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Learning Objectives
Learning Objectives

After completing this lesson you will be able to:
e Viewing Using the AgLearn Supervisor Interface

o View the AgLearn record of one or more employees using the My
Employees and the Organization Chart

o View the AgLearn record of one or more employees using the Team
Navigator icon

o Toggle between your AgLearn record and that of a subordinate
e Adding to the To-Do List

o ASSIGN a learning item to one or more subordinates

o REGISTER one or more subordinates in an instructor-led course
e Approval/Disapproval

o Approve or disapprove the REGISTRATION of one or more subordinates
in an instructor-led course

o Approve or disapprove the EXTERNAL TRAINING REQUEST (Standard
Form 182) of a subordinate

o Describe the routing steps involved in AgLearn’s electronic approval of
SF182 external training request submissions

o State the pertinent fields of the SF182 form that will assist you in
determining the suitability of the training request

e Reports
o Run areport [Self, Direct Subordinates, or All Subordinates]

ARS Page 2 of 20 December 12, 2012



USDA

Zamml United States Department of Agriculture AglLearn Plus for Supervisors

Viewing Using the AgLearn Supervisor Interface

My Employees

My Employees Organization

- / o

Figure 1 —-My Employee’s Tab

Home

My Employees Organization Admin

1 Clayton Birk... |©, search To-Do List | Show: | Evenything v [© search Catalog
Browse
[ Beth M Clevel... o
1 Due within a month
ri i} Supervisor Links
o :
- Rebscca L Cr_ 11/24/2012 USDA No FEAR Act Training 2010 p— ol -
E s Available Assign/Remove Learning
Record Learning
Due later - B
(2 Jason Ewvenh... RegisterWithdraw Employees
1 ay 1/31/2013 W USDA Information Security Awareness Traini... .
o ) Approvals
Guangtu Gao Available Assessments
1 No due date Dashboard
> Logan Garrett M Workplace Harassment for Employees Organization Chart
2 i Avallable TEREE
> Joshua D Kret... M \Workplace Harassment for Supervisors and ... Show Less
1 i Available
> 1 Timothy D Le... Status: Clayton Birkett
a
L Curricula
Sixin Liu
1 All required Curricula
are complete.
1 Roseanna L L... g
> 1 Yniv Palti Completed Work
&b Mo completions in

Figure 2 — My Employee’s Tab, expanded

Use the My Employee’s tab to view your employees. Click on the name of a direct
report to display the Home screen for that subordinate. Once on the Home screen, you
can quickly navigate to the To-Do List, IDP, Completed Work employee.
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My Employees

Organization Chart

1 Clayton Birkett [ Search To-Do List ] Show: [Every'thing YJ [z2] [ Search Catalog ]
Browse
2 Beth M Clevel
1 ; Overdue . :
i Y Supervisor Links
Rebecea L C... 111 days overdue @ Performance Appraisals - Level 1 Evaluati... : .
E & Start Course Survey Assign/Remove Learning
- Due within a month Record Learing
e 1 Jason Evenh. .. RegisterWithdraw Employees
A 11/24/2012 . USI-}ANOFEARActTrammg 2010 Dashboard
Guangtu Gao Available | Organization Chart
1 Due later

Show More

» & Logan Garrett 113142013 ™ USDA Information Security Awareness Tra...

Selecting the Organization Chart link from the Supervisor Links will display an
organizational chart of your employees. Any subordinates with direct reports will have
this indicated on the chart.

Organization Chart & Help

Subordinates Show Pictures ¥ Show Status 17

ARE-NAR
304 724 8340 2101

ARE-NAR ARE-NAA ARE-NAA
046714471 ARENAA 301-T24-5340 20 2135
F4-T24-5340

a " | d = " |
Upsoming To-Dos (1) N i 2 R
Cum z — ApproEE Required (1)
# Darect Reports: 1 # ODarsct Reports: 1 3
1 — 1 —
g " | " |
Upcoming To-Dos (1) 2 To-T . -z 1
—_— Cun 2 B . e o
arar R (1) Curmicuz Insompicte (2 Curricuta Incomplete (2
# Dirsct Reports: 2 # 1 # Dirsct Reports: 2 # r 1 # Dirsct Rsports: 2 r
]
ARS-NAA ARS-NAA ARS-HAA ARS-HAA
3047243340 304-724-5340
a " | ] " )
Upcoming To-Dos (1) Upeoming To-Dos (1) i Upcoming To-Dos (1)

1 } Dirsct Reports: 1 # ]

NOTE

From the Organization Chart, you can also view the subordinates
employee’s by clicking the Direct Reports link to drill down one or more
levels.
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Organization Chart

ARS-NAA
J04-724-5340 /
= o4

AN

|
=]
1
L
(o]
(]
-
L
o
1
(=1
(=]
h
—

__—Employee Name — Opens the
Profile, you can view the
employee information & phone
number.

_—Snapshot — Opens the snapshot
of the subordinate. All To-Do List
learning items and Curriculum are
listed.

Send Email — Opens a new email
message within Microsoft Outlook.

Performance:

Mo Reviews have been completed.

Strengths:

Mo competencies have been assessed.

Areas for improvement:
Mo competencies have been assessed.

ARS-MNAA Learning
0 behind, 17 on target
304-724-8340 1=

USDA Mo FEAR Act Training 2010
USDA Information Security Awareness Training FY 2013

Date in Position: 12/20/2010
Hire Date: 7/4/2010

Go

Due Date  Status

11/24/2012 Available
10312013 Available

Adding Graphics to Presentations in PowerPoint 2007 In progress
Prior Positions: [more]

Curricula

0 Incomplete, 5 Complete 5o
Curriculum Title Mext Action Date Status
ARS Cultural Transformation for Employees Complete
Ethics Onboarding Curriculum Complete
Workplace Harassment For Feds Complete
[mare]

Competency Assessments

There are no assigned assessment processes for this user. 5o

Figure 3 - Snapshot
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Dashboard

Supervisor Links

Assign/Remove Learning

Record Learning

RegisterWithdraw Employees

Crganization Chart

Show More

2

Selecting the Dashboard option from the Supervisor Links in the My Employees
tab will display a listing of your direct reports. The Dashboard is divided into two

sections: Employee To-Dos and Key Indicators.

The Employee To-Do’s section has two filter options:
e Show — Choices are All, Learning, Curricula, IDP Goals & Assessments.

e Due Date — Choices are Overdue, Next 30 days, and Next 60 Days.

Dashboard © Help
'J
1 ”h \ Show: All - Due Date:  Overdue -
T Employee To-Dos |
Employee Type Title Due Date Status Il
Curriculum Veteran Employment Training for Federal Hiring Mar A z312012 Incomplete
Learning Veteran Employment Training for Federal Hiring Manager &1312012 Available 1z
_ e Learning Practical Writing (via GS Online) Available 1
_ Curriculum Veteran Employment Training for Federal Hiring Mar Incomplete
Learning Veteran Employment Training for Federal Hiring Manager Available M
Learning Strategies for Transitioning to Technical Management Available
Curriculum Weteran Employment Training for Federal Hiring Magr Incomplete
Learning WVeteran Employment Training for Federal Hiring Manager Available il
&I \
"f Key Indicators |
Employee Goal Status
) Development Goals @ Both

) Performance Goals
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The Key Indicators section contains two subsections and its purpose is to inform you of the
status of performance reviews and employee goals:

e Performance Goals: The Performance Goal section lists all of the performance reviews
for your direct reports; therefore, you have a role in completing all of the performance
reviews that are listed. This section also shows a graphical representation of the
completion status of the entire list of performance reviews.

e Development Goals: The Development Goal Status section list all of the performance
and development goals for all of your direct reports and a graphical representation of the
completion status for the entire list of goals.

e Both

—&] \
'r:_.*ﬁJ Key Indicators |

Employee Goal Status

) Performance Goals ) Development Goals @ Both

Unknown|__ |
50%

Mame Active Goals Complete Pending Approval Awerage Toward Target
Chamberlin, Scott L 1 0 0 0%
0 Donnell, Christine 1 0 0 0%
Gudmunds, Karl M 3 0 0 0%
Maher, Mary E 4 0 0 0%
Custer, Adrie 5 3 0 0 0%
Breneman, Yincent E 1 0 0 0%
Garber, Molly E 3 0 0 0%
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Assign Training to Subordinate To-Do List

Assign a Learning ltem
1. Click the My Employee’s Tab

2. From the Supervisor Links section, click Assign/Remove Learning

Assign Learning

Select the action you would like to take:

@ Assign Learning 6 Remove Assigned Learning
Assign items and curricula to one or more Remove assigned items from one or more
employees. employees. Curricula and administrator-assigned

items cannot be removed.

L Cancel |
3. From the Assign Learning pop-up, click Assign Learning and click Continue.

Assign Learning

Enter Learning Activity Details
* Required

=) Items and Curricula|@

There are no items or curricula selected

|=I Employees |U

There are no employees selectad

Back Cancel
\

4. First, add the training item to the filter. To add the training, click the '* icon
next to ltems and Curricula.
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Search for ltems and Curricula B

Keywords: |Infu:|rn'|atiun Security

[ Curricula [ Instructor-Led ™ Online [ Elendedéﬁéﬁther
[ ExactPhrase [ Search All Languages

Search Cancel

5. On the Search for Items and Curricula page, insert keywords for the training. You

can also select the type of training: Online, Instructor Led, Other. By default, these
are all selected.

Search Results B

Renun:lsperF'age Page: 1 2 3 4 b «Previous MNexts (104 total records)

Title D Type Select

@ A+ Essentials 2009: Securityand  Web Based -
Metwork Fundamentals (IPv6 update) cs_apet_a10_it_enus_SKILLSOFT
(Rev 3i28/2011AmericaMew_York)

[ | »

@ An Introduction to Information Web Based USDA-BOOK-34430 - r
Security and 1S027001 A Pocket Guide (Rev 5/11/2010America/Mew_York)
& CISA Domain: Governance and Web Based - r
Management of IT - Part 1 sp_cisa_al3_it_enus_SKILLSOFT

(Rev 10/25/2011AmericaMew_York)
@ CISA Domain: Governance and Web Based - r
Management of IT - Part 2 sp_cisa_al4_it_enus_SKILLSOFT

(Rev 11/21/2011AmericaMew_York)
& CI5A Domain: Protection of Web Based - - i
Infarrnatinn Arcote- DAt 4 en _rica alQ it anue SKI | SNFET

RenumlsperF'age Page: 1 2 3 4 5 «Previous MNexts (104 total records)

Add Cancel

6. Locate the desired training and place a Checkmark in the add box. Then click Add.

Assign Learning

Enter Learning Activity Details
* Required

[=] Items and Curricula‘@

Title Type Assignment Type *Assigned Required Date Remove

@ A+ Essentials 2009: Security and Network "] (I | [tz [} [ [e] (<]

Fundamentals (IPv6 update)

[=] Employees ‘U

There are no employees selected.

Back Cancel
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7. Once back in the Assign Learning page, you change the Assign type and add
a Required Date for completion. Assign Type would Required, Optional,
Mandated or Recommended. To add a Date of Completion, select the calendar
icon and choose a date. *Note manually entering a date will cause an error in

the system. Click the

W

icon to add the Employees to filter.

Name

Ronald F Bianchi
[=] Adrie S Custer
Mary vV Reardon
Michael G lllenberg
Mancy E McMiff
(=] Christine O Donnell

Annela M Pomnev

[ select All

LR B e e

Quick Select

o
o

o

Add

(x]

»

m

Cancel

8. In the My Team pop up. Click Expand All if you wish to view all of the direct reports of
your subordinates. You can manually place a checkmark in specific employee’s
check box or click Select All to select all employees from the list. You can also click
the drop down arrow under Quick Select, when available, to select all direct reports
and/or all reports from the list. Once this is complete, click Add.

Assign Learning

Enter Learning Activity Details
* Required

[= Items and Curricula | (+]

Title Type

& A+ Essentials 2009: Security and Network g
Fundamentals (IPv6 update)

[=I Employees |}

Name

Garber, Molly, E
Custer, Adrie,
Gudmunds, Karl, N
Breneman, Vincent, E
Chamberlin, Scoft, L
Maher, Mary, E

O Donnell, Christine,

Back

Assignment Type

Recommended El

*Assigned

11/2/2012

]

Required Date Remove

0173172013 ] (%]

Remove

0000000

Cance

9. If any employee’s or training items need to be removed, click the © icon to remove
them. If not, click Continue.
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Assign Learning

Confirm Details

»

Items and Curricula =

Title Type Assignment Type Assign Date Required Date
@ A+ Essentials 2009: Security and Network Fundamentals (IPv6 update) & REC 11/2/2012 01/31/2013
Employees
Name -

Garber, Mally, E

Custer, Adrie, S

Gudmunds, Karl, N B

Breneman, Vincent E

Chamberlin, Scott, L =

Back Assign Learning Cancel

10. This is the final review screen. If any changes need to be made, click Back.
If not, click Assign Learning.

Assign Learning

Successfully Assigned

The items/curricula have been successfully added to the specified employees. If curricula were already assigned, they will not be re-assigned

Close

11. This is the confirmation message that the training has been added to the Employee’s
accounts. Clicking Close will take you back to the My Employee’s tab.
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Register in a Scheduled Offering
1. Click the My Employees tab link

2. In the Supervisor Links, click Register/Withdraw Employees.
Register/Withdraw Employees

Select the type of action you would like to take:

@ Register Employees 0 Withdraw Employees
[ 1 ] (1 )

Register Employees into a scheduled offering Withdraw Employees from a scheduled offering.

ED -

3. From the Register/Withdraw Employees pop up, click Register Employees. Then click
Continue

Register Employees for Scheduled Offering

Enter Registration Details
* Required
=] Scheduled Oﬁering‘ )

Mo offering selected
(=] Employees ‘0

MNo employees selected

Back Cancel

4. First, add the Scheduled Offering to the filter by clicking the '** icon next to
Scheduled Offering.

Scheduled Offerings X
Search for Scheduled Offering

Keywords: |AgLearn|

[ ExactPhrase

Search Cancel

5. Enter the title for the Scheduled Offering in the Keyword section and click Search.

ARS Page 12 of 20 December 12, 2012



USDA .
Zamml United States Department of Agriculture AglLearn Plus for Supervisors

Select Offerings |

Search Results
Keywords: Aglearn
Exact Phrase: Mo

Start Date Description Facility & Location Select

@ AglLearn: So much more than mandatory training - Web Based ARS-AQ AgLearn (Rev 3/2/2010
03:55:00 PM AmericaiMNew York)

12/11/2012 12:00:00 Select
PM AmericaMew
York

Cancel

6. From the Search Results page, choose the Scheduled Offering by clicking
Select.

Register Employees for Scheduled Offering

Enter Registration Details
* Required

[= @ Scheduled Offering: AgLearn: So much more than mandatory training | Change Offering

Description Mo Description
Associated tem: Web Based ARS-AD AglLearn
Available Seats: 0 of 45 enrolled, 0 waitlisted

Start Date/Time: 12/11/2012 12:00:00 PM America/New York
Facility & Location;
Price: 0.00 US Dollar{USD)

[=] Employees | )

Mo employees selected

7. Click the ' next to Employees to add your subordinates to the list of attendees.

[x]
[ select All Quick Select =
Ronald F Bianchi (-]
[=] Adrie S Custer = (4]
Mary ¥ Reardon —
Michael G lllenberg r
Mancy E Mchiff |—
[=] Christine © Donnell - (4]
Anaela M Pomney — S
Add Cancel

8. In the My Team pop up. Click Expand All if you wish to view all of the direct reports of
your subordinates. You can manually place a checkmark in specific employee’s check
box or click Select All to select all employees from the list. You can also click the drop
down arrow under Quick Select, when available, to select all direct reports and/or all

reports from the list. Once this is complete, click Add
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Register Employees for Scheduled Offering

Enter Registration Details
*Required

[= @ Scheduled Offering: AgLearn: So much more than mandatory training | Change Offering

Start Date/Time: 12/11/2012 12:00:00 PM America™New York Description No Description
Facility & Location: Associated ltem: Web Based ARS-A0 Aglearn
Price: 0.00 U3 Dollar{U3D) Available Seats: 0 of 45 enrolled, 0 waitlisted

[=/ Employees | (3

Name * Registration Status Comments Remove
Custer, Adrie § ENROLL (Enroled) [+] S| (=]
O Donnell, Christine ENROLL (Enrolied) El = (<]
Gudmunds, Karl N ENROLL (Enroled) |+ B [}
Maher, Mary E ENROLL (Enrolicd) =] B [*)
Garber, Molly E ENROLL (Enroled) |+ B [x]
Chamberlin, Scott L ENROLL Enroled) [ = (<]
Breneman, Vincent E ENROLL (Enroled) [+] =] (<]

Back @ Cancel |
9. Once the employee’s have been added to the roster, they can be removed by

clicking the & next to their name. Once all updates have been made, click
Continue to proceed.

Register Employees for Scheduled Offering

Confirm Registration Details

@ Scheduled Offering: AgLearn; So much more than mandatory training

Start Date/Time: 12/11/2012 12:00:00 PM America/Mew York Description No Description
Facility & Location: Associated ltem: Web Based ARS-A0 AglLearn
Price: 0.00 US Dollar(USD)

Employees

Name Reqistration Status Payment Method Comments

Custer Adrie § ENROLL(Enrolled)

0 Donnell, Christing ENROLL(Enrolled)

Gudmunds, Karl N ENROLL(Enrolled)

Maher, Mary E ENROLL{Enrolled)

Garber, Molly E ENROLL{Enrolled)

Chamberlin, ScottL ENROLL(Enrolled)

Breneman, Vincent £ ENROLL(Enrolled)

Wotif; [ Users I Instructors [ Supervisors [ Others

Back Register Employeas Cancel

10. At the Final Review screen, you can have the AgLearn system send out notifications to
the employee (user), instructors, supervisors or others to inform them that the
employee(s) have been registered for this training. *Note this only works, if the employee
has listed an accurate email address in their AgLearn account. If you do not wish to notify
the employee, click Register Employees.
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Register Employees for Scheduled Offering

Successfully Registered

All registrations in this scheduled offering were successiul.

Register or withdraw more employees

Clogse

11. If you click the Register or withdraw more employees link, it will take you back to the
beginning of the registration process where you can select Register or Withdraw
Employees.
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AgLearn Electronic Routing of SF182 Requests

The Standard Form (SF) 182 form is the Office of Personnel Management (OPM)
form for Authorization, Agreement and Certification of Training. By completing this
form through AgLearn, we are able to reduce the amount of typing required by the
employee; route the request for approval/disapproval; electronically transfer data to
comply with OPM’s Enterprise Human Resources Integration (EHRI) requirements; and
ensure that completion of the training will appear on the Completed Work of the

employee.

USDA issued a memo mandating the use of the online Standard Form (SF)-182 for
external training requests and approvals in AgLearn, effective October 1, 2007.

The Administrative & Financial Management section of Agricultural Research

Service (ARS) has created supplemental instructions for completing the SF182 form.

These instructions can be found via the web:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

SF182 Considerations before Approving

Field

Considerations

Course Title

Based upon the current or future job requirements of the employee and
their position title, grade, and series, is this course appropriate? Does
this course align with the performance elements of the employee? Is it
listed on their individual development plan (IDP)? Has either the
supervisor or employee searched AgLearn to see if an equivalent online
course is available?

Is the amount over $3,000? As a result, will this need processing by

Tuition ARS? Does this request, coupled with others for this fiscal year, exceed
the amount allocated for the employee?

Location / Is there travel and travel costs associated with this request? Is so, is

Indirect this course also offered locally?

Costs

Start Date /
End Date

When is the class being held? Does it coincide with a high activity
period in the office? Are there one or more duties that someone else will
need to perform during the absence of the employee? If the tuition
amount is over $3,000, is there sufficient time for processing by ARS
before the start date of the course or before all class slots are filled?

Duty hours /

For courses that exceed more than 40 hours, what plans does the

non duty employee have for balancing the responsibilities of the job and the
hours course?

Is this a known and reputable vendor? Is the level of instruction offered
Vendor ) . .

by this vendor of high quality?
ARS December 12, 2012
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Supervisor Links

Approve or Deny a SF182 request

Assign/Remove Learning
Record Learning

1) Locate and CI|Ck on Te?istell'.-".“."i hdraw Employees
. Approvals
Approvals, found in the | “esesoments
Supervisors Link section Dashboard
. Organization Chart
located on the right-hand Reports

side of the screen.

Show Less

2) The Pending Reviews and Approvals screen will display. The screen is divided into
two tabs, Performance Management & Training.

("~ Performance Management (0) "". i Training (3) "-,I

Training

w Internal Training (0)

s All " Direct Reports Only
Mo items were found using this search criteria.
¥ External Training (3)
I¥ Enter Reasons for Approvals or Denials | " Direct Reports Only et
User Name « Title Price Type Action [Approve All/Deny All]
> Senior Executive Service Briefing 850.00 EXTERMAL VERIFICATION © approve " Deny © Skip
REQUEST
> Religion and the Workplace 175.00 EXTERMAL VERIFICATION © Approve " Deny  Skip
REQUEST
> Leadership for Democratic Society 19,500.00 EXTERMNAL VERIFICATION " Approve " Deny ' Skip
REQUEST

¥ E-Signature Verification (0)
& Al " Direct Reports Only

3) The Training tab contains sections for Internal Training and External Training. Any
SF182 requests needing approval/disapproval will be listed. Clicking on the blue
hyperlink associated with the course title to display the training request details.

4) Place a mark in the Approve or Deny section and click Next.

Pending Reviews and Approvals

— Approval Reasons

& Help
Enter a reason for approving your employee’s training request below.
Previous Mext

Approval Reasons

User Name and Schedule

Gibson, Paul R
Senior Executive Senvice Briefing

Approval Reason (optional)

5) You can give a reason for the Approval or Denial in the comment section. This is an
optional section. Click Next to continue.

ARS December 12, 2012
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Pending Reviews and Approvals

—

— Confirm

&) Help
Previous Confirm
Approve
User Mame Title Price
Gibson, Paul R Senior Executive Service Briefing 850.00

6) Verify the information in this section. Once all information has been verified, click
Confirm to submit the Approval or Denial of the request.

ARS
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Reports

You can navigate to
reports via Supervisor
Links, located on the
right-hand side of the My
Employees screen.

Supervisor Links

Assign/Remove Learning

Record Learning

RegisteriWithdraw Employees

Approvals
Assessments
Dashboard

COrganization Chart

L

Show Less
> |

Click on the plus (+) sign associated with a report name will expand the list. Click on
the hyperlink to navigate to the Run Report screen.

Reports

Select a Repor fram the list below to run a report for yourself or your subordinates.

Report Name

Cerificate Of Completion Learning Event

Competency Assessment Trend
Completed Wark

Curriculum Status

[tem Requests

[tem Status

Learning Hours

Learning Meeds

Multi-Rater Peer Vs User

Plan
3 Succession Planning
3 To-Do List
E3 Tuition
B3 User Information

Competency Assessment Comparison

ARS
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Reports

Back to Browse Reports

Run Completed Work

Report Title: Completed Work
Report Destination: I Browser vl
Report Format: |HTML vI

[V Mask User IDs

Report Header:

Report Footer:

Completed Date From: [ ] |

(MM/DD/YYYY)

Completed Date To: 7] I

(MM/DD/YYYY)

Report Type: ' Summary ¢ Detail

Print Comments: " Yes * No

Sort Items: & Completion Date ¢ Item ID

v Page Break Between Records

Include: ' ltem Events (" External Events ' Both

Run Report | Reset :

User: (& Self ¢ Direct Subordinates  All Subordinates

'8

All

Figure 3 Run Report screen for Completed Work Report

@ Calendar - Windows In.... .=/ 5 eS|

MM/DDMY Y YY)
( j |g, https://usdabdstag.gpehostin... % | b ‘-
Completed Date To: [ = il
(MM/DDIY Y YY) | | Select Date [close |
November 2012
NOTE: Clicking on the calendar icon associated November = | [B012 S |
with a date criteria field will open and |
display the Select Date dialog box. [<][4] ][] |
Sun|Mon| Tue |Wed| Thu | Fri | Sat
1 2 3
4 5 [+ T ] 9 10
11 |12 |13 |14 [15 [16 [1F
18 (19 |20 |21 |22 |23 |24
25 |26 |27 |28 |20 |30 I
& Internet | Protec ¥5 ~ #100% - _:;||
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