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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 manual provides an 
overview of the Administration environment, and job aids for referencing day-to-day Administrator 
duties.  To log in as an Administrator, go to http://www.aglearn.usda.gov and follow these steps to 
login as an Administrator to AgLearn:  

1. Click Login 
2. Click Continue to accept the security admonition.  
3. Enter your e-Authentication credentials.  
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Administrator’s Home Page  

The Administrator’s Home Page is the first screen that displays after logging in to the Administration 
environment of AgLearn. There are eight different views in the Administration environment: 

 Home Page 

 User’s 

 Performance  

 Learning  

 Commerce  

 System Admin  

 References 

 Reports 
 
 

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.  This manual will focus on three menu display options: User 

Management, Learning and Reports. 
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Administrator Home Page (Continued) 
 

 

 

 

 

 

 

 

 

 

 

 

 User & Admin Tab: One Interface with Multiple Tabs  

 Button Bar: Options displayed based on your assigned role(s) 

 Collapse/Expand: Allows more space to work with the related information. When you expand 

the related information, the system expands that content into the summary and actions areas 

so that you can view and work with more of the content. 

 Search Bar: The new Search Bar allows for Global keyword search of data and users 

across the AgLearn Database & also to locate and run quick commands. 

 Bookmarks & Recent:   Bookmarks provide quick access to records you use most 

frequently.  Recent provide quick access to records that were accessed or modified most 

recently. 

 Guide Me: Guide Me provides less experienced administrators with a guided process for 

completing multi-step actions. 

 Layout & Help: Change layout of Welcome screen to horizontal or vertical views.  Help 

system covers all possible actions in AgLearn.  

 Quick Links: Allows quick access to common functions 
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Menu Tab Descriptions 
The table below lists the nine “links” or menu options with their corresponding descriptions, available to the 
AgLearn Administrator. 

Menu Option Example Description 

Home 

 

The Home link contains the Welcome Page and Quick Links, which has links to the 
most commonly performed tasks for administrators and a link to the Plateau Help 
System. 

Users 

 

The Users link provides access to those system functions used to manage general 
User information, User competency assessments and User learning events. 

Performance 

 

The Performance link allows the administrator to manage competencies, 
performance evaluations and succession planning. 

Learning 

 

The Learning link provides access to those system functions used to create, manage, 
and schedule learning events.  You can create scheduled offerings, objectives, 
curricula, exams and survey objects. 

Content 

 

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

Commerce 

 

The Commerce link provides sets of functions and tools that allow administrators to 
track resource costs for the delivery of training and the tuition (pricing) charged for a 
user to attend or launch a training event.  

System Admin 

 

The System Admin link provides access to those system functions used to manage 
AgLearn application variables and settings, security and data domain privileges. 

References 

 

The References link manages the referenced fields that you can use throughout 
SuccessFactors Administration such as Calendars & Time, Geography, Learning and 
Performance. 

Reports 

 

The Reports link provides access to those system functions used to generate any 
available AgLearn Reports. 
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Menu Options 

This table below lists the seven menu options, with their corresponding sub-menu options available to the 
AgLearn Administrator 
Users Performance Learning Content Commerce System Admin Reports 

Users Competencies Items Questions Master 
Inventory 

+Application 
Admin 

User 
Management 

Job Codes Competency 
Profiles 

Scheduled 
Offerings 

Exam 
Objects 

 +Security Performance 

Job Families Skill Search Classes Objectives  +Custom Columns Learning 

Positions  Group 
Instances 

Documents  +Tools Content 

Organizations  Catalogs +Tools  Background Jobs System Admin 

Regions  Curricula    Miscellaneous 

+Tools  Requirements     

  Surveys     

  Communities     

  Instructors     

  Task     

  +Tools     
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Universal Controls 

This table below lists common examples of universal controls, with their corresponding descriptions, 
available throughout AgLearn. 

Menu Option Example Description 
Home & Admin 
tabs  

The Home & Admin tabs allow the administrator to switch back 
and forth between user and administrator interface. 

Related Bar 
 

This area of the record shows the additional tabs for the 
selected record. 

Apply Changes 

 

The Apply Changes button saves changes made to information 
appearing in the corresponding section of a screen.  Important: 
Changes mmade to any record will not be saved unless the 
Apply Changes button is clicked before moving to another 
screen. 

Add 
 

The Add button creates a new record corresponding to the 
selected submenu option (e.g., if Learning/Items is selected, 
clicking the Add New button provides the opportunity to create 
a new Item record. 

Delete 
 

The Delete button appears in the Action bar and delets the 
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 

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

Search 
 

The Search button performs a search based on the criteria 
selected on the Search screen. 

Expand/Collapse 

     
Click the Expand button when you need more space to work 
with the related information.  The Collapse button restores 
back to the original space. 

Filter 
 

The Filter icon opens a separate window to define search 
parameters. 

More 
 

The More link displays more tabs associated with the record. 

Add one or more 
from list 

 The Add one or more from list link displays a search screen 
from which a search is conducted. 

Calendar 
 

The Calendar icon opens a separate window to select and enter 
a date in its corresponding field. 

Next 
 

The Next button displays the next screen in a sequence when 
using one of the Assistants. 

Previous 
 

The Previous button displays the previous screen in a sequence 
when using one of the Assistants. 

Submit 

 

The Submit button submits the information entered on 
previous screens and completes the process when using an 
Assistant. 

Help 
 

The Help button, which is located  in the upper right hand 
corner of the Content frame, displays in a new window the help 
screens relevant to the corresponding sub-menu option 

Sign Out  The Sign Out button, which is located in the upper right hand 
corner of the Top Menu frame, ends the current AgLearn 
session. 

Check System  The Check System link checks if the software versions on the 
computer system are compatible with the AgLearn interface 
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The User Management Menu 

The User Management menu allows you to search for users in the system.  Once a user is located, the 

user’s ID can be used to record learning, schedule training, remove items from a users learning plan, and 

create an SF-182, to name a few.  The User Management menu also allows you to utilize tools such as 

the learning event recorder, learning event editor, and the user needs management tool.  Some of these 

tools are discussed in this training lesson. 
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The Learning Menu 

 
 
 
 
 
 
 
 
 
 

The Learning menu and Quick Links are where items and curricula are created.  An item is a learning 
activity that can be tracked by AgLearn.  An example of an item is the course:  
Ethics training: What can be accepted from a vendor?  
 
Items may be instructor-led, web-based, and an external training 

 
A curriculum is a group of items combined into one unit that may, or may not, have a specified sequence 

for completion.  

An example of curricula is: Ethics Training 

 What can be accepted from a vendor 

 Is it right to take my customer out to lunch? 

 How much of a monetary gift can I receive? 
 

From the Learning menu, AgLearn administrators will learn how to perform the following functions: 

 Create a new item 

 Edit an existing item 

 Delete an item 

 Create a Scheduled Offering 

 Create curricula 
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Types of Items in AgLearn 

 

– Scheduled Only creates an item (for example, a classroom course) that you can 

schedule at specific dates and times and to which you can assign an instructor. 

– Online Only creates an item with only online content (for example, a web-based 

tutorial) that users can launch and complete from the user interface. 

– Scheduled and Online creates a blended item that contains both scheduled segments 

and online content. 

– Other create an item that does not contain scheduled segments or online content (for 

example, reading a book).  
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Three important decisions must be made before creating a new item.    
1. Properly name the item.  It is imperative for users to adhere to naming standards when creating 

items in AgLearn.  A naming convention ensures that ARS learning activities are identifiable in 
the AgLearn system.  Remember, AgLearn is used by all 26 USDA agencies, which also create and 
record learning activities for users.  Items created by ARS administrators should begin with ARS-.   
E.g. ARS-ADODR-01 – Web-based Training ADOs in ARS 

ARS-FD-SHEM BSP – Video for Biological Safety Program 

 
 
Items that are courses and programs coordinated or sponsored by an ARS staff member and 
open to REE employees should begin with REE-. 
E.g. REE-STAR Web – Classroom training for REE employees.   

 
 

2. Home domain must be decided.  Choosing a domain for an item restricts administrative access 
to that item to only those administrators with permissions in that domain, thus limiting who 
may alter any aspects of the item’s record. 
 
All items created by ARS administrators are placed in the ARS domain.  This includes items 
created for REE employees. 
E.g.  

 

 
3. Place in AgLearn catalog.  Again, AgLearn is shared by all 26 USDA agencies.  As with any college 

or university, the catalog identifies the types of learning made available from that learning 
institution.  The same is true with AgLearn.  Each USDA has its own catalog.  Therefore, Items 
created for ARS employees, should be placed in the ARS catalog.  Items made available to REE 
employees, should be placed in the ARS & REE catalogs.  Finally, Items to be shared by all USDA 
catalogs, should be place in the Public catalog. 

 
                    E.g. 
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The Reports Menu 

AgLearn 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. 
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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, and 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. 

Adding/Removing Search Criteria 

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

Step Activity View 

Adding/Removing Search Criteria 
1. Select the Users 

 

 
 
2. Click the Expand icon next 

to Add/Remove Criteria  

 
3. Check (or uncheck) the 

boxes for the criteria 
you want to use. 
 
And click Select 
 
 
 
 
 

 
   
   
5. The options you 

selected will appear for 
subsequent searchs. 
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Performing a Search 
Step Activity View 
1. Select Users. 

 
 
2. Select Users from the left 

menu 
 

 
3. Enter and/or select the basic 

search criteria as 
appropriate. 
Note: The data fields may be 
left blank to select from an 
entire list. 
 
 

 

 
4. Click Search. 

 
   
5. Review search 

results. 
 
 
 
 
 
 
 

 
   
6. To view all the 

records on 1 page, 
click the drop down 
arrow in the Records 
per Page 
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7. Select All from the 
Records per Page 
drop-down list to 
display every record 
in the results. 

 
 

 
8. Select the employee User ID 

to access the record 
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Saving a Search 

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

Step Activity View 

 
1. Select the User 

Management menu. 
 

 
 
2. Select Users from the left 

menu 
 

 
3. Enter and/or select the basic 

search criteria as 
appropriate. 
Note: The data fields may be 
left blank to select from an 
entire list. 
 
 

 
 
4. Click Save As. 

  
 
5. Enter a Saved Search ID 

and description. 
 
Click Submit 
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Executing a Saved Search 

Step Activity View 
1. 
 

Select the User Management 
menu. 

 
 
2. Select Users from the left menu 

 
 
3. 
 
 

Click the More Options icon next to 
Saved Searches.  

 
4. 
 
 
 
 

Select the saved Search you want to 
open. 
 
 
 
  

   
5. 
 
 
 
 

The Search from appears, with the 
saved parameters already filled in.  Edit 
as needed. 
 
 
 
 
 
 
  

   
6. If you want to save any edits for future 

searches, click Save, or click Save As to 
save them under a different name. 
 
 

 

 
7. Click Search. 
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Supervisor Assistant 

The Supervisor assistant allows the AgLearn administrator to reassign multiple users from any supervisor 
to a new supervisor. 
Step Activity View 
1. Select the User 

Management menu. 
 

 
 
2. Select Tools. 

 
 

 
 
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. 
 
Click Next 

 
 
 

   
5. In the Supervisor ID text 

box, type the ID of the new 
supervisor, or click the 
Search icon to find and 
select one. 
 
Click Next 
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6. All employees 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 
Add one or more from the 
list link to use a search page 
and select multiple Users. 
 
 
You can also remove user(s) 
from the Affected Users list 
by placing a checkmark in 
the Remove box and click 
Apply Changes. 
 

 

   
9. When you are satisfied the 

lists is complete, click Next.  
   
10. Review the information.  

The User records displayed 
should reflect the new 
supervisor. 
If satisfied, click Finish. 
If no satisfied, click Previous 
to return to Step 8. 
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Assign an Item to a To-Do List 
Administrators can add or remove training directly from the User’s To-Do List, as well as modify the 
‘Required By’ dates for training already assigned. 

Step Activity View 
 
1. Select Users. 

 

 
 
2. Select Tools. 

 
Select User Needs Mgmt  
 
 
 

 
 
3. Select Add Items 

 
Then click Next 
 
 
 
 
 
 
 

 

 
4. You can manually add the 

User ID or click add one 
or more from list to do a 
search 
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5. Once the user has been 
located, click Next  to 
continue 
 

 
   
6. To add the item, manually 

type in the Item ID or click 
add one or more from list 
to do a search. 
 

 
   
7. Once the item has been 

located, click Next to 
continue 
 
 
 
 
 
 
 

 
   
8. In the Edit Item 

Information section, you 
can choose the Assign 
Type (Mandated, 
Optional, Recommended, 
or Required) 
 
Click Next to continue  
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9. Insert a Required Date to 
have the training 
completed.   
 
Once the information has 
been updated, click Run 
Job Now. 
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Remove an Item from a To-Do List Record 
Step Activity View 
1. Select Users 

 
 
2. Select Tools. 

 
Select User Needs 
Mgmt  
 

 
 
3. Select Remove 

Items. 
 
 
 
 
 
 

 
 
4. Add the User ID by 

either manually 
adding in the User 
ID or click add one 
or more from list to 
do a search 
 

 
   
5. Once the user has 

been located, click 
Next  to continue 
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6. To add the item, 
manually type in the 
Item ID or click add 
one or more from 
list to do a search. 
 

 
   
7. Click Run Job Now 

to remove the item 
from the To-Do List. 
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Managing Items 

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

Viewing an Item Record 
Step Activity View 
1. Select the Learning.  

 

 
 
2. Select Items.  

 

 
 
3. On the > Search screen, enter the 

appropriate search criteria. 
 
Click Search 
 
 
 
 
 
 

 
   
4. Select the Item ID to view the record 

 
 
 

 
   
6. Click View All to see view the 

information about the item 
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Create an Item 
You can use the Items section to create new and maintain existing learning items so that you can 
assign the items to users and track the completion status of those items by users. 

Step Activity View 

1. Select the Home button 
 

 
 
2. Click Add Item from the Quick 

Links section 
 
 
 
  

 
3. Select the item type.   Then click 

OK 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
4. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fill in the required fields under 
Basic Information.  Then click 
Save & Exit 
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5. This is the default view of the 
item.  
 

 
   
6. Enter a description for the new 

Item. 
 
  

   
7. To view the elements of the 

item to make changes or up  
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8. Here you can add in the Max & 
Min Registration, activate the 
Auto Fill Registration feature, 
edit the length of the course 
and assign credit hours. 
 
Any changes or updates must 
be saved by clicking the Saved 
button at the bottom. 

 
   
9. The newest feature is the 

Recommended Next, which 
gives guided prompts to 
additions to the item.  

   
10. The Actions bar list all 

available actions associated 
with the created Item. 

 
   
11. The Related sections groups 

together aspects of the 
training such as the Catalog, 
Subject Areas and more. 
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Editing an Item Record 
Step Activity View 
1. Select the Learning menu. 

 
 
2. Select Items. 

 
 

 
3. On the Search screen, enter the 

appropriate search criteria. 
 
Then click Search 
 
 
 
 
  

   
4. From the Results section, click 

the Item Title. 
 

 
 
   
5. Click View All to view all 

components of the item. 
 
Any changes made, click Save. 
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Copying an Item Record 
Step Activity View 
1. Select the Learning menu. 

 
 
2. Select Items. 

 
 

 
3. On the Search screen, enter 

the appropriate search 
criteria. 
 
Then click Search 
 
 
 
  

   
4. From the Results section, click 

the Item Title. 
 

 
   
5. Click Copy in the Actions 

section. 

 
   



33 

 

6. Select the new Item type and 
Item ID and place a checkmark 
in appropriate categories, 
Especially Add the new item 
to the catalog 
 
Then click Copy 

 
   
7.  This is the new created Item.  

Follow the steps for editing an 
Item record to make updates 
to the item. 
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Marking an Item Record as Inactive 
Step Activity View 
1. Select the Learning menu. 

 

 
 
2. Select Items. 

 
 

 
3. On the Search screen, enter 

the appropriate search criteria. 
 
Then click Search 
 
 
 
 

 
 
4. From the Results section, click 

the Item Title. 
 

 
   

5. Click the drop down in the 
Active section and select No. 
 
Then click Save. 
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Delete an Item Record 
Step Activity View 
1. Select the Learning menu. 

 

 
 
2. Select Items. 

 
 

 
3. On the Search screen, enter 

the appropriate search criteria. 
 
Then click Search 
 
 
 
 

 
 
4. From the Results section, click 

the Item Title. 
 

 
   

5. In the Actions section , click 
Delete 
 

 
   

6. Click Yes to delete the Item. 
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Managing Learning Events  
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 Item, 
an External Event, and a Scheduled Offering.  

View a Learner’s Completed Work  
Step Activity View 
1. Select the Users 

 
 
2. Select Users from 

the left menu 
 

 
3. On the > Search 

screen, enter the 
appropriate 
search criteria. 
 
Then click 
Search 
 

 
 
4. Click the User ID 

 

 
 
5. Click Completed Work 

 

 
 
6. 
 
 
 
 
 
 
 
 

View the employees Completed Work 
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Edit a Learning Event  
Step Activity View 
1. Select the Users 

 
 
2. Select Tools from the 

left menu  
 
3. Select Learning Event 

Editor 

 
 
4. Enter the user ID, if 

known.  Otherwise, click 
the Blue filter icon to 
perform a search for a 
user. 
 
Then click Search 
 
 
 

 
 
5. Locate the 

desired event on 
the Results 
screen.  
 
 

 
 
6. Select the Edit link 

corresponding to the 
desired event. 
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7. From the Edit the 

Learning Event screen, 
edit the details of the 
completed work. 
 
Then click Apply 
Changes. 
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Delete a Learning Event  
Step Activity View 
1. Select the Users 

 
 
2. Select Tools from 

the left menu  
 
3. Select Learning 

Event Editor 

 
 
4. Enter the user ID, 

if known.  
Otherwise, click 
the Blue filter 
icon to perform a 
search for a user. 
 
Then click Search 
 
 
 

 
 
5. Locate the desired 

event on the 
Results screen.  
 
Click the Edit link 
to the 
corresponding 
event 
 

 

 
6. Select Delete 

 
 



40 

 

7.. Click Delete 
 

 
 
8. Click Continue 
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Record a Learning Event for an Item 
Step Activity View 
1. Select the Users 

 
 
2. Select Tools from the left 

menu  
 
3. Select Learning Event 

Recorder Multiple 

 
 
4. Select the Item option. 

 
Note: this is the default 
section  

 

 
5. Click the Search icon 

next to Item ID to 
search for the item. 
 

 
 
6. Insert the search 

parameters for the 
Item. 
 
Then click Search 

 
 
7. Place a checkmark for 

each item. 

 
 
8. Click Add 

 
 
9. If the User ID is 

known, place in the 
User ID section or 
click the Magnifying 
icon to search for the 
user(s).  
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10. Add the employee 

first and/or last 
name in appropriate 
section(s). 
 
Click Search.  

 
11. Place a checkmark 

in the Add box then 
click Add. 

 
 
12. Click Next to continue. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
13. Click the calendar 

icon to choose a 
completion date for 
the training. 

 
 
14. Choose a completion status 

for the training.  Update 
credit or contact time if 
needed. 
 
Then click Apply Changes to 
an updates. 

 
 

 
 

 
15. Click Next to proceed to 
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16. Review the 

information on the 
final review screen  

 
 
17. Once the review has been 

made, click Submit. 
 
If any changes need to be 
made, click Previous. 
 

 

 
26. The Item has been recorded in 

the employees Completed 
Work. 
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Record a Learning Event for an Item via the Quick Links 
Step Activity View 
1. Select Home 

 
 

 
2. Under the Quick 

Links section, select 
Record Learning 
Multiple. 
 

 

 
3. Select the Item 

option. 
 
Note: this is the 
default section  

 

 
4. Click the Search 

icon next to Item ID 
to search for the 
item. 
  

 
5. Insert the search 

parameters for the 
Item. 
 
Then click Search 

 
 
6. Place a checkmark 

for each item. 
 

 
7. Click Add 

 
 
8. If the User ID is known, place 

in the User ID section or click 
the Magnifying icon to search 
for the user(s). 
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9. Add the employee first 

and/or last name in 
appropriate section(s). 
 
Click Search. 

 
 
10. Place a checkmark 

in the Add box then 
click Add. 

 
 
11. Click Next to 

continue. 
 
 
 
 
 
 
 
 
 

 
 

 
12. Click the calendar 

icon to choose a 
completion date for 
the training. 

 
 
13. Choose a completion status 

for the training.  Update 
credit or contact time if 
needed. 
 
Then click Apply Changes to 
an updates. 
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Record a Learning Event for an External Event 
Step Activity View 
1. Select the Users 

 
 
2. Select Tools from the left 

menu  
 
3. Select Learning Event 

Recorder Financial 

 
 
4.  Select the External Event 

option.  
 

 
 

 
5. Enter the title of the event 

in the Description field. 
 
The click Next 
 

 

 
6. Instructor & Default 

Grade are rarely used.   
Enter Completion Date & 
Time.  
 
 

 
 

 
7. Click the Completion Date selection icon to 

select and enter a completion date. 
 

 
8. Enter the completion time in the 

Completion Time field.   
 
9. 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.  
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10. Enter the Default Price in the 
 Default Price field, if applicable.  

 
 
11. Enter the number of hours in the Total 

Hours field. Note: Total Hours is the total 
number of hours that the resources for 
the Item were in use.  

 
 

 
12.  Enter the total number of credit hours that 

the Users will receive for completing this 
Item in the Credit Hours field.  
Note: Credit Hours indicate the number of 
unit hours printed on a Certificate (i.e., 
number of CEUs, CMEs, etc.).  

 
 

 
13. Enter the number of contact hours for the 

Item in the Contact Hours field.  
Note: Contact Hours are the total number 
of hours that the Users actually spent on 
this Item.  

 
 

 
14.  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.  

 
 

 
15. Click Next to continue 

 
 

 
16. If the User ID is known, type it in the field, 

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

 
 
17. On the > Search screen, 

enter the appropriate 
search criteria.  
 
Then click Search  
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18. Place a checkmark in the 

add box and click Add  

 
 
19. Once the users have been 

added, click Next. 
 

 
 
20. If any comments are 

needed, and it here at this 
screen. 
 
Click Next to continue  

 
21. If there was a cost for the 

training, enter the cost at 
this screen. 
 
Click Next to Continue.  
 

 
 
22. Click Finish to complete the 

Learning Event. 
 
 
 
 

 
 
Tip: To avoid data formatting errors, use the Calendar and Selection icon assistants.  
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Record an External Learning Event via the Quick Links 
Step Activity View 
1. Select Home 

 
 

 
2. Under the Quick Links 

section, select Record 
Learning - Financial. 
  

 
3.  Select the External 

Event option.  
 

 
 

 
4. Enter the title of the event 

in the Description field. 
 
The click Next 
 

 

 
5. Instructor & Default 

Grade are rarely used.   
Enter Completion 
Date & Time.  
 
 

 
 

 
6. Click the Completion Date selection icon to 

select and enter a completion date. 
 

 
7. Enter the completion time in the 

Completion Time field.   
 
8. 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.  
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9. Enter the Default Price in the 
 Default Price field, if applicable.  

 
 
10. Enter the number of hours in the Total 

Hours field. Note: Total Hours is the total 
number of hours that the resources for 
the Item were in use.  

 
 

 
11.  Enter the total number of credit hours 

that the Users will receive for 
completing this Item in the Credit Hours 
field.  
Note: Credit Hours indicate the number 
of unit hours printed on a Certificate 
(i.e., number of CEUs, CMEs, etc.).  

 
 

 
12. Enter the number of contact hours for 

the Item in the Contact Hours field.  
Note: Contact Hours are the total 
number of hours that the Users actually 
spent on this Item.  

 
 

 
13.  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.  

 
 

 
14. Click Next to continue 

 
 

 
15. If the User ID is known, type it in the field, 

select the Add one or more from list link to 
search for and enter Users.  
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16. On the > Search screen, 
enter the appropriate 
search criteria.  
 
Then click Search  

 
17. Place a checkmark in the 

add box and click Add  

 
 
18. Once the users have been 

added, click Next. 
 

 
 
19. If any comments are 

needed, and it here at this 
screen. 
 
Click Next to continue  

 
20. If there was a cost for the 

training, enter the cost at 
this screen. 
 
Click Next to Continue.  
 

 
 
21. Click Finish to complete the 

Learning Event. 
 
 
 
 

 
 



52 

 

Reports 

AgLearn 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.  Users can access the 

reporting tools by clicking the Reports menu on the top navigation bar, then choosing the report needed 

by clicking the appropriate browse and search functionality to the left of the screen. 

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. 
 
Reports can return information in a browser window, or to a local file.  The formats available include, 

CSV (Comma-Separated Values), HTML (Hypertext Markup Language, the standard for browsers), and 

PDF (Portable Document Format, also known as Adobe Acrobat).   

Note:  The number and type of reports a user is allowed to access will vary depending upon the user’s 

permissions within AgLearn. 

   

1) User Management:  contains Certificate of Completion, Completed Work & Item Status reports. 

2) Performance:  contains competency and user To-Do list reports. 

3) Learning: contains reports related to Scheduled Offering, Item and Curricula’s. 

4) Content: contains reports related to the exam portion of user training. 

5) System Admin: contains reports related to  

SF-182 approvals, facilities and locations 

6) Miscellaneous: contains reports related to Mandatory trainings, class roster and etc. 
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Run a Class Roster Report 
You can run a class roster for a Scheduled Offering and use it as a sign-in sheet or roster to check to see 
who actually attended the class. 

Step Activity View 
1. Select the Reports 

link. 
 

 
 
2. Type “Roster” in the 

Search and click Submit. 
 
 
 
 
 
 
 
 

 
 
3. Select Scheduled Offering Roster 

report 
 
 
 
  

 
4. Enter the parameters for 

the search. 
 
Report Destination can 
be Browser, Local File or 
Remote File. 
 
Report Format is HTML 
or PDF 
 

 
 
5. 
 
 
 

Click the blue filter icon 
to search for the 
Scheduled Offering 
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6. Enter the Scheduled 

Offering ID number or 
Item ID. 
 
Then Click Search. 
 
 
 

 
 
7. Place a checkmark for 

the Scheduled Offerings 
and click Add to Filter 
at the top of the page. 

 

 
8. Click Submit Filter to 

return to the Reports 
page. 

 
 
9. Click Run Report 

 
 
10. You have the option to 

have the report 
emailed to you by click 
Email when Complete 
or can keep this page 
open and the report 
will load when finished. 
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11. Displayed 

is the 
report. 
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Run a Certificate of Completion Report 
 AgLearn has the capability to produce a Certificate of Completion using the Report function.  Users can also 
print a Certificate of Completion by going to the Learning History tab, and clicking the Print Certificate 
button located on the right of the learning event. 

Step Activity View 
1. Select the Reports link. 

 

 
 
2. Type Certificate in the Search and 

click Submit.  Select Certificate of 
Completion 
 
 

 
 
3. Completion Date can be left blank 

by default 
 
Report Destination can be Browser, 
Local File or Remote File. 
 
Report Format is HTML or PDF 
 

 
 
4. Click the blue filter icon to do a 

search for the employee 

 
 
5. Enter the employee information 

into the search. 
 
Then click Search. 
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6. Place a checkmark in the Select box. 
 
Click Add to Filter to add the 
employee to the report. 
 
Click Submit Filter. 
 

 
 
7. If the title for the training is not 

known, the Item field can be left 
blank.   This will complete a report 
with the employees entire 
completed work 
  

 
8. You have the option to have the 

report emailed to you by click Email 
when Complete or can keep this 
page open and the report will load 
when finished. 

 

   
9. You have the option to have the 

report emailed to you by click Email 
when Complete or can keep this 
page open and the report will load 
when finished. 

 
 
9. Displayed are Certificates of 

Completion for every Learning Event 
in the employee Completed Work 
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Run a Completed Work (Learning History) Report 
Administrators can run a learning history report for one or multiple users.  An example of this is:  A 
supervisor would like to see the Learning History of all subordinates to determine developmental needs. 
Step Activity View 
1. Select the Reports link 

 

 
 
2. Type Learning History in the 

Search and click Submit.  
Select Completed Work. 
 
Choose from the drop down 
Learning History (CSV).  CSV 
is Microsoft Excel format. 
 
If you want to pull your 
report in PDF or HTML, 
choose Completed Work 
link. 

 

 
3. Report Destination and 

Format are already pre-
populated based on the type 
of report that was chosen. 

 
  

 
4. Click the blue Filter icon to 

search for a user. 
 

 
 
5. Enter the employee first and 

last name then click Search. 
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6. Place a checkmark in the 
Select box. 
 
Click Add to Filter 
 
Then click Submit Filter 
 

 
 
7. To run an employee’s entire Learning 

History report, keep the Completed 
Date From and To empty. 
 
Otherwise, click the calendar icon to 
add search dates. 
 
Click Run Report. 
 
 

 
 
8. You have the option to have the report 

emailed to you by click Email when 
Complete or can keep this page open 
and the report will load when finished. 

 
 
9. Click Open to view the report. 

 
 
10. View the report for necessary 

information 
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Run an Incomplete Mandatory Training Report 
The deadline for mandatory training is approaching.  You want to create a report listing all of the users 
in your agency that have not yet completed their required training. 

Step Activity View 
1. Select the Reports link 

 

 
 
2. In the Search section, only check 

“Miscellaneous”.  Locate and 
select USDA Information 
Security Awareness FY13 
Complete Report. 
 
*Note: All mandatory complete 
or incomplete reports, are listed 
in “Miscellaneous” 
 

 
 

 
3. Report Destination and Format are 

already pre-populated based on 
the type of report that was chosen  

 
 
4. Click the blue Filter icon next to 

Domain add the Domains to the 
search. 

 
 
5. Enter the Domain name in the 

Domain ID field and click Search. 

 
 
6. Type ARS in the Domain ID and click 

Search 
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7. Click the drop down arrow 
in the Records per Page 
section to display all of the 
available domains. 

 
 
8. Click Select All to place a 

checkmark for all of the 
Domains. 
 
Click Add to Filter. 
 
Click Submit Filter. 

 
 
9. Click Run Report 

 
 
10. You have the option to have 

the report emailed to you by 
click Email when Complete 
or can keep this page open 
and the report will load 
when finished. 
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11. Click Open to view the report. 

 
 
11. Click Open to view the 

report. 
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Run an Item Status Report 
Most reports only allow you to run data for specified domains;  E.g. ARS-HQ, ARS-PWA, etc.  Sometimes 
you would like to only run data for a specific office or unit to see who within that office completed 
training.  The Item Status Report will allow you to do pull this data. 

Step Activity View 
1. Select the Reports link 

 

 
 
2. 
 
 
 
 
 
 
 

Type Item Status in the 
Search and click Submit.  
Select Item Status. 
 
From the drop down, 
select Item Status (CSV), 
for excel format. 

 
 
3. Report Destination and 

Format are already pre-
populated based on the 
type of report that was 
chosen.  

 
4. Click the blue filter tab in 

the User section. 

 
 
5. To search for an entire 

group, add the 
Organizational Unit ID  
 
Then click Search. 
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6. Click the drop down 
arrow in the Records per 
Page section to display all 
of the employee’s in the 
Organization. 

 
 
7. Click Select All to place a 

checkmark for all of the 
employee’s. 
 
Click Add to Filter. 
 
Click Submit Filter. 

 
 
8. Click the blue filter icon in 

the Item section to add 
the Item to the report. 
 

 
 
9. Add the Item ID and then 

click Search. 
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10. Place a checkmark for the 
selected trainings and click 
Add to Filter. 
 

 
 
11. Click Submit Filter 

 
 
 
 

 

 
12. *Completion Status is an optional 

field and is not required. 
 
Click Run Report. 
 
 
 

 
 
13. You have the option to have the 

report emailed to you by click 
Email when Complete or can keep 
this page open and the report will 
load when finished. 

 
 

 
14. (Optional) Click the icon next 

to Completion Status 
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15. View the report for any 

necessary information 
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Scheduling a Background Job 

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 Users, Learning and 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 Users 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.  

Backgrounds jobs can also be scheduled for revising Items, through the Learning.  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. 

Schedule a Background Job 
Step Activity View 
1. After selecting the report and 

entering the report criteria, 
select Schedule Job. 
 
Note: Background Jobs must be 
scheduled to run between 
Midnight and 5 AM during 
the week or any time on a 
Saturday or Sunday. 
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2. Select the Schedule this job to 
be executed on option button. 
 
Note*: Select Schedule this job 
to recur as follows if it’s a 
report that needs to ran 
monthly such as a Mandatory 
training report. 

 
 
3. Select the View Available Time 

Slots link to see times when the 
job can be performed 

 
 
 

 
4. Review the available timeframes from 

the list displayed in the Allowable 
Dates/Times For Background Jobs 
window. 
 

i.e: Time Frame 0 
Monday between 0 to 5 
(12am to 5am) 
 
i.e.: Time Frame 5 & 6 
(No time restrictions) 

 
 

        Allowable Dates/Times For Background Jobs 

Timeframe 0  Hour(s) between 0 and 5 

 Monday 

Timeframe 1  Hour(s) between 0 and 5 

 Tuesday 
Timeframe 2  Hour(s) between 0 and 5 

 Wednesday 
Timeframe 3  Hour(s) between 0 and 5 

 Thursday 
Timeframe 4  Hour(s) between 0 and 5 

 Friday 
Timeframe 5  Saturday 
Timeframe 6  Sunday 
Timeframe 7  Date is 25 

 Month is 12 

 
5. Click Close. 

 
 
6. Click the Date Calendar icon to select 

and enter the date, using the calendar 
icon, the background job to run. 
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7. Enter a Time for the background job to 
run.  

 
8. Click the Time Zone selection 

icon to search for and enter a 
Time Zone 

 

 
9. Enter a brief description of the 

job in the Job Description field, 
if wanted. 
 
By default, the type of report 
that is chosen its title will 
appear in the Job Description 
field 

 
 
 

 
10.. Select the Notify via email upon completion 

check box to send a notification e-mail 
 

 

 
11. Enter the email address for notification in 

the Email field. 
 

 

 
12. Select the Email the Report check box to receive a 

copy of a report with the notification e-mail. 
 
Note: The Email the Report check box appears only 
for Reports. 

 

 
13. Click Finish 

 
 

 
14. Verify that the background job 

has been scheduled on the 
Status screen. 
 
Then click Finished. 
 
Note: Only a System 
Administrator may reschedule 
and/or delete background jobs. 
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