
and separated by
commas.

Check the Second copy
of email to users’
supervisors box if you
would like the e-mail to
also be sent to the
supetrvisor of each User
listed.

One file may be attached
to the notification. Click
the Browse button to
search for the file name
and location.

Type a subject or title for
the notification in the
Subject box.

The Body block will be
automatically filled in if
you selected an e-mail
template in Step 1. You
may edit it to include the
text you wish.

If no template is chosen,
type in the message you
want to deliver and it will
appear in plain text, with
no formatting.

A Direct Link may be

included in the body of an

ad hoc notification.

View

Specify Email Addresses

Reply To: Q |

* Fratm; Q |

CC |teanaglearn@usda.gu:w|
Second copy of email to [

users' supervisors:

Specify Email Addresses

Regly To: Q |

* Fram: Q |

CiC |teanaglearn@usda.gw
Second copy of email to |

LIZers' supervisors: '[%

Customize Contents

Attachment I | Brjuse..
* Subject: ‘ M

* Body:

Customize Contents

Attachmert: I [(Browse

* Subject: ‘Lug\sﬂcs for Aglearn Administrator Class|

* Body: i:@

Customize Contents

Attachment: [ |( Browss

* Subject: ‘Logmics for Aglearn Administrator Class ‘

* Body: The AglLearn administrator class scheduled for December 11-14 wil take place st 4700
River Road, Riverdale MO

37



38

19. Click Send Notification.

Send MNotification

20. The Finished page
confirms that the
notification message has i
been sent to the e-mail
server.

Click the Start Over
button to re-start the
wizard for another
notification.



AgLearn has the capability of providing HTML hyperlinks to specific pages in AgLearn
so Users can directly access the pages. These links can be embedded in any
environment that can accept HTML URLSs, including e-mail notifications, Web pages,
and documents. The User is taken directly to the appropriate page when the link is
clicked, after providing login information if he or she is not already logged in.

The use of direct links does not compromise security. Users will have access only to
those sections of the application that their assigned workflow restrictions allow.

The Direct Linking Wizard is used to create the link after you have chosen the page.
You can copy it into an e-mail or automatic notification so that the User can click the
link or copy and paste it to reveal the exact page you want them to see.

Direct Links can be created to point Users to any of the following pages in AgLearn:

All AgLearn learning pages — Including To-Do List, Home page, Catalog
Simple Search page, Completed Work page, Current Registration page, and
the Employee Subordinates page. URL is the only output option available for
these pages. You cannot choose to insert the link into notification tags.

Item Details — The User will be directed to the specified Iltem’s Details page.
Scheduled Offering Details — The User will be directed to the specified
scheduled offering’s Details page.

Registration — Directs the User to the Registration page of the specified
scheduled offering.

Online Content Structure — Directs the User to the Online Content Structure
page for the Item specified.

Report — Creates a link to the specified User Report. (Note: Administrator
reports are not available.)

Reports with Criteria - Creates a link to the specified User Report, and allows
you to specify the criteria for the report before creating the link.

Once the link has been created, it can be copied and pasted in an e-mail, document,
or notification.
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Step Activity View

1. select the System

Admin menu.

2. Expand the Tools menu.

R®geferences

3. Select Direct Link. B Tools

Admin Passwords

Direct Lin}

Labet Imporc/Export

4. pull down the menu and
select the Direct Link

Type.

Select Link Type

* = Reguired Fields

* Direct Link Type: -

Link Cutput Formet:
n putForm Learning Plan

Home Page

Catalog Simple Search
Learning History

Current Registration
Employes Subordinates
tem Details

Scheduled Offering Details
Regiztration

Cnline Cortert Structure
Reports

Reports With Criteris

5. Choose URL asthe Link  + pject Link Type: | 3

Output Format. _
Link Output Format: %LIRL O notification Tags

Depending on the link Specify ltem
type chosen in Step 4,

you may be prompted for ~ * tem Type: |:|

additional information. ——

For Item Details or Revision Date:
Online Content

Structure, click the

Search icon @ next to

Item ID to search for the

Item. The Item Type and

Revision Date fields will

be filled in automatically.



For Scheduled Offerings Specify Scheduled Offering

or Registrations, click
the Search icon & to * Scheduled Offering ID: q\b |
search for the Scheduled

Offering ID. You may

also type it in directly, if

you know it.
8. For Reports or Reports
- p X p * = Required Fields
with Criteria, enter the
report you wish to have * Direct Link Type: Reports With Criteris B
run. _
) ) Link Cutput Format: ©URL Metification Tags
If choosing Reports with
Criteria, you will have a Select Report
chance to specify the
criteria after you have * User Report: v
chosen which report is to
be run. Curriculum Status
My Plan
tem Requests
Uzer Inform
Learning History
9. Click Display Link.
10. Copy the Ilnk Below is the direct link for the target you selected. This can be launched by Users directly
] T — 3
1 1 Customize Contents

* The link can now be
pasted directly into any e- o : (e )
mail, including those sent “oofy Peste Direct Lk I bogy of el a5 nesaea
as ad hoc notifications.
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Administrators are now able to create SF-182 requests on behalf of employees, view
and edit requests that are already in the pipeline, and make approvals as necessary.
Requests can be submitted as pre-approved, and can be back-dated to
accommodate training that has already taken place.

External Training Requests

Step

Activity

Select the User
Management menu.

Select Users from the left
menu.

Search for the User for
whom you wish to create
the external request.
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Select the Edit icon for
the appropriate User.

In the User’s record, click
the SF-182 Requests
tab.

Click the New Request
button.

Part of the form will be
automatically populated
with data from the User’s
record. Complete as
much of the form as
necessary.

To submit the request as
already approved and
bypass the normal
approval process, check
Submit Request as
Approved.

View

User Management

Job Positions

User 1D: Starts With -
Last Hame: Starts With -
First Hame: Starts With -
Middle Initial: Starts With -

Select All f Deselect Al
[

User ID User Name  State [ Province MNotify
KD998289 |1 [] | Fallow, DC O
Kathy T

| 5F-182 RequesE
Mew Reguest

! Submit Feguest as Approved

%



Zf(:grrgflljgélgil:‘l%ktﬁigbbrgg for 9. To Save,the non-personal Save Data for Another Request
the request to be data so it can be used for
submitted for this User. another User, check Save

Data for Another

Request.

You must click Submit 10. )
before Select User for the To choose another User's  saect user

request to be submitted record to apply the data
for the current User. saved in Step 7, click

Select User.

11. To submit the completed E—
form for approval, click

Submit.

12. To clear any changes E{}}
made to the form, click
Reset.
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Some administrators may
see an Edit Approved
Request as well here.
This is new functionality in
version 6.1.

44

13. select User
Management from the
top menu.

14. select Users from the left
menu.

15. search for the User for

User Management

User ID: Starts With -
whom you wish to create
Mame: Starts With -
the external request.
First Hame: Starts With -
Middle Initial: Starts With -
16. Select the Edit icon for Seact A8 Dasslect A4
the appropriate User. User ID User Name  State / Province  Notify
KD398289 Fallow, DC "
Kathy T

17. |n the User’s record, click

the SF-182 Requests
tab.

18. Click the Edit Request
link for the request to be
edited.

19. The SF-182 pops up in a
new window. Make the
necessary changes.

20. click Apply Changes to
save the changes.

21. When finished, click the
Back to SF-182
Requests button.

Performance s
Review 5F-182 Requests
Preferences Approval Role | Approvals

Standard Options

Request ID Title
1893 test course

Status

Pending Approwval Actions
Submitted  Pending Step 1

Action

Edit Approval
Edit Regue:

Back to 5F-182 Requests




You also have the option
to click the Approve All
link to complete the
approval process with one
action.

Step

Activity

Select the User
Management menu.

Select Users from the left
menu.

Search for the User for
whom you wish to
approve the external
request.

Select the Edit icon for
the appropriate User.

In the User’s record, click
the SF-182 Requests
tab.

Click the Edit Approval
link for the request to be
edited.

Click the option button for
Approve or Deny.

Note: It is useful to include
comments as to why you are
performing this action and to
cite your authorization for
doing so.

Click Apply Changes.
The screen will refresh,

with the approval or
denial noted.

10. Click the Back button on

the AgLearn screen.

View

User Management

Use[h
Assig®nent Profiles
Job Positions

Starts With -

User ID:
Last Name: StarsWith v
First Name: StarsWith v
Middle Initial: StarsWith v
I
User ID User Mame  State f Province  Notify

Kathy T

KD998289 [ [ %
[W 5F-182 Requests EEEGIE IS
Review

Fallow, ‘ ‘ F1

P‘referen CES Approval Role Approvals

183 test course Submitted  Pending Step 1 Eqjit Approval
g jResuest
iithdrawe Request

183 Cattle guard Submitted  Pending Step 1 Edit Approval
Edit Request
Withdraw Request
Approve

Approval

Approver Approved Cnmpleted

Step 1 Eddie Learner % O

Comments:

3

Approve

Apprulml
Approver Approved Cnmpleted

Step 1 Andy Addmin
Comments:
Step 2

002672006 MST

Alan Approver Mo O O
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See Managing Data
Entry and Searches for
more detailed information
on searching.

46

2.

Select the User
Management menu.

Select Users from the left
menu.

User N LﬁFIElEPITIPI'It

ssigmaent Profiles

Job Positions

3. Search for the User for User ID: Satswih v
whom you wish to verify et Name S i
the external event. '
First Hame: Starts With
Middle Initial: Starts With
4. Select the Edit icon for Seiect AL/ Desslect AL
the appropriate User. User ID User Name  State / Province  Notify
KD998289 Fallow, D O
Kathy T
5. In the User’s record, click L < 152 Requests [T TN
the SF-182 Requests Review
tab. Preferences Approval Role | Approvals
6. Click the Verify link for -
the request to be verified. ™ e S perus g
183 TEST Oct 19 2008 Aggroved  tone i Magus
mm
| oy Supersonm 0 Appeoved  one &n
\ Topsstys Nazandt
1 e
7.

Complete the form.




9.

Click Submit to send the
form to the User’s
supetrvisor for approval.
This allows the event to
move into Learning
History.

Note: If you are also
approving the verification to
move into Learning History,
check the Submit Request
as Approved box before
clicking Submit.

If the verification was not
submitted as “Approved,”
confirm the supervisor's
name and click Submit.

==y

V.0 Direct Cost and approp o/ fund charg

* Amount Apprapriatson Fend
. Tultion floin | [ |
b. Baoks or Matmrials 70 ] [ |
. Total
V.10, Total Training Non-Government Contribiution Cost
I

I suset Reguest os Spproved Wn
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Use Ctrl+F to quickly
find an Item on the
screen.

48

Managing ltems

An Item is a learning requirement that can be learning content, an exam, a survey,
OJT, or an external certification. Iltems can also be developed for online usage.

A Day-in-the-Life Scenario

A new Web-based course must be added to AgLearn. The course will replace current
department training on the prevention of sexual harassment. The following activities
must be accomplished:

e The Item must be available to all employees in the Training domain.

¢ The Item must be made available online and should be marked Complete when
all objects are complete.

e Learners can re-enter the course after completion for refresher training.

View

Step Activity

1. Select the Learning
menu.

Learning

2. Select Iltems.

s
rg%uled Crfferings

3. Onthe > Search screen,  temTwes [Statswith v | | |=
enter the appropriate ttem ID: [Startswith | | |
search criteria. Rievision Date: m
Note: See Managing Data (MMIPDATYY)

Entry and Searches for revison tmeer [stans win 5] | |
more detailed information on fem Tile: | Starts With | | |
searching. fem Status: @ active O Nt sctive O Beth
ttem Classification: | Starts With | | |
Onling Settings: [ Has online content
Domains: [ Stants Wwith ] | | ¥
Subject Areas: | Starts Wit - | | |

4.  Click Search.

Search

Assessment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
Br9/2006 09:21 AMEST)

CD-ROM USDA-CYBERSECURITVCD-FY 06 Q USDA Security Literacy and Basics FY 2006 by CD
(Rew 11/2/2005 11:45 AM EST) h

5. On the Results display,
locate the desired Item.

Q Placeholder for employees not required to take Security
Literacy and Basics training

6. Select the corresponding
View icon to view the
Item’s Summary tab.

(Rew 1182005 11:42 AM EST)
L I

Wb Based USDA-CVBERSECURITY-FY06 %j@ | USDA Security Literacy and Basics FY 2008

7. Click the Item’s other data
tabs to view additional AT
information. [ Sumemary R

Subject Areas ] Standard Options
COhjectives " Grading Options W[ Cost Calculation W
Requests " Rost Reasons W[ Substitutes W

Prerequisites " Documerts W[ Tazks W

Pricing Chargebsck ]

( ][ Catalogs
| Orline Seftings | Nelifications |
[ |

[

|
Materials ]
Custom Fislds |
Delivery Data ]




The Item ID should
always begin with your
Agency acronym. Consult
with your AgLearn Agency
Lead as to the established
naming conventions for
Items.

Step

Activity

In the Quick Links pull-
down menu, select
Create Learning ltem.

In the Summary box, pull
down the Item Type
menu and select the type
of ltem you want to
create.

Enter an Item ID.

Enter a Title.

Enter your domain in the
Domain ID box, or click
the Search icon @ to find
it.

If approval is required,
pull down the Approval
Process menu and select
the proper process.

If an Approval Process
was selected in Step 6,
check the Approval
Required box.

View

inistration | Guick Links: |

eim Admin

<l

Record Leaming

Create Scheduled Offering
htanage User Needs

Summary

* Revizion Date:

* tem Type: -

* tem ID:
Azzezsment

Audio
Briefing

Rewision Time:
(hh:mm AK/PH

Revizion Mumber:

Description:

CO-ROM
Certification
Claz=room
Conferenc/Meeting
Course

Dretail

Document

Exam

Shadow Assignment
Video

Veb Bazed k

‘D

Tile: |

*Domain i s PUBLIC

Approval Process:

|| Home |

&l

ZAPPROVER (2 Step - Generic Approvers)
2ZPER (2 levels of supervisor appraval)
2SUPERBUDGET (2 Step - Supervizor and Budget)
2SUPERTC (2 i
SSUPERBUDG
3SURPERTO (3 Step -

| 4=SUPER (4 Step - Supervisars, Training Coordinator, Training Officer)

EXTERMAL (External &pproval)
SUPEROMLY [Supervizar only)
ERIFY (%erify External Training)

Eﬁ-.pprwal Required
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The description you enter
here will appear when the
user views the Item
Details in the catalog.

50

8. Enter a description for e s e s e g |
the new ltem.

9 In the Related Subject Related Subject Areas
Areas box, click the [ add
Search icon & and select %"l} |-

the proper subject area(s)
associated with the new

Item.
10. Cilick Next, Next
11 ”: the Item |S |nStI‘UCtOI‘- Add Hew Schedule Offering Segment Template
Led, fill in the default Seqment Description “Day * Durstion Offset
Segment Description’ (1000,0017 (1000,001.017 000,001 017
Day, and Offset (if any). | | (N [ ]
12. Click Add. =
q
13 Repeat Steps 11 and 12 Adlil Hew Schedule Offering Segment Template
as needed, to create Segment Dessriion * Day * Durstion Offeet
more default segments. [1000,001) [1000,001 01) (1000,001 017
| | O S I [ ]
14.
When you have all the Hext
segments you need, click
Next.
15. Team AglLearn takes care Next
of all content object-
related data for online
Iltems; click Next.
16 Enter the Catalog name Related Catalog

and click Add;

ok ten
Click the Search icon
and search for the

catalog(s) you want.




17. selecta Flag, if Flagy:

necessary.
y uritii: T
[ —
Feazon: |Featured
Revized I
18. Indicate the last day of Flag; v
the flag’s appearance. Lirtil @
Reazon: |

19. Enter text in the Reason Reason: |
box that will appear to the
User when the cursor is
passed over this Item in
the catalog.

20. Enter an expiration date Expires:
for the Item in the [ ™)
Expires field, if
necessary.

21. Click Next. —

22. |f you want to continue on
and create a Scheduled % Schedule an offering of this tem now
Offering for this Item,
check the Schedule an
offering of this item now
box in the lower left
corner of the screen.

23. Verify your information. If Submit
you are satisfied, click -

Submit to complete, or to
launch the Create
Scheduled offering
Wizard.

5
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Step Activity View

1. Select the Learning Learning
menu.

2.  Select Items.

s
%uled Offerings

Clazses
3- On the > Seal‘Ch .Screen’ Case sensitive search: O ves ® o
enter the .appror)nate ftem Types: | Starts 'with vl | | =
search criteria.
et 1D | Starts with v | | |

Note: See Managing Data 3
Entry and Searches for o m ]
more detailed information on  ge.ision Mumber:

_ [ stats with | | |
searching. ftem Title: [ stats with | | |
ftem Status: @ active O net sctive O Beth
tem Classification: [ Starts with v | | |E|
Orline: Settings: [ Has online contert
Damairs: [ Statts With ™ [ |7
Sukject Areas: | tarts With v | | | =

4. Click Search. cearch

5. Onthe Results display, ErEEEE

|
H Assessment Q Q Placeholder for employvees not required to take Security
|0cate th e deS I red Ite m . USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training
. i 6372006 03:21 AM EST)
TI p . Use Ct r | + F to q ul Ckly CD-ROM USDA-CYBERSECURITYCD-FY06  [J) [ | USDA Security Literacy and Basics Fr 2008 by CD
. (Rev 11/842005 11:45 AM EST)

find an Item on the screen. Ve Biaserd USDA-CYBERSECURITY-FY06 [ (L] | LISDuA Security Literacy and Basics P 2006 |

i

(Rev 11432005 11:42 AM EST)

6. Select the corresponding N

H H H Azsessmert Q Q Placeholder for employees not required to take Security
Ed It Icon to VIeW the USDA-CYBERSECURITY-XMPT-FY06 (Rev Literacy and Basics training
| 5 S b B/2/2006 09:21 AMEST)
te m S u m ma ry ta CD-ROMUSDA-CYBERSECURITYCD-FY06 Q Q UEDA Security Literacy and Basics FY 2006 by CD
H H (Rew 1162005 11:45 AMEST)
information.

Weh Bazed USDA-CYBERSECURITY-FY06 L}l USDA Security Literacy and Basics FY 2006
(Rev 11/3/2005 11:42 AMEST)

7. Click the appropriate tab  reng

] Chargeback ]
[ Onling Seftings ]
|

Notificetions |

Catalogs

] Subject Areas ] Standard Options
Materials ]
|

Ohjectives " Grading Options 1[ Cost Calculation

[ [ [
i [ [ [ |
to edlt data- [ Curticula [ Competencies H Custom Figlds [ Renuests " Rust Reasons 1[ Substitutes 1
m[ Design Data H Delivery Data H Prevequisites " Documerts 1[ Tasks 1
Caution: Do not select a 8. :
different tab prior to Make the appro_prlate
clicking Apply Changes changes and click Apply »
or all changes will be lost. Changes.

Tip: If an Item can not be located, search for the Item in other domains. During data entry, the Item may have been mistakenly placed
in an incorrect domain.
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Step

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired Item.

Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
ltem’s Summary tab
information.

Click Copy Item....

View

Learning

s
%uled Offerings

Classes

Caze zenzitive search: O ves ® g

em Types: [Stans with v | | =

trem ID: | Starts with % | | |

Fevigion Diate: m l:l

[ DD S ™)

Revision Mumber: | Starts With w | | |

Hem Thle: [ Statswith | |

ftem Status: @ active O et Active O Both

ttem Classification: | S tarts With v| | |E|

Crline Settings: [ Has online contert

Domsins: [ Starts with I~ | |¥

Sublect Areas: [ Stans with “ [ =
Search

Assessment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
67972006 09:21 AM EST)

CD-ROM USDA-CYBERSECURITYCD-FY 6
(Rev 11/3/2005 11:45 AM EST)

Weh Based USDA-CYBERSECURITY-FY 06
(Rewv 1142/2005 11:42 AM EST)

(o1E]

[s]E]
Q&

Placeholder for employvees not required to take Security
Literacy and Basics training

USDA Security Literacy and Basics FY 2006 by CD |
USDA Security Literscy and Basics FYy 2006 |
i

Assessment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
6/9/2006 09:21 AMEST)

CD-ROM USDA-CYBERSECURITYCD-FY06
(Rev 11482005 11:45 AMEST)
Web Based USDA-CYBERSECURITY-FY06
(Rev 11462005 11:42 AMEST)

Title
Placeholder for employees not required to take Security
Literacy and Basics training

USDA Security Literacy and Basics FY 2006 by CD

USDA Security Literacy and Basics FY 2006

apply Changes
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Step Activity

8. Select the Item Type

10.

11.

12.

13.

14.

15.

16.

from the drop-down list.

Complete the New Item
ID field. (Check current
AgLearn naming
standards.)

Click the New Revision
Date Calendar icon and
select a new revision date
for the Item.

Enter a Revision Time.

Select the correct Time
Zone from the Time Zone
drop-down list..

Select Copy Authorized
to Instruct Data to copy
this data to the new Item.

Select Copy Substitutes
Data to copy this data to
the new Item.

Select Copy Related
Competency Data to
copy this data to the new
Item.

Select Copy Related
Document Data to copy
this data to the new Item.

View
* tem Type: e ¥
. I
* tem D Azsesament |
Revizion Date: Audio
[ TR Briefing
Revizion Time: gDrﬁor:t
Chib: mm ARAPR) ErumCEnan
Classroom |
Time: Zone: ConferencMesting I
i ) Course
Revizion Mumber: Dt
Document
Title: Exam
e Shadow Assignment
Classification: Viden
Source | Wieh Based
Mewy tem 10:

Mewy Revision Date:

(R DO )

Revision Time:
[hh:mm AR

Time Zane:

@ |1 12002006

| EST (Eastern Standard Time)

%Dpy Autharized to Instruct Data

E;\‘Csupy Substitutes Data

%npy Related Coampetency Data

Etg:upy Related Document Data



Step

17.

18.

19.

20.

21.

22.

23.

Activity

Select Copy Related
Task Data to copy this
data to the new Item.

Select Copy Prerequisite
Data to copy this data to
the new Item.

Select Copy Request
Data to copy this data to
the new Item.

Select Copy Online
Settings to copy this data
to the new Item.

Select Copy Instructor
Costs to copy this data to
the new Item.

Select Add the new Item
to the catalog to add the
item to the catalog.

Click Copy.

Note: If the record is not
associated with any other
element in the application,
there will be a Delete old
record after copy check
box. Select the checkbox to
delete the old record after
making a copy.

View

B}\;;”.Dpy Related Task Data
%Dpy Prerequisite Data
%npy Fequest Data
E::%Dp':,-‘ Online Settings
Ez\\f':'p’f Instructor Costs

%dd the new item to the catalog

Copy

Tip: To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.

Note: See Using the Selection Icon Assistant for more detailed information pertaining to the Selection icon. See Using
the Calendar Icon Assistant for more detailed information pertaining to the Calendar icon.
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Step

Activity
Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results display,
locate the desired Item.

Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
ltem’s Summary tab
information.

Click Delete.

Click OK in the
Confirmation box.
Caution: Be certain that the
Item selected should be

deleted. If unsure, click
Cancel.

View

Learning

s
%uled Offerings

Classes

Caze zensitive search O ves @ o

em Types: [Stats With v | |2

ttestm 1D | Starts with % | | |

Revizion Date:

CARDIDY ) E l:l

Rewision Mumber: [ Startswith + | | |

ftem Tile: [Statswith v | |

tem Status: @ sctive O net active O Beth

ftem Classification: [ Starts with v | | | E=|

Crline Settings: [ Has online content

Darmains: | Stants with bl | |¥
Subject Areaz | Stats With 3 | | | =]

Azzeszment
USDA-CYBERSECURITY-XMPT-FY06 (Rev
67972006 09:21 AM EST)

CD-ROM USDA-CYBERSECURITYCD-FY 06
(Rewv 1142520035 1145 AM EST)

Weh Based USDA-CYBERSECURITY-FY 06
(Rev 114562005 11:42 AM EST)

aE
(o1E]

Flaceholder for employess not required to take Security
Literacy and Basics training

USDA Security Literscy and Basics FY 2006 by CD |
USDA Security Literscy and Basics FYy 2006 |
1

Assessment =
USDA-CYBERSECURITY-XMPT-FY06 (Rev
6952006 09:21 AMEST)

CD-ROM USDA-CYBERSECURITYCD-FY06
(Rev 1182005 11:45 AMEST)

Web Based USDA-CYBERSECURITY-FY06

[o1E]

(Rev 11/8/2005 11:42 AMEST)

Title
Placeholder for employees not required to take Security
Literacy and Basics training

USDA Security Literacy and Basics FY 2006 by CD

.‘E USDA Securtty Literacy and Basics FY 2008

Apply Changes

Microsoft Internet Explorer

\ ? ) Are you sure you want to delete this ikem?

[ Ok, '\[\J[ Cancel l

Note: Items cannot be deleted once they have been associated with a catalog or assigned to a user.



The Item Revision Assistant

When editing an Item to create a new version (a revision) of that Iltem, the Item
Revision Assistant provides on-screen instructions for each step of the revision

process.

The Item Revision Assistant steps include: Step 1: Item Revision (Revision # and
Date); Step 2: Item Revision (Relationships and Instructors); Step 3: Item Revision
(Making Item Production Ready); Step 4: Item Revision (Update Curricula and To-
Do Lists); and the Final Step: Complete, which displays all of the choices made in
previous steps.

Step

Activity

Select the Learning
menu.

Select Items.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results display,
locate the desired Item.

Tip: Use Ctrl+F to quickly
find an Item on the screen.

Select the corresponding
Edit icon to view the
Item’s Summary tab
information.

Click the Revise... button
to start the Item Revision
Assistant.

View

Learning

s
%uled Offerings

Classes

Case sensitive search: O vas ® na

Hem Types: [Stas with | | =2
et 1D | Starts with v | | |
Revision Date: m l:l

[ DD ™)

Revision Mumber: | Starts With | | |
trem Tite: [ Starts With v | |
ftem Status: @ active O Not active O Beth

tem Classification: [ Starts with v | | |E|

Orline Settings: [ Has online contert
Domains: | Startz With |£|| | | s
Sukject Areas | Starts With £ | | | D
Search
Title

Classroom THG-CYBER (Rev 1.0 - 1001 4/2005 E]‘ Cyber Security for Training Administrators
01:52 PMEST)

Weh Bazed THG-CYBERSECURITY-FY 06
(Rev 2/27/2008 05.00 AM EST) %
‘Weh Based THG-CYBERSECURITY-FYO0T
(Rew 114352006 09:24 AWM EST)

@ Q Security Basics

g Q Security Basics

Clazsroom THG-CYBER (Rev 1.0 - 101452005 Q Q Cyher Security for Training Administrstors
01:52 PM EST)

‘Weh Based THG-CYBERSECURITY-FY06 Q Securtty Bagics
(Rew 2/2752006 05:00 AM EST)
]

Wieh Bazed THG-CYBERSECURITY-FYOT
(Rew 114872008 0924 AM EST)

Apply Changes W

Security Basics

Schedule

Copy Item..
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Step

10.

11.

12.

13.

14.

15.

16.

17.

18.

58

Activity

Click the Revision Date
calendar icon to select
and enter a revision date.

Enter a revision time in
the Time field.

Click the Time Zone
selection icon to search
for and enter a Time
Zone.

Enter a Revision
Number.

Enter a revised Title, if
applicable.

Click Next to move to
Step 2.

Select the Yes check box
to copy the substitute
relationships for this Item
to the new revision.

Select the Yes check box
to allow all authorized
instructors to be
authorized to teach the
new, revised ltem.

Select the Yes check box
to include the online
settings in the new
revised ltem.

Note: This check box only

appears when an online
Item is being revised.

Click Next to move to
Step 3.

Click one of the option
buttons to indicate

whether or not to make
the new revision of this
Item production ready.

View

Mery Revizion Date:

@h 112112006 |

(MDD Y Y )
Tirme:
02139 PR
Chcrmim & hdFhd) | |
Time Zuns | EST (Eastern Standard Time) v

Fevizion Mumber: | |

Title: |

Mext

Step 2: ltemn Revision

Do you wish to copy the substitute relationships for this tem to the new revision? Wl ves
Do you wish to change all authorized instructors to the new revision? es

This item ha= online settings. Do you wish to include the online settings in the nevy revision of this tem?

Yes

Step 2: ltem Rewision

Do you wish to copy the substitute relationships for this tem to the new revision? Yes
Do you wish to change sl suthorized instructors to the nev revision? Yes
This item has online settings. Do you wish to inchude the online settings in the newr revision of this tem? es

Step 2: tem Revision

¥es
Yes

as

Do you wizh to copy the substitute relationships for this item to the new revision?
Do you wish to change all authorized instructors to the new revision?

This item has online settings. Do you wish to include the online settings in the newy revision of this tem?

Mext

ake this itemn production ready.

{:} Do not make this tem production ready .



Step
19.

20.

21.

22.

23.

24.

25.

26.

Activity

Click Next to move to
Step 4.

Select the Yes check box
to inactivate previous
revisions of this ltem.

Select the Yes check box
to update all curriculums
potentially affected by the
new revision.

Select the Yes check box
to update To-Do List
assignments potentially
affected by the new
revision.

Select the Yes check box
to change all future
scheduled offerings to
use/access the new
revision.

Make any curriculum-
related edits that are
necessary.

Click Next to move to the
Final Step.

Review the display of
selections made and data
entered in the previous
steps.

Tip: Click the Previous
button to move to previous
screens to revise any data
entered.

View

Mext

s

Step 4: Itern Revision

Do you wish to inactivate previous revisions of this tem? L] wes
Do you wish to update curricula patentially affected by this nesy item revision? Yes
Do you wish to update User learning plan assignments potentially affected by this new tem revision? Yes
Do you wish to change all future scheduled offerings to usedaccess the newr revision? Yes

Step 4 tem Revision

Do you wish to inactivate previous revisions of this tem? Yes
Do you wish to updste curriculs potentially affected by this new item revision? [l ves
Do you wish to update User learning plan assignments potertially aftected by this newy tem revision? Yas
Do you wish to change all future scheduled offerings to usekaccess the new revision? Yes

Step 4: hem Revision

Wes
Wes

e
uk (3

Step 4: hem Revision

Do you wish to inactivate previous revisions of this tem?
Do you wish to updste curriculs potentially atfected by this neswy item revision?
Do you wish to update User learning plan assignments potentislly affected by this news item revision?

Do you wish to change all future scheduled offerings to use/access the nevy revision?

Do you wish to inactivate previous revisions of this tem? Yes
Do you wizh to update curricula potertially affected by this new tem revision? Yes
Do you wish to update User learning plan assignments potertizlly affected by this new tem revision? Yes

Do you wish to change all future scheduled offerings to use/access the newr revision?

% Yes

2 Muctien dutn
Currsnre 0 Assgrmam Ve
s o (A Frw Brrpy! [P ———— B oo
e NN e W L U
Yt e g W PRGN Cay 9w POMOORME Ea W
1 000 1 ptind £ 3 10 CnVh b T () A S.
126 008 Shanh B Owtchiin 1 v il I ST 10 S Te bevinid B0 10 B Gt s |
PIGCnede  (PESCovoute Sl Yoy LEG_JAND R aguiesaly Wrasiats M b=
N [ LT R VO Eam W
ot aarg Nt RAWHG NS | Dy W PIMIQME Eew W
] Asdine resind ten 13102 curco baing Te rruTn e
10 008 Chwnch B k00 F w108 MeAr 10 A T dervied Do 10 S Gy LA |
TN (5 M Srwiorme Crardoton ) 0 (Fecoarerced) - = |
- i MM Cam PO | Cand
Netranry e 7 Ramwgiend D, o Pewngbes [ Caa v
] Asd e retind e b2 00z curcoue Song e TV e
1% AR Ceck B CNChO0 § 43 e TOE WA 13 R T St B 0 T TS |
Hext

Final Step: Complete

Revize tem

ftem: Web Bazed USDA-CYBERSECURITY-FY06 (Rev 11/2i2005 11:42 AM EST)
Meww Revision Date: 11442008 02:19 PM EST

Meww Revision Humber: 20

Meswy Revision Title: USDA Security Literacy and Basics FY 2006

Copy Substiutes: M

Upclate Authorized Instructors: Yes
Copry Online Settings: Yes
Make ftem Production Reacy: Yes
Inactivate Previous Revisions: Yes
Upate Curriculs: Yes

Upidate User Learning Plans: Yes (3 curricula selected)
Update Future Scheduled Offerings: Yes



Step Activity View

27. Click Run Job Now or
Schedule Job to have
AglLearn complete the
assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Fun Job Maow Schedule Job

28 . ReVleW and revise any Of ? Pricing {F Chargehack {F Catalogs {F Subject Areas {[ 1[ Standsrd ommns1
Online Seftings Matifications Materials Objectives Grading Options Cost Calculation

th e Oth er Ite m data as ( Curricula 2 ][ Competencies ][ Custom Figliis ][ R;quests " Rigst :easons 1[ Substitutes 1

req u | red . m[ Design Data ][ Delivery Data ][ Prerequisites " Documerts 1[ Tasks 1

Caution: If a Validation
Error appears, you must
correct the errors before the
Assistant can be completed
and the job scheduled.

Note: See Edit an Item
Record for more information
on editing Items.

Caution: Do not use the browser’s Back button when using AgLearn — use the menus, links, and breadcrumbs to
navigate.

Tip: To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.
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Notes

You can perform either a
Simple or Advanced
Search depending upon
the level of detail you
need for your search.

If the document is in an
incorrect domain, a
person with the right
permissions will need to
move the record to the
correct domain.

After selecting the View
link, the > Search >
Search Results > View
Summary screen
appears.

Managing Documents

A document is any media item (book, videotape, procedure, manual, audiotape,
regulation, etc.) for which a record has been created, enabling it to be tracked.
Documents are associated with ltems, Curricula and/or Tasks.

Document management tasks are accessible from the References > Documents
menu.

Managing Document subtasks include: View a Document Record, Add a
Document Record, Edit a Document Record, and Delete a Document Record.

. ______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario

The current version of the Intro to Microsoft Excel (TRN-DOCUMENT1) job aid must
be verified. Find the document and verify that the current version has been reviewed
for its applicability to the course material.

Step Activity View

Content

1. Select the Content menu.

2. Select Documents. Ohjectives
Documpents
+ Tool
3' On the > SearCh _screen, Caze sensitive search: O Ves @ Mo
enter the appropriate
search criteria. Documert |0 | Starswith v | | |
Note: See Managing Data Title: | StartsWith + | | |

Entry and Searches for
more detailed information on
searching.

4. Click Search.

Search

Object 1D o Title

5. Locate the desired _ _
12052004 [&]  SupervisorSatety
document. 121 [ [0 Agleam Usage in the Fisid

Tip: Use Ctrl+F to quickly
find an Item on the screen.

160 Q Supervisory Training

6. Select the corresponding
View icon to view more
information.

Object ID «

12032004
1

160
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Notes

Step Activity

The purpose of 1. Select the Content menu.
creating a document
record is to associate 2. Select Documents. Objectives
the document with an Docuppents
Item or Curricula. + Tool
There is a Document
tab in the Item and in 3. Select the Add New link
the Curricula record © =sarch] Ad@‘aw | HEdp |
that is used to create
the association. See .
Edit an ltem for 4. Enter a document ID in N |
additional information. the Document ID field.
Once a Document 5 o
record is in AgLearn, it : Enter_ a dqcument title in Tiie: |
is assigned to Items the Title field.
and Curricula through :
the ltems and Curricula 6. Select the Active check &ictive: Aotive
menus. box if the document is
active.
7. Click the Document Type
. Dacument Type:
search icon to search for O{]J_*/
and enter a document '
type.
8. . .
_Cllck the Domain search + Dormair Q, |P'LIEILI c
icon and select the {b
domain.
Type the electronic 9. _
address of the document Enter the Sour.ce’ SOLFCE: |:|
in the Location field to Author, Loca_t'_on and Author: |
create the link from the Rev. No. (revision -
Document in the Item with number) for the Location: |
the actual Document. document. Rev Mo |:|
10. click the Revision Date fev Dt
calendar icon to select (MDD ) @|
and enter a revision date.
11. Enter the Reviser, Reviser
Approver, and Appraver
Comments for the Comments:
document in their
respective fields.
Caution: A Validation 12. Click Add.

Error field will appear if
all required fields are
not complete.
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Notes

If the document is in an
incorrect domain, a
person with the right
permissions will need to
move the corresponding
record to the correct
domain.

Use Ctrl+F to quickly find
an ltem on the screen.

Required fields are
identified by a red
asterisk. Although
remaining fields are not
required, you should
complete as many as you
feel necessary.

Step Activity

1.
2.

10.

Select the Content menu.

Select Documents.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
document.

Select the corresponding
Edit icon to review the
document information.

Select the Active check
box to indicate the
document is active.

Click the Document Type
search icon to select a
document type.

Click the Domain search
icon and enter a different
domain, if appropriate.
Caution: Domain is a
Required Field.

Enter the Source,
Author, Location and
Revision Number for the
document in their
respective fields if this
information has changed.

View

Content

Chjectives
Documpents
+ Tool

Caze sensitive search: O Ves @ Mo

Documert ID: | Starks With | | |

Title: | Starts with | | |
Search

FS-est QE

SERO—J%P 01 [DU[Z  summer Outrsach

Document 1D «

|
o

FS-test

SERO - SFSP O =]
Active: Active

Document Type: g\}b

* Domair; 4 |PUBLIC

)

Source:

Author: |

Locatian: | |

Revision Mumber:
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o _

Step Activity View

11. Click the Revision Date - _
lendar icon to select Revision Date: | |
calen ) S (MMIDDA ) @
and enter a revision date.

12. Enter the Reviser, Reviser. | |
Approver, and Approver: | |
Comments for the Comments:

document in their
respective fields if this
information has changed.

13. Click on the Item tab to | summary [ Curricula

review the Iltems to which
the document is linked.

14. select the Needs Review

check box where Roots Rovew [omm | e
. Viceo ARS-FD-SHEM We All We all play a role (ARS SHEM Program)
approprlate, ﬁ Play a Role (Rev 7/2012006

0851 AMEST)
Note: The Needs Review
check box will be
automatically checked when
the revision numbers of the
Document and/or ltem are
changed.

15. Click on the Curricula tab | ttems |m .

to review the Curricula to
which the document is

linked.
box will s automaicaly -0 Select the Needs Review ey TS
checked when the CheCk bOX Where THG-Security 104 Basic Security
revision numbers of the appropriate. \

Documents and/or
Curricula are changed. 17

. Click on the Tasks tab to | curricula

review the Tasks to which
the document is linked.

18. Select the Needs Review
check box where % THG-SECURITY10M  Biasic Security 101 Introductory Task

appropriate.

19. cClick Apply Changes.
5
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Notes

If the document is in an
incorrect domain, a
person with the right
permissions will need to
move the corresponding
record to the correct
domain.

Step

20.

21.

22.

23.

24.

25.

26.

27.

Activity

Select the References
menu.

Select Documents.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on

searching.

Click Search.

Locate the desired
document.

Tip: Use Ctrl+F to quickly
find a document on the
screen.

Select the corresponding

Edit icon to delete the
document record.

Click Delete.

Click OK in the
Confirmation box.

View

Content

Ohjectives
Documpents

+ Tool

Case sensitive search: O ves @& g
Cocumert IC: | Starks With % | | |
Title: | Starts Wit w | | |

Search
Document ID «
Fo-test ]
SERO - J%P [} D& summer Outreach

Document ID < |

Fa-test =]
SERD - SFSP M

Microsoft Internet Explorer |§|

\ ? ) Are vou sure you wank ko delete this document?

[ Ok ][ Cancel ]

b
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Notes

A Scheduled Offering is
also viewable by clicking
the Calendar View tab on
the > Search results
screen and then the
desired Offering ID link to
open the corresponding
record.

66

Managing Scheduled Offerings

The Create Scheduled Offering screens are used to create a scheduled offering,
assign it resources, and break it up into segments with the appropriate resources.
You can enter the vital information and then edit it later on. You will associate an
item, set up the segment, and select resources. The system will alert you to any
scheduling conflicts right away so that you are aware of them and can make the
necessary adjustments. The Calendar Preview gives you a graphic view of your new
offering and any conflicts. Subtasks pertaining to Scheduled Offerings are accessible
via the Learning menu. Scheduled Offering-specific subtasks include the following:
View, Add, Edit, Copy, Cancel, Close, and Delete a Scheduled Offering Record,
and Use the Scheduled Offering Notification Assistant Tool.

Step Activity View
1. select the Learning ——
menu. {b
2. select Scheduled Scheduied Offerings
Offerings. Classes
3. Onthe > Search screen, Orterirg Type: i 00 Sk s omni s BN
enter the appropriate Scheduied Offering 10: e
search criteria. Remichecute Block i0:  Samwm v
DGS(.!W! Starts Wi -
Start Oate After:
IMM/DO/ YYYY) M sznaone
Start Date Before:
MW/DOSYYYT :3

4. Click Search. E—

5. In the Grid View, locate [ e [

the desired Scheduled Moo o 1 a1 11 41 e e (1 v ) w  wnil
Offering Shemiies D ing (D HemySohense Bact Srart Do/ Tane o g Tad Date/Time
. ) . 19210 U Cassroom USDA-FMMAZY | /20000800 AM | [/2/2090 1200 M
T|p; Use the Ctrl+F function (Raw |- 7/102005 (17 A AmericalNew Surk | Amarica/New Yark
. . Aeverion/New York)
to quickly find a Scheduled = ¢ ¢
. 2000 W Caswoom YDDIDS @ 1 12/172050 (830 AM /21000 0439 PM.
Offering on the screen. 11/3072010 G2:14 P Americaitew Yark | Americaltw York
Lperica/New Yark)
20000 L)L) Osswoom AGLEARN-CLSRM- | 127172000 000 AM /12000 1206 Pm.
SHPL Bav 1 - 1102000 Acverica/New York Anerica/New Yaork

1233 P Averica/New York]

View icon to view more - PL {Rev 1 - 11/14/2010
information. VIEW B33 pM America/New York)

6. Select the corresponding 20005 ? [ | Classroom AGLEARN-CLSRM-



Notes

A new scheduled offering
can also be created by
clicking the Schedule
button on the Item
Summary Tab, or by
clicking Add New from
the Scheduled Offering
search screen

Required fields are
identified by a red
asterisk. Although
remaining fields are not
required, you should
complete as many as you
feel are necessary.

By using the selection
icon, the Item ID and Title
automatically appear in
their respective fields

The description field is
new in version 6.1. While
the Title field refers to the
Item, the description field
is specific to the
scheduled offering.

Step

1.

Activity

Select Add New
Scheduled Offering from
the Quick Links menu.

Click the Item option
button.

Note: Item is the default
selection.

In the Identify the
Scheduled Offering box,
click the Item ID Search
icon @ to find the item for
which you’ll create the
offering.

Note: Selecting the item in this
manner will automatically fill in
the Item Type and Title fields.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired Item
and select the
corresponding Select link.

Enter a description if you
wish to distinguish this
offering from others that
may be created.

View

Quick Links: v

Record Learming
Add Mew Learning ltem
Create Scheduled Offering

Select Scheduled Offerng Type

@%ﬂem () Schedule Block

L identify the Scheduled Offering
' item Typet w
Cpemine 4
Tithe;
Description:
‘pomain: A muBLC
Facimty:
Caze zensitive search O ves @ o
ttem Types: [ Starts with | |
thesm I | Startz With v | |
evrebvons m ]
(MMDDR YY)
Revision humber: | Sharks With | |
ttem Tile: [ stants with | |

ftetn Status:

@ active O nat active O Bath

ltem Classification: | Gtarts With vl |

Onling Settings: [ Hes online cortert
Daimains: [ Starts with v |
Subject Areas: | Starts "with v | | | &
Search
L R T
R O tele
Web Based AGLEARN-DELTAFIRE-WE Fire Safety Y01 (Wed-besad) "b'
Bew 1 11/ S2/T0% 05520 P Acwerica e S
Yok
Web Basod AGLEARN ONLINE-SANMPLE Agleran Sample Dnfioe Iten =t

Pev 113073010 03753 #M Averica/tew York)

Description:
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Notes

A segment is a unit of
time within a Scheduled
Offering. Segments
enable these units to be
associated with
resources, such as a
location, instructors and
equipment.

The Time Zone field
defaults to the time zone
in which the Scheduled
Offering will occur.
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Step
8.

10.

11.

12.

13.

14.

15.

Activity

Click the Domain
selection icon to search
for and enter a domain.

From the Facility drop-
down list, select the
facility where the
scheduled offering will
take place.

Click the Segment Start
Date calendar icon to
select and enter a start
date.

Note: A Scheduled Offering
must have at least one
segment.

Enter a start time in the
Segment Start Time
field.

Note: Use the following time

convention:
hh:mm AM/PM.

Click the Time Zone
drop-down list to search
for and enter the correct
time zone.

In the Select Resources
section, click the Primary
Instructor drop-down list
to search for and select
an instructor authorized to
teach the Scheduled
Offering.

Click the Primary Location
drop-down list to search
for and select the primary
location for the scheduled
offering.

Click the Equipment drop-
down list to search for
and select equipment to
be reserved for the
scheduled offering.

View

* Domain: FUBLIC |

b

4 SEE-PaAans DC-IRSI (DG T o | Parduy. 1905
AZT Pus bex Badtimz P12

AT ey e |
3 praMass 3
e eatarr Untrwrnty 5239 | Soeat S0
T CRARER A Yot (L30E L Wrwyoa Cae.
a Oty Cownt Dravten Peiersinry - Ty Counit Thampery i
Dewem Codort Setas t - Dgfer G320 5. 1390 W 001621 3548

3. Set Up the Segment
* Start Date: (111/DDM '==
* Start Time: (=

Select Date

* Time Zone: America/New York (Eastern Standard Time) -

* Start Time; (hh:mm AR/

* Time Zone: AmericalMew York (Eastern Standard Time) %

4. Select Resources

Primary Instructor:

Ke
Primary Location: - ﬁ

Equipment: - '3(;

Primary Location:

ngﬁ

Egquipment:

LI,(\J%%



Notes

As soon as the admin
clicks the Submit button,
the Scheduled Offering is
created and the record’s
Summary tab displayed.

Users will be able to
register, but will be placed
in a Pending status until
the supervisor approves
the training request.

This is the person who
can best answer
questions about this
scheduled offering.

Step

16.

17.

18.

19.

20.

21.

22.

23.

24.

Activity

Click Refresh.

Click Next.

The catalog(s) associated
with the item will appear.
You do not need to click
the search icon unless
you remove a catalog and
then decide include the
catalog in the Scheduled
Offering.

Click Next.

Review the summary
screen to confirm that the
data for the scheduled
offering is correct. If
necessary, click Previous
to return to earlier
screens to modify data.

When you are sure all
data is correct, click
Submit to create the
record and display the
Summary tab.

Click the Approval
Process ID drop down list
to select the approval
process associated with
the scheduled offering.

Select the Approval
Required checkbox if
approval is required for
users to enroll in the
scheduled offering

Enter the name of the
point of contact for the
scheduled offering.

“h

Antated Cotatog

Q A

Lt of Sedexted Catakops
Latniog 'O
Usod

Canidg Descripnon

o~
N ris

Approval Process D

:

Approval Reguired:

%

Contact:
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Step Activity View

25. Enter the point of Email | |
contact’s e-mail address
in the Email field.

26. Enter the point of Phone: | |
contact’s Phone and Fax
numbers (if available) in
their respective fields.

Faux: | |

27. Select or deselect the Bctive:
Active check box to affect 1
the Scheduled Offering’s
availability.

Note: The default setting for
the Active check box is
active.

28. Check the Auto Fill Auto Fill Registration:
Registration checkbox, if %\kf
you wish to automatically
replace users who
withdraw from the
scheduled offering with
users on the waitlist.

29. Enter Comments to "
describe the scheduled Comments:
offering to other
administrators.

30. |n the Edit the Registration Cut-off Date:
Registration for the (MM/DD! @
Scheduled Offering
section, click the
Calendar icon to set the
Registration Cut-off Date.

This is the last date when 31. Enter the Registration Registration Cut-off Time:
enrollments to the offering . R AMIEM
should be allowed. Users Cut-off Time. '

are prevented from
enrollments after this
date, although admins
can override.

32. Enter the minimum Minimum Registration:
registration needed to (1000,001
conduct the offering, and Maximum Registration:
the maximum registration (1000,001
capacity.
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Notes

If you attempt to register
more users than the
maximum capacity, you
will be warned but not
prevented from recording
the enrollments

33. Check the Self Self Registration
Registration checkbox if %
users should be allowed
to register themselves in
this offering from their To-
Do List.

34. cClick Apply Changes.

‘



Notes

When you create a
scheduled offering, it's a
good idea to jot down the
Scheduled Offering ID so
that you’ll be able to
quickly find the record in a
search.

Use Ctrl+F to quickly find
a Scheduled Offering.
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Step

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
click the corresponding
Edit icon to edit the
Scheduled Offering.

Make the appropriate
changes to information on
the Summary tab.

Click Apply Changes.

Click the Segments tab
and make the appropriate
changes.

Click Apply Changes.

View

Learning

b

Items
Scheduled Offerings
Classes

Search Scheduled Offerings

Enter & value for each field that you weant to use to fiter vour search. Some fields allowy you to select from a list of
values. You can also add or remove search criteria to further refine your search.

Caze senstive search: O ves @ o

Offering Type © tem offering type O Schedule Block offering type & Both
Scheculed Offering ID [Statts with | | |

ttemiSchedule Block D: [ Starts with 1+ | | ‘

Diescription: ‘ Starts With Vl | ‘

Start Date After: 10/2642006

CMRADD Y YY) m

CMRDD YY)

Search

[ [

Tchedules Offering 'O e/ Schedale Block
o L g, Oasroom AGLEARN-CLSRMW-
SMPL Rev 1 - 110420010
EA 3 PM Americatlew York)

Start Datn/Timwr «

7001 %00 AW
Anerica/New York

Tt Dt Thrve

W20 1400 PR
e a/New York

[ Motifications " Cost Calculation " Cost Summaty ]

" Summary | | reen

3

Meotifications ” Cost Calculation " Cost Summary

SUMmImEry Registration

LS

Segments




Notes

If you know the
Learner/Instructor ID, you
can enter it directly in the
Learner/Instructor 1D
field, select the
appropriate option button,
and click Add.

Step

10.

11.

12.

13.

14.

15.

16.

Activity View

Click the Registration tab

[ Cost Calculation ][ Cost Summary ][ Pricing ]
and make the appropriate

changes.

Note: To learn more about
adding Users to a
Scheduled Offering, see
Managing Scheduled
Offering Registrations. To
learn more about adding
slots to a Scheduled
Offering, see Managing
Scheduled Offering Slots.

Click Apply Changes.

Click the Contacts tab.

Select Add one or more
Users (instructors) from
list to select and enter a

contact.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data

Entry and Searches for
more detailed information.

Click Search.

On the Results display,
select the Select check
box for each User to be
added as a contact.

| Segments Registration Contacts

LS

Cost Summary Pricing Catalog ]

Registration Iaterials |
e —

Add a Contact to the Scheduled Offering
Enter Userdnstructor ID and select Contact Type or add one or more,lzers from list

| |@Instruct0r O User

Search Users

Enter a value for each field that you weant to use to fiter your sesrch. Some fields aliowy you to select from a list of
walues. You can slso sdd o remove search criteria to further refing your search.

Caze sensitive search:

O ves @ o
[ Starts with » | |

User ID:

Last Mame: | Starts With V‘ ‘

First Name: [ Starts with + | |

Midcle Intial [ Starts with | |

User Status: @ active O Nt active O Beth

Domains:

Search

Add Users to Scheduled Offering Contact

[ Stants with ~| | | T

Add || Reset
Select Al f Deselect Al

User ID
JUZO7289

Name Select

Utah, Johnny T ﬂ

73



Notes

17. Click Add to return to the ass
Contacts tab.
Note: Repeat the last 4

steps to add additional
contacts on this tab.

18. cClick Apply Changes.

‘

Tip: If a Scheduled Offering cannot be located, search for the Scheduled Offering in other domains. During data entry, the
Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Rather than create a new
Scheduled Offering, you
may want to copy a
similar one, and then edit
the record to customize.

Use the Ctrl+F function to
quickly find a Scheduled
Offering on the screen.

Step

1.

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
click the corresponding
Edit icon to edit the
Scheduled Offering.

Select the corresponding
Copy Scheduled
Offering button.

Select the check box(es)
corresponding to the
element(s) of the existing
record that should remain
the same.

Click the New Start Date
calendar icon to select
and enter a different start
date.

Select the appropriate
Schedule On check
box(es).

View
Learning
Items
Scheduled Offerings
Classes b

Search Scheduled Offerings

Enter a walue for each field that you weant to use to fiter your search. Some fields allow you to select from a list of
walues. You can also add or remove search criteria to further refine your search

Caze senstive search: O ves @ g
Ottering Type: O tem ottering type O schedule Block affering typs & Beth
Scheculed Offering IO ‘ Starts With » | | ‘
lemiSchectule Block ID: [Statswith | | |
Description: ‘ Starts With v| | ‘
Start Date After:
DDA A 10:26i2008
DO m.
CMRIDD YY)

Search
=Tm -

Tchedules Qftwring WO are/Schedale Bleck

Ly, Oasroom AGLEARM-CLSIMW-

o

Start Datn/Timr o

WZT00T :00 AW
SMBL Rev 1 - 11420010 Anerica/New York

EA1 3 M America tlew York)

Copy Scheduled Offering...

Options:

|:| Copy Group Instance

vt Dt Thrves

W0 1400 Pe
Ao New York

|:| Copy Mewe Zcheduled Offering to the catalog

|:| Uze item default zegment day numbers

|:| Copy to consecutive Days

[t
(MMDD ) @ 11512008

* Schedule On:

Monciay Tuesday [¢] Wednesday Thursday Friday [] Saturday [[] Sunday

75



Notes

10. If the original Scheduled [ Crverride adiusted registration cut-off date

Offering had a registration Cutatf Date: Time:
cut-off date, the new EMMJDDNYWJP Chhcmm M)
offering will cut off

registrations the same

number of days before
the offering.

If you change this date,
use the Cutoff Date
calendar icon to enter a
new cutoff date and the
Time Zone selection icon
to change the time zone.

11. Click Next. ET

The default setting for the 12.
Notification check box is ﬁele_f(_:t Or.desellleakt T)e Send Motification:
active. otification check box

(whichever is appropriate)
to have AglLearn send e-
mail notifications to those
persons who will be
affected by the changes
to this Scheduled
Offering.

13. Click Copy. .

Tip: To avoid data formatting errors, use the Calendar icon assistant.
Note: See Managing Data Entry and Searches for more detailed information pertaining to the Calendar icon.
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Notes

Scheduled Offerings that
have enrollees can only
be deleted once they are
cancelled. The Cancel A
Scheduled Offering
Assistant provides an
opportunity to notify
enrollees and those
waitlisted and move them
to a request list for the
Item.

The default date for the
cancellation is the current
date. A Scheduled
Offering can only be
cancelled on a future
date, not a past.

For the purposes of this
toolkit, cost is not being
addressed, and as such
you should not make any
changes to the > Step 1 >
Step 2 screen.

Step

©

Activity

Select the Learning
menu.

Select Scheduled
Offerings.

Search for the Scheduled
Offering to be canceled.

Find the Scheduled
Offering to be canceled
and click the Edit icon.

On the Summary screen,
click Cancel the
Scheduled Offering.

Verify the Scheduled
Offering and
Cancellation Date.
Modify either as
necessary.

Click Next.

Click Next to skip the Edit
Realized Costs screen.

Select the Add enrolled,
waitlisted and pending
Users to the request list
for this item check box if
it is applicable to this
Scheduled Offering.

View

Learning

Items
Scheduled Offerings

casses W

Search Scheduled Offerings

Enter & value for each field that you weart to use to fiter your search. Some fields allow you to select from a list of
values. You can also add of remove search criteria to further refine your search.

Case zensiive search: O ves ® o

Ottering Type O tem otterinatype O Schedule Block affering type @ Both
Scheculed Offering D [Stats with | | |

KemiSchecle Block ID: [Stats with | | |

Desctiption: ‘ Sharts With "l | ‘

Start Date After:

e A (172822006

DDA m.

(MMDDR )

m S VI

Kchedyles Offtering 'O BerSchedale Block
mn L g Oaswroom AGLEARN-CLSRM-

LSMBL Rev | - 111412010
) 'PM AnericaMew York)

Start Datn/Tiowr «

W20 %00 AW
Anerica/New York

et Dt Thrve

W20 1400 Pe
A a/New York

Close: Mo
Closed Date:
Cancelled:
Cancelled Date:

Cloze the Scheduled Cffering

Mo Canﬁl the Scheduled Offering

Q, 11014

* Scheduled Offering:

* Cancellation Date:

M sroarooe

“h
“h

Add enrolled, waitlizted and pending Users to the request list for this tem
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Notes

78

10. select the Send
Notification to User,
Supervisor, Instructor,
or Others, and Inactivate
the Scheduled Offering
check boxes if applicable.

Add enrolled, waitlisted and pending Users to the request list for this item
Send Motification to User

Send Hotification to Supervisor

Send Motification to Instructor

Send Notification to Contacts

[RIR[R[= ==

Inactivate the Scheduled Offering

11. Click Next. @

12 Reviewthesummaryof  siepgiConfim

cancellation changes.

Scheduled Offering D: 20032

Scheduled Offering Total : 0.00 US Dollar (USD)

Request ltem For Users: ¥es

Hotify Users: ¥es

Hotify Supervisors: ¥es

Hotify Instructors: ¥es

Motify Contacts: Yes

Inactivate the Scheduled Offering: ¥es

__________________________________________________________________________________________________|

13. Click Finish.

4 Onthe Finished screen,  ggpg

review the Scheduled
Offering’s status. Status:

# The scheduled offering has been successfully cancelled.



Notes

Closing a Scheduled
Offering is used for
resource and cost
verification purposes and
may only be completed
after the final segment of
the scheduled offering
has concluded.

Step Activity
1. Select the Learning
menu.

2. Select Scheduled
Offerings.

3. Search for the Scheduled

Offering to be closed.

4. Find the Scheduled
Offering to be closed and
click the Edit icon.

5. Click the Close the

Scheduled Offering link.

6. Verify the Scheduled
Offering and Closing
Date. Modify either as
necessary.

Note: The closing date
defaults to the current date.

7.  Click Next.

8.  Click Next.
Note: This training is not

addressing cost at this time.

9. On the Step 3: Confirm
screen, review the
confirmation.

View

Learning

Items
Scheduled Offerings

Classes ‘“

Search Scheduled Offerings

Enter & value for each field that you weart to use to fiter your search. Some fields allow you to select from a list of

values. You can also add of remove search criteria to further refine your search.

Case zensiive search: O ves ® o

Ottering Type: O tem otfering type O Schedule Block offering type @ Bath

Scheduled Offering I | Stants with v | |

temiSchedule Block ID: ‘ Sharts With | | ‘

Description: [ Starts with | | ‘

Start Date After:

CMRIDDN YY) E

Start Date Before:

e pare :: I

... S
Tehadtulee Offwring 10 MereSchedale Block Start Dutn/Tiote = Tt Dt Thrven
o L4 g Oaswroom AGLEARM-CLSIW- 272001 8%:00 AW /272011 12:00 PM

SUPL Rev § - 11010 AnericaNew York A/ New York
4 3 PM America tew York)

Clozed: Mo Close the Scheduled Offering
Clozed Date:

Cancellec: Mo Cancel the Scheduled Offering

Cancelled Date:

* Zcheduled Offering:

Q, 403

.y .
Closing Date: m |1 162006

(MDD )

E&
E&L

Step 3: Confirm

18259
0.00 US Dollar (USD)

Scheduled Offering I1D:
Scheduled Offering Total :
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Notes

+0- ik Finish. sepsonim

Note: Closing a Scheduled

Offering removes it from the

calendar. Scheduled Offering ID: 18259

Scheduled Offering Total @ 0.00 US Dollar (USD)
|
L1 On the Finished screen,  Figighed
review the Scheduled
Offering’s status. Status:

# The scheduled offering has been successfully closed.

Tip: To avoid data formatting errors when entering dates and making selections, use the Calendar and Selection icons.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Notes

1.  select the Learning Learning
menu. {

2. Select Scheduled
Offerings.

&

3 . SearCh for the SC h ed u Ied Search Scheduled Offerings

Offer- n tO be deleted Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
I g . values. You can also add or remove search criteria to further refine your search

Caze senstive search: O ves @ g

Ottering Type: O tem ottering type O schedule Block affering typs & Beth

Scheduled Offering I [ stants with +| [ |

temiSchedule Block ID: [Statswith | | |

Description: ‘ Starts With Q’;l | ‘

Start Date After:

MDD VYY) A 10:26i2008
DDA m.
(MDD YY)

If the Scheduled Offering 4. ; _—

is in an incorrect domain, Find .the Scheduled g -

a person with the right Offering to be closed and BT A e S R 2 Y
permissions will need to click the Edit icon. i £ ] Ctrtme ALY LI || LR S| At e
move the corresponding | £an ;nhh-hlln’v-m

record to the correct
domain.

You can delete a _ 5. Click the Delete button.
Scheduled Offering only if

it did not occur, there are
no enrollees, and no ) ) —
persons waitlisted. 6. Click OK in the Message from webpage 9 X

Confirmation box.

o Are you sire you want to delete this scheduled offering record?

L oKy || come |




Notes

Use Ctrl+F to quickly find
a Scheduled Offering on
the screen.

This provides the
opportunity to view
Segment details
pertaining to instructors,
locations, equipment,
materials, and custom
resources.
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Managing Segments

A Segment is a unit of division of a Scheduled Offering that facilitates variable
resource scheduling. Managing Segments involves adding a new Scheduled
Offering to the calendar and making corresponding resource assignments. Subtasks
pertaining to Segments are accessible via the Scheduling menu. Segment-specific
subtasks include the following: View, Add, Edit a Scheduled Offering Segment,
Copy Resources to Other Scheduled Offering Segments, Copy a Scheduled
Offering’s Daily Segments and Delete a Scheduled Offering Segment.

A Day-in-the-Life Scenario

A new employee orientation course will need to begin with a one-hour introduction
session in Building 57’s auditorium, followed by a one-hour hands-on session in the
computer lab on the following day.

Step Activity View
1. Select the Learning o
menu.

2' On the > Search SCreen’ Case senstive search: O ves ® 1o
enter the appropriate Offeving Type © tematieringtype © Schedule Block otferingtype © Beth
Search Cl‘iteria. Scheduled Offering I [Stats with | ‘ |

Note: See Managing Data

temiSchedule Block D: [ Starts with 1+ | ‘ |

Description: Starts Wwith
Entry and Searches for ctort Dot e (S | |
more detailed information on  tmoorrer Mozsame |
searching. PYY ety m ]
3. Click Search. E—
4. Locate the desired 20005 [ | Classroom AGLEARN-CLSRM-
Scheduled Offerlng. - PL (Rev 1 - 11/14/2010
Select the View icon. VIEW b33 PM America/New York)
5. Click the Segments tab. Motifications " Cost Calculation H Cost Summary

Summary Registration

6. Locate the desired Total Hours: &3¢

Sepd

Seg ment and Select Oexc M Dare/Time g Done/Tmgp Ow.  Instructor  Location
V. ' 12/3/2010 08:00 AM 12/302010 04:00 PM 4.00 soa, :6
1ew. AmedicalMew York  Amedca/Mew York Uncain
Default segment ' South Bldg-Lincoin
Roze 1821



Notes

If the Scheduled Offering
is in an incorrect domain,
a person with the right
permissions will need to
move the corresponding
record to the correct
domain.

The Time Zone field
defaults to the time zone
in which the Scheduled
Offering occurs.

Step

Activity

Select the Learning
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
click the Edit icon.

Tip: Use the Ctrl+F function

to quickly find a Scheduled
Offering on the screen.

Click the Segments tab.

Scroll down to the Add a
Segment to the
Scheduled Offering
section.

Click the Start Date
calendar icon to select
and enter a start date.

Click the End Date
calendar icon to select
and enter an end date.

Click the Time Zone
selection icon to search
for and enter a time zone.

View

Learning

Search Scheduled Offerings

Enter & value for each field that you weant to use to fiter your search. Some fields allow you to select from a list of
values. You can also add of remove search criteria to further refine your search.

Caze senstive search:

O ves @ o

Otfering Type: O em otterinatype O Schedule Block offerinatype & Bath

Scheduled Offering ID: [ Starts with v | | |
temiScheduls Block ID: ‘ Sharts With v | | ‘
Description: [ Starts with v | [ |
Start Date After:
DDA momemoe |
Start Date Before: m I:I
(MMDDA YY)
Search
=
Tehedules Qffering 10 Mere/Schedate Bleck Start Datn/Tiotr = et Dt Thrvw
mn L g, Oasroom AGLEARN-CLSRW- 200 %00 AW TR0 1400 PN
SMBL Rev | - 1174720010 Anerica/New York A i a/ New York
L Edn 'PM AnericaMew Yok}
Matifications ][ Cost Caloulstion ][ Cost Summary

SUMMmaEtYy Registration

Add 4 Sagmiend to e Scheduded Offexing

* St Dwe - | " Date: = |
* St Tewe & T

* Tiws Zore Q e

Sy e [+] Prvwry Lacatiee 4]

Zagrwrt Descrgsion:

[#) Serermicaton S Cract Cantcty

* Start Date (MDD ) @ |:|

* End Date: (MMJDDNYYY)% |:|

Time Zone: EST (Eastern Standard Time) ~
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Notes

10. Enter a Segment start

time in the Start Time CStert Time: (iomm AbP [

field.

11. Entera Segmentend time  *End Time: (e 2t ||
in the End Time field.

12. Click the Primary Primary Instructor: ]
Instructor selection icon %m
to select the primary
instructor.

13. Enter a brief description iN segment Descrigtion:
the Segment
Description field.

If the Location is already 14. cii i ; ; 0
L . ick the Prlmary Primary Location: !
booked, it will not appear . A h
on the list. Location selection icon to Select Location

search for and enter the
primary location.

15. select the Send Send Notification
Notification check box to
send e-mail notifications
to those who will be
affected by the changes.

:Lzszcgggcxﬁl) :;‘i)sg:ra 16. select the Check [7] Check Conflicts
providing the opportunity Conflicts check pox to

to view the conflict(s) by check for scheduling

clicking View. conflicts created by

adding the Segment.

17. Click Add.
k

Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.
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Notes

Use Ctrl+F to quickly find
a Scheduled Offering on
the screen.

Step

10.

Activity

Select the Learning
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
click the Edit icon.

Click the Segments tab.

Scroll down to the Update
the Segments for the
Scheduled Offering
section.

Locate the desired
Segment.

Click the Primary
Instructor selection icon
to select and add an
instructor to the Segment.

Click the Primary
Location selection icon to
select and add a location
to the Segment.

Select the Send
Notification check box to
notify interested parties of
the changes.

View

Learning

Caze sensitive search:

O ves @ 1o

Offering Type: O ttem oiteringtype ) Scheduls Block oftering type &) Both

Scheculed Offering ID [ Statts with | | |

temiSchedule Block D: [ Starts with 1+ | ‘ |

Description: | Starts with v| ‘ |

Gl —
- —

Start Date After:
CMMIDD YY)

Start Date Before:
CMMIDDN YY)

Search

. S

Tcheduleg Offering /0 et Schedale Block Start Datn/Timr « Erat Dt/ Tirve

mn L g Oaswroom AGLEARN-CLSRMW- AT0TT 800 AW AT 1500 Pe
SMPL Rev ) - 12010 Anerica/New York America/ New York
| Eaut 3 PM America tlww York)
Matifications " Cost Calculation H Cost Summary

Summary Registration

Update the Segments for the Scheduled Offering

Cewrmies

* et Lan b= Y * o Lt

" -t e 170 " et e

' I owm T ) Saban | -

-
Provery st Friewrs Looon

Segwert Deccepten Ow '

o el

Select Instructor i

Primary Instructor:

Primary Location:

Select Location

Send Motificatian
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Notes

Equipment is being used
as an example. Any
resources for the segment
may be edited in this
manner.

Changes can only be
made to equipment added
to the segment, not to
equipment listed that is
assigned to the location.
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Step

11.

12.

13.

15.

16.

17.

18.

19.

20.

21.

Activity

Select the Check
Conflicts check box to
see if there are any
conflicts scheduling the
location.

Click Apply Changes.

To add an Instructor or
Location not on the pull-
down lists, or to add
Equipment or Materials,
click Edit Resources.

Click the Equipment tab.

Select the Add one or
more from list link to add
equipment to the
Segment.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results tab,
select the check box
corresponding to the
equipment to be added.

Click Add to add the
equipment and return to
the Edit Equipment
screen.

Make the appropriate

changes to the Segment’s
equipment.

Click Apply Changes.

View

Check Conflicts

Apply Changes
Edit Resources

Locations M| Materisl= |
T —

Enter Equipment ID or add one ormore from list

Case sensitive search:
Equipment IC:

Descrigtion:

Search

L

Eaugermnt 1)

ML ]
Eguiprnet Yo

F5RLA-Lun WR
VER-081

LS

O ves @ no
| Starts with v | | |
| Starts with | | |
Sust ¢ Dvm—
Desepoo agd
VG Cawaete recorde i}

os—— R

R e



- _

Step Activity View
An example of this might ; ;
l 22. Click the Materials tab. | equpment I cust Resources |
The entire Scheduled Note: Select materials -
Offering (all Segments) specific to this Segment.
may need three-ring Select materials applicable
binders, but Segment two to the Scheduled Offering
may be the °n|y_f$egme“t via the Segments tab of the
requiring a specific ;
handout. So the binders coigg?ﬁqpondlng Scheduled
would be assigned to the g-
Scheduled Offering and . .
the handout to Segment 23. Select the Add one or Enter Material ID or add one ommore from lizt
two. more from list link to add

materials to the Segment.

24. Onthe > Search screen,  Material D [ Stants with | | |
enter the appropriate
search criteria.

25. Click Search. Search

SeleCt the Locatlon and 26. Material ID Location Target Count

onteResuts a0, G
O
O

Dezcription: | Startz With % | | |

respective drop-down lists select the g_heCk bﬁx e [ ]
and enter the number of corresponading to the Lo ~ |
each material in the Count materials to be added. Lok . Guddonr -
field.
27. Click Add to add the Add
materials and return to
the Edit Materials
screen.
28. Make the approprite
Changes to the Segment’s LAB-IM (Lab Kit, Indoar) v User v |15 F
materials_ [LAB-OUIT (Lak i, Outetoor) v [user v 15 | ]

29. Click Apply Changes.
s

30. Click Return to
Scheduled Offering to
view all Segments.

Return to Scheduled Dﬁeﬁﬁy
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Step Activity View

If the Scheduled Offering 1. ; -
is in an incorrect domain, Select the Learning Learning
a person with the right menu.
permissions will need to
movedt?etiorrespontdlng 2 On the > Search Screen’ Case sensitive search: O ves @ no
rdeocrﬁraino € correc enter the appropnate Offering Type: O tem otteringtype ) Schedule Block oftering type ) Bath

Search crlterla_ Scheduled Offering D | Starts With vl ‘ |

ttem/Schedule Block ID: | Starts With vl ‘ |

Note: See Managing Data

Entry and Searches for
. . . Start Date After:
more detailed information on  aniwory mfomszos |

Description: | Starts with v| ‘ |

searching. il —
3. Click Search. —
4. Locate the desired [ e
Scheduled Offering and Sehadulng Gltering ) WarefSchdae Sk St DenfTime « e Do T
1 it o L gy Oaswroom AGLEARN-CLSRMW- 2702011 8900 201 1400 P
CIICk the Edlt icon. = “l’!.-.levAl . “‘”“m'o :lmtv'Na- Yo::‘ :I-eo-:v::- '«\'

EA1 3 P America tlew York)

5. Click the Segments tab. Metifications " Cost Calculation ][ Cost Summary

SUMMErYy Redistration

6.  Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering

section.
7. Locate the Segment —

containing resources to S ke 2 vamaseo " o Do 3 vncvio

copy ST 08.00 A% Kt 24 00
Tuse Lone Aower v - YN ¢ " Tow -

Note: Resources refers to .»...fm..m Q S ”'"...,MM & Siine

instructor, location, Sageant Do rotioe: Oetat sepvecs

equipment, material types,

and costs.

8. Select Copy Resources Copy Resources to Al
to All. —tg

88



Notes

9. Select eaCh check box Choose Resources for Copy
corresponding to the
individual resources to

Copy All
copy.

Note: Select the Copy All
check box to copy all
Segment resources to the
other Segments in this
Scheduled Offering.

Copy Instructor
Copy Location
Copy Eguipment
Copy Material

Copy Custom Rezource

OO0O000O0

10. select the Check
Conflicts check box.

11. click Copy. o

Tip: For an Item/course that requires several days to train, copy all the segments for an entire day and edit the segments
rather than add or copy individual segments. See the next subtask, Copy Daily Segments of a Scheduled Offering.

Check Conflicts:




Notes

For an Item/course that
requires several days to
train, it may be useful to
copy all the segments for
an entire day and edit the
segments rather than add
or copy individual
segments.

90

Step

2.

Activity

Select the Learning
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired
Scheduled Offering and
click the Edit icon.
Tip: Use Ctrl+F to quickly

find a Scheduled Offering on
the screen.

Click the Segments tab.

Scroll down to the Update
the Segments for the
Scheduled Offering
section.

Locate the Segment
comprising the date to

copy.

Select the corresponding
Copy Daily Segments
button.

View

Learning

Search Scheduled Offerings

Enter & value for each field that you weart to use to fiter your search. Some fields allow you to select from a list of
values. You can also add of remove search criteria to further refine your search.

Case sensitive search: O ves ® o

Ottering Type: O tem ottering type O Schedule Block affering type ® Bath
Scheduled Of fering I [ Stants with |+ | | ‘

temiSchedule Block ID: ‘ Starts With % | | ‘

Desctiption: ‘ Sharts With "l | ‘

Start Date After: 1 0/2642006

CMRDD YY) m

CMRDDY YY)

Search

m et Vo

Tehedulne Oftwring 10 MeredSchedate Block
o L gy Oaswroom AGLEARN-CLSRMW-

‘ﬂa Rev 1 - 1000
LU 3 PM Anerica Mew York)

Start Date/Tiowr «

AZT0TT %00 AW
Anerica/New York

et Dt Thrvw

W20 1500 Pe
Ao/ New York

Matifications H Cost Calculation H Cost Summary

Summary Registration

Update the Segments for the Scheduled Offering

Segreare ¥
Shart Dotw ™M) =020t ' Lndd Dote ™ 2o
Soart T o o Tower i eahe
Tuese Lone Acwerafinw VN Eanlern Sarcunt T -
Pvnary bstrutor: Q Priwary Lot wtoni Q vaveimen
Saguant Dess rigtion: Datut sagvect

Copy Daily Segments



Notes

Inform students that this is
a helpful feature for when
there are items requiring
several days to complete.
Instead of creating new
Segments to extend the
schedule, simply duplicate
a day and edit the date
and time information as
necessary while
maintaining the

resources.

Step

10.

11.

12.

13.

14.

15.

Activity

On the > Search >
Search Results > Edit
Segments > Copy Daily
Segments screen, enter
the desired number of
Segment duplications in
the Number of Times to
Copy field.

Select the Check
Conflicts check box.

Note: The default setting is
to check for conflicts.

Select the Send
Notification check box.

Note: The default setting is
to send notifications.

Click Copy.

Scroll down to the Update
the Segments for the
Scheduled Offering
section.

Make the appropriate
changes to the new
Segments.

Note: The start and end

dates for are automatically
set to the next day.

Click Apply Changes.

View

* Mumber of Times ta Copy: I:I

(1000,001)

Check Canflicts:

Send Matification

Copy

Update the Segments for the Scheduled Offering

* b e 4 8 1w

120

* Bt D 82 com

" B T * ot Trwe 00

*ew 2arw VST (Mot Shordeed T -
Py Wbt = b o

Magrend Oss whiny e

3

91



Notes

92

1. select the Learning =
menu. {m

Search Scheduled Offerings
2. On the > Search screen,
H Enter & value for each field that you weant to use to fiter vour search. Some fields allowy you to select from a list of
e nter th e app rop rlate walues. You can alzo add or remove search criteria to further refine your search.

search criteria.

. ) Case senstive search: O ves @ o
NOte' See Man ag I n g Data Ottering Type: 0 ttem oftering type 0 Schedule Block offering type @ Both
Entry and Searches for S Ortng D [arvi ] | |
more detailed information on .. ccneue Beco: v ]| |
searching. Descriptior: [ Stants with v | | |

Start Date After: 1072612008

(MDD ) =

Do m_
CMRDD YY)

3. Click Search. —

4. Locate the desired [ oo R
Scheduled Offering and KomVindOMuig D WnSideiaBes  MenUsaeee  UVeeflee
select the Edit icon. [ conirs i o S| it o
Tip: Use Ctrl+F to quickly { L“B”“"“"“""‘“
find a Scheduled Offering on
the screen.

5. Click the Segments tab. Matifications H Cost Calculation H Cost Summary

SUMMaEy Registration

6.  Scroll down to the Update Update the Segments for the Scheduled Offering
the Segments for the
Scheduled Offering
section.

7. Select the Delete button Eﬁl
for the segment to be
removed.

8. Click Apply Changes.
b



After introducing the task
via the Overview, highlight

the roles assigned to

perform each subtask.

Notes

Remind students that

complete definitions of
terms are included in the

glossary.

Managing Requests

A Request is a notification specifying that a User wants or needs to complete a
specific Item. Usually the request is generated because a Scheduled Offering does
not currently exist to accommodate the User’s timeframe. A Request does not place a
User in active registration or on the Waitlist for any specific Scheduled Offering.
Current Item requests can also be viewed using the ltem Requests Report.
Subtasks pertaining to Managing Requests are accessible from the Learning menu.
Request-specific subtasks include the following: View, Add, and Edit a User Item
Request.

A Day-in-the-Life Scenario

You are planning to create an additional Scheduled Offering for the Item Internet
Policies when there is sufficient need for it.

Step Activity View

1. Select the Learning
menu.

Learning

2. Select Items.

s
%uled Offerings

Classes

3. Onthe > Search screen,  casesensiive search: O ves ® 1o
enter the appropriate Item Types: Starts With - =
search criteria. —
. Item 1D Starts With W
Note: See Managing Data )
Item Title: ,m

Entry and Searches for
more detailed information on

Item Status: ® active O Notactive O Beth

SearChmg- Item Classification: Starts VWith w E
Online Settings: [ Has cnline content
Domains: Starts With R4 A 4
Organizational Unit : Starts With hd
Training Accreditation
mine Starts Wit v =
Indicatar:

Starts With A

Training Credit:

Search

4. Click Search.

Locate the desired Item.

Tip: Use Ctrl+F to quickly
find a Learning Event.

Cansrcan USDA-CYBERSECUNITY-
FY2010 {Rev 1 - 3:1/7000 1047 AW
Aevaricn Dorveart

Oasroom USOA-CYBERSECLRITY-

FYDO11-PRES (Raw 10/ 1/7040 04:00 am

Aoverica Derrver )

12 12 Pra0m) LD infermation Security dwarenen sod
Fuies of Behavier Traning for Pobticsl Appaintees

W L Fraon Lsha inforoatiao Secudty Awareness sod
Rudmy of Bahwize Traming

Clamsrece USDA-CYBERSECURITYPRES- 1) 1) Fr2060 USDA information Security dwaranes wnd

FY10 @ev 1 - 11472010 11,90 Am
Ararica Damer|

Futes of Behator Training |Jetferson Auditorion)
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Notes

6. Select the View icon ltem
gggﬁgg?&dr;]ng to the Classroom USDA-CYBERSECURITY- Q&
' FY2010 {Rev 1 - 3/1/2010 10:41 AM
AmericalDenver)
Classroom USDA-CYBERSECURITY- 2 (=
FY2011-PRES (Rev 10/1/2010 04:00 AM
AmericalDenver)
Classroom USDA-CYBERSECURITYPRES- %
FY10 {Rev 1 - 1/14/2010 11:50 AM
AmericalDenver]
7. Click the Requests tab to R ] T — I E— DpﬁmS]
view Users who have
requested the Item. Custom Fields m Rast Reasons
Instructors Prerequisites Documents
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Notes

Remind students that
complete definitions of
terms are included in the
glossary.

Step Activity

1. Select the Learning
menu.

2. Select Items.

3. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

4.  Click Search.

5.  Locate the desired Item.

Tip: Use Ctrl+F to quickly
find a Learning Event.

6. Select the Edit icon
corresponding to the
desired ltem.

7. Click the Requests tab to
view the list of Users
requesting the ltem.

View

Learning

s
%uled Offerings

Clazses
Case sensitive search: O ez @ Mo
Item Types: Starts Wit |+ =
Item ID: Starts Yith il
Item Title: Starts With hi
Item Status: ® active O Not active O Both
Iltem Classification: Startz Yiith w D
Online Settings: [ Has cnline content
Domains: Starts With v A 4
Organizaticnal Unit : Startz With b
Training Accreditation =
inine Starts With v =
Indicator:
Search
e o ia
Clawroons USDACYRERSECURTY - Ll | FY2010 USOR information Secunity Awareness and
FY2010 @ev | - 3/1:2000 Fedl M Fules of Behador Trairmg for Polticel Acpointees
Apmerica/Deover)
Clastroom USDA CYEERSECURITY - £ 3 | Fr2011 USOA Hformation Secutity Amarmaess and
FYR011-PRES (Hew 100102000 0400 am Byles of Behwdar Tralning
Amarica Dwenwr)

Claszrooem USDALYSERSECURITYPRES- L2 W | #2010 LD Wformation Security Awareness and
FY10 (Rov 1 - 1084/3000 11:50 AW Fules of Bahwdor Trairng Jefwrson Auditariue)
Amedcn/ Demer)

Item &

Clazssroom USDA-CYBERSECURITY-
FY2010 {Rev 1 - 3/1/2010 10:41 AM
America/Denver)

2 [

Classroom USDA-CYBERSECURITY- Q&
FY¥2011-PRES {(Rev 10/1/2010 04:00 AM

Americal/Denver)

Classroom USDA-CYBERSECURITYPRES- [
FY10 (Rev 1 - 1/14/2010 11:50 AM

America/Denver)

Materials I Objectives IGrading Dptinns]

Custom Fields .M’ Rgst Reasons

Documents

Instructors Prerequisites
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Step Activity View
8. Select the Add one or Add a Request to the ltem
more from list link to
search for and enter a Enter Learnet ID or add one o more from list.
User.
. n e > Search screen ase sensitive search: ez Mo
9. Onthe > Search ,  Casesensitive search O ve: ®
enter the appl’opl’late lkem Types: Startz With £V
search criteria. — [Serswm
Item Title: Starte With e
ltem Status: ® active O Mot Active O Both
lkem Classification: Starte VWith L'
Online Settings: ] Has cnline content
Domains: Startz With w T
Organizational Unit = Startz With w
Training Accreditation ,—|1_ . B
Indicatar: Starts ith b
10. cClick Search. Ee—
11. On the Results tab, e o [ e
select the Add check box == = m = has
. JPaseTas Public, Jow M 12114081 ] N
corresponding to each e e
User to be added to the A heset

Item’s request list.

Note: Use the Request and
Required Date calendar
icons accordingly to make
changes to the Requests.

12. Click Add to add the E‘g
selected User requests
and return to the
Requests tab.

Note: Requests are usually entered here, but AgLearn can generate requests on its own. When a Scheduled Offering is
cancelled, AgLearn will ask the administrator whether requests should be generated for Users that were registered or waitlisted
for that Scheduled Offering. The second circumstance occurs when a Scheduled Offering with a Waitlist takes place. Requests
can be generated for each User on the Waitlist via the Waitlist to Request automatic process.
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Notes

1. Select the Learning p——
menu. {b
2.  Select ltems. .
%uled Offerings
Clazzes
3. Onthe > Search screen,  Casesensiive search: O ves ® 1o
enter the _appropriate ltem Types: (smsum v
search criteria. N vl
Note: See Managing Data - P =
Entry and Searches for ' —
more detailed information on ~ ftem status: @® active O not active O Botn
searching. Item Classific ation: Statswith v
Online Settings: [ Has online content
Domains: Starts With Ra A d
Organizational Unit £ Starts With 2
Training Accreditation - =
Indicator: Starts vitn &5
4. Click Search. E—
5. Locate the desired Item. el _ T
i . COersraon USDA-CYBERSECURTY- 1 | FY2010 USDR Information Security Amaremess and
Tip: Use Ctrl+F to quickly FY0I0 (Rev 1 - 311/2010 141 2 fu.aa-wrmmmmm\
find a Learning Event. oyt .
Catwcan USOA-CYBERSECURITY- D 5 Y2011 USDA infermaticn Sacurity Amarsnase and
FYZ01F-PRES {Rew 10712070 04100 4m Pules of Tahmsor Training
Acvacical Darreer)
" Qassroon USDA-CYBERSECURTYRRES: L) ' | FY2010 USDA Ifarmation Sacurlty Awarenass
FY10 e 1< 10402000 1150 AM | Bdes of Bahwdar Traiing | Jaff Ao
Aevaric el Darrews | 1
6. Select the Edit icon e
corresponding to the Classroom USDA-CYBERSECURITY- Q=
desired ltem. FY2010 (Rev 1 - 3/1/2010 10:41 AM
America/Denver)
Classroom USDA-CYBERSECURITY- Q&=
FY2011-PRES (Rev 10/1/2010 04:00 AM
America/Denver)
Classroom USDA-CYBERSECURITYPRES- .1 =)
FY10 (Rev 1 - 1/14/2010 11:50 AM
America/Denver)

7. Click the Requests tab to P ] R iGradmgﬁpﬁmS]
view the list of Users

requesting the Item. Custom Fields m Rgst Reasons

Instructors Prerequisites Documents

8. Scrolldowntothe Add a  AddaReqguestto the ltem
Requests to the Iltem
section.

\‘

9



Notes

A comment can be
entered by the User
originating the Request,
or by the administrator
accessing it.

98

9. Click a User's Request
Date calendar icon to a—— R —
change the existing T e =
request date. S

Axl | Metet |
. ________________________________________________________________________________________________________________________________________________|

10. Click a User's Required s | et
Date calendar icon to q
enter/change the existing a2 Mame et AT Moo
required date. i S wane o T— .

11. select the Request Reason:

Comments/Reason link
to edit or enter a Fomments:

comment or reason
regarding the Request.

12. On the > Search > Request Resson:
Search Results > Edit
Requests screen, enter Fomments:

comments in the
Comments field.

13. Enter or modify the Request Ressor:
reason for the User’s
request in the Request Fomments:
Reason field.

14. cji
Click Apply Changes.

15. select the Remove check ] ]|
box next to each User oo .
Request to be removed. Soastsi 0 e a:.« f':;;_i'-‘"" =

16. cClick Apply Changes. e
Apply Changes
I~



Notes

Complete definitions of
terms are included in the
glossary.

A Slot is a reservation made by an Organization for enroliments in a Scheduled
Offering. Names of specific Users may not be available when an Organization
acquires the Slots, but seats on the Scheduled Offering are reserved for that
organization until the specific Users are identified. Slots are filled using the
Registration tab within Scheduled Offerings. Subtasks pertaining to Slots are
accessible via the Scheduling menu. Slot-specific subtasks include the following:
View, Add, Edit, Delete, and Fill a Slot.

. ______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario

AgLearn announced an additional Scheduled Offering for the Sexual Harassment
Prevention course that must be completed by all employees hired after December

31st, 2010. The Scheduled Offering will occur in the Fall of 2011. A supervisor knows
that he will be hiring 5 new employees.

Step Activity View

1. Select the Learning
menu.

Learning

2. Select Scheduled
Offerings from the left
menu.

ltems

Scheduled Offerings
Classes

Scheduled Offerings

Searoh Aot New  Neg

3. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

QA0 St ey

Ender @ waku2 130 0000 150 1002 yOu WAN 10 USe 30 SREr YR SAMCH. Sooee Tekds alow y00 0 seiet YoM 2 iel of vakues
Y36 con R0 403 31 remave seqrth Criena iz further refing your sesrcn

Case wernitive woarch: Yor ® %o

more detailed information on  otersg rype: Sam etierng ypa € Schadsl Blecx etterng bypa & Beth
searching. Schaduled Oftering O Semwn -
ItenSchedule Block 10t Starty Wi -
Descnption: Starty Wtr -
Slart Datw After: -~
D0 U0 |
Start Date Seforw;
MMTRDSYYYY) 2
Staba. ® aowe O Natacwve O Bam
4.  Click Search.
5. Inthe Grid View, locate TSR -
the desired Scheduled Wocordn o Puge ' > Pageh 1314 e e (8 o '  wol
. Schaguie Ofteyiag 1D e Sohe gabe Bank
Offerlng | L) o Ceswoom FSIS-40TE FSRE fey 5/ 10/ 2004 07100 PM,
Amedice/New York)
1339 W Onswoom USDA-SFMMI03 ey 1 - 7/1202950 10032 AM

Amedce/New York)
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Step Activity View

6. Select the corresponding

. . . Grid Yiews Calendar View
View icon to view more
information. 11]—
- - -
Note: A Scheduled Offering | [=-eres per Fazs - HdEWE |
is also viewable by cIicking Scheduled Offeri ng 1D

the Calendar View tab on
the > Search screen and 19821 |;]
then the desired Offering ID

link to open the

corresponding record. e = Vi 1
7. . . .
Click the Registration [ Notifications | Cost Calculation [ Cost Summary l
tab.
s | e |
8. Scroll down to the View View the Slots
the Slots section to view
the SIOtS Slot 1D Organization élec:_;rved i?emd gn:i.swatlon
4000 IT 5 1 12/8/2010 12:59 PM
QcClo America/New York

Tip: If a Scheduled Offering cannot be located, search for the Scheduled Offering in other domains. During data entry, the
Scheduled Offering may have been mistakenly placed in an incorrect domain.
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Notes

Inform students that they
will be adding Slots to the
newly created Scheduled
Offering.

1. Select the Learning
menu.

2. Select Scheduled
Offerings from the left
menu.

3. On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

4.  Click Search.

5. Onthe Search Results
screen, locate the desired
Scheduled Offering.

Tip: Use Ctrl+F to quickly
find a Scheduled Offering.

6. Click the Edit icon
corresponding to the
desired Scheduled
Offering.

7. Click the Registration
tab.

8. Scroll down to the Add
Slots to the Scheduled
Offering section.

items

Scheduled Offerings

Enter a value for each fieid that yoo want 53 use to fiter your search. Some fisids afow you to select frol
You can sl add of remove search criers 10 further refne your search

Case sensitive search: ) Yes @ no
Ottering Type: O mmottemgthype © Scheduk Bock sfenngtype 8 Som
Scheduled Offering 10: Sumwe -
RemiSchedule Block ID: Starts Wen -
Descriptson: Starts Wes -
Start Date After:
v ™ 12132010
(MDD YY)
Status:

W actve O NotActive 0 Bom

1o () & Cswoom FSIS4078 FSRE fer 5/10/2004 07100 FM
‘wob-m
1933 0 0 Osswoom USOAFMMI403 Fey 1 - 77122990 1032 AN

Amndice/New York)

o

Scheduies Offering 10

W/ Scheule Bock
16 1 ) Course FS-WD-2600-00 (Rerv 1/11/2006 0127 PM Amecicall
Unw,

[ Motifications |CustCal::u.latmn[ Cost Summary l

B - | o |

Aod Sobs v e Schechded (Veriy
o bepaiad Foma k
bt
* Sumser of
 Ovganavnits A o
Remershon O 23 e o
(22 T L . St
e Price b
Tow . ol idwe
¥ Crangetecs
Tuwe Zoewt Amprrataw Yot asters Seaderd T * accosntns

wn

101



Notes
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9. Click the Organization ID  + grganization ID: @J
search icon to search for
the Organization ID that
will reserve Slots.

10. click the Reservation Reservation Date:
Date calendar icon to (MM DD/YYYY)
select and enter a
reservation date.

Note: The Reservation Date
field defaults to the current

L] 123010

Reservation

date.
[
11. Enter a reservation time Résewaﬁﬂn
in the Reservation Time Time: 05:17 PM
field. {hhzmm AM./PM) )

Note: The Reservation
Time field defaults to the
current time.

12. Click the Time Zone Time Zone [ EST Eastem Standard Time) @
selection icon to search
for and enter a time zone.
Note: The Time Zone field
defaults to the time zone in
which the Scheduled
Offering occurs.

13. Select the Email
confirmation to the
Organization check box
to send the Organization
a confirmation message.

Email confirmation to the Crganization

14. Enter the number of Slots ~ * Number of

reserved by the Slots:
Organization in the (1000,001) Du?'
Number of Slots field.
15. Select a registration Registration
status from the Status: N ENROLL(Enroled) ~

Registration Status
drop-down list.

16. Click Add.
L




Notes

Complete definitions of
terms are included in the
glossary.

Use Edit to change the
number of reserved Slots.

1. Select the Learning
menu.

2. Select Scheduled
Offerings from the left
menu.

items

Scheduled Offerings

3. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Covw sorsitive seare hi O ves ¥ Ho
b ) mmottemg tyne T Dobedul Doct sitarng lype # Dom

Scheduled Ofering 101 Baarts W v

Rem/Se hadule Block 10: Saarts W gt

Oeseripbion: mmwe v

Start Date After:

MMSOO/ VYY) [ ransame

Slaet Date Bedore! m

MDD YYYY)

4.  Click Search.

On the Search Results
screen, locate the desired
Scheduled Offering.

Tip: Use Ctrl+F to quickly
find a User.

22110 20 L pedesingss
e\ Sche dube Bk

(0 L) & Olswoom FSIS-A0TE FSRE fey 5/ 1002004 07100 M
AwaricalNew York)

Amndice/New York)

6. Select Edit corresponding m ssriedd

to the desired Scheduled
Offering.

ml:;uw Offwring IO Wrn/Schesule Sock
1756 ) ) Course FS-WO-2600-300 (Rev 1/11/2006 01:27 PM Americall
Ldn {“,

7. Click the Registration
tab.

[ Meotifications |Cust(‘.ak:n.latm[ Cost Summary l

Summary

Segnents | i [

8. Scroll down to Edit the

Registered Users for the

Scheduled Offering.

Edit the Registered Users for the S5cheduled Offering

9. Make the appropriate Setion
Hegotratian Status: ENROLL (Enroied | -
changes. ol
“""""""""’ o upu
Time Zone: Agrercatisw York (Eswlem Stendord Toe) -
10. cji
Click Apply Changes.

5
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Notes

Complete definitions of
terms are included in the
glossary.

104

Step

10.

Activity

Select the Learning
menu.

Select Scheduled
Offerings from the left
menu.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Search Results
screen, locate the desired
Scheduled Offering.

Tip: Use the Ctrl+F function
to quickly find a User.

Click the Edit icon
corresponding to the
desired Scheduled
Offering.

Click the Registration
tab.

Scroll down to the Edit
the Slots for the
Scheduled Offering
section.

Locate the desired Slot.

Select the Remove check
box next to the desired
Slot.

View

L .
earning

items

Scheduled Offerings

Offering Typwm Bem 0terng type Bohedus Bock siarng type # Dom
Scheduled Offering 10¢ Sharty \Vin ~
Rem/Sehedule Block 10y Sarts W -
Dese riptson: S W -
Stat Date Aftern
12132
(MMSDD/ YY) (™ 12nsaon
SLart Date Detore! R
AAA Bt
IMMDDIYYYY)
Search
e
Bocorduger Page "0 T Page 10 4 4 S e (N2 TS pacadn Py dn-
Schaguie Ofteriag 1D e Sobetade Bk
ra L) e Ceswoom FSIS-40TE FSRE Fev 5/ 10/2004 07100 FM
Americe/Now York)
19339 0 0 Onswoom USOAFMMIH03 Sy 1 771202990 1032 AM
Amedica/New York)
=m -
Scheguiee Offwring IO Wen/Schetule Bock
1756 gl Course F5-WO-2600-300 (Rev t/11/2006 0127 PM Americal!
. qu

{ Ednt

| Notifications |Cust€al1:u.at1'un| Cost Summary l

Summary

Segments | Fte-g‘istraa\%l l

Edit the Registered Users for the S5cheduled Offering

Reservation Date
(MM DDAYY,

Time
Slot Slots Slots  (hh:mm AM/PM)
[[2] Organization Reserved Used Time Zone
3988 IT 2 0 ™ 122010
Ty 09:47 AM
America/Mew York (Eastern Standard Time)
Remaove
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11. cClick Apply Changes.
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Notes

Tell students they may
need to scroll down to the
section titled “Scheduled
Offering Registration.”
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1.  select the Learning Learning
menu.

2. Select Scheduled
Offerings from the left

items

menu.

3. Onthe > Search screen, e Tywe © Remofmoyse © Seaedn Suk sermgyse @ Bon
enter the appropriate Scheduled Offering 01 mmwe v
search criteria. WemScheoule ock 0 s we v
Note: See Managing Data e riptsan: mmwe v
Entry and Searches for

y T ) St Dt ftvons ™ 12010
more detailed information on (W00 /Y YY) S
searching. Stavt Date Deforer ™
MMODYYYY)
ftatusi @ Actve O NotActve O Bow

4.  Click Search.

On the Search Results
screen, locate the desired

Scheduled Offering. e e
Tip: Use the Ctrl+F function R R
to quickly find a Scheduled i i | oro i e e
Offering.
6.  Select the Scheduled [ oo I
Offering Edit link. Seheduind Ottoring 10  /Schmis ock
1756 gl Course F5-WO-2600-300 (Rerv 1/11/2006 01:27 PM Americel New
N
7. I(::Ili:)Ck the Registration [ Notifications | Cost Calculation I’ Cost Summary l
ab.

Bl - | o |

8. Select the Add one or Enter criteria or add nne[gr more from list vou can also add from reguest list.
more from list link to
select a User.

9. Onthe > Search screen, Case sensitive search: © Yes @ No
enter the appropriate

. . User |D: Starts With
search criteria.
Last Hame: Starts With
First Hame: Starts With
Middle Initial: Starts With
Role ID: Starts With -



Notes

10. Click Search.

11. On the Results screen, . o . S —
locate the desired MMSTITR  BROLETes) - 880 USColnusd) -
User(s) i

' h £ 1]

12 SeIeCt a SIOt to aSSIQn the User Registration Status Slot ID
User from the Slot ID MMIITITE ENROLLEnroled) . —
drop-down list. USER, USDA

C 4001 (1699 - 10 seat(s) available)

13. g Ch back Pri
Select the dL_JsetA\s dd check Accaorﬁitac :{ﬁ,onl_m; Order Ticket Add
Egrrespon ing chec oo 15 Dolar(USD) =

X. [
Edit

14. Click Add.
k

15. On the Registration tab, Edit the Registered Learners for the Scheduled Offering
scroll down to the Edit
the Registered Learners
for the Scheduled
Offering section.

16. Locate the User(s) that USER, LSDA C ENROLL {Enrolled) 4001
were added to verify the MMBSTETE 1 E:{’z‘m’effﬁ 'I’""'
. nca arl
Slot ID assignment. i

10

\‘



Managing Scheduled Offering Registrations

Registration is the act of placing a User's name on the planned list of participants in a

Notes
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specific Scheduled Offering. Subtasks pertaining to Managing Scheduled Offering
Registrations are accessible from the Scheduling menu. Registration-specific
subtasks include the following: Register/Withdraw a User, View a Scheduled
Offering Registration, Edit Registered Users for a Scheduled Offering, Create a
Class Roster Registration Report, and Use the Registration Assistant Tool to
Register a User for a Scheduled Offering, and Reserve Slots for a Scheduled

Offering.

A Day-in-the-Life Scenario

You are asked to determine which User is Waitlisted for a particular Scheduled
Offering. Additionally, you must identify all Users who are Waitlisted for all Scheduled

Offerings of a certain Item.

Step Activity

1. Select the Learning
menu.

2. Select Scheduled
Offerings from the left
menu.

3. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

View

Learning

Y

Items

Scheduled Offerings

(Mo iveatice 1own ) vos 8 we

(ffermg Type QT TATS—— Bewatsn B othrng tipe &) par
Sihrduded Offerang ) Thwrte VWA -

Renie e B b i) s Ve e

Do Aphion Therte v -

Shatt Dade ANp 01 1 7
more detailed information on ol
. S Dt Betine --1
searching. WAOIYY)
4. Click Search. search
5. Onthe Grid View screen, EE= - -
locate the desired ot g 0 (Vo ¥ 312 et e IR el e lex i
Scheduled Offering. liaoulmé Srtoring BB oiimernschaniete
. . 00 WL Cmasrgon AGLEARN-COSRM-SAPS (e 7~ 1100472000 1030
Tip: Use the Ctrl+F function AM Anerica Danver)
to quickly find an Offering 2004 0 (3 | Clsrcon AGLEARM-LLSRMASUPL Fav 1 11114/2008 1233
ID 'M-\md:o".\emvu
' 07 U [ Cssroon AGLEARN CUSRMSMPEY (Rew | - 11/3072010 0%

AV Arverical Darvonr|



Notes

6. . - .
Click the Vlgw icon Calendar View ]
corresponding to the

dO?férr?nngChedUIEd fcord IB.,_;F ’ e
Note: A User's registration js ~ ~ch=duled Offering 1D
also viewable via User 20020 i

Management > Users >
Registration.

20098 % [=]
7. Click the Registration [ Cost CalcuatfunI Cost Summary I Pricing
tab.
Segments Registration Contacts
8. Scroll down to the B
Registered Users Co DI s o it teine
. . . Quardier, CANCELLED (Cancofied) 0
section to verify/view the Antons | C20/1000 0381 AM America Gamms
Current StUdent User Schroader, 1nan PROLL (Enrotied) 0o
registrations_ Janes M T/1/2010 11:42 AM Aerica Derer
BINEs)
Olien, 118514 ENROLL (Enrslisd) n
Jonathan & B13/2000 1058 AM Americal Danver

‘
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o _

Step Activity View
1.  select the Learning Learning
menu.
2. Select Scheduled e
Offerings from the left Scheduied Offerings
menu. i
3. Onthe > Search screen, EHSE e spuri v ® e
enter the appropriate e (G
SearCh Crltena Yort ledue Budh B Tiwte Ve v
Note: See Managing Data [o— swiim
Entry and Searches for Hart bute A R
more detailed information on et
searching. popie m
Yalia P Agne L) St actue L) Baty
4.  Click Search. search
If the Offering is in an 5. On the Grid View screen p—
incorrect domain, a | he desired ’ e s TR o
person with the right ocate the desire . .,,,b.u::;'”. .. .,,,,\;,;m::- -
permlSSIons WI" need to SChedUIed Offerlng ' 20010 L4 15 Ouswoom AGLEARN-CLSRM-SMPL Sav 1 « 11/ 142010 12:33
move the record to the Tip: Use the Ctrl+F function M4 evsa) Derner)
correct domain. to quickly find a User. 0038 QR z;;sz'iﬁmlusm SMPL Fev | 11/142010 18233
w7 (& g bxvowwumqsmmz Rev 1 - 1173072000 1096

M Armcice Dermmr)

6. . o, .
Click the E(_jlt icon Calenar View ]
corresponding to the

desired Scheduled e —_—
Offering.
Stheduled Offering ID
20030 [
20098 %@
20017 [
7. Click the Registration [ Cost Calculstion " Cost Summary ][ Pricing ]

tab. | Segments Registration Cortacts

8. Scroll down to the Add a #dd a User to the Scheduled Offering Registration
User to the Scheduled
Offering Registration
section.
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Notes

A request list is a list of
Users who have
requested to attend the
Scheduled Offering.

Mention to students that
this is where they can
assign a Learner to a
Waitlist.

Inform students that after
clicking the Add button it
is unnecessary to click
the Apply Changes
button in the Edit the
Registered Learners for
the Scheduled Offering
section of the
Registration tab. At this
point they should validate
the registered Learners.

Step

10.

11.

12.

13.

14.

15.

16.

Activity

Select the Add one or
more from list link or the
Add from request list
link to search for and
enter Users.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results tab,
select a registration status
from the Registration
Status drop-down list.

Select a slot, if
appropriate, from the Slot
ID drop-down list.

Select the Add check box
for each User to be
registered to the
Scheduled Offering.

Select the applicable
Email confirmation to
User, Instructor,
Supervisor, and/or
Contacts check boxes at
the bottom of the User
list.

Click Add.

Note: Be sure to scroll down
to the bottom of the screen
to verify the addition.

View

Add a User to the Scheduled Offering Registration

Enter criteria or add cne or mere from list You can alzo add frem reguest list.

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allowe you to select from a list of
walues. You can also add or remove search criteris to further refing your search.

Case sensitive search:
User ID:

Last Mame:

First Mame:

Miclclle: Initial:

User Status:

Domains:

Search

Registration
Status:

Price :

User
Fublic, Joe M

e Aeg atila Mari
BN Dan Teves
Pubc

lze W

O ves @ o
[ stams with w | |

| Starts With vl ‘

[ Starts with w | |

| Starts With vl ‘

@ active O Nt sctive O Beth

[ Starts with ~| ‘ ‘ A g

ENROLL{Enrolied) v
CANCELLED(Cancelled)

ENROLL{Enrolled)
VWAITLISTOWaitlizted) '

Org ID
300300

Registration Status &

EMROLL {Enrolled)

Slot ID

- 2 ISCeet - r

Email confirmations to: User Instructor Supervisor Contacts
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Notes

Step Activity View
1.  select the Learning Learning
menu.
2. Select Scheduled
Offerings from the left
menu.
3. On the > Search screen, (ave st ear .
enter the appropriate i o g e e tuer o are O
search criteria. O
Note: See Managing Data [o— TN
Entry and Searches for Aot ke At B i
more detailed information on isbebi
A St Date Dedore ™
searching. WG]
4. Click Search. E—
If the Scheduled ‘d)ﬁe”'.‘g 5. Onthe Grid View screen oo [
is in an incorrect domain, . ! T ey e, T [r—
a person with the right locate the deswe_d -:. re 10 e m.-.:-....um... - -
permissions will need to Scheduled Offering. 2o 03 ()| Clnaroamn AGREARN-CLERMSMPL v 1 - £1/14/2010 1033
AM. Americe/ Derwes |
move the recprd to the Tlp Use the Ctr|+F funCtlon 1004 W Clarcom AGLEARN CLSREASMPL (See 1 1101472010 10:33
correct domain. to quickly find a User. Ak America/ Darwar)
0007 Wl L Clarocm AGLEARN-CLSRIASMPLY (Rey 1. 11 30/2010 ta%a
AM Ao Do)
6, C|ICk the Edlt |C0n Scheduled Offering 1D
corresponding to the 20030 =S e
desired Scheduled
. 20098 =
Offering. %
20017 = (=
7. 'f:lll)Ck the Rengtratlon [ Cost Calculation I Cost Summary I Pricing ]
ab.
[ Segments I Registration I Contacts ]
8. i
Scroll do.W” to the Edit Edit the Registered Users for the Scheduled (Hfering
the Registered Users for
the Scheduled Offering
section.
9. Selecta User's Org —
corresponding Edit linkto ~ Y==r Ll = e s e
make edits to the User’s Public, Joe M SESI  EMROLL (Enrolled)
registration information. JP996TE 12/15/2010 02:06 PM

112

Note: Edits can only be
made to one User’s
registration at a time.

America/Denver
Edit



Notes

10. Make the appropriate
changes to the User’s
registration information for
the Scheduled Offering.

User 0 PaseTaR User Hamet Ratéc, Jie s
Siot 10}

Reghtrstion Sty | BROLLENTIRT M)

WYY oot m st

v:"'”"“ . A

e HWIVL

Time 2one: [Ararcatierver Unetr S Tre v
Comerwnty:

Send confirmation notiicstion tor ] Usee [ instructor 2] Supervisor [ Contacts

11. select the Send
Confirmation
Notification to User
check box to provide
Users with a confirmation.
Note: Select the
Instructors, Supervisors,
and Contacts check boxes
accordingly to provide them
with confirmations.

Send confirmation notification to: [¥] User [ Inatructor ] Supervisor [¥] Contacts

12. Click Apply Changes.
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Notes

If the Scheduled Offering
is in an incorrect domain,
a person with the right
permissions will need to
move the record to the
correct domain.

114

1. Select the Learning
menu.

2. Select Scheduled
Offerings from the left
menu.

tems

Scheduled Offerings
Classes

3. Onthe > Search screen,

o sratie weare b Cvwe®w
enter the approprlate Ofering Type: £ s attwmg teae ©) Satanie fees sereg hpe 3 pas
. . Scheduted Ofarnng 01 e -
search criteria. = .
Loevia heduie B 1D Ttatw om v
Note: See Managing Data [o— T N
Entry and Searches for 11 e At T
more detailed information on ! : -
. St Dot Dedore m
searching. WO YYT) -
Slatun: @ acse O isnce O 2
4. Click Search. earen
5. On the Results screen, ' %'v-—ly -
locate the desired SRR —
Scheduled Offering. s e C
. . 20030 10 L) Cunsrcam AGLEASN-CLSRM-SMPL (R |, 11/ 142010 10:33
Tip: Use the Ctrl+F function M anedcaieoen
2009 0 B Cuasrcon AGLEARNLLSAMSMPL (Rwv 1. 117142010 10:33

to quickly find a Scheduled
Offering.

AM Aperica/Deswer)

6. Click the Edit icon
corresponding to the
desired Scheduled
Offering.

Scheduled Offering 1D
20030

Q&

b

20098

7. Click the Registration
tab.

[ Cost Calculation I Cost Summary I

Pricing ]

Segments I Registration T Contacts

8.  Scroll down to the Edit

the Registered Users for

the Scheduled Offering
section.

Edit the Registered Users for the Scheduled Offering

9. Locate the User to be
removed (Withdrawn).

Org
User ([»] Registration Status
Public, Joe M SBSI1 EMROLL {Enrolled)
JP9SeTES 1271572010 03:56 PM
AmericalDenver
Edit




Notes

10. select the Select check Select
box next to the User to be
removed (withdrawn) from
the Scheduled Offering.

11. Click Remove. Remove

12 Select the Send Email c enfirmations to: Users Instructors Supervisors Contacts

Confirmation
Notification to User
check box to provide
Users with a confirmation.

Note: Scroll down to the
bottom of the list of names
to select the Instructors,
Supervisors, and Contacts
you wish to also receive
confirmations.

13. SeleCt_the R_emove Remove associsted tem from the learning plan
associated item from

the Learning Plan (To-
Do List) check box to
remove the Iltem from the
To-Do List.

14. click Apply Changes. -
Apply Changes

11

(6]



Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel are necessary.

The Class Roster report
displays each selected
Scheduled Offering to
include in the report and
the instructor and
Learners who have been
scheduled for it.

116

Step

Activity
Select the Reports menu.

Select Learning from the
left menu.

Enter the title of the report
in the Search field.

Click Submit

Click the + icon to expand
the list of available
reports.

Select the report you wish
to run.

Note: The first report
selection provides HTML or
PDF output. The second
selection provides CSV
output only.

Select either the Browser
or Local File option for
your report destination.

Note: Browser is the default
selection; when selected, it
displays the report within the
browser. Selecting Local
File saves the report to your
hard drive to be opened at
your convenience.

View

Categary

|:| User Management

|:| Performance

Learning

Search

Scheduled Offering Roster

Browse By

Category (Admin onlv)

|:| User Managsment

|:| Performance

Learning

Submit

2 Reports

Scheduled Offering Roster

Learning

The Scheduled Offering Raster report returns the roster of usersina
scheduled offering.

2 Reports

Learning
@ Scheduled Offering Raster
Scheduled Pffering Roster Iu_@ i
Scheduledﬂer‘ing Roster (CSV) Iu_@ i

The Scheduled Offering Roster report returns the roster of usersina
scheduled offering.

Run Scheduled Offering Roster

Report Title: Scheduled Offering F

Report Header:

Report Footer:

Report Destination: Browszer |

Browser

LocarFie

Report Format:



Notes

If students know the
Scheduled Offering ID for
which they want a roster,
they can enter it directly
into the Scheduled
Offerings field. Multiple
IDs should be separated
with a comma.

Step

10.

11.

12.

13.

14.

15.
16.

Activity

Select the HTML or PDF
Report Format. Enter the
Scheduled Offering
number

Note: The default format is
HTML.

Enter the Scheduled
Offering ID.

Select the Mask User IDs
check box to mask a
User’s ID.

Note: The default setting is
for this check box to be
selected so User IDs cannot
be viewed on the report.

Select the Filter icon.

The Scheduled Offering
ID may be typed directly
into the box, if known

Search for desired
Scheduled Offering.

Click Search.

Click the Select check
box corresponding to
each Scheduled Offering
for which a roster will be
printed.

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
Scheduled Offering to be
removed from the filter.
Note: To add a Scheduled
Offering to the filter on
this tab, enter the
Scheduled Offering ID in
the Scheduled Offerings
field and click Add.

View
Report Destinaticn:
Report Format: HTHL | »
HTHL
3

[Exact ¥ [z0098

Scheduled Offering:
(1000, 001)

ask Uzer Ds

Scheduled Offering:
Exact
(1000,001)
Oftecing Tyoe v (e B 9 a
SEhedubed Offpring 11 A -
Hem'Se hethils Block £ e L -
Desc nption; St Wi -
Start Dale Afer - -
2 12Nean
D0 Y YY)
Start Date Belere! e
AT Y o
Search
St ML T D
Scredyled OMering 1D tem/Echecule Siack Desviptior Selecr
200M Oassroom AGLEARN-CLSRM-SMPL  Bxic SMEs of Thoe Manageaent  [7]
R 1 - TH1A2010 1005 A
Aevmrica Durmer )

St ML Dy

Submit Selection

Shessiad Offering 1D fem/Schedule Sioce Sessnigtion fale

0048 Caswoon AGLEARNCLSRM SHPL  Badc SHi of Time Managenent o
(Rev 1 - 1002010 103 A
Avacica Danver)
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Notes

Inform students they can
click Schedule Job to
specify a date and time to
run the report as a
background job or to click
Reset to revert to system
default.

118

17. Click Submit Filter. Submit Filter

18. Click Run Report. M




Notes

Inform students that the
Registration Assistant tool
is helpful for situations in
which more than one
Learner must be
registered or
unregistered.

Step

10.

11.

Activity

Select the Learning
menu.

Select Tools from the left
menu, then click the +
sign to expand the menu.

Select Registration
Assistant.

Select the Register
Users option button.

Note: This is the default
selection.

Click Next.

Click the Scheduled
Offering Search icon.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the Select link for
the Scheduled Offering to
be added and return to
the Step 2: Select
Scheduled Offering
screen.

Click Next.

Select the Add one or
more from list link to
search for and enter
Users.

Curricutum Scheduling
Registration Assistant

Inventory Adjustment

lrC::'"a'-.l"rthl:lrﬂ".-.' Uzerz 'D Rezerve Slotz @' Regizter Uzers

Mexk

* Scheduled Offering: ‘%

Offwring Type ser oftuing type €
S1reddnd OMerng T Jlars Vo -
AenSe heduie Bhod k(D Tharte Ve ~
D rptinn 2 Vo v
et Oat Afer -1 121601
WADO/ YY)
St Oate Bofore:
MDY YY) B
Search
Khascied Qtfarmg 10 emyiehintions Siadk
po o Classroore AGLEARN-CLSRM-SMPL
e 10 101473018 10:31 A
Anerica/Duwver)
oLl Classroom AGLEARN-CLSRM-SMPL
(Rare 10 1971472010 10:21 A

Anerics/Denver)

Mexk

Add Users

Scaecue Hecs afterng tae &) B

Osszpozn

Introductan To Naghin Select
Foldng
Uesic Sills of Time wloct

Mansgenent

Enter Uzer ID, Regiztration Statuz ID or add one or mere from lizt
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Notes

The step is highlighted in
yellow because the
software screen does not
display properly. The
check box is misplaced.

Inform students that for
the purposes of this
training cost is not being
addressed and as such

120

12. Onthe > Search screen, ~ **""*"
. Exiet & vave T2t S0 Msd DN Eh w00 00 GS¢ 10 P00 y0ut SRRrTn Saee Med0d af0 o piu 1) doect Soma bt ot
enter the approprlate PERAE Ty S T S3T ST PRIV SETTD Crtens 13 Sirter swine your seerch
search criteria. Yot Sevet |
Cans senitive searchi © ves & 1
e (v i ¥
Last harse: [ v ]
First More| s ~ ]
ebe i (s vien & 3
Wrer Statos;: ® sone O vptacve O aor
Dompien: [ Sawm vier v v
13. Click Search. E—
14. On the Results tab, Rovmuean
select the Add check box — vec e sepmmonswn0  Tmese s
next to each User to be A [Bvoviewhd L
added.
15. Click Add. Add
16. scroll down to the Edit Edit Users

Users section.

e . L Searianie e .-

17. Remove Users as e S G
necessary by checking it
the appropriate Remove

box.
18. click Apply Changes. [ Aoply Changes
Apply Changes
3
19. click Next. Next

20. Enter additional
comments/information LEARNERD3 T

Learner, Ed T

pertaining to each Userin W
the corresponding
Comments field.

21. Click Next. Next

22. Click Next to skip the Next
Step 5: Edit Financial
Data screen.




Notes

Step Activity View
they should not make any 23. Sel he Email
. . elect the Email Email confirmations to: Users Instructors Supervisors
changes to the Step 5: . . N %
Edit Financial Data confirmations to Users,
screen. Instructors, Cortacts
Supervisors, and/or ‘

Contacts check boxes if
it is applicable.

24. Click Finish. E—

25 Review the Scheduled

Offering’s registration
status on the Finish Status:
screen.

o Al regiztrations in this scheduled offering were successful.

Tip: When using the Registration Assistant tool to withdraw a student, steps are similar to those above, with the exception
of two elements:

1. Select the Withdraw check box for those students to be withdrawn.

2. Onthe final step, select the Remove associated item from the learning plan check box to remove the
Item from the User’s To-Do List.
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Notes

If the Scheduled Offering
is in an incorrect domain,
a person with the right
permissions will need to
move the record to the
correct domain.

122

1. select the Learning
menu.

2. Select Tools from the left
menu.

3. Select Registration
Assistant.

Curriculum Scheduting
Registration Assistant

Inventory Adjustment

4.  Select the Reserve Slots

) O withdraw Users  (® Reserve st O Register Users
option button.

5. Click Next. =
6.  Click the Scheduled

Offering Search icon. * Scheduled Cffering: @l
7. Onthe > Search screen, = wuiastore:

Erter & caium %00 6408 fal Dl yOu Wlin! 12 LaE 20 Mer yOur S087ES i SRS BN0W yOu 19 Selt foee & Mt of
VRS TG TER ARD BT OF TRTIIE ARTE SOARTE 0 ATher retae Ew sen Ty

enter the appropriate
search criteria.

I!lu?-: Fewt

Note: See Managing Data Coesmspvesnuth O ves @ w
Entry and Searches for Orberiog Types © tonstuemy s O Sevone Suckereg s B e
more detailed information on  crcsiesomeinio memen 9
searching. e = T

Descrption: [satave &

Suart Date After:

DTV B samrane

Start Date Bwfore:

mwbbunv?w m

8. Click Search.

Search

9.  On the Results screen, e e
select the Select link for s 1 1142010 13 o Faidng
. Americal 1
the SChedUIed Offerlng to 200 Classrosm AGLEARN-CLSRM- S8R Hasic Skils of Time fobect
be added and return to W 6 bl Mansgement
the Step 2: Select
Scheduled Offering
screen.
10. Click Next. =




Notes

11. Click the Organization ID  « grzznization 1D

Search icon to select and
enter an Organization ID. A :I

)

12. Onthe > Search screen, e omsistion
enter the appropriate hirvibdesry oepragipboshusoprederrio et oot e g
search criteria.

Cave yenutive yearch: O ves @& no

Orpuaization B [emwe &

Dese rpbon: [Stans wer -

Organizaticn Type: [ Starta wan - 3
Orgactzatien Group! [ Stans wen [ v

13. Click Search. E—

14. select the Select link next @ = pemwo —
to the Organization to be 01 AMS 00, 0AOAS Sator
added. 200 AMELA0ACTS alact

Qoo AMEOR-0APAS alart
w@onor AMS-OAOALARES Selact

15. Enter the required *Slots
number of slots in the LTI
Slots field.

Remind students that they 16. select a status from the Registration

do not need o change the Registration Status status 1D

fields if the default field is g9 )

accurate. drop-down list. ENROLL (Enrolled)

Note: The default is set to
Enrolled.

ENROLL (Enrolled)

17. Click the Calendar iconto  Reservation
select and enter a =
Reservation date. —
Note: The default is set to
the current date.

5 121172010

Remind students that they

18. . . =
do not need to change the Enter the reservation time Time

. . . [rh:mm
fields if the default field is in the Time field. AM/PM)
accurate

] 1212 P

19. Click the Time Zone
Selection icon to select
and enter a T|me Zone |ArnericafDenver (Mountain Standard Time) >

Time Zone
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Notes

20. Click Add.
b

21. Click Next. Next
22. Enter additional Ouwamen e Commnn
comments/information ascani 2

about the Organization in
the Comments field.

23. Click Next. Next

24. Click Next to skip the Mexct
Step 5: Edit Financial
Data screen.

25. Select the Email
confirmations to
Organizations check box
if it is applicable to this
Scheduled Offering
registration.

Enail confirmations to Organizations

26. Click Finish.

27. Review the Scheduled
Offering’s registration
status on the Finish
screen.

o Nkl resenaions in thes achodukd cBancg ware successhd

Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.
Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar

icons.
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A Curriculum is a grouping of learning. The Requirements, Subcurricula, Items, and
Documents are grouped to make them easier to assign, track, and maintain.

Curricula management tasks are accessible from the Learning > Curricula menu.

Managing Curricula tasks include: Creating Requirements, View, Add, Edit, Copy,
and Delete a Curriculum Record.
. ______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario
All new employees are required to take a series of learning events, including an
orientation class, privacy basics, security literacy, and ethics and civil rights
training. The easiest way to assign and track this is to create a curriculum
containing all of the required Items and verify its completion.

Requirements are intended to give the administrator, and the User, more flexibility.
Now the User can choose several Items from a larger pool, or complete any number
of Items from the pool, so long as a minimum number of contact hours (or credits) is
met. The original parameters are set by the administrator; the User then makes
specific choices to best suit his/her needs and preferences.

Requirements are assigned to Users through curricula. The administrator associates
a requirement with a curriculum, and then assigns the curriculum to a User, thus
providing an easy-to-use mechanism for the User to complete the requirement.
Requirements can use period-based assignments, just as curricula could before, so
that mandatory retraining intervals can be enforced.

Space and time restrictions prohibit a comprehensive discussion of all the
permutations possible with requirements. The fundamentals will be discussed here;
more detailed information will be available in the online AgLearn Administrators’
Reference.

There are three basic types of requirements. You may specify a number of Items
from a pool, a number of hours or credits from a pool of Items, or just a number of
hours or credits. Examples of each:

e Items from a pool of ltems — The requirement may be for the User to complete
any three from a pool of five ltems (two from a pool of three, four of six, etc.).
Ethics training, for example, requires the User to take three Items each year,
from a pool of seventeen.

e Hours (or credits) from a pool of ltems — The requirement may be to complete
fifteen hours from a pool of Items; credits, or Continuing Professional Education
units (CPE) may also be used. Some certifications require Users to attain a
specified number of CPE units in their field each year to retain their certification.

e Hours (or credits) from any Iltems — An agency or organization may require any
or all of its employees to complete forty hours a year of training, regardless of
the discipline or subject.

Like many things in AgLearn, creating requirements is not difficult, but it has to be
done correctly. Below are the steps required to create each of the three major
requirements.
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Step

Activity

Select the Learning
menu.

Select Requirements.

Select Add New.

In the Add New
Requirement module, go
to the Requirement Type
drop-down list and
choose # Items from
Pool of Items.

Type an ID and
Description for the
requirement.

Type a Domain ID or
search for one by clicking
the Search icon .

Accept the default
Creation Date, type a
different date, or click the
Calendar icon ® to
select a date.

Uncheck the Active
checkbox if you wish to
make the requirement
inactive. (Requirements
are active upon creation
by default.)

Type Comments if you
wish.

10. Click Next.

View

Learning

Curricula

Requirements
Queh)nnai re Surveys

Search Add Mew

* Requirement Type:
“lD:

Description:

“1D:

Description:

* Domain [D:

* Creation Date:
DD

Active:

Help

# Hours of specified Hour Type

# Hours of specified Hour Type
# Hours of specified Hour Type from Pool of tems
# ltems from Pool of tems

Q, puBLC

% 1211412010

[

P

Comments:

Reset
3



11. Add Items to the Item Create ltem Pool
Pool by clicking the Add

one or more from list
|Ink Item Type

Enter tem ID or add one or more from ligt

Note: The number of Items -
must be equal to or greater

than the number entered

into the Required Number

of ltems field in Step 12.

12. cClick Add after each Item

selected until you have all
the Items needed for the x
pool.

13. Type the Required
Number of Iltems.

Note: The required number [}!‘
of Items must be equal to or

greater than the number of

Items in the pool.

14. Click the Add button _
nearest the top of the M ;"'E? M

page.

* Enter the required number of ltems:
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Select the Learning
menu. n
e
2. Select Requirements. :

e
3. Select Add New. Search AddMew  Help

e —
4. Inthe Add New

ReqUirement module, 90 # Hours of =pecified Hour Type

to the Requ_"ement Type # Hours of specified Hour Type from Pool of tems
drop-down list and # tems from Pool of tems

choose # Hours of
specified Hour Type
from Pool of Items.

# Hours of specified Hour Type -

5. TypeanID and . 1D:
Description for the o
requirement. Description:
6. Type a Domain ID or * Domain ID: Q, puBLC

search for one by clicking
the Search icon &

7. Accept the default * Creation Date:
Creation Date, type a (MM/DDAYYYY) % 12M14/2010

different date, or click the

Calendar icon H to
select a date.

8. Uncheck the Active Active: t
checkbox if you wish to —[:}
make the requirement
inactive. (Requirements
are active upon creation
by default.)

9. Type Comments if you
wish.

Comments:

10. Click Next.
Reset

5




11. Select the Hour Type Select Hour Type and enter Reguired Hours

from the drop-down list.

* Hour Type: Total Hours

* Required Hours:

Credit Hours
Contact Hours
CPE Hours

12. Enter the Required  Required Hours:
Hours (i.e., hours of the [;}
required type needed to
fulfill the requirement).

13. Add at least one Item to Create Item Pool
the Item Pool by clicking

Enter tem ID or add gne or more from list
the Add one or more ﬂb
ltem Type ltem ID¥

from list link in the
Create Item Pool -
module.

14. cClick Add after each
addition until you have the
complete pool. ®
15. when all Items have been :
added, click the Add Previous | Lﬂgﬂ
button nearest the top of
the page.
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1. Select the Learning Learning
menu. n

2. Select Requirements.

3. Select Add New.

4. In the Add New .
Requirement module, go # Hours of specified Hour Type [} t]
to the Requirement Type
drop-down list and
choose # Hours of

specified Hour Type.

5. TypeanIDand - 1D: |
Description for the o
requirement. Description: |

6. Type a Domain ID or * Domain ID: Q, puBLC

search for one by clicking
the Search icon @,

7. Accept the default * Creation Date: % 121142010

Creation Date, type a (MM/DD/YYYY)
different date, or click the

Calendar icon H to
select a date.

8. Uncheck the Active i
: v
checkbox if you wish to Active

make the requirement
inactive. (Requirements
are active upon creation
by default.)

9.  Type Comments, if you
wish.

Commerts:

10. Click Next.
Reset

3




11. Select the Hour Type Select Hour Type and enter Reguired Hours

from the drop-down list.

* Hour Type: Total Hours

* Required Hours:

Credit Hours
Contact Hours
CPE Hours

12. Enter the Required - Required Hours: |
Hours (i.e., hours of the [}
required type needed to
fulfill the requirement).

13. Click the Add button.
Previous | Add FBE'SE'l|
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Requirements can be assigned to a curriculum individually, in multiples, or in groups.
When assigned individually, the requirement must be fulfilled for the curriculum to be
considered complete. When multiple requirements are assigned to a curriculum, all
requirements must be fulfilled for the curriculum to be considered complete.

Requirement Groups allow administrators to assign multiple requirements to a
curriculum, and leave it to the User to decide which requirement to fulfill to complete
the curriculum.

For example, if a curriculum has two standalone requirements, A and B, the User
must fulfill Requirement A and Requirement B for the curriculum to be completed. If
Requirements A and B are grouped together, the User may fulfill either Requirement
A or Requirement B to complete the curriculum.

Step Activity View

1. Select the Learning Learning
menu. n

2. Select Curricula. Group Instances

Curricula
Requir“.ent_s

3. On the > Search screen, Case sensitive search: © ves @ Mo
enter the _approprlate Curriculum 1D: StartsWith -
search criteria.

Curriculum Title: Starts With b
Curriculum Status: @ active © NotActive © Both

4. Click Search.

5. On the Results tab, Curriculum 1D & Curriculum Title Active  Domain
locate the desired AGLEARN-DELTA <] | First Aid and Safety Training « | Yes | PUBLIC
Curriculum record. APHIS-ADA-2010 [2 | APHIS American Disabilities Act ™ | Yes | APHIS

2008 Training

Tip: Use the Ctrl+F function
to quickly find a Curriculum
on the screen.

6. Click the Edit icon for the Curriculum 1D « Curriculum Title

Curriculum. AGLEARN-DELTA

First Aid and Safety Training

APHIS-ADA-2010 ~ | APHIS American Disabilities Act
2008 Training

7. Clti)ckthe Requirements ltems " Requiremen
tab.

Edit the Curriculum
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8. Find the requirements = _ L
that you wish to group el a0

_ Do bast 21 -3 Total Hows ity i
together and click the tralelag 14 - 64 Totl Mows I3
corresponding Select ) ot
checkboxes. & -

-
9.  Click the Group button. sequvener oesranon .

D pa-test2] - 3 Totst Hours testiog o 0,

T prairéng wid - 64 Totat Hours - B
'.....'Z.s
-

10. Enter a Group Group Description:
Description.

11. (Optional) Enter an Initial  inital Assignments:

Number, select an Initial etamRer L mitialPerioa: Days v
Period from the drop- et Basss ¥ ) Calongar | Threshold: Entire Perio:
down list, and choose the @ Event @ lom

Initial Basis (either
Calendar or Event).

12. (Optional) Enter the Retraining Assignments:
Retraining Number, Retraining A
select a Retraining P L[ RetreininePeriod: | bays
Period from the drop- Retraining Basis: () Calondar © Event

down list, and choose the
Retraining Basis (either
Calendar or Event).

13. Click the Calendar icon Effective Date: ot
M to select an Effective /oo [y
Date.
14. Click Create Group.
Create Gmlg Reset |

15 The Group W|” appear in Upcate the Reguirenents for the Curmcutum
the Update the i
Requirements for the & S —

Aezunemen) Desurignan Selexy
Curriculum section. B Regrbumant Grow Traning Ald P
Click the Expand icon K 0 o Bk SETRO,
to review the data {ind the s 20 Dy e
Edit link to update it. S Date: 1112010
Da-test-23 - 3 Tatal Hours tasting
—OR-

raloing od - 64 Total Howrs

13
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Notes

1. Select the Learning Learning
menu. a
]
2. Select Curricula. Group Instances
Curricula
RequirWents
3. Onthe > Search screen, Case sensitive search: © ves @ Mo
enter the _approprlate curriculum - prrere—
search criteria.
Note: See Managing Data ~ curmieulum Title: Starts With v
Entry and_ Sea_lrches f_or Curriculum Status: @ Active © Not Active ® Both
more detailed information on
searching.
4. Click Search.
_lf the CumCUIum isinan 5. On the Results tab, Curriculum ID « Curriculum Title Active  Domain
incorrect domain, a person ; = . =
with the right permissions Iocalfe the desired AGLEARN-DELTA [ First Aid and Safety Training | Yes | PUBLIC
will need to move the Curriculum record. APHIS-ADA-2010 [0 | APHIS American Disabilities Act ® | Yes | APHIS
record to the correct Tip: Use the Ctrl+F function 7008 Training
domain.

to quickly find a Curriculum
on the screen.

After selecting the View :
link. the > Segrch > 6. S_elec'_: the corr_espondlng USDA-AGLEARM- @ Aplearn Administrator courses
Search Results > View View icon to view more ADMIN Y
Summary screen information. View |
al USDA-AGLEARM- Q’E‘ Aglearn Learner courses
ppears.
LEARMER.
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Select the Learning

menu. "
I EE—
2. Select Curricula. Group Instances

Curricula

F‘.ecun‘b,:‘-nts

3. [
Select the Add New link. Search | AddNew | Help

e —
Fezrﬂi':’e%i}g%i”;féhat 4. Enter the curriculum ID in
the Curriculum ID field.

* Curriculurm (D |

identified by a red
asterisk. Although Note: Check with your t%
remaining fields are not agency lead for the proper
required, students should AgLearn naming convention.
complete as many as they
feel are necessary. S.  Enter a title for the new THe: | |
curriculum in the Title B
field. '
6. Click the Creation Date creation Date:
Calendar icon to select (MM/DDAYYYY)
and enter a creation date. '
Active:
7. Select the Active check 4 ctive:
box if the Curriculum is
active.

8. Click the Domain Search . ... SUBLIC
icon to search for and ?”’1

enter a domain.
Note: Domain is a required

field.
9. Click the Curriculum Active: RISK_MGMT (Risk Management)
Type selection icon to * Domain: @, [SCENCE (Science}
search for and enter a _ SEC (Security)
curriculum type. Curriculum Type: LE‘A
Force Incomplete;
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Notes

Inform students they can
select the Help link to
locate context sensitive
help regarding field
definitions on each
screen.

If the User’s latest attempt
is incomplete, the system
will calculate the
expiration and required
dates based on the
date/time of the last
unsuccessful attempt.

Caution: A Validation
Error message will appear
if all required fields are
not complete.

After clicking the Add
button, the > Search >
Search Results > Edit
Summary screen
appears.
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Step

10.

11.

12.

13.

14.

15.

16.

Activity View

Click the Basis Date
Calendar icon to select

Basziz Date:
(MDD ™ )

%?m 212005

and enter a basis date.

Note: The Basis Date
defines the beginning point
of the time periods which are
built using the initial
assignment information or
the retraining assignment
information.

Select the Force
Incomplete check box to
have the system calculate
the Item’s completion
status based on the
User’s latest attempt at
completing the Item.

Force Incomplete:

Enter a curriculum Description:
description in the %
Description field.

Click Add.

&

Review and edit the Assignment ;

information displayed on | Profiles | = ‘

the Summary tab. m ltems |

Click Apply Changes. I

Caution: Do not select a

different tab prior to clicking

Apply Changes or all

changes and modifications

will be lost.

Click the Items tab. Assignment '
| Profiles | B T ‘



Notes

Step

17.

18.

19.

20.

21.

22.

23.

24.

Activity

Select the Add one or
more from list link to
search for and enter
Items to the Curriculum.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Item to be added to the
Curriculum.

Click Add.

Review the added Items
in the Update the ltems
for the Curriculum
section.

Tip: To remove an Iltem from
the Curriculum, select the
corresponding Remove
check box and click Apply
Changes.

Select the Requirements
tab.

Select the Add one or
more from list link to
search for and enter
Requirements to the
Curriculum.

View

Add an Item to the Curriculum

Enter kem ID or add cne or more from list

Case sensitive search:

) ves @ No
Item Types: Starts With - .j
Item ID: Starts With -
Revision Date:
[MMDDATTY) i
Revision Number: Starts With -
Item Title: Starts With -
[tem Status: @ active © notactive ) Both
Item Classification: Starts With - .j
Online Settings: [] Has online content
Search | Reset
em Title Ans
Aszaszment 123 [Rev 1+ 111162000 1008 an NS
Aewerien N Yookl °L‘
Update the ltems for the Curriculum
Assignment '
Catalogs
Profiles
Summary ltems Reguirements

Add Regquirements to the Curriculum

Enter Requirement ID or add cne or more from list
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Notes

Curricula can stand alone
or be part of another
Curriculum as well. For
example, CPR Training
can be a stand-alone
Curriculum or a
Subcurriculum of other
Curricula.
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View

Step

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Requirement to be added
to the Curriculum.

Click Add.

Select the Subcurricula
tab.

Select the Add one or
more from list link to
search for and enter
Subcurricula into the
Curriculum.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Sub-curriculum to be
added to the Curriculum.

Click Add.

Case sensitive search: O Vs @ Mo

Reqguirement Type: | Charts With | | | | =]

I0: | Starts with | | |

Status: @ active O net active O Both
Search | Save Az | Reset |

Rerg, iement

Dw-test-23 - 3 Total Hows from Mem gaol testing

74 Took fur kesight - 3 Hems from ibem posl.  Toals for Imight keeetory

4.9 Corricubom B flwg -  1tems from e &1 Curricuium B Requrement

| Catalogs ‘

Items

Erter Curriculum 1D ar add one ar more from izt

Caze sensitive search:

Curriculum IC:

Curriculum Title:

O ves © no
| Starts with s | |

| Starts With | | |

AddFRemove Criteria

st
s

Cutricutum 10

FAM Windown
00

F5 AGLEARN
ADMPAYLY

Trie

FAIM Windows 2007 Trawming Materisk

FS Cortified Agleam Administrator Courses LA |

Dm0 g

?xgdg



- _

Step

35.

36.

37.

38.

39.

40.

41.

42.

Activity

Scroll down to the Update
the Subcurricula for the
Curriculum section to
review the add
Curriculum.

Tip: To remove a
Subcurriculum from the
Curriculum, select the
corresponding Remove
check box and click Apply
Changes.

Select the Documents
tab.

Select the Add one or
more from list link to
search for and enter
documents into the
Document ID field.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for more
detailed information on
searching.

Click Search.

Select the corresponding
Add check box for each
Document to be added to
the Curriculum.

Click Add.

Review the added
Documents in the Update
the Documents for the
Curriculum section.

Tip: To remove a Document
from the curriculum, select
the corresponding Remove
check box.

View

Update the Subcurricula for the Curriculum

Subcurricula @ Job Positions

Add a Document to the Curriculum

Enter Document ID or add one or more from list

Caze sensitive search: O ves @ Mg
Documert 10: | Starks WwWith |+ | |
Tile: | Stants with v | |

Search | Reset

Document ID Desoipton
53300190 Forest Protection Officer Tralning

FS &5 4440 I Wek_traming svewerk
-

L
Update the Documents for the Curriculum

[

Document ID Title

F5-5300-100

Forest Protection Officer Training
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Step Activity View

Job Positions

43. select the Job Positions Subcurricua | Documents
tab to view the Job
Positions associated with
a Curriculum record.

44. select the Assignment Tesignment . '
Profiles tab. | Profifgs | dErIs ‘
N ] I Ii i
Sumrn[ Link to Assignment Profiles Tab l.nrernenh-
45. Select the Add one or Add an Assignment Profile to Curricula
more from list link to
search for and enter Enter Assignment Profile ID or add cne or more from list

Assignment Profiles
associated with the
Curriculum.

46. On the > Search screen,

enter the appropriate Case senstive search: O Ves @ Mo
search criteria. Assignment Prafile ID; | Startswith + | | |
Note: See Managing Data Deacription: [Statswith | | |
Entry and Searches for
more detailed information on
searching.

47. Cli
Click Search. E— | —

48. Select the corresponding e s =
Add CheCk bOX for eaCh AR AP for ATS Schet 3154 - remove om Jan 7, 2011 TL’
Assignment Profile to be 5 A Asbgment Profie Crasted threugh Uerade AMS =

added to the Curriculum.

49. Click Add. Add
50. Select the Catalogs tab. Assignment —
‘ Profiles aka ':'i‘

| Summary | Items "

51. Select the Add one or
more from list link to
search for and enter the Enter Cataleg ID or add one or more-from list
Catalogs in which you
would like for this
Curriculum to appear.

Add this Curriculum to a Catalog
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Notes

52. On the > Search screen,

enter the appropriate Casze senstive search: O Yes @ Ho

search criteria. Catalog [ | Starts With v | | |
Note: See Managing Data Description: | Statts with v | | |
Entry and Searches for .

more detailed information on © active O ot active O Both
searching.

53. Click Search. N | o

54. Select the corresponding ~ weec e LTS
Add check box for each s = 7
Catalog to which the = il
Curriculum should be
added.

95. Click Add.

56. Designate Flag T . S e — B s
information, and enter an L o d ﬂ w[
Expiration Date, if e Ty l:.‘... ——
needed. e fomeed

oo
WYY T
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Step Activity View
1. Select the Learning Learning
menu. n
2. Select Curricula. Group Instances

Curricula

RequirWents

3. Onthe > Search screen,

. Casze senstive search:
enter the appropriate O ves @ o
search criteria. Curriculum 1L | Starts With v | | |
Note: See Managing Data Curriculum Title: | Srarts With vl | |

Entry and Searches for
more detailed information on  sgaremaove criteria

searching.
4, i
Click Search. S | S
5' On the SearCh ReSUItS . Curriculum 1D Curriculum Title Active  Domain
screen, locate the desired FAIM Windows [ FAIM Windows 2007 Training Yes | FSIS
Curriculum Record. 2007 terials
T|p Use the Ctrl+F function F5S-AGLEARN- -FSICertiﬁed Aglearn Yes F5
to qUICkIy flnd a Curriculum ADMIM-LYLY Administrator Courses Lvl 1
on the screen.
6. Select the corresponding Curriculum ID « Curriculum Title
Edit icon. FAIM Windows [ [] | FAIM Windows 2007 Training
2007 terials
Edi
F5-AGLEARM- Q, @"'FS’Certiﬁed Aglearn
ADMIN-LYLY Administrator Courses Lyl 1
7. . -
Make the appropriate ﬁﬁ;:_inmrl;nt | Catalogs ‘
changes to the

information on the Items |
Summary tab.

Caution: Do not select a

different tab prior to clicking

Apply Changes or all
changes and modifications

will be lost.
8. Click Apply Changes. e
9. Select the Items tab. Assignment

Profiles | Lo ‘
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Notes

10. select the Add one or
more from list link to
search for and enter
Iltems into the Curriculum

record.
[

11. On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Add an ltem to the Curriculum

Enter tem ID or add one or more from ligt

12. Click Search.

13. On the Results screen,
select the corresponding
Add check box for each
Item to be added to the
Curriculum.

Caze zenzitive search: O Yes @ Mo

iem Types: [ Starts with +| | |

tesm I | Startz With Ly:| | |

[ DD S ™)

Revision Mumber: | Starts 'with Ly:| | |

ttem Title: | Starts Wwith Ly:| | |

ftem Status: @ sctive O net active O Beth

tem Classification: | Gtarts With lY:l | |

Online Settings: [ Hes online cortert

Domsins: [ Starts with ] | |¥

Subject Areas [ starts with e | |
Search | Reset

e Hee et

Clsroom AGLEARNDELTA-FIRE_JEO720 eI+ Fire Safety 101 N

TII7/2010 0100 W Avweric ) e Youk) -Q

Clissracm FS ASCEF 5100100 flev 3/ 11/2008 U130 Firw Rfresher Course E

P Aewecica Maw York) B

14. Click Add.

15. Review the added Items
in the Update the Items
for the Curriculum
section.

Tip: To remove an ltem from

the curriculum, select the
corresponding Remove
check box.

16. select the Edit link of the
Item to be edited.

Update the ltems for the Curriculum

[

Item

CD-ROM FSIS Computer Maintenance-CD (Rev 1 -
6/ 10/ 2008 01:10 PM AmericalNew York)

nem Tiie

E 0.R0M FSIS Computer Maintenance £0 COMevt-  FSI Conputer Maintanance -
671072000 0110 £ Americadtiew Yerk) €D {Only) o

B CO-ROM FSB Internet - (D Only (Pev 1 - /90,2008 FSI5 Internet - CD {Only) 7an

1276 PM Anacical New York)
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Notes

For example, if you want
the learners to complete
the item within 30 days,
select Days from the Initial
Period drop-down list and
type 30 in the Initial
Number text box.

For example, if you want
learners to retrain on the
item within 2 months,
select Months from the
Initial Period drop-down
list and type 2 in the Initial
Number text box.

Tell students that when
they create an Item, the
default date is the current
date; but they may decide
to set it to a future date
since the curriculum
status of any Learner who
is assigned the curricula
to which they are adding
this new Item would
become “incomplete” as
soon as the Item is
Added. By making the
effective date a future
date, they are defining a
“grace period” to allow
Learners to complete the
new Item in the time
allotted, without losing
their curriculum.

Tell students that for
online Items the system
will not prevent a Learner
from taking the ltems out
of the scheduled order
(i.e., the Learner can take
the Items in any order).
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Step

17.

18.

19.

20.

21.

Activity

Enter the Initial
Assignments data.

Note: The values in these
fields indicate how long, in
days, weeks, etc., the Users
has to complete this Item
once it has been assigned.

Enter the Retraining
Assignments data.

Note: The values in these
fields indicate how
frequently, in days, weeks,
etc., the User must be
retrained on this Iltem.

Click the Effective Date
Calendar icon to select
and enter an effective
date.

Note: The effective date is
the date when a new or
revised Item will be used for
the calculation of Item
completion statuses and
curriculum statuses.

Click the Assignment

Type Selection icon to

search for and enter an
assignment type.

Enter a sequence number
in the Sequence Number
field.

Note: A sequence number
indicates the order in which
the Items in the curriculum
will be scheduled by the
system. It is the order the
User is expected to take the
assigned Items in the
curriculum.

View

Initial & ssignments:

Initial Murmker: _ - .
£1000,001) 14 Initial Period: Days b
Intizl Biasis: O Calendar &) Evert
Retraining Assignmernts:
[ | etrinig Peria
£1000,001) Retraining Period; Days b

Retraining Basis: O‘ Calendar @ Event

Effective Date:
[WARATID ™ ™™ ™)

&

Aszignment Type:

LEG_MAND [(Legislatively Mandated)
CPT [ Optional)

REC (Recommended)

REC (Required)

Sequence Mumber:
(000,001 3



Notes

If a Subcurriculum isin an
incorrect domain, a
person with the right
permissions will need to
move it to the correct
domain.

Step

22.

23.

24,

25.

26.

27.

28.

29.

Activity

Click Apply Changes.
Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Select the Subcurricula
tab.

Select the Add one or
more from list link to
search for and enter
Subcurricula into the
Curriculum record.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
Subcurriculum to be
added to the Curriculum.

Click Add.

Review the added
Subcurricula in the
Update the Subcurricula
for the Curriculum
section.

Tip: To remove a
Subcurriculum from the
curriculum, select the
corresponding Remove
check box.

View

Apply Changes

| Catalogs ‘

add one ormore from list

| Items

Caze zensitive search: & ves O Mo
Curriculum I0; | || Starts With V|
Curriculum Title: | || Startz With |

Curriculum Status:

Search | Reset

@® active O Nt Active ) Both

Curiculum 1D Trie Agd
FAM Windews  FAIM Windows 2007 Traiming Materish -

2007 i b
F5 AGLEARN FS Cortified Aglean Administrator Courses LA | r

ADMMAYLY

Update the Subcurricula for the Curriculum
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Notes

If a Document is in an
incorrect domain,
someone with the right
permissions will need to
move it to the correct
domain.

146

30. cClick Apply Changes.
Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

31. Select the Documents
tab.

32. Select the Add one or
more from list link to
search for and enter
Documents into the
Curriculum record.

33. On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for more
detailed information on
searching.

34. Click Search.

35. Select the corresponding
Add check box for each
Document to be added to
the Curriculum.

36. Click Add.

37. Review the added
Documents in the Update
the Subcurricula for the
Curriculum section.

Tip: To remove a Document
from the curriculum, select
the corresponding Remove
check box.

38. Click Apply Changes.

View

Apply Changes

| Subcurricula m Job Positions

add one armore from list

Step Activity

Case sensitive search: O ves @& g
Documert ICx | Starks With |+ | |
Title: | Starts Wwith  w | |

Search | Reset

Cumriculum 1D Trie

FAM Windows FAIM Windows 2007 Trawming Materisk
00

5 AGLEARN FS Cartified Aglean Administrator Courses LA |
ADMMAYLY

Update the Documents for the Curriculum

[

Document 1D Title

F5-5300-100

Apply Changes

Forest Protection Officer Training

"{.",'dé
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Step Activity View
After selecting the Job i
Positions tab, the > 39. Select t_he Job Positions Subcurricula | Documents Job Positions
Search > Search Results tab to view the Job
>View Job Positions Positions associated with
screen appears. a Curriculum record.

Note: Relationships
between Curricula and Job
Positions are managed in
References > Job
Positions menu on the
Curricula tab.

40. Select the Assignment T '
Profiles tab. | Profifgs | “ ‘
M I i

/ II .
Sumrn[ Link to Assignment Profiles Tab l.nrernent:.

41. Select Add one or more acd one or maore from list
from list to search for
and enter Documents into
the Curriculum record.

42. On the > Search screen,

enter the appropriate Caze sensitive search: O Ves @ Ma
search criteria. Assignment Profile I0; | Sharts With |+ | | |
Description: | Statts with v | | |

43. cli
Click Search. B | -

44. Select the Add check box e imes s =
for eaCh ASSIQnment A3 AP for ATS Schet 3154 remove om Jan 7, 2011 TL’
Profile to be added to the  wau Assigren Profie rasted thraugh Upgrade AMS =
Curriculum.

45. Click Add.

46 ReVieW the added Update the Subcurricula for the Curriculum
Assignment Profiles in the N

Update the Subcurricula
for the Curriculum

| Curriculum Title
SeCtlon . APHIS-V5-PDS-Safe ty First Aid and Safety Training for PDS
Tip: To remove an SET]
Assignment Profile from the
curriculum, select the
Remove check box.
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Notes
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47. cli
Click Apply Changes. Apply Changes
Caution: Do not select a

different tab prior to clicking

Apply Changes or all
changes and modifications
will be lost.
48. Select the Catalogs tab. Assignment
Profiles
Summary Items

49. select Add one or more add one or.more from list
from list to search for
and enter the Catalogs in
which you would like for
this Curriculum to appear.

50. On the > Search screen,

Caze senstive search:
enter the appropriate O ves Onio
search criteria. Catalog Dt | Starts With (| | |
Note: See Managing Data Description: | Starts with v | | |
Entry and Searches for _
. . . Active: . .
more detailed information on e @ active O ot active O Botn
searching.
51. cji
Click Search. e | B
52. Select the Add check box ==« ;':"v'—'" = ‘f*_w 8
for each Catalog to which e PP R F —Eﬁ

the Curriculum should be

added.
53. Click Add. m
3
54. Designate Flag Updte the Caslog o the Curme ukam
information and enter an
Expiration Date, if ey is
needed. Stplog 10 Copron  cumogoweore e
25 ABG Ucerand Flag: — Id r
Rewson: (Featared.
Doires =™



Notes

Step

Activity

Select the Learning
menu.

Select Curricula.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
Curriculum record.

Tip: Use the Ctrl+F function

to quickly find a Curricula on
the screen.

Click the Edit icon for the
Curriculum to be copied.

Click Copy
Curriculum....

Enter a new curriculum ID
in the New Curriculum
ID field.

Select the Document
info check box to copy
the Document information
to the new Curriculum.

View

Learming

Group Instances

Curricula

RequirWents

Caze senztive search: O ves @ wa
Curriculum IC: | Starts With | | | |
Curriculum Title: | Starts With ' | | |

AddFRemove Criteria

Search | Reset
THG-A1-APHIS 101 & apHs
THG-APHIS [}; (5]  TNG-A-CORM
TNG-BH-CURR [S]  Film Wkiting Curriculum

TME-AL-4PHIS 101 @
TNE-APHIS ®

&pply Changes

Ol Curriculim
ICx.

Meyy Curriculum
ICx:

%}Dcumem info

THE-EXCEL (Microzoft Excel)
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Notes

After clicking the Copy
button, the >Search
screen appears, including
the copied/new
Curriculum.

Inform students that at
this point, the only
difference between the
original and copied
Curriculum is the ID;
appropriate edits are
required.

150

Step
10.

Activity

Select the Job position
relationships, Item
relationships,
Requirement
relationships,
Curriculum hierarchy
relationships, and/or
User assignments check
boxes to copy these items
to the new Curriculum.

11. Click Copy.

12. On the Results tab, click

the new Curriculum’s Edit
icon.

13. Review the new

Curriculum record’s data.
Edit data as appropriate.
Note: See Edit a
Curriculum Record for
deletion, substitution, and
re-ordering steps.

View

%Jub pozition relationzhips

@gem relstionzhips

E.ﬂﬁequiremerﬂ Felationships

@ Curriculum hierarchy relationships

%Llser assignments

THG-&1-APHIS 101 @_
W

THG-APHIZ =

pssignmant Profiles|

[ tems

Catalogs |

1[ Requiremerts H Subcurricula 1[ Documerts H Jiok Posttions ]

Edit the Curriculum



Notes

1. Select the Learning Learning
menu. n
I EE—
2. Select Curricula. Group Instances

Curricula

F’,ecuar‘“,ents

3. Onthe > Search screen,

. Caze sensitive search:
enter the appropriate O ves © o
search criteria. Curriculum D: [ Starts with »] | |
Note: See Managing Data Curriculum Tile: [Stats with %] | |

Entry and Searches for
more detailed information on  sgdRemove Criteria

searching.

4, i
Click Search. S | =

5. On the Results tab, Curriculum 1D « Curriculum Title Active  Domain
locate the desired AGLEARN-DELTA [0 [<] | First Aid and Safety Training \ | Yes | PUBLIC
Curriculum record. APHIS-ADA-2010 [ | APHIS American Disabitities Act ® | Yes | APHIS
Tip: Use the Ctrl+F function 2008 Training
to quickly find a Curriculum
on the screen.

6. Click the Edit icon for the Curriculum 1D & Curriculum Title
Curriculum to be deleted. T T First Aid and Safety Traini

APHIS-ADA-2010 APHIS American Disabilities Act

2008 Training
7.  Click Delete. m
L
8. Click OK in the [Wessge fomwebpage )

Confirmation box.

@ Are you sure you want to delete this Curriculum?
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A Curriculum is a grouping of learning Items. Subcurricula, Items, and Documents are
grouped in a Curriculum to make them easier to assign, track, and maintain.
Curriculum assignments are managed by editing the Curricula tab of the User record.
To assign curricula to multiple Users, see the User Needs Management Assistant
(User Management menu).

Managing Curriculum Assignment tasks include: Assign a Curriculum and

Unassign a Curriculum to a User Record.
]
A Day-in-the-Life Scenario

You are asked to:

e Add a Curriculum to a User’s record, with a Required Completion date of 90
days from today

e Delete a Curriculum from a User’s record

Notes
Step Activity
1. Select the User
Management menu.
2. Select Users.
Users
Assiyghent Profiles
Job Positions
You can perform either a 3. Onthe > Search screen, Case sensitive search: O vee @
Simple or Advanced h , ' Wes @ No
Search depending upon enter the _amep”ate User 1D “Starts With
the level of detail they search criteria.
need for their search. Note: See Managing Data Last Name: Starts With
Entry and_ Sea_lrches fpr First Name: r—
more detailed information on
searching. Middle Initial: Starts With
Role 1D W
User Status: @ active ) Notactive ©) Both
To assign curricula to 4. Click Search
multiple learners, see the : cearch | Save A_,_| Reset |
Learner Needs
Management Assistant
(Learner Management
menu).
5. On the Results screen, Lincind g e o ] s Ounshe )
locate the desired User scatise B Eranionall Eemozmacnpatedo szl o
record. | | 4
T|p Use the Ctr|+|: fUnCtion wuzoezr? N ) | USER, sincockaygmail.com AMS EY
. . WBSCM [ EXTERNAL
to quickly find a User record B - = e
on the screen. | FieloDesk
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Curricula will appear only
if they have previously
been associated with a
job position.

10.

11.

12.

13.

Click the corresponding
Edit icon.

Click the Curricula tab.

Click Attach Job Related
Curricula to assign all the
Curricula which are
associated with the
selected User’s job
position.

Select the Add one or
more from list link to
search for and enter a
curriculum 1D and assign
date.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Select the desired
curriculum’s
corresponding Add check
box.

Click Add.

User ID User Name -~ Email Address
MMI97276 =] USER, USDA | mmaurath@contractor.gpworldwide.com
wuzos77 [0 [4 | USER, sincocka@gmail.com
WESCM
helpDeskUser || [o] | User,
HelpDesk
Oinline Status Assessments

Completed Work EL.rri:Jﬁ)

[ Link to Curricula Tab ]

Add

Attach Job Related Curricula

Add a Curriculum to the User

Enter "Curriculum ID' and "As=ign Date’ or add one or more from list

Assign Date I}

PR
™ 121142010

Curriculum 1D

Casze sensitive search:

O Yes @ [Kls]

Curriculum [0 Starts With %

Curriculum Title: Starts With %

AddFemove Criteria

Search

[

Add Carricuda To User

Reset

Pecords pur Fage Y T 088 kel recte )

6,1 Gurricoium A Bagirning Outlook 1 1wt ~

&1 Qarricoum B

6.1 Curricuiam © 1042000
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If the CUI‘I‘ICU|Um hQS 14. Scroll down to the Update Update the Curricula for the User
associated subcurricula, a

Plus sign (+) will precede the Curr'qlJIa for_ the [y
the name of the User section to view the
Curriculum. newly assigned Next
1 Expiration Action
CUfrlCUIUm. Curriculum ID Title Status Date Date
6.1 Curriculum Beginning Incomplete  MN/A 1243172011
A Qutlook

15. Click the Details link to
view the Items for the

Curriculum. %"5“ |

16. Click Close to close the
Curricula Items window.

Remove

Close

s

Curricula ltems can be 17. Click the To-Do Listtab | ' '

modified by clicking the . 1 i

ToDo Licttan e to enter the required T CEEEEEL I e I
dates for the curricula and T Custom Fields I To Do List I

sub-curricula.

18. scroll down to the Update
the Learning Plan for Updlate the Learning Plan for the User

the User section.

19. Click the Req. Date Learning Information
Calendar icon to select Req. Date: |
and enter the date by

” Days Rem: !
which that User must curriculum |
complete the Item.

Repeat for all Items listed.
20. Click Apply Changes. e

Caution: Do not click a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.
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Notes

1. Select the User
Management menu.

2. Select Users.

3. Onthe > Search screen,
enter the appropriate
search criteria.

Case sensitive search: O ves @ o
Curriculum (D: | Startz with Qg| | |
Curriculum Title: Starts With v | |

4.  Click Search.

5.  On the > Search Results
screen, locate the desired
User record.

sy o

6. Select the corresponding
Edit icon.

User 1D unlﬁm. !.mnl'ddv:n Dornaia 10
wasss O o mw" ke emorldwide.com  Helph
‘ |
wozoerr (0 @ | USR imxw-n.co- aMsEV-
WESCM b EXTERNAL
User ID User Name -« Email Address

MM3IT2TE UUSER, USDA | mmaurath@contractor.gpworldwide.com
E

WUZ0B277 [ | usER,
WBSCM

sincocka@gmail.com

7. Click the Curricula tab.

Online Status | Assessments|

Completed Work I C.urri[:lI.E ]

8. Scroll down to the Update

the Curricula for the
User section of the
screen.

9. select the corresponding

Remove check box of the

Curriculum to be
unassigned.

Upetatw the Curme us for the U
dezty Danges A-n
Srs W T Ot
ot
Daziation  Actien Asaign Dats a3
Qubiuien 1y T e e o FIBI e SER s b M SO . £ borons
DA ML DN Microsoft  Complete WA 7 e T R o
" Offce 27 T sash ==
Adwcad
Powerfont
Remove

ol

10. click Apply Changes.

—7
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A Class is a group of Users who are assigned the same items and attend and
complete the same set of Scheduled Offerings as a group. Each Class has a specific
start and end date. Subtasks pertaining to Managing Classes are accessible from
the Scheduling menu. Class specific subtasks include the following: View, Add,
Edit, and Delete a Class Record. Several reasons for editing a Class record include
the following: adding/deleting Users, auto registering Users, and adding a Scheduled
Offering.
]
A Day-in-the-Life Scenario

You have received notification that a group of 5 new employees are starting their jobs
next week. They have already been added to AgLearn; it is now your responsibility to
assign them to the standard Items that all new hires must complete within their first 3
months on the job.

Step  Activity View
1. Select the Learning Learning

menu. '{b

2. Select Classes. Scheduled Offerings

Classes

Gr‘hp Instances
Curricula

3. Onthe > Search screen, Search
enter the appropriate
search criteria.

Note: See Managing Data

Enter a value for each field that you want to use to filter your search. Some fields
values. You can also add or remaove search criteria to further refine your search.

Entry and Searches for Case sensitive search: © Yes @ No
more detailed information on (a1 ls Starts With -
searching. -
Description: Starts With -
4. Click Search.
Search || Save As | Reset
5. On the Results screen, Class D & Description
locate the desired Class. 000020 1 [Z1 | Adobe Acrobat 8 Pro
Tip: Use Ctrl+F to qUiCkIy 00107720 - [ Simplified Acquisition Proced
find a Class.

6.  Click the corresponding '
View link to view the
Class.

Class ID Description

How to put stuff on Aglearn

‘ Da-tast- TAMUL [
I

View
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1.  select the Learning Learning
menu.

2. Select Classes.

Gr“h‘p Instances

Curricula

3. Select the Add New link.

4.  Enter a Class ID in the * Class ID: |
Class ID field. =7 h

5. Enter a Class description  peseription: N |

in the Description field.

6. Click the Domain * Domain: PUBLIC
selection icon to search . _
for and enter a Domain. Curriculum: gelect Nowain |
7. Click the Curriculum Corriculm: | |

selection icon to search
for and enter a curriculum ~ Max Size: | Select Curriculum |
(if applicable). R
Note: If a User is removed

from the Class, the
curriculum is unassigned.

8.  Enter the maximum Max Size:
number of Users allowed (1000,001) h:I
in the Class in the Max
Size field.

9. Click the Start Date Start Date:
calendar icon to select (MM/DD/YYYY) {
and enter a start date. End Date: -

10. cClick the End Date End Date: -
calendar icon to select (MM/DD/YYYY) !

and enter an end date.
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Step

11.

12.

13.

14.

15.

16.

17.

Activity

Click Add.

Caution: A Validation Error
message will appear if all
required fields are not
complete.

Click the Offerings tab.

Select the Add one or
more from list link to add
a Scheduled Offering(s).

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
Scheduled Offering.

Tip: Use Ctrl+F to quickly
find a Class.

Select the Auto Register
check box next to each
Scheduled Offering to be
registered.

Note: A User can not be
added without selecting
Auto Register. Conversely,
a User can not be auto
registered without selecting
Add.

View

Summary Register Rules

Edit the Class Current Tab: Offerings l

Add a Scheduled Offering to the Class

Enter Scheduled Offering 1D or add ong or more fram list.

Coase semitive sesecht Yer ® o
Offering Type: Hom ofeing tpe Behaous Block ofermg hpe @ Botn
Schadulod Ofaring Iy Starts With .
Item/Schedule Block 10 Slans Wity .
Deseriptinn Slarts With .
Start Putd Afary ™ 1ar1sa010
MDDV YYYY)
Start Date Before: -~
M DIV YYYY) -
Search | Reset |
20014 Rubiks Cube 101 Classroom Rubiks Cube 1201 r
[\" 101 (Rev 11/23/2010 03:03  08:00 AM o
PM America/New York) Amara/New
York
futo
Amgester
Seint
A
san Dusel:
(] Description Nem/Schedule Slock Date/Time Al
20014 Rubks Classroom Rublks Cube 101 11300 v
Cube 101 Rev 11/23/2010 03:03 PM Amecica/New York)  DB:00 AM T
Amarica/New

Youk



Step

18.

19.

20.

21.

22.

23.

24,

25.

Activity

Select the Add check box
next to each Scheduled
Offering to be added.

Click Add.

Caution: A Warning Details
message will appear if the
selected Scheduled Offering
falls outside the Class start
or end dates.

Click the Register Rules
tab.

Select a registration
status for the Class from
the Registration Status
drop-down list.

Select the Slots check
box to use the Slots
reserved by organizations
that have Users assigned
to the Class.

Scroll down to the
Withdraw Rules section
to select the Learning
Plan check box to remove
associated items from To-
Do Lists.

Scroll down to the
Notification Rules
section to select the
Notification check box
for each person requiring
a confirmation e-mail.

Click Apply Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or else all
changes and modifications
will be lost.

View
funto
Sepater
Sty
Al
Rart Desel
4] Descripgtion eaScheduls Block Dace Time Y]
20014 Rubiks Classroom Rubiks Cube 101 nns2om v
Cube 101 (Rew 1172377010 03:00 PM America/New York)  0B:00 AM o
Americal/New
York
Dﬁ:eri nes m USEFS
Repgistration Rules
Registration Status: EMROLL (Enrolled)
Slots: ion"
ENROLL (Enrolled) 10M's resen
Scheduled Offering WAITLIST (Waitlisted)
L)
chargeback setting: 7 No Charge
Slots: Use alser's organization’s reserved slot when possible
Withdraw Rules
Learning Plan: Remove associated items from Users’ learning plans
Motification Rules
Email confirmations to: User Instructor Supervisor Contacts

Apply Changes

159



[

26. Cli f |
Click the Users tab. Registor Rules Wm T

27. Select the Add one or Add a User to the Class
more from list link to add
a User(s)' Enter User ID ar add one or moge from list.

28. On the > Search screen, Search Users
enter the appropriate Ve, o oam e o of e ssarch Cateta s ey vetine yout semeh o SeEE e A LSt et
search criteria.

Case sensitive search: O ves & o

User I: [ Stans with -~ | | |

Last Nme: [Sanswith v | |

First Mame: [ Starts with + | | |

Midle Infisl [ Starts with ~ | | |

User Status: ® active O net sctive O Bath

Domgins: [ Starts wiith i~ | |7
29. Click Search. Sear# P

30. On the Results tab,

Parw Seleet

locate the desired User. 'w‘""—"--.,“ e a

31. select the Select check

3 Pearre Seleet

box next to each User to Wt

be added. M

32. Click Add.
b

Tip: Use the Calendar and Selection icon assistants to avoid data formatting errors.
Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar

icons.
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1. Select the Learning
menu.

2. Select Classes.

p Instances

Curricula
3. Onthe > Search screen,  Closses P
enter the appropriate wen R p—

search criteria.
Note: See Managing Data

Bt i waban for wach Badad il pou wart 1o sne 0 Wiar yose search Same Batids whow pou b aslect Bom u bl of
valees You Can 355 303 oF ramove B4arch rtiena 1 furtter refine your search.

Entry and Searches for Sue st 2o O Yea ® Wo
more detailed information on ~ “**™ Be =
searching. Besroion - cme
4. Click Search.
Search l Save As | Reset |
3. On the Results screen, CassiDa Description
locate the desired Class. 00020 [ Adobe Acrobat 8 Pro
Tip: Use Ctrl+F to quickly 00107720 [Z] | simplified Acquisition Procedures
find a Class. 066218001 [£] | sPA Business Operations Training
6. Click the Corresponding 2nd Mid-Level Mgrs EM 2nd Mid-Level Mgrs program
Edit icon to edit Class 32163 ! ess Management for Women
information. 54673 [Z1 | Management & Leadership Skills

7. Make the appropriate Offerings | Register Rules }[ Users

changes to the —
information on the Edit the Class

Summary tab. * = Required Fields

Description: How to put stuff on Aglearn
* Domain: Q, pusLIC

Curriculum: Q, aPHIS-Test 101

Max Size:

{1000,001) L

Start Date:

{MM/DDIYYYY)

End Date:

(MM/DD/YYYY)
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Step Activity View
8. Click Apply Changes. Apply Chﬁnges | Reset | Delete |
Caution: Do not select a
different tab prior to clicking Class Location Report | Class Progress Report |

Apply Changes or else all
changes and modifications

will be lost.
9. Click the Offerings tab. Summary Register Rules |
Edit the Class lk
10. Make the appropriate —
Changes_ Add & Scheduled Dfforing to the Clas
Note: On this screen, L ————
Scheduled Offerings are Schehded Ofaring 0 R ST - At
added and removed and i e

auto registration is set up.

Views Cuman ano Funes SOedues OMenngs ~

11. click Apply Changes. Apply Chan{g}eﬂ Reset |

12. Click the Register Rules [ Offerings Users
tab. N

13. Make the appropriate Reghtration Rules
e
Changes' Registration Status: ENROLL (Enrolied) w
Slots: Use a Users organization's reserved 3501 when possible
Scheduled Offering
chargeback setting: No Charge

Always charge these account codes:

14. cClick Apply Changes. Apply Changes
15. Click the Users tab. | Register Rules |m Custom Felds

16. Make the appropriate .
changes. Ertor s 2 s e e o 1 Croate st i Mo e
Note: Here Users can be User 1D e

added, removed, moved to
another Class, and have
their Class status changed.

17. click Apply Changes. ﬂ%ﬁ‘

Updale the Leers for the Clan
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1. select the Learning

menu.
2. Select Classes. Scheduled Offerings
Gr"up Instances
Curricula
3. Onthe > Search screen,  Closses i
enter the appropriate s R p——

search criteria.
Note: See Managing Data

Bt s waban fot wach Badad il pou wart 1o sme 0 Siar yose search Same Batids whow pou o aslect Bom u bl of
values You Can 353 30 OF ramove e4arch Giteda 12 furiter refine jour search.

Entry and Searches for Sae it 200 O Yea @ W0
more detailed information on ~ “™*™ A Y *
searching. Besroon il B
AddMemave Criteris © [Search| Seeps Beset

4.  Click Search.

Search | Save As | Reset |

5' On the ReSU|tS tab, Class ID = o Description

locate the desired Class. 00020 =1 | Adobe Acrobat 8 Pro

Tip: Use Ctrl+F to quickly 00107720 [5] | simplified Acquisition Procedures

find a Class. 066218001 [l [2 | SPA Business Operations Training
6. Click the corresponding 2nd Mid-Level Mgrs @M 2nd Mid-Level Mgrs program

Edit icon. 32163 E 255 Management for Women

54673 [Z1 | Management & Leadership Skills

7. Click Delete. Apply Changes | Reset| Delete

Class Location Repurt| Class Progress Report

Click OK in the
Confirmation box.
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The User Needs Management (UNM) Assistant provides onscreen instructions for
each step of the process of adding to, or removing elements from, a User record or
group of User records.

The User Needs Management Assistant is available from the User Management
menu.

User Needs Management Assistant tasks include Add Curricula, Add Items, Add
Competency Profiles, Add Competencies, Add Job-related Curricula, Add Job-
related Competency Profiles, Remove Curricula, Remove Iltems, Remove
Competency Profiles, and Remove Competencies to/from User record(s) with
the UNM (User Needs Management) Assistant.

. ______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario:

It has been decided to assign First Aid and CPR training Items to several AgLearn
Security Guards involved in a special AgLearn-hosted event.

- _

Step Activity

1. select the User
Management menu.

2. Select Tools from the left Regions
menu. Taols

hr'erences

3. Select User Needs

Supervisor Assistant
Mgmt.

User Needs Mgmt

References

4.  Click the Add Curricula Step 1: Select Management Action
option button.

@ Add Curricula

0 hdd ltems

5. Click Next to move to
Step 2. ED
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Notes

Step

10.

11.

12.

13.

Activity

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on

searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
Curricula into the UNM
Assistant.

View
Add Users N
Enter User ID or add one ar more from list.
* User ID:
Case sensitive search: T Yes @ Na
User ID: L} Starts With -
Last Mame: Starts With -
First Name: Starts With -
Middle Initial: Starts With =
Role ID: Starts With -
User Status:

@ Active ) NotActive © Both

Search | Reset

Y M T T
Lser © Dier Mare “da

sestagleam  Agleam, Test IE

Lot Unery

User 1D Nurw Jarrove

rastagleam Agleam, Tast I

Previous | Mext

Select Curricula for Adding

Enter Curriculum I or add one ar mare from Ii%

* Curriculum 1D
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Notes

Assign dates can be set in
the past, but not in the
future.
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Step

14.

15.

16.

17.

18.

19.

20.

21.

Activity

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for

more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
curriculum to be added.

Click Add.

Review the curricula in
the Edit the List of
Curricula for Adding
section.

Tip: To remove curricula,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 4.

For each curriculum
listed, click the
corresponding Assign
Date Calendar icon to
select and enter an
assign date for that
curriculum.

Note: The current date is the
default date.

Click Next to move to
Step 5.

View

Case sensitive search:
Curriculum I1D: %
Curriculum Title:

Curriculum Status:

Search | Reset |

b

CELTA-TRe-CURR Delta Training Curricuum

0a-test-23
£E02 Amenicans With Disabisty Act

Ediit the List of Carriculs for Adding

Exic 56 of Agteam

e

Cyrniinem Tite

Da-test-33 Basic use of Agleam

Previous | Mext

Step 4: Edit Assign Dates

Carviculum ID Title

Da-test-23 Bask use of Agieam

Previous | Mext

Starts With

Starts With

) Yes @ No

-

-

o Date

R0

@ Active ©) MNotActive © Both

Fravious ¢
Assgn Dace

12162010

~ 1
wect (et |



Notes

Jobs that will add multiple
curricula to many
Learners can place a
strain on system
resources. Schedule large
jobs (>2000 records) for
times when most users
are off the system.

22. Click Run Job Now to
have AgLearn complete
the assignment to User
record(s).

Note: See Scheduling
Background Jobs for more

detailed information on
scheduling jobs.

T | Run Job Now | Schedule Job

23. Review the Status
message(s) on the
Finished screen. Status:

}7‘

o Successfully added the curricula to the specified Users.
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Notes

1. select the User
Management menu.

2. Select Tools from the left
menu.

3. Select User Needs Supervisor Assistant

Mgmt. User Needs Magmt
References
4. Click the Add Items ) Add Curricula

option button.

% Add ltems
) Add Competency Profiles

5.  Click Next to move to
Step 2. Next

6. Select the Add one or Add Users
more from list link to E;.
search for and enter Enter User ID or add one or more from list.
Users into the UNM
Assistant. “ User ID:

7. Onthe > Search screen, Case sensitive search: ® ves ® No
enter the appropriate B
search criteria. User ID: N Starts With ~
Note: See Managing Data Last Name: Starts With -
Entry and Searches for ] B
more detailed information on First Name: Starts With ~
searching. Middle Initial: Starts With

Role ID: Starts With
User Staturs: @ Active © NotActive © Both

8. Click Search. cearch neset|

9. Onthe Results tab, o e
select the corresponding e aaa

Add check boxforeach T

User to be added.
|
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Notes

10. cClick Add.

11. Review the Users in the
Edit Users section.

Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

[ Uyery

Sewrt M ¢ vowect M
e i i Sehere
tastagleam Agleam, Tast R

12. Click Next to move to
Step 3.

Previous | Mext

13. Select the Add one or
more from list link to
search for and enter
Iltems into the UNM

Select ltems for Adding

Enter ‘ltem I and ‘ltem Type® or add one ar more from list.

Assistant. * Type: hd
14. Onthe > Search screen,  cue senstive zearch ® ves ® No
enter the appropriate o Types: NS o ]
search criteria.
Note: See Managing Data ftem ID: Starts With |
Entry and Searches for Revision Date: me
more detailed information on (MM/DD/YYYY)
searching. Revision Number: Starts With -
Item Title: Starts With -
ltem Status: @ Active © NotActive © Both
15. Click Search.
Search Reset|
16. On the Results tab select ™ s sasen Tyoe as
the corresponding Add LTk o ' %
£ Al
check box for each Item "
AmmricalMew Yark)
to be added. —— ey =
TTSKILS e 1 —
11400000 80106 PM
Amwrical Mew Yark)
17. Click Add.

16
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Notes

Jobs that will add multiple
items to many Learners
can place a strain on
system resources.
Schedule large jobs
(>2000 records) for times
when most users are off
the system.

previous step(s).
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Step

18.

19.

20.

21.

22.

23.

24,

Activity View
Review the ltems in the
Edit the List of Items for
Adding section.

Tip: To remove Items, select
the corresponding Remove
check box and click Apply
Changes.

'

]

fen

DELTA K DecClass
Ty 1 /52090
0953 Am
Armrica/Naw York|

Click Next to move to
Step 4.

For each Item listed, click
the corresponding Assign
Type to select an
assignment type for that
Item.

Item

Yark)

Previous

For each Item listed, click
the corresponding
Required Date Calendar
icon to select and enter
the date by which the
User must complete that
Item.

Click Next to move to
Step 5.

AM Americel New
Yorky

Click Run Job Now to

have AgLearn complete TR

Classroom AGLEARN.  aAgleam Delta 5.2 e 6.1

Classroom AGLEARN-
DELTA-KFDecClass
{Rev 12/9/2010 09:53
AM America/MNew

Classroom AGLEARN.  Aglearn Delta 5.2 to 6.1
DELTA-KF DecClass
ey 12/9/2000 0053

Eddit the List of ems for Adding

Apsty Changes

e desgn Tape Pt

2a3gn Do
242000 ).

Previous | Mext |

Title Assign. Type

Aglearn

Delta 5.8

to 6.1 LEG_MAMD (Legislatively Mandated)

OPT (Optional)
REC (Recommended)
REQ (Required)

Next!

Title

YU Ty

ul 12182010
Selert Date

Assign Date
12/1672010

the assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

Finished

Status:

Run Job Mow | Schedule Job

s

+ Successfully added the items to the specified Users.

Caution: Do not use the browser’s Back button when using the UNM Assistant. Use the Previous button to move back to



Step

Activity

Select the Learning
menu.

Select Tools.

Select Required Dates
Editor.

Select the Add one or
more from list link to
search for and enter
Users into the Required
Dates Editor.

When the list is complete,
click Next.

Select the Add one or
more from list link to
search for and enter
Curricula into the
Required Dates Editor.
Note: For more information
on searches, see Managing
Data Entry and Searches
earlier in this manual.

When the list is complete,
click Next.

Select the Add one or
more from list link to
search for and enter
Items into the Required
Dates Editor.

Note: For more information
on searches, see Managing
Data Entry and Searches
earlier in this manual.

View

Learniigé

Tasks

E‘ Tools
h‘bResources

References

I Inventory Adjustment
i~ Required Dates Editor

SchedW:d Offering
Notification

Add Users
Enter User 1D or add one ar more from list.

* User ID;

Mext

Add Curricula
Enter Curriculum |0 or add ane or mopg from list.

* Curriculum 1D:

Previous | Mext

Add ltems

Enter ltems or add one ar more from list.

“Item Type: -
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172

click Next.

9' . .
When the list is complete, Do NEEJ

10. In the Required Date text  Classroom AGLEARN-DELTA-FIRE_ACO726  Fire Safety 101 %[
box, edit the required (Rev 12/7/2010 01:00 PM America/New York) M
dates for the selected
Items to indicate the new
required date for each

Item.

11. Click Finish. Previous ﬁnigj




Notes

After clicking Next, the
Step 2: Select Learners
screen appears.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel necessary.

After selecting the add
one or more from list
link, the > Search screen
appears.

Step

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Add
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

+ IS

\Wierences

Supervisor Assistant

User Needs Mgmt

References

) Add Curricula

@ Add ltems

Add Competency Profiles

) Add Competencies

Mext

Add Users

Enter User ID or add one or maore from list.

* User ID:

Case sensitive search:
User ID: [:}
Last Mame:

First Name:

Middle Initial:

User Status:

Domains:

State:

Search | Reset |

D Yes @ No

Starts With
Starts With
Starts With

Starts With -

@ Active ) NotActive © Both

Starts With hd

Staris With
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Adding
Competency Profiles
screen appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

After clicking Search, the
Results tab appears.
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Step

10.

11.

12.

13.

14.

15.

16.

17.

Activity

On the Results screen
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competency profiles into
the UNM Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each
competency profile to be
added.

Click Add.

View

liner ©

wstagham Aglean, Test

it Usars

User Nars

liser © HNarre

S L hiarn Aglsam, Test

Previous | Mext

Sert W (Dot W
A

Teast W T Do e

Lopty Thanges

ol ) [ 2

Pernove

Select Competency Profiles for Adding

Enter Competency Profile D or add one or maore frnm{l%.

* Competency Profile |D:

Case sensitive search:
Competency Profile 1D: %

Competency Profile Title:

Status:

Search | Reset

APHIS. AR Comp

) Yes @ MNo
Starts With -
Starts With -

@ Active © NotActive © Both

y Pratte for All Exploy

Competency Frofile 10 {ompetency Profile Tole Aat
02011 R Emplayve Relations. v )
AGLEARN ADMN Agt.eam Admintstrator Compatencias =



Notes

After clicking Add, the 18. : Edit the List of Computorrcy Profiles for Adding

Stop 3 Adding Review the competency =g —

Competency Profiles profiles in the Edit the -..-:..,-,_x..

screen appears. List of Competency -
Profiles for Adding ;':'“'“*“ : -'-_m
section. S —

Tip: To remove a
competency profile, select
the corresponding Remove
check box and click Apply
Changes.

19. Click Next to move to IJrmi,::_us| Next|
Step 4. [

L

Tell students that jobs that 20. Click Run Job Now to

will add multiple items or Previous | Run Job Now | Schedule Job
curricula to many have AgLearn complete N

Learners can place a the assignment to User

strain on system record(s).

resources. Schedule large
jobs for times when most
users are off the system.

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

After clicking Run Job ; o
Now (or Schedule Job, 21. Review the Status Finished

scheduling the job and message(s) on the

clicking Finish) the Finished screen. Status:

Finished > Status screen

appears. + Successfully added the competency profiles to the specified Users.
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o _

Step Activity

1. Select the User
Management menu.

2. Select Tools from the left

menu.
Wierences
3. Select User Needs Supervisor Assistant
Mgmt.

User Needs Mgmt

References

4. Click the Add
Competencies option
button. ) Add ltems

0 Add Curricula

) Add Competency Profiles

%Add Competencies
5. Click Next to move to
Mext
Step 2.
After clicking Next, the 6.
Step 2: Select Learners SeIeththe Aidd I(')nke or Add Users
screen appears. more from list link to
search_ for and enter Enter User ID or add one or more from list.
Users into the UNM
Assistant. * User ID:
After selecting the add 7. > .
one or more from list On the > Search _screen, Case sensitive search: © Yes @ No
link, the > Search screen enter the appropriate User ID: Prer—
appears. search criteria. [
Note: See Managing Data Last Name: Starts With =
Entry and Searches for First Name: “Starts With =
more detailed information on
searching. Middle Initial: Starts With =
User Status: @ Adtive © NotAciive © Bath
Domains: Starts With -
State: W

8. Click Search. Semhl R%Et|
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Adding
Competencies screen
appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

After clicking Search, the
Results tab appears.

Step

10.

11.

12.

13.

14.

15.

16.

17.

Activity

On the Results tab select
the corresponding Add
check box for each User
to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competencies into the
UNM Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab select
the corresponding Add
check box for each
competency to be added.

Click Add.

View

Usar © Uner Narrs A

mstagham  Agleam, Test i

it Usars
“ Loply Thanges

liter © Marre

b Unghearm

Parnove

ALsam, Test

Mext

N

Select Competency Profiles for Adding

Previous

Enter Competency Profile ID or add one or mare frnm{%.

* Competency Profile |ID:

Case sensitive search: ) Yes @ Mo
Competency Profile 1D: D? Starts With -
Competency Profile Title: Starts With -

Status: @ active © NotActive © Both
Search | Reset

Campetency Frofile 1D {ompetenty Profile Toe At

02011 HR Employee Relations v \

AGLEASN. ADMN Agl.eam Administrator Compatencias il

APHIS. AR Compatency Profie for All Employess ¥
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Notes

After clicking Add, the
Step 3: Adding
Competencies screen
appears.

After clicking Next, the
Step 4: Enter Minimum
Ratings screen appears.

Discuss Required
Level/mastery level by
using an example like
Public Speaking —
different levels of mastery
are required for
Programmers than Public
Information Officers.

Tell students that jobs that
will add multiple items to
many Learners can place
a strain on system
resources. Schedule large
jobs for times when most
users are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status screen
appears.
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Step

18.

19.

20.

21.

22.

23.

Activity

Review the competencies
in the Edit the List of
Competencies for
Adding section.

Tip: To remove a
competency, select the
corresponding Remove
check box and click Apply
Changes.

Click Next to move to
Step 4.

For each competency,
select the required
mastery level for that
User or group of Users.
Repeat for each
Competency from the
Minimum Rating drop-
down list.

Click Next to move to
Step 5.

Click Run Job Now to
have AgLearn complete
the assignment to User
record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

View
Eit the List of Competoncies for Adding
Corgetencies Tithe

2210-83-+ardware Hardware

221091 Fumarf actors BHuman Factors

Previous | Mext

Step 4: Enter Minimum Ratings
2 Tite
Z210-89-Hardware Hardware

210-%1-HumarFactors Human Factoes

Previous | M ext{£

Previous

Runr.\Jnl:r Mow | Schedule Job

Finished

Status:

Apsly Charges

==
Mizimurs 33%isg

1 {Basig}

2 {Fousdabonal)

3 (inlzrmediakz)
4 (ddented)

5 {Eged)

o Successfully added the competencies to the specified Users.



Notes

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as necessary.

After clicking Next, the
Step 2: Select Learners
screen appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

Step

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Select the Add Job-
related Curricula option
button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Regions
Toals

hr'erences

Supervisor Assistant

User Needs Mgmt

References

D) Add Competencies

%Add Job-related Curricula

) Add Job-related Competency Profiles

Mext

Add Users

Enter User ID or add one or more from list.

* User ID:

Case sensitive search:

User ID:

Last Name:

First Mame:

Middle Initial:

User Status:

Domains:

State:

Search

R

Reset

Starts With

Starts With

) Yes @ No

Starts With -

4

4

Starts With -

@ Active © NotActive O Both

Starts With hd

Starts With -
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Notes

After clicking Search, the 9. Onthe Results screen o

Results tab appears. . -
select the corresponding =~ [reprre—
Add check box for each oo E— -
User to be added. R =

10. click Add. B

After clicking Add, the 11. Review the Users in the it Uyars

Step 2: Select Learners di . o

screen appears. Edit Users section. Cunges
Tip: To remove a User, ORI
select the corresponding =S e "r"f"
Remove check box and -
click Apply Changes.

12. cji

Click Next to move to Previous || Next
Step 3.

Tell students that jobs that 13. i

will add multiple items to Click Run Job Now to Previous Run Job Now | Schedule Job

many Learners can place have AQ Learn com_plete

a strain on system the assignment of job-

resources. Schedule large related curricula to the

jobs for times when most listed User record(s).

users are off the system. )
Note: See Scheduling

After clicking Run Job Background Jobs for more

Now (or Schedule Job, detailed information on

scheduling the job and scheduling jobs.

clicking Finish) the

Finished > Status screen 14. Review the Status Finished

appears. -

PP message on the Finished
Status:

screen.

o Successfully added the job related curricula to the specified Users.
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Notes

After clicking Next, the
Step 2: Select Learners
screen appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

Step

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Job-related
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Regions
Toals

hr'erences

Supervisor Assistant
User Needs Mgmt

References

D) Add Competencies
) Add Job-related Curricula
%ﬁ.dd Job-related Competency Profiles

Mext

Add Users

Enter User ID or add one or more from list.

* User ID:

Case sensitive search: @) ¥es @ No

User ID: [} Starts With -

Last Mame: Starts With -

First Name: Starts With

Middle Initial: Starts With ~

User Status: @ active 0 NotActive © Both
Domains: Starts With -

State: Starts With ~

Search | Reset
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

Tell students that jobs that
will add multiple items to
many Learners can place
a strain on system
resources. Schedule large
jobs for times when most
users are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status screen
appears.
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Step

10.

11.

12.

13.

14.

Activity

Locate the User(s) on the
Results screen. Select
the corresponding Add
check box for each User
to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Click Run Job Now to
have AgLearn complete
the assignment of job-
related curricula to the
listed User record(s).
Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

View
Ada
Ly
Sert 4 ¢ Dot W
lUsar © User Narrs s
testaghiam Agiaam, Tast ~
: Tt 6 D r
it Usrs
& fopty Changes
liser © Nare

s L bty Aglsam, Test

Previous | Mext

Previous | Run Job Mow | Schedule Job

al

Finished

Status:

o Successfully added the job related curricula to the specified Users.



Notes

Step

1.
2.
3.
4.
5.

Remind students that 6.

required fields are

identified by a red

asterisk. Although

remaining fields are not

required, students should

complete as many as they

feel necessary.

After clicking Next, the

Step 2: Select Learners

screen appears.

After selecting the add 7.

one or more from list
link, the > Search screen
appears.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select User Needs
Mgmt.

Click the Remove
Curricula option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Regions
Toals

hr'erences

Supervisor Assistant

User Needs Mgmt

References

ﬁ Remove Curricula

) Remove ltems

0 Remaove Competency Profiles

Mext

Add Users

Enter User ID or add one or maore from list.

* User ID:

Case sensitive search:
User ID: %
Last Mame:

First Name:

Middle Initial:

User Status:

Domains:

State:

) Yes @ No

Starts With

4

Starts With

Staris With

Starts With -

@ Active © NotActive © Bath

Starts With -

Starts With -
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Removing
Curricula screen
appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

184

8. Click Search.

15. Click Search.

Search | Reset |

Locate the User(s) on the
Results tab. Select the
corresponding Add check ==

Add

Uner Narms Sl

box for each User to be et B -
added.

10. cClick Add. m

'

11. Review the Users in the 6ok vy
Edit Users section. & touh Chges
Tip: To remove a User, ey 21 Dovenes 2
select the corresponding =2 e "'E'

Remove check box and
click Apply Changes.

12. Click Next to move to X
Step 3 Previous | Mext

13. select the Add one or Select Curricula for Removal
more from list link to
search for and enter Enter Curriculum ID or add one or more from list.
curricula into the list of {%}
curricula for removal. * Curriculum ID:

14. Onthe > Search screen,  case sensitive search: © ves @ No

enter the appropriate
search criteria.

Note: See Managing Data Curriculum Title: Starts With -
Entry and Searches for

more detailed information on

searching.

Curriculum ID: b Starts With -

Search | Reset
I

5



Notes

After clicking Search, the
Results tab appears.

Clarify that students are
building a list of
curriculum to be removed.

Clarify that if a curriculum
was mistakenly added to
the Removal list, this
action provides a means
to correct the error.

Inform students that jobs
that will remove multiple
items from many Learners
can place a strain on
system resources.
Schedule large jobs for
times when most users
are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status screen
appears.

Step

16.

17.

19.

20.

Activity

On the Results tab,
select the corresponding
Add check box for each
curriculum to be added to
the list of curricula for
removal.

Click Add.

- Review the curricula in

the Edit the List of
Curricula for Removal
section.

Tip: To remove a Curriculum
from the List of Curricula
for Removal, select the
corresponding Remove
check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

View
FSa-Tookie.3 Toot wix 3 ’_
FSawnD Aghmarn Test 'L
FSAw02 I

[de the List of Carricula far Remaval
b [roo e

dasog Outs
1200778010

Lytritutum it

FSawior AgLeam Test

Previous | Fun Job Mow | Schedule Job

Status:

o Successfully removed the curricula from the specified learners.
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Step Activity

1. Select the User
Management menu.

2. Select Tools from the left

menu.
Wierences
3. '\S/Ielect User Needs Supervisor Assistant
gmt. User Needs Memt
References
4. Click the Remove ltems ) Remaove Curricula

option button.

%Remwe ltems

) Remove Competency Profiles

After clicking Next, the 5. Click Next to move to
Step 2: Select Learners Mext
screen appears. Step 2.
6. Select the Add one or Add Users
more from list link to
lSJearCh_ f(t)r ?P?djlr\]ltl\e/lr Enter User ID or add one or maore from list.
sers into the
Assistant. “ User ID:
After selecting the add 7
one or more from list On theh Search screen, Case sensitive search: & Yes ® No
link, the > Search screen enter the _amep”ate User ID: Starts With -
appears. search criteria. D
Note: See Managing Data Last Name: Starts With ~
Entry and_ See_trches fpr First Name: “tarts With =
more detailed information on
searching. Middle Initial: Starts With ~
User Status: @ Active © NotActive O Bath
Domains: Starts With -
State: Starts With -

8. Click Search.

Search | Reset
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Removing Items
screen appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

Step

10.

11.

12.

13.

14.

15.

Activity

On the Results screen
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the Users in the
Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
Iltems into the list of ltems
for removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Ada
b
Sturt (Dot W
lsar © User Narrs et
testagham Aglaam, Test v
Tesact W T D W
it Upars
r
e foply Changes
\iser © Marre Parnove
b L hiarn ALsam, Test

Previous | Mext

Select Items for Removal

Enter ‘lterm 10" and “ltem Type' or add one ar mare fram %

* Type: -

Case sensitive search: ) Yes @ Ng

ltem Types: S Starts With - =
ftem ID: Starts With -

Revision Date: m

[MM/DD/YYY)

Revision Number: Starts With -

ltem Title: Starts With -

ltem Status: @ Active © NotAcive © Bath

Item Classification:

Search | Reset |

Starts With - =
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Notes

After clicking Search, the
Results tab appears.

Clarify that students are
building a list of ltems to
be removed.

After clicking Add, the
Step 3: Removing Iltems
screen appears.

Clarify that if an Item was
mistakenly added to the
Removal list, this action
provides a means to
correct the error.

Jobs that will remove
multiple items from many
Learners can place a
strain on system
resources. Schedule large
jobs for times when most
users are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status screen
appears.
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Step

16.

17.

18.

19.

20.

Activity

On the Results tab select
the corresponding Add
check box for each Item
to be added to the list of
Items for removal.

Click Add.

Review the Items in the
Edit the List of Items for
Removal section.

Tip: To remove an ltem from
the List of Items for
Removal, select the
corresponding Remove
check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message(s) on the
Finished screen.

View

Qassroom AGLEARN-  Tire Satety 101
DELTA-

FIRE_LWO204 (Ray 1

- 122000 GR:14 P

AmaricaNew York)

Claswoom AGLEARN.  Fire Safoty 101
DELTA.

FBE_NHOct

Faw 1 ALTA00

0111 M

Anericy Mew York)

Cadit the List of Mems for Renmmvad

tem Tile
Clsutom AGLEARN.  Firs Safety 100
DELTA-FIRE ew 1 ¢
1200010 0517 P

Aretica/Naw Yerd)

Clisaroom AGLEARN.  Fze Sidety 100
DELTA-

FIRE_MHO(31

Py 1. 12722000

ar:=11 om

AnrdcaNew York)

—
Aoty harges
T
Assgm Type aga gt Date fxreve
12210000 ”
»
-
120700 r

Schedule Job

Previous | Fun Job Mow

status:

* Successtully removed the tems from the specified learmners if the items are free floating tems and have not

been completed.



Notes

After clicking Next, the
Step 2: Select Learners
screen appears.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel necessary.

After selecting the add
one or more from list
link, the > Search screen
appears.

Step

Activity

Select the User
Management menu.

Select Tools from the left

menu.

Select User Needs
Mgmt.

Click the Remove
Competency Profiles
option button.

Click Next to move to
Step 2.

Select the Add one or
more from list link to
search for and enter
Users into the UNM
Assistant.

On the > Search screen,

enter the appropriate
search criteria.

Note: See Managing Data

Entry and Searches for

more detailed information on

searching.

Click Search.

Regions
Toals

hr'erences

Supervisor Assistant
User Needs Mgmt

References

) Remove ltems
@L}Remnve Competency Profiles

0 Remove Competencies

Mext

Add Users

Enter User ID or add one or mare from list.

* User ID:

Case sensitive search: ) yes @ No
User ID: % Starts With -
Last Mame: Starts With -
First Name: Starts With -
Middle Initial: Starts With
User Status: @ active O NotActive © Baoth
Domains: Starts With -
State: Starts With -
Search | Reset
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Removing
Competency Profiles
screen appears.

After selecting the add
one or more from list
link, the > Search screen
appears.
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Step

10.

11.

12.

13.

14.

15.

Activity

On the Results tab,
select the corresponding
Add check box for each
User to be added.

Click Add.

Review the added Users
in the Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competency profiles into
the list of competency
profiles for removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

20
~
b
Surt W € Dot N
Usar © User Narms el
wstagham Agleam, Test ]
st T D
it Usars
r
%3 Lopty Thanges

] 7 [ 2
\iser © MNarre

b L hiarn AgLsam, Test

Pernove

Previous | Mext

Select Competency Profiles for Removal

Enter Competency Profile ID or add one or more frnn%Iist.

* Competency Profile 1D:

Search Competency Profiles

Enter a value for each field that you want to use to filter your search. Some field
values. You can also add or remove search criteria to further refine your searck

Case sensitive search: %

O Yes @ Mo
Competency Profile ID: Starts With -
Competency Profile Title: Starts With -

Status: @ Active © NotActive © Both

Reset

Search




Notes

Step

After clicking Search, the
Results tab appears.

Clarify that students are
building a list of profiles to
be removed.

After clicking Add, the
Step 3: Removing
Competency Profiles
screen appears.

Clarify that if a profile was
mistakenly added to the
Removal list, this action
provides a means to
correct the error.

Tell students that jobs that
will remove multiple items
from many Learners can
place a strain on system
resources. Schedule large
jobs for times when most
users are off the system.

After clicking Run Job
Now (or Schedule Job,
scheduling the job and
clicking Finish) the
Finished > Status screen
appears.

16.

17.

18.

19.

20.

Activity

On the Results tab,
select the corresponding
Add check box for each
competency profile to be
added to the list of
competency profiles for
removal.

Click Add.

Review the Competency
Profiles in the Edit the
List of Competency
Profiles for Removal
section.

Tip: To remove a
Competency Profile from the
List of Competency
Profiles for Removal,
select the corresponding
Remove check box.

Click Run Job Now to
have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Review the Status
message on the Finished
screen.

View
Competency Frofile 1D Competency Profie Titte A
02011 MR Employes Relations v
AGLEARN ADMIN Aglearn Administrator Competoncies v
LIS Competuncy Profile for All Employess
Ed U List of Competency Profiles Tor
Agply Dharges.
» St 0 J Dzt 28
Competercy Profile 1) Title Ao pen
22011 HR Emphoyes Relations r
AGLEARMN-ADMIN AgLean Administrator Compstancies r

Previous | Run Job Mow | Schedule Job

Status:

#» Successfully removed the competency profiles from the specified learners.
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Notes

Step Activity

1. Select the User
Management menu.

2. Select Tools from the left Regions
menu. Taols

?hr'erences

3. Select User Needs

Supervisor Assistant
Mgmt.

User Needs Mgmt

References

4.  Click the Remove
Competencies option
button. % Remaove Competencies

D) Remove Surveys

D) Remove Competency Profiles

After clicking Next, the 5. Click Next to move to
Step 2: Select Learners Mext
screen appears. Step 2.
Remind students that
required fields are 6. SeIeththe Aidd I(')nke or Add Users
identified by a red more from list link to
asterisk. Although search for and enter Enter User ID or add one or more from list.
remaining fields are not Users into the UNM
required, students should Assistant. * User ID:
complete as many as they
feel necessary.
After selecting the add 7
: . > ot . - -
one or more from list On theh SearCh .SCI'een, Case sensitive search: ) yes @ Mo
link, the > Search screen enter the _amep”ate User 1Dz “Starts With =
appears. search criteria. NS
Note: See Managing Data Last Name: Starts With ~
Entry and_ See_trches fpr First Name: “Gtars With -
more detailed information on
searching. Middle Initial: Starts With =
User Status: @ Active © NotActive © Bath
Domains: Starts With -
State: Starts With -

8. Click Search.

Search | Reset
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Notes

After clicking Search, the
Results tab appears.

After clicking Add, the
Step 2: Select Learners
screen appears.

After clicking Next, the
Step 3: Removing
Competencies screen
appears.

After selecting the add
one or more from list
link, the > Search screen
appears.

After clicking Search, the
Results tab appears.

Clarify that students are
building a list of
competencies to be
removed.

After clicking Add, the
Step 3: Removing
Competencies screen
appears.

Step

10.

11.

12.

13.

14.

15.

16.

17.

Activity

On the Results tab select
the corresponding Add
check box for each User
to be added.

Click Add.

Review the added Users
in the Edit Users section.
Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Click Next to move to
Step 3.

Select the Add one or
more from list link to
search for and enter
competencies into the list
of competencies for
removal.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the corresponding
Add check box for each
competency to be added
to the list of competencies
for removal.

Click Add.

Ada
~
e
Setart o € St W
Usar © User Narrs el
testagham Agiazen, Test i
Teact b (e .
Fdit Usars
r
L Lopty Thanges
liser © HNarre Parnove
bk Unghearn ALsam, Tet |

Previous | Mext

Select Competencies for Removal

Enter Competency ID or add ane or mare from Ii@ﬁtj

* Competency |D:

Case sensitive search: ) Yes @ Mo

Competency ID: Starts With -

Description: I} Starts With -

Competency Status: @ active © NotActive O Bath

Search | Reset
Camgntenry (11 Competercy Tt Ada
21011 ObjectTech Object Techadogy Q{e
2210-12-Oparatieg Systans Oparating Systaes 65
221013 OperationsSuppact Operatians Support N
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Notes

Step

Clarify that if a 18
competency was

mistakenly added to the

Removal list, this action

provides a means to

correct the error.

Tell students that jobs that 19
will remove multiple items

from many Learners can

place a strain on system

resources. Schedule large

jobs for times when most

users are off the system.

After clicking Run Job 20
Now (or Schedule Job,

scheduling the job and

clicking Finish) the

Finished > Status screen

appears.

- Review the Competencies =« " =

. Click Run Job Now to

Activity View

. . . I210-11-ChjectTech Object Tehadlogy
in the Edit the List of I s Retise

Competencies for 2210013 Oparationscigioct | Oparatlans Suppart
Removal section.

Tip: To remove a
competency from the List of
Competencies for
Removal, select the
corresponding Remove
check box.

{1 "1&,11 E

have AgLearn complete
the un-assignment to
User record(s).

Note: See Scheduling
Background Jobs for more
detailed information on
scheduling jobs.

Previous | Run Job Now | Schedule Job

+ Review the Status

message on the Finished

& Syccesstully removed the competencies from the specified learners.,
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After introducing the task
via the Overview, highlight
the roles assigned to
perform each subtask.

Notes

A learning event refers to a User’s completion of an Item, or attempt at completion.
Subtasks pertaining to Managing Learning Events are accessible from the User
Management menu. User-specific subtasks include the following: View, Edit, and
Delete a Learning Event, and Record a Learning Event for an Iltem, an External

Managing Learning Events

Event, and a Scheduled Offering.

A Day-in-the-Life Scenario
A group of Users just completed their required prerequisite reading for a course.

Step

1.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Editor.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

Locate the desired event
on the Results screen.

Tip: Use Ctrl+F to quickly
find an event.

Click the View icon
corresponding to the
desired event.

Learning Event Recorder

Learning Event Editor

Merge Users

User ID: Starts VWith v k4

Item Description: Starts VWith hd

Completed Date After:
MAMSDD YY)

Completed Date Before:  pwn

(RGO
Type of Learning Event: ® tems O ExternalEvents O Both
ltems: |Exac:t v| Type:| Vl v

10

Search |

e 41 [ et Fompieton Diis o (anprte Hve

o MW ok imet Tantawadeg WD N wed Bated
wo e 01 e SCLLMFT | Oyand 1007 P Camphats
s A0 0430 A 900 \dng Be | dovert (4 Dtrvns
A b D | Juwrvad
[+ 3= ek Bmet Yectin Toam O0I0 1330 | Wb Pazad
ye— R Towa_D3_at4_bx_swin_SIRIIOFT | Cowwnrtcation | BW Camplate
B /1477000 00.00 P Awwtin Devviny
Aovietcn Dmwvms |
User ID User Name
JPE9999 % Public.
Joe
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Notes

Complete definitions of
terms are included in the
glossary.

Have students skip to the
Record a Learning Event
for an ltem task in order to
have a Learning Event to
edit.

Inform students that for
the purposes of this
training cost is not being
addressed and as such
they should not
enter/change any
information on the
Financial tab.

Inform students that any
information they enter in
the Comments field is
viewable by many. Advise
them to use caution when
entering any comments.

196

Select the User
Management menu.

User Management

2. Select Tools from the left
menu.

3. Select Learning Event
Editor.

Learning Event Recorder

Learning Event Editor

Merge Users

4. On the > Search screen,
enter the appropriate
search criteria.

5. Click Search.

6. Locate the desired event
on the Results tab.

Tip: Use the Ctrl+F function
to quickly find an event.

7. Click the Edit icon
corresponding to the
desired Learning Event.

8. Onthe Summary tab,
make the appropriate
changes.

v 1D [Bowers o v
‘e Des riptar | Swrte v S
Corpieterd Dale Afer:
—;ze YY) o
Compated Date Betare: p
Ryt [ RET L
Tyse of Lesrming frest: ® terw O towrai toants O 2o
Newny ;fcn N Type: _v}r L o
Search
ol e e Feigbion | Sepuin i o) Oenivtor e
L s | Gtowdeg | WNQD0 M | Weo Bated
[ doo | et 201 0 can, SELAMFT | Owaed 1067 | P | Camplete
| s A7N0 0400 AM oh Whdng Be | dewlin Davins
Ao d D | Juwrval
oe Aai wek Bmet DYectvn Toaw | 111402010 1300 | Web Pesad
o toawa_03_ald_ba_svin SRLSOET | Covenaication B Tamplate
Fes 3147000 D000 P Awwrtin Dovons
Aesactcn Dmwvws |
User ID User Name
L%
=%
JPZ9399 .
Public,
Joe
mstructon Q
Gt
Comphetion Starua [0 Based Compwse it Based Conpmee ForCret 4
e ERaaasw |
vty eeimorbhind 1228
Tine Zome: anaccaDesye (gurtan Swoderd Tre v
Tota Howrs: 150

9. Click Apply Changes.

Apply Changes



Notes

Complete definitions of
terms are included in the
glossary.

Step Activity

1. Select the User
Management menu.

2. Select Tools from the left
menu.

3. Select Learning Event
Editor.

4. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

5. Click Search.

6. Locate the desired event
on the Results tab.

Tip: Use Ctrl+F to quickly
find an event.

7. Click the Edit icon
corresponding to the
desired Learning Event.

8. Click Delete.

9.  Click OK in the
Confirmation box.

+

|- Learning Event Recorder

Learning Event Editor

Merge Users
Cane vemateyve marc s O vee B ns
User Stare Vo v o
e Desc nptient Starty e ¥

Corgieted Date After: H
MDY "

pe
Completed Divie Defore (R ‘awcen
e T

Type of Lasrmang Crene: ® v O e toarts O o

itern: Tt @ Typel vV
[
Search
Uner User Mo b Tew rpem Covgpletmn Dotz = Lomphrbon Stwns
v P pas Wets Based Loy LMD 108 Wb Based
. mo_sdol_ob) ¢ sren SHLLSOYT  Ogtiock 2007 ™ Camplete
Py 5192087 0000 M wnd Ugdng the | Amenics Demer
Anerice Dermar| Joxred
e = | Ask Web Bused ache Tosm | LONILILIT | Wob Baed
o 100 07_s04_Bi_enn _STLLIOIT  Caemsciceton M Caughets
Py 0002000 21,02 P Awaricn Derone
Anechon Darna |
User 1D User Mame
[ -
JPZ9999 Public
Joe

| Delete|

Message from webpage

5\ ? ) Are you sure you wank ko delete the learning event?

L Ok J[ Cancel J
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Notes

You can also add a
Learning Event by clicking
the Add New link on the
Learning Event Editor
search screen which will
automatically display the
Learning Event
Recorder.

Examples of Items that
would not be Scheduled
Offerings include On the
Job Training (OJT), an
interview, or an article.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel are necessary.
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Step

10.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Recorder.

Select the Item option.

Note: This is the default
selection.

Click Next.

Click the Item Type
Search icon & to search
for and enter an Item for
the Learning Event.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
select the desired Item’s
corresponding Select link
to add the Item.

Verify that the associated
Item ID appears in the
Item ID field.

Note: The Revision Date
and Title fields will fill in
automatically when the ltem
Type selection icon is used
to select an ltem.

View

User Managemen({h_—,)

References

|~ Learning Event Recorder

Learning Event Editor

%ﬁem {:} External Event {:} Scheduled Cffering

Mexk

* ftem Type:

Case sensitive search:

Item Types:

Item 1D:

Item Title:

Item Status:

Item Classification:
Online Settings:
Domains:

Organizational Unit @

Learch

tam D

Clsarocne ARS-2-Owy Excel Training

& -

O Ves @ No

ECE =
® active O ot Active O Both

[Swnsvim 9] =
D Haz enline content

[soswen 9] v

FACEL Sa50CS & BOYOND THE BasaCs

i

ey 1271373008 2700 AM Acserria ! Derrver |

Clansroom FS-ASC-H140-104 (Fev 1
SIA7008 134T AV derical Derver |

ltem 1D:

Excal Fundamentss

§

FE-A5C-8140-104




Notes

Step Activity View

Tell students to only
change the time zone if
necessary. They can skip
the step if they will use
the default entry.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Verify the ltem’s revision
date appears in the
Revision Date field.

Note: If a revision date is not
specified, the latest revision
of the Item will be assumed.

Verify an ltem title
appears in the Title field.

Click Next.

Open the Instructor

Search icon Q to
choose an Instructor.

Enter the default grade in
the Default Grade field.

Note: The default grade can
be numeric or ratings-based.

Select the default
completion status for the
User from the Default
Completion Status drop-
down list.

Click the Completion
Date selection icon to
select and enter a
completion date.

Note: The default entry for
this field is the date on which
the event is recorded.

Enter the completion time
in the Completion Time
field.

Note: The default entry for
this field is the time at which
the event is recorded.

Click the Time Zone
selection icon to search
for and enter a time zone.
Note: The default entry for

this field is obtained from the
Item record.

Rewvision Date: 8/&/2008 10:47 AN America/Denwver

Title: Fundamentals

m
o
T

Mexk

Instructor ID
F&I5-ACKERMAN.DON
PDC-ALFRED

Default Grade:

F

Clazs Completed (Clazs Completed) - For Credit
Clazs Incomplete (Class Incomplete) - Mot For Credit
Clazs Attend (Class Attend) - For Credit

Clazs Waived (Class Waived) - For Credit

Clazs MoShow (Clazs NoShow) - Mot For Crecdit

# Default Completion
Status:

Completion Date:
(MDD Y YY)

* Completion Time:
[k mm Ak

10:57 AM %

Aceteallenrm Nowfon Standed [eel

Tine Zove:
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Step Activity View

200

20.

21.

22.

23.

24.

25.

26.

Enter the default price in
the Default Price field, if
applicable.

Enter the number of hours
in the Total Hours field.

Note: Total Hours is the
total number of hours during
which the resources for the
Item were in use.

Enter the total number of
credit hours that the
Users will receive for
completing this Item in the
Credit Hours field.

Note: Credit Hours
indicates the number of unit
hours printed on a
Certificate (i.e., number of
CEUs, CMEs, etc.).

Enter the number of
contact hours for the Item
in the Contact Hours
field.

Note: Contact Hours
indicates the total number of
hours that the Users actually
spent on this Item.

Enter the CPE credits in
the CPE field.

Note: CPE shows the total
number of credits for
professional education hours
that the Users will receive
for completing this Item.

Click Next.

Select the Add one or
more from list link to
search for and enter
Users.

Default Price (5
(1000,001 .01) %

Total Hours:
£1000,000 .01 : %

Credit Hours: |:|
000,001 017 %

Contact Hours:
(000,001 .017 . %

CPE:

(1000,004 01 :I%

Mexk

Add Users

Enter Lser ID or adﬁ one or mare from list

]

* Us=er D



Notes

The Remove check box is
a way to modify the
selected list of learners
identified on the previous
screen. Skip the step if no
changes need to be
made.

Step

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

Activity

On the > Search screen,
enter the appropriate
search criteria.

On the Results tab,
select the Add check box
next to each User to be
added to the Learning
Event.

Click Add.

Scroll down to the Edit
Selected Users section.

Select the Remove check
box next to each User to
be removed from the list
of Users who will have
learning events recorded.

Click Apply Changes.

Click Next.

Enter comments or
grades for each User in
the appropriate fields and
select the appropriate
status for each User from
the corresponding Status
drop-down list.

Click Next.

Click Next to skip the
Step 6: Edit User Event
Financial Information
screen.

View

Search Users

Enter a value for each field that you want to use to fiter your search. Some fields allovy you to select from a list of
walues. You can slso sdd o remove search criteria to further refing your search.

Case senstive ssarch

User ID:

Last hlame:

First hlame:

Miclcile Initisl

User Status:

O ves @ o
[ Stans with -~ | |

[ Stants with + | |

|
|
| Starts With v‘ ‘ |
|

| Starts With v‘ ‘

@ active O wat sctive O Buth

Doméins [ Starts with v | | ¥
User ID tamae

1PV Pustic. Jos M

Edit Selected Users

User 1D Name o

Pt Ptibe, Jor M

Mext

User

JPITETAY (Publc. Joe
~

Mexk

Mexk

Commenms Gde 2= L

mes Sorgeted (Ciaes Conpeies . Tar O

it v
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Notes

37. Review the Step 7: tep T MecordBowet
Record Event screen.

Pracous - Ferud |

Mewee Cazsroom FSASC-0140-104 Ses © - 3042008 10047 M Amer i/ Daveer )
Hem T Eacer Funaanems

Imtrustor; Aker Rzte C

Complebon

Detat WRIGEIC LAI0 MW armezalwrent  Total Mours:  Owfaull Tution: 0 00 US Dol 1USD)
Contact Howrs: 1158 o Croot Hown
Autoratic sty Assess Refatad Corpetent bes: O
Cont Pt Oraee
Usay Yot firpe  Pnce Centers  femers  Tichet
JPISETES (Pukbc,  Daas Coaplated .00 L5 Dasdlar SUSCY
Joe M| |Crass Complated)
Conments
Tell students that this now 38. Click Finish. E—
appears on the
“Learner’s” Student
Transcript. 39. Review the Finished Firishod
Direct students to Edit a screen. —
Learning Event to verify Tip: Click Start Over... to o/ TR TSI Syart DO S MoHE Ty IeConed:
that the event was begin recording another N
recorded, make edits, and Learning Event with the Bt Over;.

apply the changes. same list of Users.

Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Step

Activity

Select Record Learning
from the Quick Links
menu at the top of the
screen.

Select Item in What kind
of learning do you want
to record?

In the Search & Add
Items Box, click the
Search icon @ next to
Iltem ID.

Search for and add the
Item(s) you wish to give
credit for in the resulting
pop-up box.

In the Search & Add
Users box, click the
Search icon @ next to
User ID.

Search for and add the
User(s) to whom you wish
to give credit in the
resulting pop-up box.

Click Next.

View

w || Home |

GAwuick Links:

Fiecord Leaming

Create Leaming tem

Create Scheduled Offeting
hanage User Neads

"Wlmt kind of learning you want to record?

ﬂem O Scheduled Offering O External Event

Search & Add ltems

Item Type ID: |

|

s

Item 1Dz @
List of Selected [tems

Case sensitive search:
ltem Tvpes:

Item 1D:

Item Title:

Item Status:

Item Classification:
Online Settings:
Domains:

Organizational Unit :

O ves ® No
Startz With w

Startz With w

Starts With hd

@ active O Hot active O Both

Starts With A4

D Haz online content

Starts With v

Startz With A4

Search & Add Users

User ID: Q

Ml:l|

Case sensitive search:
User ID:

Last Name:

First Mame:

Middle Initial:

Role 1D:

User Status:

Domains:

Mext

O ves @ no
Starts With |»

Starts With | »

Starts With | »

Starts With | »

Starts With | »

® active O Not active O Both

Starts With hd
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The screen is misaligned
here and seems to
indicate that a Grade is
required. Only the
Completions Status is
required here, the Grade
is not.

204

8. Editthe Completion * Completion
Date, if necessary. Date

9. Complete the . 3
Grade/Completion box
and edit any of the other Class Completed (Class Completed) - For Credit
fields, as necessary. Class Incomplete (Clazs Incomplete) - Mot For Credit
. Class Attend (Class Attend) - For Credit
(The example shown. IS Class Waived (Class Waived) - For Credit
for a classroom ltem; the Class NoShow (Class NoShow) - Not For Credit
pull-down choices will
vary.)
10. click Apply Changes
Poly Changee
(You may have to scroll to s

the right to see it.)

11. Click Next. Hewt

12. choose whether you want
AgLearn to assess
competencies based on !
each Item’s individual
settings, assess all ltems,
or not to assess any
competencies.

"Change the way competencies are assessed

@ Azzess based on tem setting 0 Azzess gl tems ODD Mot Azzess

13. Venfy the accuracy of the Rome  Claswoom FS-ASC-STA0-104 (v 1 - 91472000 10147 AV, Averica/ Dasser |
data Toe: Excel Fundusenteds

Usat {omplecsn Total  Cradit  Contanm
usarsll Wame . Gagestoppistion Dwe Hounm  MOwE- soos P Comomms
| o -~

PGS Fubhe. Csos Complated T2/21Z010 0044 3200
Joe M L)
Asvwrion/ Darmar

14. Click Submit.



Notes

Step Activity View
Complete definitions of 1.
terms are included in the I\S/IeleCt the User
glossary. anagement menu.
2. Select Tools from the left
menu.
+
Youcanalsoadda 3. Select Learning Event
Learning Event by clicking R d
the Add New link on the ecoraer. Learning Event
Learning Event Editor Recorder
search screen which will Learning Event Editor
automatically display the
L ing E
Learning Even 4. Seloct the External
. Event option. ) tem %ExternﬂlEvent 0 Scheduled Offering
5. Click Next. Hewt
rRleSiTe%?itg%in;?;hat 6. Enter a description of the N
identified by a red event in the Description Descriptiors |
asterisk. Although field.
remaining fields are not
required, students should 7. Click Next. Next
complete as many as they
feel are necessary. _
8. Type in the Instructor’s Instructor: .J%n |
name, if known.
9. Enter the default grade in
. Default Grade:
the Default Grade field. Fraul rade IFI
Note: The default grade can
be numeric or ratings-based.
10. click the Completion Completion Date:
Date selection icon to (MM/DDAYYYY)
select and enter a
completion date.
Note: The default entry for
this field is the date on which
the event is recorded.
11.

Enter the completion time
in the Completion Time
field.

Note: The default entry for

this field is time at which the
event is recorded.

* Completion Time:
(kb mim A kPR

T0:57 A
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Step Activity View

12. Click the Time Zone Tire Zore: Amwrca T e (Ueustan Stardars Tere B
selection icon to search
for and enter a time zone.

Note: The default entry for
this field is obtained from the

Inform students that for 13.

Item record.
the purposes of this Enter the Defa_ult P_rlce in Default Price (51
training cost is not being the [_)efault Price field, if (1000,001.01) %
addressed and as such applicable.
they should not enter any
information in the Default
Price ($) field.

14. Enter the number of hours  Tatal Hours:
in the Total Hours field. (1000,001 017 [:3
Note: Total Hours is the
total number of hours that

the resources for the Item
were in use.

15. Enter the total number of Credit Hours:
credit hours that the (1000,001.01) :I%
Users will receive for

completing this Item in the
Credit Hours field.

Note: Credit Hours
indicates the number of unit
hours printed on a
Certificate (i.e., number of
CEUs, CMEs, etc.).

16. Enter the number of Contact Hours:
contact hours for the Item ~ tHHH.00T.0T) %
in the Contact Hours
field.

Note: Contact Hours are
the total number of hours
that the Users actually spent
on this Item.

17. Enter the CPE credits in CPE:
the CPE field. (1000,001.01)
Note: CPE shows the total %
number of credits for
professional education hours
that the Users will receive
for completing this Item.

18. Click Next. Newt

206



Notes

The Remove check box is
a way to modify the
selected list of learners
identified on the previous
screen. Skip the step if no
changes need to be
made.

19. select the Add one or
more from list link to
search for and enter
Users.

Add Users

Enter Uzer ID or add one or more from list

Seaech Users

20. On the > Search screen,

enter the appropriate S O L SO N NS O W o SR S SN et
search criteria. —
P somutinw spper Orn @
Uner 0 e am M
Last Hawe: (2tamm e |
Perst Hamer | 0% nn
oo g s &
Role ©: ﬁ“ﬁ
Bowe Dot @ szzve O srame O oen
e T an v v
21. On the Results tab, Vet | e )
Publc. Jue M (|

select the Add check box
next to each User to be
added to the Learning
Event.

22. Click Add. m
q

23. scroll down to the Edit

Selected Users section. Edit Selected Users

24. select the Remove check  wwo e ooy
box corresponding to g EP bl R
those Users that need to
be removed.

25. cli
Click Apply Changes.

26. Click Next. —

27. Enter grades and e tomman_ e
comments, where L
appropriate.

28. Click Next. Next

20
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Notes

29. Click Next to skip the Meaxt
Step 6: Edit User Event
Financial Information

screen.
30. Review the Step 7: S 7 e B :
Record Event screen. Zreesoa | et |
Exiemnal Event: Teotd Uptets
ratrocton Gaker Rppes
Corvpletion Date: 12212410 0120 W SomrcaCerriat Fotal Heurn
Contact Wours: o Crece Mourn
‘f’,',',... . o Gade Comments 052 Canteny o ,f".','
JPIETES (Publbe, Jor G100 US Dellw (JSD|
»
31. Click Finish.
The Item now appears in 32. Review the Finished
the User’'s Completed
Work screen.
Tip: Click Start Over... to o The learming evert has been socceashity recorded
begin recording another
Learning Event using the Soars O

same list of Users.

Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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1. Select Record Learning  quick Links: v
from the Quick Links

menu at the top of the Record Learning 'ﬁ
Add Mew Learning ltem

screen. Creste Scheduled Offering
IManage User Nesds
2. Select External Event in What kind of learning vou want to record?

What kind of learning

do you want to record? 0 ftem 0 Scheduled Offering %External Event

3. Type a description of the Add External Events
external event.

External Event:

4. Click Add. [
Repeat Steps 3 and 4 as

necessary.
5' |n the SearCh & Add Sﬂﬂrﬂh & .H.I:Il:l users
Users box, click the
Search icon @ next to .
User ID. U=er D %:1 |
6. Search for and add the Sewrc Users
User(s) you wish to give s bl ads v da e e
credit to in the resulting [ et
pop-up bOX' Cawe penpitive search: O Yes @ ne
User 101 |0 v )
Last Mawresy | Zearte v w0
First Mame:
Fode irdtiet
Rode 1D [t v ¥
User Satun: @ acten © uztactne O 8o
Bomune: CTYC v
7.  Click Next. Meaxt
8. Edit the Completion E}Completiun
Date, if different. MDDAYYY)

=

9 ' Complete the Total Hrs Credit Hrs Contact Hrs  CPE
Gr ad e /CO m p | etio n bOX Grade/Completion (1000,001.01) (1000,001.01) (1000,001.01) (1000,001.01)
and edit any of theother .| ©
fields, as necessary.
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10. click Apply Changes.
(You may have to scroll to

the right to see it.)

11. Click Next. —
12. Verify the accuracy of the st e ——
data. el Sk S Sy SRS Sreme
I Ja M 0234 P
Anscica/Demesr
13. cClick Submit. Submit




Notes

Complete definitions of
terms are included in the
glossary.

Inform students that they
can also add a Learning
Event by clicking the Add
New link on the Learning
Event Editor search
screen which will
automatically display the
Learning Event
Recorder.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel are necessary.

Step
1.

10.

11.

Activity

Select the User
Management menu.

Select Tools from the left
menu.

Select Learning Event
Recorder.

Select the Scheduled
Offering option.

Click Next.

Click the Scheduled
Offering Search icon &
to search for and enter a
Scheduled Offering.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
select the desired
Scheduled Offering’s
corresponding Select link
to add the Scheduled
Offering.

Click Next.

Enter the name of the
instructor in the
Instructor field or use the
Search icon & to search
for and enter the name of
the instructor.

View

User Management

Learning Event
Recorder

Event Editor

Learning

D tem D External Event

Mext

Scheduled
Offering 1Dt

Case senstive search

@ =cheduled Offering

O ves ® 1o

©) semotterng type O Schedule Blsck oHerng type @

Offering Type:
Scheduled Offening 10! | Starts With v
Item/Schedule Biock ID: Etars Wen v,
Descoiption: | Btars veen -
Start Date After:

i
MDD YY)
Start Dote Befores D 12222910

AWTD YT

Search

Khedund Offering O

10344

456

Mext

Instructor:

tern/Schedue Bk

Clastroom ARS-I-Day Exced Tratoing  EXCEL BASICS E BEYOND THE

P 12101/ 2004 0700 amy
Aamsica/Demni |

Clasuroom CSREES-Excel Charts Rev
S/21D000 06:35 AM Adarica Darmar|

Ossirpeen

RASICS

CSREES Eacel Charty

Selpdt
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Step Activity View
12. Enter the default grade in
the Default Grade field. Detat Grade: IFI
Note: The default grade

should be a percentage.

13. Select the default Dctout Complton
completion status from ”S'
the Default Completion
Status drop-down list.

Clazs Completed (Clazs Completed) - For Credit
Clazs Incomplete (Class Incomplete) - Mot Far Credit
Clazs Attend (Class Attend) - For Credit

Clazs Waived (Class Waived) - For Credit

Clazs MoShow (Clazs MoShow) - Mat For Credit

14. Enter the number of hours ~ Tatal Hours:
in the Total Hours field. (1000,001.01) [%

Note: Total Hours is the

total number of hours that
the resources for the Item
were in use.

15. Enter the total number of ~ Cresit Hours:
credit hours that the (1000,001.01) %
Users will receive for
completing this Item in the
Credit Hours field.

Note: Credit Hours is the
number of unit hours printed
on a Certificate (i.e., number
of CEUs, CMEs, etc.).

Tell students that for he 16. Enter the number of Contact Hours:
urposes of this trainin
Eosl?is not being 9 contact hours for the Item (102288100 %
addressed and as such in the Contact Hours
they should not enter any field.

information in the Default

Price ($) field. Note: Contact Hours is the

total number of hours that
the Users actually spent on
this Item.

17. Enter the CPE credits in CPE:
the CPE field. (1000,001.01]
Note: CPE is the total %
number of credits for
professional education hours
that the Users will receive
for completing this Item.

18. Click Next. Newt
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Notes

Step Activity View
19. select the Add one or Add Usere
more from list link to
search for and enter Enter User ID or add one or more from list
20. On the > Search screen, Search sars
enter the appropriate Taice Byeia g ance fbd stk o (01 ok yius bammee oby s w1 S S0y 2 Sl o
search criteria. Sowocn |
Cane Sen5Rve L™ O ves ® w0
User 10: Sham o ¥
Lt Hame Samun »
First tame Starts Vot
redcte lrtial: Gramy e (W
Howe Dt Sl o W
Uner Status: ® actve O neraceve © tomn
Donans: Starts Ve ~ Y
21' On the ReSUItS SCreen, LEARNERD4 Learner, Alec
select the Add check boX s Leamer, i
next to each User to be
added to the Learning
Event.
22. Click Add.
23. scroll down to the Edit
Selected Users section. Edit Selected Users
24. select the Remove check :;“;“ M - D
box next to each User to : '
remove the User from the
Learning Event.
25. cli
Click Apply Changes.
26. Click Next. Hewxt
27. Enter grades and amr Commers  Gade S
C0mmentS for each User ﬂ‘]"ﬁ”’&ub'hht Cinws Comalele |Tues Congeted) . Far Crest -

and select the appropriate
status for each User from
the corresponding Status
drop-down list.

28. Click Next. Next
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Step Activity View
29. Click Next to skip the Next
Step 6: Edit User Event
Financial Information
screen.
. view . i
30. Review the Step 7 scheauteaon
Record Event screen. e Claszroom FS-ASC-6140-104 @Rev © - 574/2002 1067 4 Aaricp Cenrvar|
e Ties Exter Fancarectsn
Mty uctect Alken, Fobert C©
Corpleton Cate: '_:; e - Tohal Mours: 200 Dafatt Tumen: 000
Contact Mours: R0 o Creot Howrst
Automatic sty Assess Rewtes (ompetencies; O
Usmi St e Foee —::v‘e; ',:;"::‘: %:.e"
IPIFETAY (Prtlic. Jow Cass 0,00 US Dol (US0)
~; Conpletad
Lonpleted)
Canments
31. Click Finish. Finish
Tell students that this now 32. Review the Finished Pk
appears on the y
“Learner's” Student screen. S
Transcript_ T|p CI|Ck Start Over"' to o The lEamng sard Bas bean sucoessnil; eccrded
begin recording another
Learning Event with the it
Same |ISt of Users Ganarste Comgletion (anicates
. ) ) ) Learreng svant that prodde credits Save Seen succestfully recorded far the faliowing User(y)
Tip: Click Print to print the .
completion certificates for PN Puttic, Joo M

each User in the list.

Tip: Click Email... to Email
the completion certificates to
each User on the list.

Frnt | Sl

Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.

Note: See Managing Data Entry and Searches for more detailed information pertaining to the Selection and Calendar
icons.
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Step

Activity

Select Record Learning
from the Quick Links
menu at the top of the
screen.

Select Scheduled
Offering in What kind of
learning do you want to
record?

In the Search & Add
Offerings Box, click the
Search icon @ next to
Scheduled Offering ID.

(If you know the numeric
ID of the Scheduled
Offering, you may type it
directly in the box, and
click Add.)

Search for and add the
scheduled offering(s) for
which you wish to give
credit in the resulting pop-
up box.

In the Search & Add
Users box, click the
Search icon @ next to
User ID.

(If you want AgLearn to
automatically populate the
class roster for you to edit
as needed, click Auto Fill
From Registration.)

View

Quick Links: bl

Record Learning

Add New Learning ltem
Create Scheduled Offering
Manags User Nesds

What kind of learning vou want to record?

C‘ ftem %ﬁcheduled O ffering O External Event

Search & Add Offerings

: Add
Scheduled Offering 1D: %
Saaech Schdiuled Offurings
riur @ vabn oy a8ch Sels Sat yTe WE T Gew 03 e pTat Seerch SITe Setts SiTw YTy T aeec Pow e st
VLS Eu C39 SME 822 ©F mwTme MEArTh SHEre i3 A0 e et pIar e
)
Care vornittive vearch: O vee @ 1o
Ofterirg Typs: O sz emrrgnze O Soeai teo sterrg oee @ s
SCrA0uac Offerng I Shacts Wi -
HaruSchedude Slock O Sarn Wi
Oescrpnon Stacts W
St Dute Atter:
DO YYYY : —_—
Tt Cutw Setore: B emaen

LUTOS VYT s

Search & Add Users

User ID: Q Add Auto Fill From Registration
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6. Search for and add the T

User(s) to whom you wish T im0 i S S s T S e e
to give credit in the st
resulting pop-up box. by Eronilen
s e
Lt (G 9
st i [ var 9
MOe Initind | Starte vier &
Rote 1D E
User Seatuss @ acive O azacive O sor
Dooing: { Stacte viae v h 4
7. Click Next. Next
8. Complete the . ]
Grade/Completion box b
and edit any of the other Class Completed (Class Completed) - For Credit
fields, as necessary. Clazs Incomplete (Class Incomplete) - Not For Creod
Class Attend (Class Aftend) - For Credit
Claz=z Waived (Clazs YWaived) - For Credit
Claz= MoShow (Clazs NoShow) - Mot For Credit
9. Click Apply Changes. |:|
(You may have to scroll to s

the right to see it.)

10. Click Next. Next

11. Choose whether you want
AgLearn to assess
competencies based on !
each ltem’s individual
settings, assess all ltems,
or not to assess any
competencies.

Change the way competencies are assessed
’V @ Azzess based on tem sefting O Azzess sl temns ODD Mot Aszess

12. Verify the accuracy of the s Nime SaowiConpaion Caw o Wpen W s 0% commem
d t IPTReTeS Fusbe, Tl Completed 6/ 17/20G1 01303680 £l
ata. pas ol
Anerical Damwr

13. Click Submit.



After introducing the task
via the Overview, highlight
the roles assigned to
perform each subtask.

Notes

Complete definitions of
terms are included in the
glossary.

Remind students that not
all reports are accessible
by all roles.

There are also a number
of custom reports
available for rosters.

Reports

AglLearn data can be displayed and printed by running a report. AgLearn provides
many different report options, each of which offers various grouping, sorting, format
and print options.

Reports are accessed in a very different fashion from previous versions of AgLearn.
The Reports menu has been enhanced with new browse and search functionality. A
search window allows admins to search across all the report categories to find the
desired report. They can also search for reports on the admin side or the user side, or
both. Saved Reports are easily available on the Saved Reports tab and scheduled
report jobs can be accessed via the Report Jobs tab.

The report subtasks chosen to illustrate typical report activity steps are the Run a
Class Roster Report, Run a Certificate of Completion Report, Run a Compliance
Report, and Run a Deficiency Report.

. ______________________________________________________________________________________________________________________|
A Day-in-the-Life Scenario

A mandatory Workplace Violence Workshop is being offered tomorrow. You have
been asked to provide the instructor with a roster of all registrants. Once the
workshop is completed, you will need to print a certificate of completion for each
attendee. Next week, you will need to generate a compliance report that identifies the
percentage of employees who have completed this mandatory workshop.

Step  Activity View
1.  Select the Reports
menu tab.

2. Selectthe Learning and Category (Admin only)

Miscellaneous report [[] user Management
categories. [l Performance
Learning
|:| Content
|:| System Admin
¥l
3. Enter Roster in the
. Search
Report Search Window. o
4. i i
Click Submit. Submit

5. Scroll through the list of
reports to find the o Py
Scheduled Offering e D e ———
Roster report.

6.  Expand the group of

. Scheduled Offering Roster
reports available.

he Scheduled Offering Roster report returns the roster of usersina
scheduled offering.
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7. Select the report format . Learning
. B scheduled Offering Roster
you wish to run.

Scheduled Offering Ffu::te%ri7 2 [
Scheduled Dffering Rosteb{CSY) e s
The Scheduled Offering Roster report returns the roster of usersina
scheduled offering.

Remind students that 8.
required fields are
identified by a red

Enter a report title in the Run Scheduled Offering Roster
Report Title field.

asterisk. Although Note: The Report Title
remaining fields are not default is set to display the =~ ReportTitle: Scheduled Offering F
required, students should name of the actual report.
complete as many as they
feel are necessary.
y 9. Enter a header and Report Header:
footer for the report in
their respective fields. Report Footer:

Note: Report Header and
Footer do not have a
default setting.

Brlowt'ser is tze dhefault 10. Select either the Report Destination: Browser N
selection, and when .
» an B
selected, it displays the B_rowser or Local File
report within the browser. view option to select a
Local File saves the report destination.
report to your computer.
11. Select either HTML or Report Format: HTHL
PDF as the Report
Format.
If known, scheduled 12.  cClick the Filter icon to _
offering IDs can be hf d | Scheduled Cffering: Exact
entered directly into the search for and select a %
appropriate field. Scheduled Offering.
13. Onthe Create Filter tab, ~ coesemsne sesren: o 9 o
enter the appropriate Offering Type: Bem oftering type 0 Schedule Biock offering type @ Both
criteria for filtering the Schoduled Offersng 20: samwin v
Scheduled Offering ReswSchedule Block 10: Starts Wih -
req UeSt Description Starts With -
Start Date After: -
IMMIDDYYYY ’ =
Start Cate Before: e
IMA/DDSYYYY
14. Click Search. —
15. Click the Select check e e Ry (U b g B
box corresponding to the I p——
appropriate Scheduled 0w Claseoom USDA-FMMEA0) e | FAAMI 4 Firwncial Management
Offering(s) o N
20901 Oassroom USDA-FMMLAA2Y Rev 1 FMMWI &1 General Ledger 7
TI1472009 0508 AW Procen{l Le

Ametice/New Yark)
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If the number of records in
the report exceeds the
predefined threshold,
you'll be directed to a
Schedule Job screen in
order to specify a date
and time to run the report
as a background job.

16.

17.

18.

19.

Click Submit Selection.

Verify that you've
selected the desired
offering, and then click
Submit Filter.

On the Scheduled
Offering Roster screen,
click Run Report to
display the report.

To Print the report, press
Ctrl+P, then Print for
HTML formats.

Note: For PDF formats,
simply click the Print icon.

Submit Selectign

Sueent f‘:! Ponove Ctoches D4 Reset

>3
Sy 1§ Dy
Soneduied Ctfering 1D ImemySchedule Bloos Desaiptioo Tanaee
2010 Clasyroom USOA-FRMEA2T (Rev T Q1 Ganerst Ladger
1 71412008 05:08 M Praceis R

Run Repu[l.

AmecicaiNew York)

& print
General Dptlnns|

Select Printer

= ties PCL & on pinky Q ImageMaker Color Drivel
gHP LaserJet 5000 Series Postscript on pinky Q Snaglt 7

;‘gHP LaserJet S000M on pinky wertexsolutions, canm

4 i | o
Statuz:  Ready [ Print ta file:
Location:  Mear Rasemary
Comment: Find Printer...
Page Range
®@al MNumber of copies: n

Selection Curent Page

O e o1
Enter either a single page number or a single
page range. For example, 5-1

o

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Step  Activity View
Complete definitions of 20.
terms are included in the Select the Reports menu
glossary. tab.
By selecting the 21. ;
Miscellaneous category, I\S/Ielea User d Category (Admin only)
you will always see any ?n agement an User Management
custom reports that may Miscellaneous from the [F Performance
have been developed with Category menu. [[] Learning
a similar title. Fl content
|:| System Admin
Miscellaneous I/\\s

22.  Enter Certificate in the o

Report Search Window.

23. Click Submit.

24.  scroll through the list of
reports to find the
Certificate of
Completion for
Offerings report. b riy, Rl I —

25.  Select the report title. User Management
Certificate of Completion for Uﬁ’el'ings-=

The Certificate of Completion for Schecﬂ_r?d Offerings report prints the
certificates of completion for users b...more

izrgii?e%iitg%i”;‘:‘;hat 26. Enter a report title in the
identified by a red Report Title field. Feport Title: \Certificate of Comple
asterisk. Although Note: The Report Title
remaining fields are not default is set to display the
required, students should name of the actual report.
complete as many as they
feel are necessary. 27. Enter the name of the St Tt
instructor in the ' v Instructor k
Signature Text field.
28.  Click the Calendar icon to  completion Date:
enter the completion date.  mwoosvrr) %7
29. Select either the Browser  Report Destination: Browser |w
or Local File view option Browser
to select a report
destination.
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Notes

30. select either HTML or Report Format: HTML n
PDF as the Report o __
Format.

31. Click the Filter icon to »
search for and select a Sehediled Offerng |Exect (] | |§5
Scheduled Offering.

32. Onthe Create Filter tab, = Csesemesesrcn: =y @ o

enter the appropriate Offering Type: 1 mem oftacng type 17 Schedule Bock offeng type @ Both
criteria for filtering the Scheculed Offersng 10: samwn v
Scheduled Offering Res/Schedule Block D S Wi v 5
request. Description: T
Start Date After: "
P et
Start Date Before:
INMIDDSYYYY) m

33. Click Search.

34.  Select the Select check
box corresponding to the

b 10 7 11—

A OG0, mem/Aaemtc oa S s

appropriate Scheduled s Clanroom USDA-FMMI-A0) foev 1 FAMI 402 Financiel Management |
Offering(s). pliaedrodmsie b o
20101 Tassroom USDA-FMMLAZ1 (Rev 1 FMMI &1 General Ledger ﬂ
< TI1472009 %08 AW Procendl
Ametice/New Yark)
35. Click Submit Selection. T
36. Verify that you've Scbewt Fiter | Pemove Crochos 105 st
selected the desired e
offering, and then click ichedud Offering 1D emyScbeuieBioon  Desalptioo Semore
Submit Filter. ot N e e tmee bt &
AmvecicaiNow York)
if the number of records in 37. Onthe Run Certificate of Run Repo
the re . - -!
predeﬁﬁgdetﬁ:ﬂzﬂihey Completion screen, click s
will be directed to a Run Report to display the
Schedule Job screen in report.

221



o _

Step  Activity View
order to specify a date 38. To Print the report, press YR
and time to run th_e report Ctrl+P. then Print for
as a background job. HTML % General | Options|
Ormats Select Printer
NOte: For PDF formats: tHP Laserlet 2100 Series PCL 6 on pinky @ ImageMaker Color Drive

S|mp|y click the Print icon. @HP LaserJet 5000 Series Postscript on pinky 2 5naglt 7
éE,HP LaserJet S000M on pinky . verkexsolutions . com

< ]| | 2

Status:  Ready [ Print ta file:

Location: Mear Rosemary

Comment: Find Frinter....

Fage Fange
[OF1] Murmnber of copies:
Selection Current Page

() Pages: Caollate Iﬂ

Enter either a single page number or a single
page range. For example, 512

L Print J[ Cancel ] Apply

39. Click Print to print the :
| Print [ |
report. =

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Notes

Step Activity View

Complete definitions of
terms are included in the
glossary.

By selecting the
Miscellaneous category,
you will always see any
custom reports that may
have been developed with
a similar title.

Remind students that not
all reports are accessible
by all roles.

Remind students that the
number and type of
reports a user is allowed
to access will vary
depending upon the
user’s permissions within
the LMS.

40. select the Reports menu.

41. Select Miscellaneous
from the Category menu.

42. Enter Bulk Student in the
Report Search Window.

43. Click Submit.

44. scroll through the list of
reports to find the Bulk
Student Component
Status report.

45. Select the Report title.

46. Enter a report title in the
Report Title field.

Note: The Report Title default

is set to display Student
Component Status Report.

47. Enter a header and footer
for the report in their
respective fields.

Note: The Report Header
and Footer do not have a
default setting.

Category (Admin only)

User Management
Performance
Learning

Content

System Admin

ROOOO@OA

Miscelaneous

Search

Bulk Student

BulkStudentComponentStatus
Bulk Student Component 5

Report

Feport Title:

Report Header:

Feport Footer:

et bt e

Miscellaneous

Studert Component £
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Notes

Browser is the default
selection and when
selected, it displays the

report within the browser.

Local File saves the
report to your computer.

You can select the
Remove check box
corresponding to any
Domain to be removed
from the filter.
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Step

48.

49.

50.

51.

52.

53.

54.

55.

56.

57.

Activity

Click either the Browser
or Local File report
destination from the drop-
down list.

Select either HTML or

PDF as the Report Format.

Select the Filter icon to
search for a Domain.

On the Create Filter tab,
enter the appropriate

criteria for filtering the User

request.

Click Search.

Select the Select check
box corresponding to the
appropriate domain(s).

Click Add to Filter.

On the Edit Domain

Results screen, verify that

you have selected the
proper domains.

Click Submit Filter.

Select the Filter icon to
search for an Item.

Note: The Domain Select
from list link indicates you
have already selected a
number of domains in this
filter.

View
Report Destination: Browser k
Browser
Lacal File
Report Format:
Domain: | Exact v | | | 7{5
Search Domains
Case sensitive search: ) ves &) o
Domain I |Star’[s With vl | |
Description: |S‘larts With vl | |
Search
Mecortrow Pagr 0 T Page T 1 4% P e (19 e feeren Fage ' "‘.
Tt 28 ) Do
o5
Y Omscripptiten e = Onry Oungarts
1 oc Otfice of the Chied nfarmation Officer 1 Y e
@ 000 ACO 1 7
W OOK-AD0 Associate Ohief Indcemation Officer Cyber And . r‘
PO Prisacy Policy Oversight

L3

Domee 1) Dascriphion

Irciuse

Lomiy Sus Nomaice Femow

000 OMice of Be Ooied Mifoemation 2 Yeu
Officer
000-A00 3 o
Submit Fﬂ!]er
Domain: [2 Selected] W N7
ftem: | Exact | Type: | w | @



Notes

You can select the
Remove check box
corresponding to any Item
to be removed from the
filter.

Step

58.

59.

60.

61.

62.

63.

64.

65.

66.

67.

Activity

Follow standard search
procedures to select the
Item(s) of your choice.
Note: See Managing Data
Entry and Searches for
more detailed information.

Click Search.

Click the Select check box
corresponding to the
appropriate ltem(s).

Click Submit Filter.

On the View Item Results
screen, verify that you
have selected the proper
Iltems.

Click Submit Filter.

Select the Select from list
icon to search for a
Completion Status.

On the Create Filter tab,
click the Select check box
corresponding to the
appropriate completion
status.

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
completions status to be
removed from the filter.
Note: This step is performed
only if you want to remove a
compliance status from the
filter.

View

term Types: [Starts with v | |&
tem ID: [ Starts with v | | |
Revision Date:

(MDD Y ) mf ]

Revizion Mumker: | Startz Wwith | | |
tem Tie: [ tars with v | |
ftem Status: ® active O Mot sctive O Beth
Search

Select All f Deselect All

Aszessment USDA-CYBERSECURITY-XMPT-
FY06 (Rev 6/9/2006 09:21 AM EST)

CD-ROM USDA-CYBERSECURITYCD-FY06
(Rev 11552005 11:45 AWM EST)

Wieh Bazed USDA-CYBERSECURITY-FY06
(Rewv 11572005 11:42 Ab EST)

Submit FﬂE

Aszeasment USDA-CYBERSECURITY-XMPT-
FY06 (Rev B/272006 09:21 AM EST)

Submit Fﬂﬁ

Completion Status:

Azsess Complete
Brief Read

CD-ROM Complete

Subrit Selection

Creste Fitter

Placeholder for employess not reguired to take Security
Literacy and Basics training
USDA Security Literacy and Basics FY 2006 by CD D

USDA Security Literacy and Basics FY 2008 D

Select All F Deselect All

Placeholder for employees not reguired to take
Security Literacy and Basics training E%

Select All f Deselect All

|Exact v||

3

Assess Complete
Brief Read

CD-ROM Complete

e ———
View Completion Status Results

This screen alloves you to view and edit the tems you have selected. You can alzo Add additional IDs to your list. The
“Submit Filter" button will submit your selected items to the previous search. The fiter IDs are case sensitive

Completion Status

Class Completed  Class Completed

Submit Filter | Rerowe Checked 1Ds

Select All # Deselect All

D

O

Select All f Decelect All

Submit Filter | Rerowe Checked 1Ds
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Step Activity View

68. Click Submit Filter. ppr——

69. Click the Completed Date  compieted Date From

Calendar icons to select MDD Y ) @ |
and enter thg dates Completed Date To: B
between which you want (VMDD Y YY) | |

training compliance
information on your report.

The report may take a few

minutes to run. If the 70. On the Run User Item Run Report
report does not display, S'Fatus Report screen,

try running the report click Run Report to

again or see your display the report.

AglLearn Lead.

Inform students that the 71. Use Ctrl+P to open the

LMS-Glossary includes . . —
complete definitions of Prlnt DIa'Dg bOX. General | Options|
LMS terms. Select Printer

QImageMak&r Calor Drive
%HP LaserJet 5000 Series Postscripk on pinky QSnagIt 7
&HP LaserJet S000M on pinky vertexsolutions. com

fHP LaserJet 2100 Series PCL 6 on pinky

E2) i | |

Status: Fieady [ Piint to file

Location:  Mear Rosemary

it Find Printer...

Fage Range

®a Mumber of copies:
Selection Current Page

Orane e oo

Enter either a single page number or a single Iﬁl

page range. For example, 512

72. Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Step  Activity View
Complete definitions of 73.
terms are included in the Select the Reports
glossary. menu.
74.  Select both the User
Management and Catogory (Admin only)
Miscellaneous category
from the Category menu. SELIETEEL
D Performance
D Learning
D Content
D System Admin
Wiscellanegus %
Remind students that not 75. Enter Completed Work
all reports are accessible . ;
by al s In the Report Search
Window.
76. i i
Click Submit. Submit
Your search will also 77. ; +
produce the Completed Click the + to expand the %M Completed Work
Work Legacy report. This OptlonS for the Learning History report returns users' learning history (learning
report will eventually be Comp|eted Work report_ items and curricula they have finished) ...more

removed from the
available listings.

The CSV option will 78. s
; : elect the type of report & Completed Work
produce date in a CSV . - . B3
i . Learming Mistory {LaV) el |
format, which can be you wish to run teamznt :]\St.or — t; -
used with Excel to further —P—M 2= "“'"b =
analyze data. The other The Learning His report returns users’ learning history (learning

. . items and curricula they have finished) ...more
option produces results in

browser or PDF format.

qu.tit"ihc’f fhis rEptc.’t'lt . 79.  Enter a report title in the

retains the legacy ttie o . . N

Learning History. You Report Title field. Report Title: Completed Work
may want to change the Note: The Report Title

title to Completed Work. default is set to display the

name of the legacy report.

Note: Report Header and 80. Enter a header and Repart Header: I:l
Footer do not have a footer for the report in

default setting. _ . ( |
° their respective fields. Repart Footer: |:|

Sé&vgzizlz;r&ed?:gguylg the 81' Se|eCt elther the RE'I:I-GI’T Destination: Browser W
report within the browser. quwser or Local File k
Local File saves the option for your report

report as a file on your destination.

computer.
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Notes
Step
The Report Format 82.
default is set to HTML
with the Mask User IDs
check box selected and
the Page Break Between
Records checkbox
unselected.
83.
84.
85.
86.
Learner IDs can be 87.
entered directly into the
appropriate field.
However, it may be easier
to select the scheduled 88.
offering(s) from a list,
since the IDs may be
difficult to memorize.
89.
90.

228

Activity

Select a Report Format
option to change the
report format.

Select the Filter icon to
search for a User.

On the Create Filter tab,
enter the appropriate
criteria for filtering the
User request.

Click Search.

Click the Select check
box corresponding to the
appropriate User(s).

Click Submit Selection.

On the View Filter tab,
select the Remove check
box corresponding to any
User to be removed from
the filter.

Note: This step is
performed only if you want
to remove some of the
Users in the filter.

Click Submit Filter.

Click the Completed Date
Calendar icons to select
and enter the dates
between which you want
training deficiency
information on your
report.

View
Report Format: HTHL -
HTHL
PDF h‘_
Uszer: | Exact ¥ | | | E
User IDn | Starts With |4 | | |
Last Name: [Stats with | | |
First Mame: | Starts With | » | | |
Miclle il [Stats witn | | |
User Status: ® setive O wet active O Both
Domirs: [ Stars with v | |7
Search
User ID User Name
KD99828% Fallow, Kathy T E(]L;?
Submit Setec l‘.1'|t\{5
Select AL S Desslect AL
User ID User Name Remove
KD998289 Fallow, Kathy T

Hls

Submit Fﬂﬂ

Completed Date From:
[MARLDD ™)

Completed Date Ta:
[MARLDD ™)




Notes

91. Click the Detail radio Report Type:
button if a detailed report
is desired.

@ SUmmary 0 Detail

Note: The Summary button
is checked by default.

92. | this is a frequently-run p—
report, click Save
Report.
93. Fillin a Saved Report ID ===
and Description. = Recqired Fokis
* Saved Report D (4] l:l
Description | ‘
Reset
94.  Click Submit. Submit
Note: The report may O5. ;
take a few minutes to run. C.IICk Run Report to ﬂmﬁj
If the report does not display the report.

display, try running the
report again or see your
Supervisor.

96. uUse Ctrl+P to open the & print

Print Dialog box el Otors
21 ImageMaker Calor Drive
irky asnaglt7
L2 HP Laser Jst SO00M on pinky vertexsolutions.com
] | il | 3
Status Rieady [ Pint to file
Location: Near Rasemay
Page Range
@al Number of copies: n
Selection () Cunent Page
O Do e o
Enter sither a single pags number or a single @l
page range. For example, 51
i Print i Cancel || fpob |

97.  Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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After introducing the task
via the Overview, highlight
the roles assigned to
perform each task.

Reinforce the notion that
based on the student’s
role, the tasks available
for scheduling as
background jobs vary.

The Learner Needs
Management Assistant is
available through the
Learner Management
menu.

The Item Revision
Assistant is accessed by
selecting Revise... when
editing an Item.

Notes

Background jobs viewed
via this procedure are
jobs that are still in queue,
they have not yet been
run.
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Scheduling Background Jobs

Tasks that can be time-consuming, include too many records, or dramatically affect
system performance should be run as background jobs. Background jobs are tasks
that are scheduled to run at off-peak work hours, where they can be performed
without overloading the system.

Background jobs are scheduled for the tasks available through the User Needs
Management Wizard, the Item Revision Wizard, and for system Reports.

Background job scheduling tasks include View and Schedule a Background Job.

Note: Scheduling a background job is performed during the final step of specific tasks, when
both the Run Job Now and Schedule Job buttons appear.

The tasks available for scheduling as background jobs through the User Needs
Management Assistant can include: Add and Remove Curricula, Add and
Remove Items, Add and Remove Competency Profiles, Add and Remove
Competencies, Add Job-related Curricula, and Add Job-related Competency
Profiles. See User Needs Management Assistant for more detailed information on
performing these tasks.

Background jobs can also be scheduled for revising ltems, through the Item
Revision Assistant. See Managing Items for more detailed information on using the
Item Revision Assistant.

The reports available through the Reports menu may be scheduled as background
jobs. See Reports for more detailed information on running reports.

A Day-in-the-Life Scenario

Your supervisor has requested to see an Instructor Data report of all active
instructors currently assigned to teach Items through AgLearn. He has asked for a
printed copy by next Thursday, aware that running the report would be a burden on
the system during peak work hours.

Step  Activity View
1. Select the Reports menu
tab.
2. Select the Report Jobs ,
3. Locate the desired e
background report job.
4,

Select the corresponding
Edit Schedule link to
view more information.

‘ Actions

Edit S:heifle:— Delete
Edit Sche Delete



Notes

Background Jobs must be
scheduled to run between
Midnight and 5 AM during
the week or any time on a
Saturday or Sunday. To
see all of the available
time slots, click the View
Available Time Slots
corresponding link shown
in Step 2.

Email the Report check
box only applies to
background jobs for
reports that have a Report
Destination of Local File
and a Report Format of
CSV or PDF

Step

10.

Activity

When creating a report,
click Schedule Job.

Select the Schedule
this job to be executed
on option button.

Click the Date Calendar
icon to select and enter
the date the background
job will run.

Enter a Time for the
background job to run.

Enter a brief description
of the job in the Job
Description field.

Select the Notify via
email upon completion
check box to send a
notification e-mail.

Enter the recipient’s e-
mail address.

Select Email the Report
to receive a copy of the
report with the
notification e-mail.

Note: Your report should
be a CSV or PDF format

with a destination of Local
File.

Click Finish.

Verify that the
background job has
been scheduled on the
status screen, then click
Finished. (See View a
Background Report
Job) to check your job’s
status.

View

Run Report ‘ SchedLleJE?tj

%chedule thiz job ta be executed on: Yiew Available Time Slots

Date:
(MBI D ™ )

H

Titme: |
rkhbcimm: AhiPhd

Job Description:

I_I_:{\%Nmify vig email upon completion

Email:

Email the Report

%

Finish

Background Job Scheduled

Status:

Background Job Scheduled

S
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After introducing the
task via the Overview,
highlight the roles
assigned to perform
each task.

Notes

Complete definitions
of terms are included
in the glossary.
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Managing Instructors

An instructor is any person who delivers learning. AgLearn tracks Instructors not only by
name, location, and availability, but can keep records about which Items an instructor is
authorized to teach. Subtasks pertaining to Managing Instructors are accessible from
the Instructors menu. Managing Instructors tasks include: View, Add, Edit, Delete,
and Add Authorized Items to Instructors, and Remove Authorized Items from
Instructors.

A Day-in-the-Life Scenario
A new instructor has been hired. You need to:

e Add the instructor to AgLearn
e Add two (2) Items that the instructor has been authorized to teach

Step Activity

1. Select the Learning
menu.
2. Select Resources from

the left menu.

3. Select Instructors.
Instructors
EquWsent
4. On the > Search SCreen,  case semsitive searc oo
enter the appropriate ; o e
search criteria. B N
. Last Name: Stats Wih v
Note: See Managing Data I
Entry and Searches for et N Sy
more detailed information on Midde Initial: SafsWh ~
searching.
5. Click Search. —— ]
iSearch
6. On the Results screen, — ——
!Ocate the desired ‘ USDA+ Q & ‘ PurplePeopleEater, Daddy0 T |\, ‘
instructor. .
7. Click the View link to view ~ *
more information. . S
‘ USDA+ @ [ | PurplePeopleEater, DaddyO T
I
o { View




Notes

Complete definitions
of terms are included
in the glossary.

1. Select the Learning
menu.
2. Select Resources from

the left menu.

3. Select Instructors. B Resources
Instructors
aent
4. Select the Add New link. Search | Add !Iew Help
3. Enter the Instructor ID * Instructor 1D: |
6. Enter the instructor name. | jame: First: Me
7. Enter the instructor Company: | |
company, if known. T
8. Click the Domain o
Selection icon to search Domain: Q| |

for and enter a domain.

9. Click the Organization

. (0] ization:
Selection icon to search reamization Q
for and enter an
organization.
10. Enter an e-mail address. Email Address:
11.  Enter any comments in Comments:
the Comments field. N
12. select the Active check _
box if the instructor has Active:
been designated as s
active.
13.  click Add.
Add | Reset

|$
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Notes

Complete definitions of
terms are included in the
glossary.

Inform students to make
all necessary changes
using the tabs available.
However, caution them to
click Apply Changes
before selecting a
different tab. Otherwise
they will lose all their
changes and
modifications.
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Step Activity

1.

Select the Learning
menu.

Select Resources from
the left menu.

Select Instructors.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
instructor.

Click the corresponding
Edit icon to edit the
instructor information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

View

Learning

— {7

Tools

Resources

Refeybnc es

l Resources

Instructors

Equiaent

Last Name:

First Name:

Midde Initial:

J Yes @ No
St Wik v
SaisWh -

S v -

Field Chooser 0
|
Instructor ID Instructor Name &
| USDA+ Q= | PurplePeopleEater, Daddy T N |
L
I
Instructor ID Instructor Name &

‘ USDA~+
I

L3

Q _E | PurplePeopleEater, DaddyD T



Notes

Instructors currently 1. Select the Learning
scheduled for any offering
cannot be deleted. menu.

Remove any offerings the
selected instructor is
currently scheduled to 2. Select Resources from
teach before deleting the

instructor record. the left menu.

3. Select Instructors.

EquiWsent
|

4. Onthe > Search screen,  cue sesitie sewc -

enter the_approprlate P s T ]

search criteria. - N

B Last Name: SaisWih -~

Note: See Managing Data

Entry and Searches for First Mame; Satsvm -

more detailed information on Midde Initial: Stats Wb ~

searching.

5. Click Search.

6. On the Results tab, Field Chooser ©
locate the desired .
instructor. ' mectorfame 2
| USDA+ Q @| PurplePecpleEater, Daddy0 T u
7.  Click the Edit icon to edit Instructor ID Instructor Name 4
the instructor information. USDA- PurplePeopleEater, Daddy0 T
8. Click Delete. Delete

9.  Click OK in the
Confirmation box.

e

@ Are you sure you want to delete this instructor?

_ Cancel |
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Notes

When adding a new
instructor, the method
presented here would be
the most efficient way to
identify all the ltems the
instructors is authorized to
teach.

Existing instructors can
also be added directly to
the Item Record by
selecting the Instructor
tab and adding the
authorized instructor by
using the Select from
List link.

You are not prevented
from scheduling an
instructor for an offering of
an ltem even if the
instructor is not
authorized to teach that
Item.
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Step Activity
1.

Select the Learning
menu.

Select Resources from
the left menu.

Select Instructors.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results tab,
locate the desired
instructor.

Click the corresponding
Edit icon to edit the
instructor information.

Click the Authorized to
Teach tab.

Select the Add one or
more from list link, from
the Add an Item to the
Instructor Authorized
ltems section.

Caution: Instructors can be
scheduled to teach an Item
even if they are not
authorized to teach that
Item.

Tools

Resources
Refe:%nc es

Resources

Instructors

Eqm‘,bnent

Case senstive search: C‘ Ve @ Mo

Irestructar O |Starts With vl | |

Last Marme: | Ctarts With vl | |

First Marme: | Ctarts With vl | |

Miclclle Initil: | Starts With | | |

Search

tastructer D Instroctor Noeme = Carmpany
FSAMN-Smith 13 (2] | Smith, Terry USDA/FSA
WO Saith L2 L5 | Smith, Tus Forest Service
Imstractor 10 Imstructor Name Compeny
FSA-MMN Smith £ 1) | Smith, Terry USDA/FSA
WO Smith o g Eepr (th Tudi Forest Senvice

I Base Cost I Additional Costs I Item Costs ]

I‘““”}"ﬁzedmi Scheduling I Regions ]
eacf{l‘nJ

[ Link to Authorized to Teach Tab ]

Add an kem to the Instructor Authorized hems

Erter Type and tem ID or add one or more from list




Notes

After selecting the add
one or more from list link,
the Item > Search screen
appears.

10. On the > Search screen,

h . Case sensitive search: 0 Ves @ Ma
enter the appropriate

. . tem Types: "
search criteria. [Statswith v | | |

. ftem |0 .
Note: See Managing Data - | Starts with | | |
Entry and Searches for prymtkae m
more d_etalled information on  r.yision Nurker Geave ]| |
searching. _
fem Tite: [Stanis with v | | |

11. Click Search.

12. On the Results tab,
locate the desired Item to

: ass.
add to the instructor. Clastr oom AMSCMCS Dhow 1 - 372072008 I00AM  AMS Contict Martigernant and T3,
Aerica!tew Yorkl Commurtcation Sl e
Classr oom AMS Crons-Culitural Commuanicati AMS Cross Cultursl Commenication and f__
Pn 1< 1 IV3/2005 21200 P America/New Tork| Intaraction
Classroom APHG Diversity-partd (fe $/187205  Effecthe Comenunications from Dhverse (Y
13500 A Acsericn (e York) Prrpective Living Dialogus.
13. Select the corresponding

Add check box. o 0 1 e

Clnsroam AMS-CMCS @es | - 172772008 100 AMS Conflict Manegerent and i
Umsroom AMS-Lrom-Cultursl Commumscati ANS CrossLuttursl Commmication and I
(e 1 - V21572000 01:33 M Yoy I (1]

Omsroom APHIS-Divervity-pert? fioy 0/36:2008 e the Commursications from Dhverse i
1200 M Anerica/ew York) Porpectives Usng Disogue. T

14. Click Add. m
‘
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Notes

Complete definitions of
terms are included in the
glossary.

Inform students that after
selecting the Authorized
tab, the > Search >
Search Results > Edit
Authorized to Teach
screen appears.

238

1. Select the Learning
menu.

2. Expand the Resources
menu.

3. Select Instructors.

! Resources

!nstructw

Equipmenc

4. On the > Search screen,

A Case sensitive search: o Ves @ Mo
enter the appropriate etructor o -
search criteria. [storts van 5] | |
Note: See Managing Data ~ =™™ | Starts With | | |
Entry and Searches for First Name: [ Starts with | | |
more detailed information on ;.. e v | |

searching.

5. Click Search. Search

6. On the Results tab,

A It 10 mstructor Name « tumrgmny
locate the desired FSAMN Salth 0 Gl saith, Terry | usarfsa
instructor. WO Smith 0 B | Swith, Tudi Forest Senice

7. Click the Edit icon to edit i — —
the instructor information.  ramisme g Soith, Toery | USDATFSA
| WO Smith Q Fgren Tos | Forest Service
8.  Click the Authorized to [ Authorzedto |

| e | o |

Teach tab.
Link to Authorized to Teach Tab I
9. From the Update the Ut the Authartzes ems o he uctee
Authorized Items for the Kowy Cracges Reset
Instructor section, locate _— - BN P
1 e Revnave
the Iltem to be removed. Omeroom APHE Diversity st Effwctive Communication from Dheres )
By /232005 12:90 AV, America/taw Perpectives Using Tukigue,
York)

10. select the corresponding Undeke the Authorised Reve tor Bhe Jnspructor

Remove check box. et
hem 1D Tioe Pemovd
Cansracm APHES.Divarsity part2 Effactive Carmmamicaticns from Chre B
zﬂmmum Perpectives Using Dvlogue. E
11. click Apply Changes -
' Apply Changes
s



Managing a Material Record

Gg%g‘gi‘ﬂg\?vt?ﬂegﬁ%kht Materials are consumable supply Items used during learning (e.g., pens, handouts,
the roles assigned to giveaways, etc.). Subtasks pertaining to Managing Materials are accessible from
perform each subtask. the Materials menu. User-specific subtasks include the following: View, Add, Edit,

Copy, and Delete a Material Record.

A Day-in-the-Life Scenario

As the week begins, you note the following:
Three classes were held last week. Total student enrollment in these classes was
78.

A box of supplies that includes 300 three-ring binders has just arrived.

Notes

Step Activity View
Complete definitions of 1. Selectthe Learning
terms are included in the menu. Learning

glossary. ,,\[F_n}

2. Select Resources from
the left menu.

3. Select Materials.

4. On the > Search screen, Case sensitive search: O ves ® Mo
enter the appropriate aterial 1o T
search criteria.

Note: See Managing Data Description: Starts With v

Entry and Searches for more
detailed information on

searching.
5. Click Search. search
6. On the Results tab, e Ao
A | LagH (W M
locate the desired s Sl b
. | LAB-OUT & 18 Lag Kit, Ovtdoar
material. :
Inform students that they 7. Click the corresponding Material ID «
can also view information Vi link )
about material inventory, . Iew 'n_ to view more LAE-IM (=]
base cost, additional information. -
costs, and pricing from LAB-OUT [=
this screen. .
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Notes

Complete definitions of
terms are included in the
glossary.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel are necessary.

Add a New Material Record

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Select Materials..
Equipment

Materials

5. Enter the Material ID.

* Material ID:
6. Enter a material Description:
description in the
Description field.
7. Click the Domain Search Domain: SUBLIC
icon to search for and J

enter a domain.

8. Enter the revision number
in the Revision Number
field.

9. If applicable, enter Comments:
comments in the
Comments field.

10. cClick Add. m
Caution: A Validation Error

message will appear if all
required fields are not
complete.

Rewvisicn Humber:

Note: For additional information about managing materials, see Managing a Facility Record, Managing a Location
Record, Managing Scheduled Offerings, and Managing Segments.
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Notes

Edit a Material Record

Complete definitions of 1. Select the Learning
terms are included in the menu Learning
glossary. ' -{b

2. Select Resources from Tools

the left menu. Resources

M References

3. Select Materials. o L
quipment

Materials

4. On the > Search screen, Case sensitive search: O ves ® 1o
enter the _approprlate faterial ID: lm
search criteria. N -
Note: See Managing Data Deseription: SartsWih __ &8
Entry and Searches for
more detailed information on
searching.

5. Click Search. o

6. On the Results tab, o b
locate the desired [ it
material. | Lag.oUT Q@ L wie cuesoor

7. Click the corresponding Material 1D =

Edit icon to edit material

. i ) -
information. LAB-IM D @
LAB-OUT ®

8. Make the appropriate
changes and click Apply M

Changes.
9. Click the Inventory tab.
Summary Base Cost
Materials associated 10. Make the appropriate
with a facility appear in changes and click Apply

the Update the
Inventory for the
Materials section.

Changes.
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Notes

Copy a Material Record

Complete definitions of 1. .
terms are included in the Select the Learning Learning |
glossary. menu. '{b

2. Select Resources from
the left menu.

M Deferences

3. Select Materials. 3
Equipment

Materals

4. On the > Search screen, Case sensitive search: O ves ® no
enter the appropriate aterial Ib: e [
search criteria. -
Note: See Managing Data Description: [statswim ][]

Entry and Searches for
more detailed information on

searching.

5. Click Search. B

6. On the Results tab, e« ewmomoen
locate the desired gz:'m g: “:‘m
material. PP TR it

7. Select the corresponding Material ID «

Edit icon.
LAB-IN Eﬁj
LAB-OUT =
8. Click Copy Material. e
9.  Enter the material ID of New Material ID:

the newly copied material
record in the New
Material ID field.

10. Select the check boxes of
the material record Copy fem

elements you want to Copy Scheduled Offering
copy.
by Copy Facility
11. cji
Click Copy. Copy
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Step Activity

Notes

Complete definitions of 1.

terms are included in the

glossary.
2.
3.

f 4.
5.
6.
7.
8.
9.

Select the Learning
menu.

Select Resources from
the left menu.

Select Materials.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
material.

Click the corresponding
Edit icon.

Click Delete.

Click OK in the
Confirmation box.

Caution: Be certain that the
material selected should be
deleted. If unsure, click
Cancel.

Delete a Material Record

View

Learning

)

M References

Equipment
Materjals

Case sensitive search: ) ves @ o
Haterial ID: Starts With b
Description: Starts With w

Search

Materlal 1D » foaturial Deseripuos
LaB. 0 2 | Lab N, Indaee
. LAB-OUT &) -u ¥z, Outdooe
[ )
Material ID «
LAE-IN [
LAB-OUT %
Delete
Message from webpage |£|

\ ? ) Are you sure you wank to delete this material?

L Ok J[ Cancel J
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Managing Equipment

After introducing the task  AgLearn defines Equipment as a reusable physical resource needed for the delivery

e tr*(‘)leeg‘gs‘fer‘]"g dht'gh"ght of training (e.g., overhead projectors, television monitors, VCR players, etc.).

perform eachgsubtask_ Subtasks pertaini_ng to Managi_ng Equipment are acce.ssible from the Equipment
menu. User-specific subtasks include the following: View, Add, Edit, Copy, and

Delete an Equipment Record.

A Day-in-the-Life Scenario

Equipment Records at your facility need to be updated. You need to:
Add a new VCR

Delete an Overhead Projector

Indicate that the 25-inch Video Monitor is unavailable due to maintenance

Notes
Step Activity View
Complete definitions of 1. ; .
terms are included in the Select the Leammg Learning
glossary. menu. "
2. Select Resources from Tasks
the left menu. Tooks
l Resources
3. Select Equipment. Instructors
Equipment
Maten’aﬂh
4- On the > SearCh screen, Case sensitive search: ) ves & No
enter the _approprlate Equipment 1D: Starts VWith L
search criteria.
3 Description: ,m‘
Note: See Managing Data ﬂ:’
Entry and Searches for
more detailed information on
searching.
5. Click Search. ——
6. On the Results tab, e O~ o
locate the desired s b
. FSNATIONAL EQUIP | 'Wel: Phane L = | Conference call and LivaMesting
equipment. ne
F5RIPD Equip VER-001 (" JF | Videa Cassette secorder
Inform students that they 7. Click the corresponding asponn i+ ouss cren
can <_';1Iso view scheduled View link to view more | AMETI-000 1 (5 Fip Chart
Oﬁe”ngs fOf the . . I FERATIONAL LU | Wab Prane & ] %m-m«- ol and LimMaating
equipment from the information. X

Offerings tab on this
screen.
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Notes

Complete definitions of
terms are included in the
glossary.

Remind students that
required fields are
identified by a red
asterisk. Although
remaining fields are not
required, students should
complete as many as they
feel are necessary.

Step Activity

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Select Equipment.

4. Select the Add New link.

5. Enter the Equipment ID.

6.  Enter an equipment
description in the
Description field.

7. Click the Domain Search
icon to search for and
enter a domain.

8. Enter a serial number in
the Serial Number field.

9. Click the Equipment
Type Selection icon to
search for and enter an
equipment type.

10. click the Equipment

Status Selection icon to

search for and enter an

equipment status.

11. Click the Assigned

Location Selection icon

to search for and enter an

assigned location.

12. Click the Facility

Selection icon to search
for and enter a facility.

View

Learning
r

Tasks
Tools
B Resources

Instructors

Equipment
Material)

Search AE%HEW Help

Equipment ID: Startz With b
Descripticn: Starts With w
* Domir; ., lpUBLIC |

)

Setial Mumbet: | |

—
coupnertsave I )y

Assigned Location: Q |

Facility; -

245



Notes

13. Enter a contact name in Cortact:
the Contact field.

Inform students they can 14. . .
use this field to enter free- If applicable, et?ter Comments: a
form comments. comments in the

Comments field. 3

15. Click Add. m
Caution: A Validation Error

message will appear if all
required fields are not
complete.

Note: For additional information about managing equipment, see Managing a Facility Record, Managing a Location
Record, Managing Scheduled Offerings, and Managing Segments.
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Notes

Complete definitions of
terms are included in the
glossary.

Inform students to make
all necessary changes
using the tabs available.
However, caution them to
click Apply Changes
before selecting a
different tab. Otherwise
they will lose all their
changes and
modifications.

Step Activity

1.

Select the Learning
menu.

Select Resources from
the left menu.

Select Equipment.

On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results screen,
locate the desired
equipment.

Click the corresponding
Edit icon to edit
equipment information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or else all
changes and modifications
will be lost.

Click the Offerings tab to
view the Scheduled
Offerings for the
equipment.

View

Learning

Tasks
Tools
B Resources

Instructors

Equipment

Maten’ak.‘h

Case sensitive search:
Equipment 1D:

Description:

Search

Covpmens 1D «
AME-TI-000
FEMATIONALEQUIP | 'Wel: Phane

F5REPO Equip VCR-001

Lgupmas ) »
| AME-TI-00

FERATIONAL-LQLE | Wab Prane

Apply Changes

O ves @ o
Starts With -

Starts With hd

b

Desonguan
L W o Chant

L) 2 | Conference call and LivaMeeting
Sne

L | Wideo Cassetrs seconder

Oeso gten

13 5 Fip Chart
2 \%m-rmr} ol and LimMaating
e

Note: For additional information about editing equipment associated with a Scheduled Offering, see Managing
Scheduled Offerings and Managing Segments.
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Notes

Complete definitions of
terms are included in the
glossary.

248

Select the Learning
menu. v

[
2. Select Resources from

the left menu.

Resources

3. Select Equipment. Instructors
Equipment
Materiab)
4. On the > Search screen, Case sensitive search: O ves @ 1o
enter the _approprlate Equipment 1Dz Starts With v
search criteria. }
Note: See Managing Data Pescription: SarsWih &
Entry and Searches for
more detailed information on
searching.
3.  Click Search, E—
6.  On the Results tab, tangmere 0.« —
locate the desired o S e
) Fsamomzqmm-umm 0 2| cont = call and Liva
equment. s L
FSRLRD Equp WCR-001 (3 | Wdes Cassenas secordor
7. Click the corresponding o __cueeen
Edit icon. S 9%‘"""‘"
| PS-RATIONALLQUE | Wab Prane QR mrsnce ool and LimMaating

8. Click Delete. |[)e|.ete|

9. Click OK in the —

Confirmation box. Microsoft Internet Explorer |£|

Caution: Be certain that the 9
equipment selected should \_Q fire you sure you wank ko delste this equipment?
be deleted. If unsure, click

Cancel. L 04 L\\SJ[ Zancel J




Notes

Complete definitions of
terms are included in the
glossary.

1. select the Learning l Learning |

menu. {P_r.)

2. Select Resources from
the left menu.

3. Select Equipment. Instructors
Equipment
MatenaL‘b

4. Onthe > Search screen, Case sensitive search: O ves ® 1o

enter the _approprlate Equipment ID: I

search criteria.

. Descrpton ETT—

Note: See Managing Data cresen Start:mh L

Entry and Searches for

more detailed information on

searching.
5. Click Search. o
6.  Onthe Results screen, o= i Oesraron

locate the desired TN S et

) FSHATIONAL EQUIP | Wel: Phane 0 2| Conf call and LivaM,
equipment. - ' e I
FSRLRD Equip VR0 (3| Wdes Cassetre seconder

7. Select the corresponding e = omaeen.

Edit icon [ o ot

' | PSNATIONAL QLI 1 Wab Prane Q mrsace ool and LimMasting

8. C"Ck_ Copy Copy Equipment... |

Equipment....
9.  Enter the new Equipment .. Ecuipment ID: |

ID.
10. If applicable! select the Cnp-'_.r zcheduled offering relaticnzhipz

Copy scheduled
offering relationships
check box.

11. cClick Copy. Copy

Managing a Location Record
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After introducing the task
via the Overview, highlight
the roles assigned to
perform each subtask.

Notes

Complete definitions of
terms are included in the
glossary.
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A location is a specific place within a facility where an offering (or a segment within
an offering) is delivered. Locations can be anything from classrooms and simulators
to barns and fields. Subtasks pertaining to Managing Locations are accessible from
the Locations menu. User-specific subtasks include the following: View, Add, Edit,
Copy, and Delete a Location Record.

A Day-in-the-Life Scenario

Two small classrooms at your facility have recently been renovated to create one

View a Location Record
Step

Activity

1. select the Learning
menu.

2. Select Resources from
the left menu.

3. Click Locations.

4. On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

5. Click Search.

6. On the Results tab, find
the desired location.

7. Click the corresponding
View icon to view more
information.

large conference room that can hold up to 50 people.

View

Learni n%

+ Tools

M [esources

References

Facilities
Locations

Custom Resources

Case sensitive search: [GRTTRORT
Location ID: Starts With W
Description: Startz With w
Location Type: Starts With A
Search
Lecatin 1D » LOLaTan Descnpnon
FLA nC o O (2 | COMPUTER F00M
FRA OO ) L COMFERENCE ROOM 268
Location ID a
FSA-NC-001 2 &
[ FSA-NC-002 Q&



Notes

Scheduling an Activity for
a location resource,
reserves the resource
even if the activity is not
training related.

Complete definitions of
terms are included in the
glossary.

The contact name should
be the name of the person
responsible for this
location. It may be the
same name as the facility,

Add a New Location Record

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Select Locations. Facilities

Locations

Custom Resources

4.  Select the Add New link.

Search Add Eew Help

5. Enter the Location ID. * Location ID:

Note: Check with your
agency lead for the naming
standard.

6.  Enter a location Description:
description in the
Description field.

7. Click the Domain * Domain: Q [pusLIc
Selection icon to search
for and enter a domain.

8. Select the Location Type

k Location Tvpe: v
from the drop-down list. | 4

9.  Select the Facility from Facility: | ~
the drop-down list.

10. Enter the maximum Max Capacity:
capacity for registration in {1000,001)
the Max Capacity field.

11. Enter a contact name in Contact Name:
the Contact Name field.

12. Enter the contact's e-mail  coiact Emait
address in the Contact

Email field.
|
13. Enter comments as Comments:
appropriate.

25

-



Notes

Add a New Location Record

An association between 14. i

facility and location can CIICk_ Add. o m
be made using the Add Caution: A Validation Error =
from List link in the Add message will appear if all :
Facility section. An required fields are not

association can also be complete.

made in the location
record.

252



Notes

Complete definitions of
terms are included in the
glossary.

Edit a Location Record

1. lect th [ i
;:eﬁt e Learning | mmﬁ |

2. Select Resources from T ——

the left menu. References

3. Click Locations. Faciities
Locations
4. On the > Search screen, Location ID: [satswin || |
enter the appropriate _ EST N | .
search criteria. pesenpnen L
Location Type: Starts With @
5. Click Search. cearch
6. On the Results screen, wection 0.+  uman descouton
. . . FLaneC on 0 (2| compuTER S00M
find the desired location. S P PR e
7. Click the corresponding Location ID a
Edit icon to edit location FSA-NC-001 &
information. S &
8. i
Make the appropriate Apply Changss

changes and click Apply
Changes.

9. Click the Scheduling tab :
to view the list of — kmw I Fquipment ]

Scheduled Offerings for a
location.

10. click Equipment tab.

[ Scheduling I Equipmg\[ﬁjJ I Base Cost ]

11. Select the Add one or and one ormore from list
more from list link to add
equipment to the location.

12. On the > Search screen,

. Case sensitive search
enter the appropriate O ves @ o
search criteria. Equipmert ID: Startsvith v | |
Note: See Managing Data Description: [Startz vt ¥ | |

Entry and Searches for
more detailed information on
searching.

13. Click Search. search
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Notes

254

Edit a Location Record

14. Onthe Results tab, find =~ e Pl Chue r
the equipment and select 'm"“m""mm, me:«?: -'r'—
the corresponding Add -
check box.

15. Click Add. aad

q

16. On the Equipment tab, R -
make any additional Edt the Location
equipment changes. Ad3 Cauipment b the Locatin
Note: Click the Remove I M T P
check box to remove e o
assigned equipment or click Tt
the Select All link to select oy Soorwm || ewet
and remove all equipment. ey

ool mecmd i o] 58, rE— Ly scmnd
AM5TIC01 Fip Owart witting Board I

17. Click Apply Changes.



Notes

Complete definitions of
terms are included in the
glossary.

Copy a Location Record

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Select Locations.

Learning

Facilities

Locations

Custom Resources

4. On the > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Case senstive search O ves ® Mo

Lacation ID: [ Starts with v | | |
Descrigtion: [Starts with v | |
Lacation Type: Starts with | | 1=

5. Click Search.

Search

6. On the Results screen,
locate the desired
location.

7. Select the corresponding
Edit icon.

Lecathon 10 » LoLaran Descngnon
FLanc 001 O @] computensoom
Faancon 0 ()| comFeReNcE Bo0M 258
Location ID a
FSA-NC-001 (=
FSA-NC-002 R &

8. Click Copy Location.

Copy Location...

9.  Enter the new location ID
of the newly copied
record in the New
Location ID field.

Mewy Location 1D |

10. select the check boxes of
the location record
elements to be copied.

I'.'Inve fixed equipment from old lecation to new.

Ch ange =cheduled offering =egments where old lecation i 2cheduled to new location.

11. cClick Copy.

o
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Notes

Complete definitions of
terms are included in the
glossary.

Delete a Location Record

1. Select the Learning
menu.

2. Select Resources from
the left menu.

3. Click Locations.

Learning

Facilities

Locations

Custom Resources

4. Onthe > Search screen,
enter the appropriate
search criteria.

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Case senstive search O ves @ Mo

Lacation ID: [ Starts with | | |
Descriptior: [ starts with + | | |
Location Type: | Starts with | | |

5. Click Search.

Search

6. On the Results tab, find
the desired location.

Lecation 10 «
FLapCon
FAnCom

Lotanan Descnpnon
Q (2 | compuTER $00M

7. Select the corresponding
Edit icon.

Location ID a
FSA-NC-001
FSA-NC-002

8. Click Delete.

| DEI.EtE|

9.  Click OK in the
Confirmation box.

Caution: Be certain that the
location selected should be
deleted. If unsure, click
Cancel.

Microsoft Internet Explorer,

\p Are you sure you wank to delete this location?

L (]9 k}[ Cancel J
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Managing a Facility Record

A facility can be a building (Whitten) or a complex (BARC); its purpose is to provide a
logical grouping of “locations” where training takes place. (Locations were discussed
above.) Subtasks pertaining to Managing Facilities are accessible from the
Resources menu. Facility-specific subtasks include the following: View, Add, Edit,
Copy, and Delete a Facility Record.
.|
A Day-in-the-Life Scenario

A new training facility has recently become available for use by your agency. The
facility is located approximately 2 blocks from the South Building, and includes six
classrooms. Although no equipment is currently located in the new classrooms, you
have been authorized to transfer a portion of the equipment that is assigned to your
current facility.

- _

Step Activity View
1. Select the Learning Leatning
menu.
2. Select Resources from + Tools
the left menu. + Regpurces
+ Reﬁnces
3.  Select Facilities. Materials
Facities
La nE
4. Onthe > Search screen, Facility ID: [Statevitn ¥ | |
enter the appropriate
search criteria. Descriptiorn: | Starts with v | | |
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.
5. i
Click Search. S
6. On the Results screen, Easiiy D Facilty Deserition
A . FNS05 |12 Southwest Region
locate the desired facility. st % L) Forest Sevios Traning Facity |
7. Select the corresponding T
View icon to view more
. . FHZ05
information.
FS Tari
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Notes

258

Step

10.

11.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Facilities.

Select the Add New link.

Enter the Facility ID.

Enter a facility description
in the Description field.
Tip: Enter an easily
recognizable name for the
facility in the Description
field.

Click the Domain Search
icon to search for and
enter a domain.

Click the Region
Selection icon to search
for and enter a region.

Click the Holiday Profile
Selection icon to search
for and enter a holiday
profile.

Click the Time Zone
Selection icon to search
for and enter a time zone.

Click the Work Week
Selection icon to search
for and enter a work week
profile.

View

Learning

+ Tools

+ Regpurces

+ Re nces
haterials

Faciities
Lo Mz

Search | .&d@lew | Helg |

* Facility ID: | |

* Diescription; | |
* Domin: {% PUBLIC

Fegion:

APHISER (APHIS Esstern Region [Raleigh MCT)
APHIZWER (APHIS Western Region [Fort Collins])
ERC (NAD-Eastern Regional Office, Indianapalis)
FS-R1 (Region One)

Halickay Prafile:

F=-R& (Region 3 RO)
Federal Holiday=s (11 Federal Holidays)
Test

Time Zone: | EST (Eastern Standard Time) w

Wiork Vieek:

Mon-Fri (Monday Thru Friday)




Notes

12. f applicable, select the

ili External Facility;
External Facility check ernal Facility %
box.
13 If appllcable’ enter Comments:

comments in the
Comments field.

Once a new record is 14. cii

submitted, the Search C"Ck_ Add. S m
Results > Edit Summary Caution: A Validation Error ..
screen appears. From message will appear if all

this screen, students can required fields are not

add contacts, locations, complete.

equipment, and materials

to a facility.

Remind students that it is 15. Click the Contact tab. | sunmary (L Locations |
important to enter POC

information for a facility.

16. Enter information about

Phione Mumbet:

Fax Mumber:

the facility’s contact ot | |
person in the appropriate ~ “**** | |
fields. cty: | |
State FProvince: | |
Postal Code: | |
Country; | l"_'J|
|
|
|

Email Address:

17. Select Apply Changes.

Note: See Edit a Facility
Record to view information
on adding locations,
equipment, and materials to
a facility.

apply Changes

259



Notes

Complete definitions of
terms are included in the
glossary.

Make all necessary
changes using the tabs
available. However, click
Apply Changes before
selecting a different tab or
you will lose all changes
and modifications.

If the Location ID is
known, you can enter it
directly and click Add.
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Step
1.

10.

11.

12.

Activity

Select the Learning
menu.

Select Resources from
the left menu.

Select Facilities.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

On the Results screen,
locate the desired facility.

Select the corresponding
Edit icon to edit facility
information.

Make the appropriate
changes and click Apply
Changes.

Caution: Do not select a
different tab prior to clicking
Apply Changes or all
changes and modifications
will be lost.

Click the Contact tab.

Make the appropriate
changes and click Apply
Changes.

Click the Locations tab.

Select the Add one or
more from list link to add
a new location to the
facility.

View

Learning

+ Tools
+ Regpurces
+ Re nces

haterials
Faciities
Lo Mz

Facility 1T |9tar13 With v||

Cescription: |Star13 Wyith v||

Search

[

Facility ID » Facility Description
FNSO05 [% U5 southwvest Region
F3 Tori

Q Forest Service Training Facility

Facility ID «
Fr=03

FZ Tori

3

| SUmmaty m Locations [

L5

Add a Location to the Facility

Enter Location ID ar ad[_i QN OF Mo from list

Location (D |




Notes

Step Activity View
13. On the > Search screen, Case sensitive searchs ® ves @ o
enter the _appropnate Location ID: Starts With -
search criteria.
) Description: Starts With -
Note: See Managing Data
Entry and Searches for Location Type: Starts With v =
more detailed information on
searching.
14. cji
Click Search. e
15. Find the location and T N T
. APHIST 1800 M. St. 3RD. Floor
SeIeCt the Correspondmg APHIZ-PPG-SG-BIKE SHOR Local Bike Shop %
Add check box.
16. Click Add to return to the m
Edit Locations screen. 3
Note: Once added, the
location will appear in the
Update the Locations for
the Facility section.
Tip: Click the corresponding
Remove check box to
remove a location from the
facility.
17. cli i
Click the Equipment tab. Wm{ml
If the Equipment ID is 18.
known, students can enter Select the Add c_me or Add Equipment to the Facility
it directly and click Add. more from list link to add
(Itis an extra step to equipment to a facility. Erter Equipment ID or add one or more from list
select it from the list, but
possibly easier, since the Ecquipment ID: | = |
Equipment ID may be
difficult to memorize.)
Inform students that
. 19.
Eqmpment IDs are auto- On the > SearCh _screen, Case sensitive search: ) ves @ Mo
generated. enter the appropriate
search criteria. Equipment I0: | Starts ith v | | |
Note: See Managing Data Description: Stants witn v | |
Entry and Searches for
more detailed information on
searching.
20. cii
Click Search. =
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Notes

Inform students that
materials refer to
consumable supply items
that are used during
learning, such as pens,
handouts, giveaways, etc.

Once added, the
material will appear in
the Update the
Materials for the
Facility section.
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Step

21.

22.

23.

24,

25.

26.

27.

28.

29.

Activity

Find the equipment and
select the corresponding
Add check box.

Click Add to return to the
Edit Equipment screen.
Note: Once added, the
equipment will appear in the
Update the Equipment for
the Facility section.

Click the Materials tab.

Select the Add one or
more from list link to add
materials to a facility.

On the > Search screen,
enter the appropriate
search criteria.

Click Search.

Find the material and
select the corresponding
Add check box.

Enter appropriate
information in Count and
Reorder Value fields .

Click Add to return to the
Edit Facility screen.

Tip: Click the corresponding
Remove check box to
remove material from the
facility.

View

T ]
FE11111 FLIP CHARTS D
Projectar LCD Projector
Telecan Teleconference .k

] Equipment Base Cost

Add Material to the Facility

Erter Material ID or scdd ﬁe or more from list

Material ID: | |
Waterisl ID: StarsWwith v || |
Dezcription; | Starks "With | | |

Search

Material ID

N P - B
Lab Kit, Incioor | | | ‘
| | 7R

Court:
(1000 ,001.01) | |

Fearder “alue: | |
000,001 017

LAB-IN

L&B-ouUT Lah Kit, Outcoor |




o _

Step  Activity View
Complete definitions of 1. Select the Learning Learning
terms are included in the
glossary. menu.
2. Select Resources from + Tools
the left menu. + Respurces
+ Re%ﬁnces
3. Select Facilities. Materials
Facities
La ns
4. Onthe > Search screen, Facilty ID: [Starts with | | |
enter the appropriate o
search criteria. Description: | Sterts ith | | |
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.
5. i
Click Search. —
6. On the Results screen,
A . FNS05 [ZI[Z]  Southwest Region
locate the desired facility. s % L) Forest Servios Traing Facity
7. Select the corresponding Facility ID «
Edit icon. p—"
FS Tori
8. . T
Click Copy Facility.... SR
Enter the f_aC|I|ty ID of the ey Facilty [0
newly copied record in
the New Facility ID field.
gﬁg;;“g;&t;;:ﬁthey 10. select the check boxes of [ Updste ecuipment relationships
location, and scheduled the facility record [ Update lacation relationships
offering relationships as elements you want to
well as material copy. [ Updste scheduled offering relationzhips
inventories. o
|:| Copy material inventory
11. cClick Copy.
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o _

Step Activity View
Complete definitions of 1. Select the Learning Learning
terms are included in the
glossary. menu.
2.  Select Resources from + Tools
the left menu. + Resources
+ Reﬁnces
3. Select Facilities. Materials
Faciities
Lo rns
4. .
On the > Search screen, Facilty ID: (Starts it ] | |
enter the appropriate N
search criteria. Descrigtion: | Starts with v | | |

Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

5. i
Click Search. cearch
6. On the Results screen, =Ll
. -— FNS05 IS Southwest Reaion
Iocate the deslred fa,(:llltyl FS Tori [% [DI[Z  Forest Service Training Facility

7. Select the corresponding Facility ID «
Edit icon.

FNS05
FS Tori

8. Click Delete.

9. Click OK in the
Confirmation box.

Caution: Be certain that the P
facility record selected L ) Are you sure you wank bo delete this Facilicy record?
should be deleted. If

unsure, click Cancel.
OK[: Cancel

Microsoft Internet Explorer,
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Notes

Remind students to tab
between the name fields

Managing Training Approval Processes

AglLearn has the ability to manage multiple multi-level training approval processes.
The creation of additional approval mechanisms and roles will be handled at a higher
level; agency administrators will assign Users to approval roles and associate specific
Approval Processes with Items and Scheduled offerings.

An approval process may have as many as six steps, though six-step approvals will
be rare. A User’s two immediate supervisors are automatically set up in the system to
fill two default approval roles; many Items may only require a supervisor approval.

For more complicated processes, seven other roles have been created. This grants
each agency the flexibility to use the processes best suited to their needs, and
appropriate for each Item. Approval Roles such as Budget, Training Coordinator, and
Training Officer can be mapped to specific individuals if those titles exist in your
agency. More generic roles (Approver 1, Approver 2, Reviewer, and Final Approver)
have been created for processes that need more flexibility in the selection of
personnel to fill each role.

A Day-in-the-Life Scenario

It has been decided that Users should get their supervisor and Budget Officer to
approve a specific Item before registration is permitted. You must assign a User to
the role of Budget Officer and modify the Item record to reflect this new policy.

Step Activity

1. select the User
Management menu.

2. Search for the User for User D [Statswih ] | |
whom you wish to add or Last Name: [statswih v | |
change an Approval Role. "™ [Stats wih 0] | |
Midlle Intial [Staits with | | |
3. Locate the User on the
LEARMERD4 Q Q Learner, Alec TRAINING LEARMERDS
ReSUItS Screen' LEARNMEROS QQ Learner, Bill TRAINMNG LEARMERDS
4. Click the corresponding
Edit icon. LEARNERD4 Learrier, Alec
LEARMERDS Q Learner, Bil
5. i
Click the Approval Role | Perfnrmance || External Requests | Standard Options
tab. REvien

| Preferences Approval Role Approvals

Reguests Online Status Aszessments

6. Click Add one or more add one ot more from list
from list.

7. Click Search to look for search
the role to be added. %
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Notes

The new Role won't be
added to the database
until this step is done.
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Step

10.

11.

12.

13.

14.

15.

16.

17.

18.

Activity

Click the checkbox in the
Add column on the
proper line.

Click Add.

Click the link for Control
Domain.

Click Add one or more
from list.

Click the Search icon to
find the domain to be
added.

Click the checkbox in the
Add column on the
proper line.

Note: You must click both
boxes on the line if you want
all sub-domains to be
included.

Click Add.

Check the boxes to verify
if the role is being granted
to just that Domain, or to
all sub-Domains under it.

Click Submit.

Click Return to Approval
Role.

Click Apply Changes.

Apaprover 1 Genetic Approval Role
Approver 2 Genetic Approval Role .R
Approver_1 Generic approval role Control Dﬁma\ns

Select All f Deselect All

add one ar mare from list

* Diomain: & lPUBLIC

)

oo TR

Assign Control Domains to the Approval Role

ords per Page “DVPg 12345 cPre

Select Al f Deselect All

Include
Description Sub
Domain

oclo 0CI

QCI0-ACI0 D D

. P Include
feman
[alella] QCIO % O

Select All f Deselact All

Submit

Return to Approwval Role

L3



Notes

See Managing Data Entry
and Searches for more
detailed information on
searching.

Step

Activity View
Select the Learning Learning
Menu.
On the > Search screen, tem Types: [Stants with | | =
enter the appropriate Herm I [Stantswith | | |
search criteria. Revision Dete: ]
(MDD YY)
Revision Mumkber: | Starts with | | |
tem Title: | Starts with v | | |
lick rch.
Click Searc —
On the Results screen, Tie
. Classroom THG-MSWORD-101 (Rev 7/8/2005 |JI[.]  Basic Word
locate the desired Item. 01:02 P EST)
Classroom THG-MSWORD-162 (Rev [2I[E  intermediste word
Tip: Use Ctrl+F to quickly 145208 S P EST)
find an Item on the screen.
Select the corresponding Title
Edit icon to view the Classroom THG-MSWORD-101 (Rev 7/5/2005 @ Brasic Word
ltem’s Summary tab DL =)
. . Clagzroom THG-MSWORD-102 (Rev QI rtermediate wiord
information. 10/ 42005 0307 PM EST)
Pu" dOWn Approval Approval Process IO SUPERONLY (Supervizsor Only) v

Process ID menu to
select an Approval
Process ID.

Select the Approval
Required check box.

Approval Reguired:

Click Apply Changes.

L3

2APPROVER (2 Step - Generic Approvers)

25UPER (2 Step - Supervizors Only)

2SUPERBUDGET (2 Step - Supervisor and Budget)
2SUPERTC (2 Step - Supervisor and TC)

FSUPERBUDGET (3 Step - Supervisor!, Budget, Supervisar2)
FSUPERTO (3 Step - Supervizors and Training Officer)
4SUPER (4 Step - Supervizors, TC ad TO)

4y
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Notes

Remind students to tab
between the name fields

Note: The default is
PUBLIC. Change this
unless you want any
administrator to be able to
make changes.
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Managing Communities

AgLearn enables you to conduct asynchronous, threaded discussions through online
communities. Each Community contains one or more topics; the individual topics are
composed of multiple messages. Users are then free to read or post messages at

their convenience.

Communities in AgLearn are created by administrators and managed by moderators.
The administrator functions, including assigning a moderator to the community, are
performed from AgLearn Administration. The moderator - who is a User - performs
his or her community functions through the User Interface.

A Day-in-the-Life Scenario

A General Community is to be created for AgLearn administrators to exchange ideas.
Moderators must be assigned to manage this community.

Step Activity

1. Select the Learning
menu.

2. Select Communities.

3. Click Add New.

Select the Community
Type: General.

5. Click Next.

6. Enter a Community Title.

Note: This is a required
field.

7. Enter a Community
Description.

8. Enter the Domain from
which the Community will
be managed.

View

Questionnaire Surveys

Communities

Tasks %

| Search | Subscribed | Viewe Al Add MNewwy | Helg |

Qo

Select Community Type

T ltem " Scheduled Offering

Enter General Community Information

* = Required Fields

* Community Title:

Community Description;

* Damain I0:

%,} |PuBLIE




Notes

Note: Locking the
Community prevents new
additions or replies. It
does not delete the
Community, nor does it
prevent existing posts
from being read.

Note: Subscribing to a
Community allows easy
access when logged in as
a User without having to
search for it.

9. To lock the community, %ank Community
check the Lock
Community checkbox.

10. To subscribe to the newly Subscribe
created community, click
the Subscribe checkbox.

11. Click Finish. E—
Note: Click Back if you wish

to change the type of
Community being created.
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Notes

Remind students to tab
between the name fields
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1. Select the Learning
Learning
- [ Learnine |

2. Select Communities.

3. Click the Title of the T P —————
community to which you AgLearn Agency Le General EY10 CSAT —
want to add a Moderator. Y v

Delete Community
Lock Community
4. Click the Edit Edit Mogerators

Moderators button.

5. Click the Users link to
select one or more Users

Add Moderators for the Community

from a list. * = Required Fislds
Note: You may enter the Enter User ID or add one or more Lisers from list
User’s ID directly into the X ﬁ
User ID box if you know it. Hser b Comments
6.
Enter any Comments. * Learner D Comments

7. Click Add. m
!




- _

Step Activity View
1.  select the Learning
menu.
2.  Select Communities. Questionnaire Surveys
Communitiss
Tasks @
3. Click Add New. | Search | Subscribed | View A1 Add Mew | Help |
W
4. Select the Community ® pem  Scheduled Offering General
Type: Item.
5. Click Next. Next
6. Click the Search icon to + tom Tyne: % | |
search for an Item. R
e |0 | |
fterm Title: |
7. Enter Search parameters "= s o B0 ot v ¥
for the Item. e i 3
:;:::NM;” et
Frvasn Masner Swrts v ¥
fon Toe Bty v
8. i
Click Search. =
Note: The ltem Type, ltem 9. ; ,
ID, and Item Title fields Click the tom's rect i
will be automatically Correspon Ing e e.Ct N (E:;#;SECR-DIVERSIT\'-FYIIS(HedeEIZDDSDTS'{AM &!:IQE?: Handling Diversity in the W
popu|ated. to add the Communlty, Caurse CR-SEXUALHARASSMENT-FY05 Civil Rights: Stopping Sexual Harassment Select
(Rev 104292004 12:00 PM EST) Betfore tt Starts
Locking prevents 10. To lock the community, Lock Commurity
additions or replies
check the Lock
Community checkbox.
Subscribing allows easy 11. i .
access when logged in as To subscribe to the ne_wly Subscribe
a User. created community, click

the Subscribe checkbox.

12. Click Finish. Finish

Note: Communities may be added to an existing Scheduled Offering. The process is essentially the same as above;
substitute “Scheduled Offering” for “Item” in the instructions, and be prepared for screen that will look slightly different. It
is a good idea to have the ID number of the Scheduled Offering handy before starting the process.
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Glossary

A

Accomplishment: Part of the performance module, Accomplishments are achievements that are not directly related to the
User’s employment or job satisfaction.

Account Code: The unique code used to track the charge-back information of a transaction.

Active: An active record is available to be updated, fully functional, and will appear on reports. To change the status of an
Item or to view, edit, and report on an inactive record, the system administrator must grant the AgLearn Administrator a
security privilege to do so.

Active Locale: Locale is the term used to describe a specific language with a given cultural, geographical, and political
region (i.e., a local market). Think of an active locale as a specific language with related information such as numbers,
date, and time currency for a specific local market.

Activity: A Learning Event associated with an initiative. Activities are automatically assigned to goals when Users align
their goals with an initiative. Users can also assign their own activities to goals. When an activity is assigned to a goal,
Users can request a schedule of the related learning, or add the learning event to their To-Do Lists.

Admin User ID: A system ID that appears when AgLearn takes any automatic action, such as moving a User from the
Waitlist to Enrolled status when someone withdraws from a Scheduled Offering, or when a training request is denied
because the necessary approvals have not been granted before the start date of the learning event.

AICC: Airline Industry CBT Committee. A standard for online courseware that guarantees interchangeability and data
exchange capability between online learning development packages and players.

Align an Initiative: To an initiative at the subordinate level in support of initiatives posted at a higher level. See also
Adopt an Initiative.

Assessed Level: The mastery level earned by the selected User for the associated competency.

Assessment: The assessment/rating of a User's demonstrated Competencies, based on a previously established rating
scale. Users can assess themselves or their peers through Assessment Surveys. Administrators can record assessments
using the Competency Assessment Recorder. Completed Assessments are displayed in the User's Assessment History.

Assessment Date: The date on which an assessment is completed in AgLearn.
Assessment Process: The procedure by which individual User(s) are assessed on one or more competencies.

Assessment Rating: The relationship between a User’s assessed mastery of a competency and the mastery rating
expected of the competency.

Assessment Survey: A collection of competencies and rating criteria used to assess one or more Users.

Assignment Profile: Used to automatically assign Curricula, Catalogs, and Competency Profiles based on multiple User
attributes, including (but not limited to) Domain ID, Country, Job Position, Job Location, Organization, Employment
Type, or State. Users whose attributes match those of the Assignment Profile are automatically assigned the appropriate
Curricula, Catalog, or Competency Profile.

Assignment Type: Categories used to help to prioritize a User's learning needs by distinguishing between need-to-have
and nice-to-have ltems. Typical examples of assignment types in AgLearn are Optional, Recommended, Required, and
Legislatively Mandated. Default Assignment Types can be assigned at the Item level, but may be edited to suit the
situation of each subsequent assignment.

Associated Costs: Any cost of conducting a segment of a Scheduled Offering that is not otherwise defined. Examples
might include food, clean-up, or travel; and any cost of instructors, material, equipment, or location, in addition to those
already defined in AgLearn.

Attainment Level: An informal indication of how well a User is progressing toward assigned goals. There are three
qualitative statuses for the selected initiative: On Target, Behind Plan, and Ahead of Plan.
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Auto Fill Registration Flag: When enabled, moves the next waitlisted User into an enrolled status when a previously
enrolled User withdraws from an offering.

Automatic Processes Module (APM): Processes pre-configured to run periodically without human intervention. APMs
typically perform housekeeping and notification tasks at scheduled intervals.

B

Background Jobs: Jobs (such as large-scale assignments or reports) that would be too time/processor-intensive to run
during normal working hours, and are configured to run during a specific off-hours time period. The number of records
defined in the selected job MUST exceed the predefined threshold (Maximum Record Count for Online Operation) set for
running background jobs.

Basis Date (curriculum): The basis date defines the beginning point of a curriculum’s associated time-periods. The time-
periods themselves are built using either the initial assignment information, or the retraining assignment information.
Once complete, the Item is not due again until the end of the next designated period. This allows assigned learning that is
due once a quarter, or once a year, to be completed at any time during the quarter or year.

Blended Item: A Learning Item type with elements of both Instructor-Led and Online Learning ltems.
C

Cancellation Policy: A set of rules used to calculate what the User is charged when withdrawing from a Scheduled
Offering.

Cascading Initiatives: Initiatives created in a parent organizational unit that are then made effective in subordinate units.
There are ways to push initiatives to subordinate organizations: Forcing requires the sub-organizations to adopt the
initiative as is; Require Alignment means the sub-organizations must align one or more of their initiatives to the parent
initiative; Make Available gives the sub-organizations the option to align one or more of their initiatives to the parent
initiative.

Catalog: A collection of Items, Curricula and Scheduled Offerings made accessible to Users via Assignment Profiles.
Users can only view training that is included in catalogs made visible to them. Items and Scheduled Offerings can be part
of more than one catalog.

Chargeback: A financial transaction that occurs internally, between organizations, with one being debited for costs
accrued and the other being credited for the price of services delivered. The transaction is systemic only; no invoices or
checks actually change hands.

Chargeback Adjustment: A wizard used to reconcile chargeback transactions after closing a Scheduled Offering,
debiting the related cost centers, and crediting profit centers of the selected Scheduled Offering. Note: A Scheduled
Offering cannot be closed with an open segment.

Circular supervisor relationship: A circular relationship exists when a User is designated as his own supervisor, no
matter how many levels removed. AgLearn will not permit such an arrangement and will return a Validation Error to
reject any change that would create such a circumstance.

Class: An entity in AgLearn that associates a group of Users with a set of Scheduled Offerings, used to help
administrators keep the Users together through a series of Scheduled Offerings. Roughly analogous to school classes, such
as freshman class, sophomore class, etc.

Classification: There are four Item classifications: Instructor-Led, Online, Blended, and Other (for physical goods).

Coach: A coach is a User who may view, update, or add comments to a User's Individual Development Plan (IDP),
designated by the User or supervisor. The coach has no role in the approval process of the IDP.

Company: The company by whom an Instructor is employed. This is a non-referenced text entry field associated with an
Instructor record.

Competency: Competencies are measurable capabilities that are required or recommended for effective performance.
Assigning a competency to an Item indicates the User will be considered to have reached the indicated proficiency level
upon successful completion of the Item. See also: Competency Type.

Competency Assessment: The assessment/rating of a User's demonstrated Competency, based on a rating scale. Users
can record assessments for themselves or their peers using the Assessment Recorder, or an Assessment Survey may be
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used. Administrators can record assessments using the Competency Assessment Recorder. Completed Assessments are
displayed in the User's Assessment History.

Competency Assessment Level: Rating given to a User that indicates his or her command of a specific competency. The
rating scale is established in the Competency Assessment subsection of the Application Admin section (System Admin
area).

Competency Category: A text label (e.g., Teamwork) used to group similar competencies when displayed in a view,
assessment survey, or report.

Competency Profile: A grouping of competencies that can be associated with a job position or a function to help manage
the skill sets required of Users with similar responsibilities. Competency Profiles can include minimum required mastery
levels as aids to identifying gaps in a User's training.

Competency Type: There are four types of competencies: Skill - Physical or mental activities that support the
performance of job-related activities. Knowledge - Facts and information needed to comprehend, recognize, and/or recall
terms, rules, concepts, and symbols related to the performance of job-related activities. Ability - Capacity to meet physical
and/or psychomotor requirements for job-related activities (usually an innate physical attribute). Attitude - Behavior
required to perform job-related activities. See also, Competency.

Completed Work: A detailed listing of a User’s recorded Learning Events.

Completion Status: Indicates the current status of an Item (or Scheduled Offering), relative to a User. The completion
status appears with each Item in Completed Work (if complete) or the To-Do List (if incomplete).

Contact Hours: The actual number of hours of instruction received during a Scheduled Offering. For example, an Item
that begins at 8 AM and ends at 5 PM is nine hours in duration, but may only count as eight contact hours due to a one-
hour lunch break. The delineation between contact hours and total hours allows accurate recording of actual training time
compared to the total hours of resource usage.

Content Object: A database record indicating content that can be launched by Users, such as Web-based training, online
documents, and executable files.

Content Package: A Content Package is any grouping of Content Objects, Exam Objects, and/or Objectives. Content
Objects may belong to more than one Content Package.

Content Player: Any software application used by a workstation to open and/or play an online Content Object.

Copy Daily Segments: Duplicates an entire day full of segments within a Scheduled Offering, including all related data.
The duplicate segments can then be edited to suit schedule needs.

Cost Center: The account code being debited in a financial transaction. If multiple cost centers are debited in a single
transaction, the total percentage distribution MUST equal 100.

Cost Formula: The mathematical expression used by the AglLearn to calculate the cost of a selected event or transaction.

Cost Name: User-defined name for a cost with associated formula. The formula can be numeric, and/or another cost
name with any combination of the following valid mathematical operators. Cost names are used in association with both
Items and Scheduled Offerings. An example of a Cost Name: FOOD, with the Formula: Drinks+Lunch+Dinner.

CPE: Credit for Professional Education. Assigned by professional organizations as a way of tracking the volume and
currency of specific, profession-related training.

Credit Hours: A method of tracking the successful completion of Items by weighting the relative value of each Item.
Any number of credit hours can be associated with each Learning Item, to be awarded upon completion of the Item.

Critical Needs: Learning needs that have expired, are overdue, or will expire within the curriculum expiration
notification threshold set by the system administrator.

Currency Pattern: Indicates the default format for currencies used in the selected Active Locale.

Curricula Requirement: A rule used to determine completion of a curriculum, such as “any three Items from a pool of
five”, or “9 credit hours from a pool of four Items”.
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Curriculum: A grouping of Items and/or sub-curricula that facilitates the assignment of related Items to a User. Curricula
are also convenient for the assignment and tracking of mandatory retraining intervals.

Custom Report: A report created to return data on USDA-specific events not readily available in the standard reports that
ship with AgLearn. Examples are Bulk Reports, and Incompletion Reports.

Custom Resource: A resource used in a Scheduled Offering that is not an instructor, material, equipment, or location.
D

Days Remaining: Number of days remaining before an Item on a User’s To-Do List will be overdue.

Decimal Pattern: Indicates the default format of integers and specified decimal places in the selected active locale.

Delivery Method: The instructional method used to deliver learning. Examples might include Instructor-Led Training,
Computer-Based Training, On-the-Job Training, and Self-Study. Delivery methods should be designed with reporting and
information tracking needs in mind.

Delivery Offset Days: The number of days prior to the scheduled delivery date of the selected Item.

Direct Link: A link, created by an administrator in AgLearn, that guides the recipient directly to a specific page in
AgLearn. Direct Links can be inserted into either e-mails or notifications.

Document: Any media (book, videotape, procedure, manual, audiotape, regulation, etc.) for which a record has been
created in AgLearn. Documents may be associated with Items, curricula, tasks, or may stand alone.

Document Type: A category used to differentiate among training documents. Examples may include Vendor Manual,
Regulation, Corporate Policy, Job Aid, etc. Reporting and information tracking needs should be kept in mind when
creating document types.

Domain: An administrative unit in AgLearn, derived from USDA Organization Codes. Aglearn’s domain structure is
roughly equivalent to USDA’s hierarchy. Domains determine which administrators can create and edit the objects
contained within them. See also Domain Restrictions.

Domain Restriction: Defines the domains in which an administrator has authority. Domain restrictions may be assigned
at the entity, function, and workflow levels for any role. See Workflow.

Domain Type: Used to determine which types of records may be assigned to a domain. For example, if a domain includes
the Organization domain type then organization records can be assigned that domain. The domain types are: Users, Items,

Curricula, Competencies, Competency Profiles, Scheduled Offerings, Facilities, Locations, Equipment, Instructors, Tasks,
Documents, and Organizations.

Dynamic Survey: A survey used to assess a User's assigned competencies and job positions.
E

E-Signature Meaning Code: Used by Administrators to provide reasons and meaning for changing data that require
electronic signatures. The Meaning Code enhances compliance with FDA 21 CFR Part 11 requirements ensuring the
authenticity, integrity, and confidentiality of electronic records.

Effective Date: The date when a new or revised Item will be in effect for the calculation of Item completion statuses and
curriculum statuses. By default, new Items have the current date as the effective date. Be aware that accepting the current
date will make any curricula containing the Item incomplete, as Users will not have had time to complete the new or
revised Item.

Employee Status: Indicates the User’s employment status (e.g., full-time, part time, temporary, seasonal, etc.).
Employee Type: Used to designate whether a User is a contractor, consultant, partner, etc.

Equipment: Reusable resources used in the delivery of Scheduled Offerings. Examples include overhead projectors,
television monitors, and VCR players.

Equipment Status: The current status of a given piece of equipment, as defined in AgLearn, such as Operational, On
Loan, Inoperative, Undergoing Maintenance, etc. Depending on the definition of an equipment status, equipment may not
be available for scheduling.
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Equipment Type: Categories by which different types of equipment may be grouped, such as Overhead Projector, VHS
VCR, Video Monitor, etc.

Exam/Survey Object: A database record containing all details of an online examination or survey, including questions
and objectives, percentage grade required for passing, electronic proctoring requirements, messages displayed to Users
before and after the exam, the exam's launch method, information about usage, and other software behaviors.

External Event: A Learning Event for which there is no corresponding AgLearn Item. An example might include a
college course, or a one-time seminar.

External Exam: Any exam created with a tool other than Plateau Question Editor.
External Reports: Reports generated using third party tools, then run in AgLearn.
F

Facility: A grouping of training locations. Facilities may be buildings, plants, branch locations, or any other logical way
to group locations. The locations within a facility can share the facility's work week profile, holiday profile, equipment
inventory (for equipment assigned to a specific facility, but not to a specific location within the facility), and material
inventory.

Field Chooser: Describes the ability to add or remove columns in Search Results tables.

Force Incomplete: When checked for a curriculum, this check box requires AglLearn to calculate whether the status
should be Complete or Incomplete based on the User's latest attempt at completing the Item. If the User's latest attempt is
incomplete, the system will calculate the expiration and required dates based on the date/time of the last unsuccessful
attempt, whether or not the initial retraining period has expired.

Free-floating competency: A competency assigned to a User independent of any competency profiles or job position.
Free-floating Item: An Item assigned to a User, independent of any curriculum.
G

Gap: The difference between a required level and the User's current level for a specific competency that is included in the
User's competency profile. A negative gap indicates a learning need (e.g., the required mastery level is 4 and the User is
assessed at a level of 3; the gap is -1 and a learning need exists).

Goal: A grouping of abjectives in a development plan. A goal represents a high-level development milestone toward
which a User may strive. Goals need not be realistically attainable (e.g., to become the perfect basketball player). A goal
is supported by one or more objectives, each of which should be related to achieving the goal.

Grade: A value to indicate a User's examination score for a specific learning event. Grades may be numeric or ratings-
based.

Group Instance: A collection of existing Scheduled Offerings. Group instances can be used as search criteria to help
keep groups of Users together by enrolling them in the same Scheduled Offerings as a unit. For example, an Item has
training sessions occurring simultaneously for the same Item. Each session has 2 Scheduled Offerings, but one session is
in California and one is in New York. By adding a Group Instance for each location, Users cannot be inadvertently
enrolled in one Scheduled Offering in New York, and another in California.

Grouping: A mechanism by which administrators can define how report output is displayed. For example, a User Item
Completion Report may display By User, with each completed Item appearing under headings of User names; or By Item,
with User names displayed under headings for each Item. Many standard reports grant the option to start each group on a
new page.

H

Holiday: Calendar dates defined in AgLearn when training should not be scheduled at a learning facility. When you
schedule an offering, AgLearn will not allow you to schedule the offering at a facility on a date that has been defined as a
holiday, unless you override the default. When you schedule an offering lasting two or more days, AgLearn will skip over
any holidays unless you override the default.

I
276



Individual Development Plan (IDP): A collection of goals, objectives, and activities for a specific User. An IDP is a
defined career and professional development plan, generally developed collaboratively between a User and his/her
Supervisor. It reflects the current and future development needs for the User (employee), including both the employee’s
current position as well as desired future positions. It may include personal and professional goals. An approved IDP is
related to the User’s To-Do List, but is broader, as it may include non-learning related activities as well.

Individual Development Plan (IDP) Template: A collection of IDP sections that may be established unique to each
agency.

Initial Period: The number of days between the assignment of a learning requirement and its required completion. Each
Item can have a default initial period that may be overridden on assignment.

Initiative: Allows executives and managers to define the goals for the Department or their respective agencies as a way of
providing employees with guidance in the creation of Individual Development Plans.

Initiative Alignment: Describes the relationship of goals among different levels in the same agency hierarchy. For
example, how the goals for APHIS-VS relate to the goals for all of APHIS.

Instructor: A human resource, defined in AgLearn, that is used to deliver learning.
Integer Pattern: Describes the default format of whole integers in an active locale.

Internationalization (118N): The process of developing and implementing the application so it is easily adaptable to a
specific local language or set of standards.

Inventory Type: All inventory tracked in AgLearn is defined as either a Material or an Item (distinct from Learning Item,
as described below).

Item: Also referred to as Learning Item. An assignable unit of learning for which completion can be tracked and recorded.
Items can be Web-based, Instructor-Led, blended, written materials, videos, etc.

Item Pool: A selected group of Items that make up a curriculum requirement.
Item Source: Typically identifies an Item’s origin, such as developer or author, agency of ownership, etc.

Item Type: Logical groupings of learning activities useful to differentiate among potentially similar Items. Typical Item
types include course, class, certification, OJT, interview, etc. Types should be defined with reporting and information
tracking needs in mind, as the establishment of these categories can greatly increase the value of AglLearn's standard
reports to your organization.

Iteration (online exam): An attempt by a User to complete an exam. For exams and surveys created in the Exam
Definitions section, iterations can be limited to one by specifying, on the Summary tab, that the maximum number of
allowable attempts for the exam is one. Instructor or administrator intervention can be made necessary before subsequent
iterations by setting the Lock exam flags.

J
Job Location: The physical location where a User works.
Job Position: A definition or title of the employment position held by a User.

L

L10N (Localization): The process of adapting the application to a particular language (within a specific geographic and
political region), and desired local standards like date, time, currency, etc. AgLearn is an internationalized application,
developed so that localization is relatively easy to achieve.

Label: The displayed value that describes a specific entry on the interface of the application.

Label Links: A link adjacent to a data entry field that names the field and acts as a tool to find the relevant data. Clicking
a label button opens a page through which the administrator may search for allowable values.

Launch Method: Specify the file path (location) for online content and command line parameters (as needed) that are
used when a User launches the Content Object. There are five different launch methods: Content Player, Document Type,
AICC, Browser, and SCORM.
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Learning Event: A User's completion, or attempted completion, of a Learning Item. For example, when attendance or
participation in a Learning Item is recorded, a corresponding Learning Event is added to the User’s Completed Work.
Learning Events can be either internal (based on an AgLearn Item) or external.

Learning History: (See Completed Work)
Learning Needs: Learning Items assigned to a User's To-Do List.
Learning Plan: (See To-Do List)

Locale: The amalgamation of a specific language’s unique syntax and patterns for numbers, date, and time specifications,
and standards for labels as well. See also Active Locale.

Localization (L10N): The process of adapting the application to a particular language (within a specific geographic and
political region), and desired local standards like date, time, currency, etc. AgLearn is an internationalized application,
developed so localization is relatively easy to achieve.

Location: A specific place within a facility where a Scheduled Offering or Segment is delivered. Locations could be
classrooms, simulators, or conference rooms. See also Location Types.

Location Type: A logical grouping of locations. Typical examples might include Classroom, In- Plant Location,
Simulator, or Auditorium. Location type data is used by AgLearn to provide a list of suitable locations when creating a
Scheduled Offering. By default, AgLearn displays only locations of the type(s) indicated as suitable, but the default can be
overridden, if necessary.

M

Master Inventory: A list of all Items and Scheduled Offerings available in your system. Catalogs are populated from the
Master Inventory.

Materials: Supplies that are used up during learning, such as pens, handouts, giveaways, etc. Commonly known as
consumables.

Maximum Assessment Rating: This field contains the maximum rating to use for competency assessments.
Maximum Registration: This indicates the maximum capacity for a Scheduled Offering.

Minimum Registration: The minimum number of enroliments required for a specific Scheduled Offering to occur. This
field is strictly informational and will not impact the Scheduled Offering.

N
Next Action Date: See Required Date.
Nominator: The person authorized to propose rater(s) to assess a User.

Notification Database Tag: A variable used in the notification templates and syntaxes, replaced at run time by context-
based data.

Notification Syntax: The notification tag definition used to perform looping. See also Notification Database Tag.

Notification Template: A pre-parsed message format that includes database tags to be populated at run time within a
defined context. The templates may have multiple syntaxes.

Numeric Grading: Allows the creation of multiple score ranges, associating each range with a completion status. Users
are assigned a completion status corresponding with their score for the Item in question. See also, Ratings-based Grading.

O

Objective Grade Value: The percentage of correct answers required for a User to have mastered (or passed) an
Obijective.

Objectives: A statement that specifies the skills acquired by the successful completion of the learning session. Effective
objectives describe what Users must accomplish, focus their attention on critical components, guide trainers in the
development of instructional materials, and specify the knowledge and skills on which the Users are to be evaluated.

Offering: See Scheduled Offering.
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Offset: The time between the end of one segment and the beginning of the next for the same Scheduled Offering. For
example, if a one-hour lunch break is to be inserted between the morning and afternoon segments of an offering, an offset
of one hour can be indicated. AgLearn will automatically calculate the appropriate start and end time, leaving the one-
hour gap for lunch.

Online Item: Any Item that is available for Users via the Internet.
Online Settings: The parameters and settings for the delivery of online content.

Organization: Any virtual entity to which a User belongs, created solely for AgLearn administrative purposes. An
Organization need not have any relationship to any actual USDA entity. The Organization entity can be used to reserve
Slots, make purchases, grant User permission to use Account Codes, and control User access to Catalogs.

Organizational Group: A grouping of organizations.
P
Pattern: A format that describes the manner in which dates, time, and numbers are displayed throughout the application.

Pattern Type: The categories into which Patterns are grouped. The four Pattern Types in AgLearn are Integer, Decimal,
Currency, and Percentage. See also Pattern.

Peer: In evaluations, a User or external person other than the User being evaluated, that User’s supervisor, or one of that
User’s subordinates.

Pending List: A virtual listing of all Users with approvals currently pending.
Percentage Pattern: Used to indicate the default format of percentages in the selected active locale. See also Pattern.

Performance Review: Used to appraise, measure, and report on an individual employee's performance during a specified
time period, such as a calendar or fiscal year.

Performance Review Process: The definition of how and when performance reviews are created and scheduled for
employees.

Performance Review Template: The definition of the format and steps involved in a performance review, and the
options available to the individuals involved.

Pool of Items: A defined group of Learning Items from which a User must select in order to satisfy a requirement.

Post-work materials: Consumables that must be sent to students and/or instructors after the completion of a Scheduled
Offering. Examples might include surveys, follow-up reading material, etc.

Pre-work materials: Consumables that must be sent to Users and/or instructors in advance of a Scheduled Offering.
Examples might include prerequisite reading material, pre-class assessment, etc.

Prerequisites: Items that must be completed before the current Item can be attempted.
Pricing Rule: The ID, description, and discount rate (percentage) for pricing Items in the Master Inventory and catalogs.

Proctor: An instructor who has been designated as an online examination monitor. Proctors are assigned proctor codes
that enable them to unlock User machines in the event of certain events or conditions, such as a failing grade on an exam.

Profit Center: Refers to the entity/account that is being credited in a commercial transaction.
Published Price: The price published for a selected Item.

Q

Question: A single page that appears in an exam or survey, giving Users an opportunity to demonstrate their ability to
distinguish the correct answer from among a choice of possible answers.

R
Rater: A User, supervisor, subordinate, or peer tasked with evaluating a User in AgLearn.
Rater Approver: The person designated to approve the proposed rater(s) for a User.

Rating Criteria: Text descriptions for each rating label in a rating scale.
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Rating Label: Text labels that describe the meaning of each integer value of a particular rating scale.

Rating Scale: A range of continuous integer values (1..n). Multiple rating scales can be defined, each with different
values for “n”. A rating scale can be associated with more than one competency.

Ratings-based Grading: Allows multiple values to be used for grading, each of which may be associated with a
completion status. Completion statuses may then be assigned based on where the User’s examination score falls in a
range. See also, Numeric Grading.

Region: An entity that describes the location of assets and Users. Regions do not need to be geographically based. If a
facility is assigned to a region, the locations, equipment, and materials associated with the facility are also placed in that
region.

Register: To place a User's name on the planned list of participants in a specific course offering.

Registration: To place a User's name on the planned list of participants in a specific Scheduled Offering.
Registration Status: The status of a User's registration. Types include: Enrolled, Waitlist, Pending, and Cancelled.
Report: Data generated in HTM, CSV, XML, or PDF from a specific query.

Request: A notification generated by a User to inform AglLearn of the User’s need or desire for specific training. A
request does not place a User in active registration or on the Waitlist for any specific instance. AgLearn may
automatically create Requests when an Item is canceled or when a Scheduled Offering is delivered with Users still on the
Waitlist who could not be accommodated.

Required Date: The date by which an Item or a selected curriculum MUST be completed.

Requirement: An entity that allows Users to exercise flexibility when determining which training to complete to receive
credit for a curriculum, essentially creating “electives”. Examples of Requirements would be “any three Items from a pool
of five” or “twelve credit hours from a pool of six Items”. Requirements may be combined with mandatory Items and sub-
curricula in the same curriculum. See also Requirement Type.

Requirement Type: A means of categorizing Requirements. There are three Requirement Types: Number of Hours of a
Specific Credit Type, Number of Hours of a Specified Hour Type from a Pool of Items, and Number of Items from a Pool
of Items. See also Requirement.

Requirements-based Curriculum: A curriculum for which the completion status is determined by Requirements, instead
of a listing of mandatory Items. See also Requirements.

Resource: Assets needed to execute a Scheduled Offering, such as instructors, locations, equipment, etc.

Retraining Interval: The number of units of time that may pass between the time a User completes an Item in a
Curriculum and when the Item must be completed again. This applies only to Items that require recurring training. If a
retraining interval has been passed without completion, the Curriculum will become incomplete.

Retraining Period: Refers to the number of units of time between the last time a User completed an Item and when he or
she must complete it again.

Review Flag: A system-generated flag automatically created when a document is revised. The flag indicates that an Item
or curriculum related to the document has not been checked for any potential conflicts between the current information
and information that may have been added, deleted, or changed by the revision.

Revision Date: The date of an Item’s most recent revision. A new Item’s Revision Date will be the date of origination.
Role: A combination of one or more workflows assigned to an administrator. See also Workflows.

Rule: Comprised of a Delivery Offset (Days) with a corresponding reimbursement price adjustment for the selected Item
or material.

Rule-Level Retraining Period: Provides a mechanism to specify a retraining period separate from the Item retraining
period. Selecting a rule-level retraining period overrides the Item level retraining periods for all Items associated with the
selected requirement.

280



Rule Template: Provides “out-of-the-box” rule templates that may be used to quickly build curriculum requirements. The
templates contain all the entities needed to create a valid requirement.

S

Schedule Block: Used to describe offerings that are not Item-based, do not appear in Catalogs, and do not have User
events recorded against them. Schedule Blocks are often used to make Users and resources unavailable on the learning
calendar, such as when equipment is undergoing maintenance, or a User is out of the office for an extended period of
time, etc.

Scheduled Offering: An Item or learning event with a scheduled date and time.

SCORM: Sharable Content Object Reference Model (SCORM). Defines a Web-based Learning Content Aggregation
Model and Run-Time Environment for learning objects. The SCORM is a collection of specifications adapted from
multiple sources to provide a comprehensive suite of e-Learning capabilities that enable interoperability, accessibility, and
reusability of Web-based learning content.

Search Page Selector Icon: A control that opens a search page where you can select an element from the database. The
element you select will fill in the corresponding field to the right of the icon.

Security Profile: Pre-defined sets of security permissions (e.g., View, Create, Modify, etc.), called security functions,
assigned to each AgLearn Administrator. Security profiles and domain privileges work together to define an
administrator’s permissions in the system.

Segment: Unit of division of an Item offering, based on duration, that facilitates variable resource scheduling. For
example, a 40-hour course can be divided into five 8-hour segments, scheduled one segment per day for five days; divided
into ten 4-hour segments, scheduled two segments per day for five days; into four 10-hour segments, scheduled one per
day for four days, etc.

Sequence Number: Indicates the order in which the User is expected to complete the Items in the curriculum. Sequence
Numbers do not apply to online Items.

Shopping Account ID: A unique ID created for individual Users and organizations to track their commercial
transactions.

Site: A server site for the system. Sites have different URLs and allow different User populations to use the system.
SKU: Stock Keeping Unit (SKU). An inventory mapping mechanism used in catalogs.

Slot: A space reserved for a specified Organization in a Scheduled Offering. Slots are considered to be filled seats, even
though the name of the User filling the seat may not yet be known.

Sorting: In a Report, allows for output to be displayed in various formats, allowing the administrator to choose which
display best suits the needs of the specific report.

Subject Area: Categories for Items and competencies used to facilitate User searches for Items in the Catalog. Subject
Areas group Items and Curricula with similar topics and/or interest groups.

Subject Area Pools: In rule-based curricula, provides the ability for a User to specify a select group of Items in a specific
subject area that are associated with a curriculum requirement.

Subordinate: All Users who have the target User as a supervisor (either immediate or indirect- e.g., supervisor of
supervisor).

Substitute: An Item that is credited as a similar Item in AgLearn. For example, if a Curriculum requires the completion of
an Instructor-Led Basic Word Item, the Web-based version may be designated as a Substitute, allowing a User to pass the
Web-based version and receive credit for the Instructor-Led Item.

Succession Planning: Used by supervisors to evaluate an employee’s competencies against the competencies of a job
position’s incumbent, and to assign Items to help the employee achieve mastery of the competencies. It can also be used
to evaluate a group of employees to determine which employee is most qualified to replace an incumbent.

Supervisor: A User designated to oversee another User’s learning. A supervisor has the ability to log in to AgLearn
Learning on behalf of their subordinates, view subordinates’ learning information, and assign learning to them. If granted
permission by the system administrator, supervisors can also record learning events for their subordinates.
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System Reports: Standard reports that come with AgLearn.
T
Target: Indicates whether the student or instructor should receive the material.

Task: A task is a discrete unit of work with a definite beginning and end, which can be performed in a relatively short
period of time, and which results in a finished product, a completed service, or a change in the work environment.

To-Do List: A list of Items a User must complete, with target completion dates for each.

Total Hours: The number of hours of training contained in a Scheduled Offering, including non-instructional time. For
example, an Item that meets from 8am to 5pm may have eight hours spent in training (contact hours), but nine total hours,
indicating the number of hours the resources are in use; the extra hour takes into account the lunch hour.

Training Administrator: The User who creates assessment surveys and initiates the assessment processes.
U

User: Any person for whom a record has been created in the Users section of the User Management area, including
employees, contractors, and others for whom you wish to keep learning records and to register for courses.

User Hours: The length of a Scheduled Offering (the sum of the segment durations).
\

V-Calendar: A file that can be sent as an e-mail attachment to automatically enter appointment information on the
recipient’s calendar. The recipient must use a VVCalendar-compliant calendar program such as Microsoft Outlook,
Netscape Calendar, or others.

vCalendar: The vCalendar specification defines a format for exchanging scheduling information in AgLearn. The
vCalendar holds information about events that are normally used by group schedulers.

VLS: A file that can be sent to a person as an e-mail attachment that can automatically enter appointment information on
the recipient’s calendar. The recipient must use a VVCalendar-compliant calendar program such as Microsoft Outlook,
Netscape Calendar, or others.

W
Waitlist: A list of Users trying to register for a Scheduled Offering that has already reached a maximum capacity.
Work weeks: The days of the week during which training may be scheduled at a facility.

Workflow: A combination of a function applied to an entity. An example of a workflow is “View Users” (i.e., the
function “VIEW” and the entity “USERS”. A domain restriction is applied to each workflow to restrict access to certain
data). See Domain Restriction.
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