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This is awork in progress.

Changes to the toolkit to reflect differences between AglLearn 6.4 and AgLearn 1411 will take time.
Updates will appear weekly to keep as much of the most current information available as is practical.

For quick and easy reference, please refer to the date on the title page (or Table of Contents), as
well as the table below, to see if the section you need has been updated. Please note, the
differences between 6.4 and 1411 and not dramatic. Even if what you‘re looking for is still the 6.4

version, it will likely be helpful.

Team AgLearn thanks you for your patience and cooperation.
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The login procedure is
identical whether you'’re
entering Production or
Staging.

Login issues should be
directed to the AgLearn
Help Desk

Note: Your view of the
Administrator Home
Page will depend on
the specific roles
assigned to you.

The Administrator Environment (1411)

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.

Step

2.

Activity

Access the AglLearn
splash page at

http://www.aglearn.usda.g

ov/
Click Login.

Enter your
eAuthentication ID and
password.

Click Login.

View

CominG
So_oul

s - 0
g ——

gLearn Upgrade
" lepomd Gt e

« Outdated Optional Surveys Will Remove Themselves After a Week
« And, much more...

AgLearn will be unavailable while
we perform a system upgrade from
November 11th - 16th

Welcome to AgLearn Staging!

¥ here: eAuthentica Home > eAuth

eAuthentication Login

LincPass (PIV) ? User ID & Password ?
uUserID:
CLICK HERE TO
I-OG I N E I forgot my User ID | Passwaord
LincPass (PIV)
Change my Password

The Administrator’s Home Page is the page you will see when entering the
administrator environment. The buttons of the Top Menu take you to various
functional areas in AgLearn.

Home

Users
Performance
Learning
Content
Commerce
System Admin
References
Reports

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


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

Welcome Rogby, Harry | & Check System | Sign Qut

oglearn+ iz
—_—

Performance  Leamning

Content  Commerce

7

oteT R or Comma J o)
Bookmarks | Recents % @
I

Welcome to AglLearn's Training Environment.

New o AglLearn Administration? We have provided a brief tutorial to help you learn your way around
Watch the Tutorial @

25 Add Folder

| My Bookmarks

A

|| QuickLinks /

][] AMercreating an ltem (course) and User, [
vou can either assin the course [User

After creating the User and the ltem
(course), schedule when the course will

[[] Objeciive, Questions, then Exam

Needs Maf] or go straight fo record
completion for the User. The completi

Add ltem

Create any assignable unit of raining
These can be efther an online learning,
instructor-led, a blended version of botn,
or an ad hoc leaming exercise

be taught (an Offering ofthe course).
Completion can be marked based on

Add Catalog

Add Catalogs to limit what ltems are
available to indvidual Users. This
allows Users and Supenisors to geta
tailored list of available courses.

Created by Larry.

Add Scheduled Offering

A Scheduled Offering is an Instructar led
course. It allows for registration by
users. Additionally, resources can be
specified for its execulion such as the

The administrator home page and many other pages are configurable by the
administrator to suit personal preference and work habits. Do not be concerned if
your screens do not match exactly with yours.

|
5



Several types of screens may appear in the administrative interface. Below is a
partial list of common screens types appearing throughout AgLearn:

Search

Results Tab

Screens with Sections
Reports

Assistants

The Search screen is typically the default screen that appears when selecting an
option from the Button Bar. 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.

Home My Employees Admin

Search: Enter Keywords or Comimard

[ Users Search = Add New | @

Users

Search Saved Searches 0

Assignment Profiles

Enter a value for each field that you want {o use fo filter your search. Some fields allow you to select from a list of values. You can

l Job Codes also add or remove search criteria to further refine your search.

l Job Families Case sensitive search: @) Yes @ No

l Positions User ID: [ starts with [=]

[ Organizations Last Name: [sertswitr  [=]

o First Name: Starts With i
l Organization Groups
= Domains: Starts With - T

l Reglons ltems Needs: Exact : Type: :

[ [z Tools ID: T
curieta: —
Pay Plan: [ starts with [=]
Public/Confidential Filers: [Starts witn = | T

Search Save As Reset




The entry of criteria on a Search screen and clicking the Search button produces a
Results display at the bottom of the Search screen. Selecting the entity’s ID (User
ID, Item ID, etc.) or 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.

Note: Some search results have links to take you directly to the record; some have icons to
allow you to view ! or edit |=1.

Field Chooser & Download Search Results =
Send Motification

Select All / Deselact All

Hamﬂspupagepagp_r1 2 gPrevious Nexts (16 total records) PageEnf:. Go
User ID User Name Domain ID Emp Status Emp Type Supervisor Notify
Ly |- S —-— A E P e
N e SUUN ;- A E iitiipe—+
U7 | s ARt AR - e A E P e
o [P S —— — A E iitiipe—+
g —— s - - A E B
N e - - A E pome o -
> - s - — A E Pebiiiips -
Y TR— - A E P
> s i f— — A E Pebiiiips -
e o - A E P+

Hamﬂspupagepagp_r1 2 gPrevious Nexts (16 total records) PageEnf:.

Select All / Deselact All

Send Motification



Screen Types/Sections (1411)

Screens that contain a great deal of data are broken into sections to present the
information in a categorized fashion rather than displaying all of the information on
one very long screen. When editing information in a section, Save and a Cancel
buttons appear, giving you the opportunity to either save any changes before leaving
the section, or to cancel them.

A typical AgLearn screen divides into six sections. Here is Harry Rigby’s user record,
shown for demonstration purposes.

learn
Organization
3 ! utton E!l
Hm Users Pamnmm Learning  Content m mmnm
= Search:  Enter KeyworssorCommans Search Bar [Boy) L
Bookmarks | Receats ] &) Search Rescs Basic Information Actions
4 | & HamyRigby rigoy O Actions  viswal
83 Add Folder Last Name: Figby I B pookmark
My Bookmarks First Name: Hary Eant Registration Assi...
Job Code: Picture: Assign Learning ...
Position: $and Notifcabon
< Launch Prosy
Email Address: Rh | - il
Bookmarks and e T . - - T =
Recents View All (5 Manage Alternat._.

Related woe @ To-Dolist @  View - Sort By e *

To-Do List Item Title Assign..  Learning Information Remove
“om A

Ll Select..

SF-182s

s
h Related Information No Records
™)

Interface Tabs (top of diagram below) — Admins can switch between their user and
administrator interfaces by clicking either the Home tab or the Admin tab. All admins
have a Home tab (for their personal training record) and an Admin tab to display the
administrative interface. Those who have subordinates and/or other organizational
responsibilities will also see a My Employees tab and/or an Organization tab. Harry
Rigby has no subordinates, so he sees no My Employees tab.

Button Bar (Green in diagram below, near top) — Shows some combination of the
functions available to the administrator. Since Harry is an administrator with many
assigned roles, he has access to all the available buttons on the button bar. See
Menu Button Descriptions to learn more about button functions.

Search Bar (Red in diagram, near top) — Enter keywords into this field to search
across all AgLearn entities. For example, entering “Information Security Awareness”
will return every item, scheduled offering, exam, survey, content object, etc. where
“Information Security Awareness” appears in either the ID, title, or description. The
Search bar can also access functions. For example, typing “add item” will allow you
to go directly to Item Creation Wizard.

Bookmarks and Recents (Blue in diagram, left) — You can bookmark frequently
used pages for easier reference, much the same as in your internet browser. The
Recent list keeps track of the last 50 records visited so you can return to them
instead of having to conduct another search. You may hide or display this area at will.

Basic Information (Yellow in diagram, center) — Core information about the record
being viewed. For user records, this includes information such as First Name, Last
Name, Domain, Email Address, Supervisor, etc. Clicking View All expands the frame
to show additional basic information.

Actions (Salmon in diagram, right) — Things you can do with a record. For user
records, this includes bookmarking the record, assigning learning, and sending
notifications, among other things.



Related Information (Light blue, bottom) — More detailed and specific information
than can be found in the Basic information frame. For users, this includes things such
as the To-Do List, Completed Work, Curricula, and SF-182s. More fields are available
by clicking the More icon.
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Reports 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: More detailed information on searching for and running reports is in the Reports
section of this document.

cglearn+

ariding 1o your krowiedge

B8 M B00 A
T e e — - ¥

Search: | Enter Keywords or Command Go

—

User Curriculum Status Group By Curriculum (CSV) Browse | Help
> Run Report

Run User Curriculum Status Group By Curriculum (CSV)

Report Destination: ~ [LocalFie |]

Report Format: [csv [+]
[¥] Mask User IDs
User. Y
User Status: @ Active © Not Active © Both
Curriculum: T
Status: @ completed ) Not Completed © Both
Run Report Schedule Job Sawve Report Reset

et Adobe
Reader

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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The table below lists the eight “buttons,” or menu options, with their corresponding descriptions, available to
the AgLearn administrator.

12

Menu Option Example Description
r a The Home menu option is a Welcome Page, with links to the most commonly
H ﬁ performed tasks for your assigned role and a link to the Help System. The
ome [ i i - ) .
Home home page is configurable to allow administrators to display the links and
functions most useful to them.
( oo | The Users menu option provides access to those system functions used to
Users =i manage general User information, User competency assessments, and User
Users learning events.
The Performance menu option allows the administrator to manage
Performance &’ competencies, performance evaluations, and succession planning.
Performance
The Learning menu option provides access to those system functions used
Learning = to manage learning items (including online items), Scheduled Offerings,
Learning Catalogs, Curricula, Questionnaire Surveys, and Instructors.
| o | The Content menu option provides access to those system functions used to
Content = manage online content, such as content objects (courseware), questions, and
Content exam objects.
The Commerce menu option provides access to those system functions
Commerce i used to track and update commercial transactions of Users and/or
Commerce organizations defined in AgLearn.
The System Admin menu option provides access to those system functions
System Admin i used to manage _AgLearn application variables and s_gttin_gs, security and
System Adomin data domain privileges, custom col_umns, d_efault notification messages,
custom reports, and administrator information.
n The References menu option provides access to data most often used to
References 0 support the primary data types, such as facilities, and locations. Approval
References processes, item types, and other system elements also appear here.
h The Reports menu option provides access to those system functions used to
Reports 'd’ generate any available AgLearn report.
Reports




The table below lists the seven menu options, with their corresponding sub-menu options, available to the
AgLearn administrator. (The Home menu is excluded as it is infinitely configurable.)

Users Performance Learning Content Commerce i):jsr:]elr':l Reports
Users Competencies ltems Content Account + Application | User
P Obijects Codes Admin Management
Assignment Competency Scheduled Content Order .
h . . +
Profiles Profiles Offerings Packages Management Security Performance
Assessment . Unused + Automatic .
Job Codes Surveys Classes Questions Order Tickets | Processes Learning
Assessment Grou Exam Financial
Job Families P : Transaction + Connectors | Content
Process Instances Objects
Approval
o . S ) . System
Positions Skill Search Catalogs Objectives Coupons +Configuration Admin
Miscellaneous
N . + Custom (These are
Organizations | Plans Programs Documents Subscriptions Columns Custom
Reports)
Organization | 5,45 Curricula Deplo_yment Purchase + Tools Audit
Groups Locations Orders
Regions +Tools Requirements | + Tools + Tools \I?:k():;(ground Commerce
+ Questionnaire .
Tools Surveys Environment
Communitie
S
Content
Network
Instructors
+ Tools

13



The table below lists common examples of the universal controls (with their corresponding descriptions) that
are available throughout AgLearn.

Menu Option Example Description
The Apply Changes button saves changes made to information
appearing in the corresponding section of a screen. Important: Not

Apply m all pages have Apply Changes buttons; some have the option to

Changes LRSI 0L Save or Cancel. If a page displays an Apply Changes button,
changes made to that page are lost if Apply Changes is not clicked
before leaving the page.

Save | save | The Save button saves any changes you make to a screen. It does
not appear unless something has changed since the last save.
The Cancel button cancels any changes made to a screen. Like the

Cancel [ Cancel | Save button, it will not appear unless changes have been made to
the screen.

R The Reset button resets all fields on the corresponding screen to

eset Reset . p

their original values.

Add Add The Add button appears a prompt to add search results to the list
you are compiling.

View A The View button appears on a Results screen and displays the

= corresponding record for viewing purposes only.
Edi The Edit button appears on a Results screen and opens the
it [=]

corresponding record in Edit mode.

Records per
Page

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

Search

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

Expand Tree

The Expand Tree Icon indicates the data displayed is the parent of
several other nested components. Click the icon to display the
entire hierarchy.

Collapse

The Collapse Tree Icon folds all child components under the

Tree = 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.
Search Q The Search icon opens a new Search screen.
Add one or
more from add one or mare from list The Add one or more from list link displays a search screen.
list
The Calendar icon opens a separate window to select and enter a
Calendar M - St
date in its corresponding field.
Next Next The Next button displays the next screen in a sequence when
using an assistant.
. : The Previous button displays the previous screen in a sequence
Previous Previous v -
when using an assistant.
Submit The Submit button submits the information entered on previous

screens and completes the process when using an assistant.

14




Menu Option

Example

Description

The Add New link provides the ability to add a new record (e.g., to

Add New Add Hew add a new item, click Add New on the Iltems search screen).
) The Help icon is located in the upper right corner of the frame in

Help o which you are working and launches Help screens in a new
window.
Check System performs a verification of the software AgLearn
needs in order to perform properly on your computer, such as the

Check & Check System browser, Flash, and Adobe Reader. A green check shows these

System things meet or exceed minimum standards. A red minus sign shows
something is missing, or is an outdated version that may require an
update if AgLearn is to perform properly.

Sign Out Sign Out The Sign Out link, which is located in the upper right corner of all

screens, ends the current AgLearn session.

15




Managing Data Entry and Searches (1411)

A number of search screens in AgLearn make it easy to find data by applying a
search filter. Search filters enable you to define search criteria and provide more
efficient and effective searches. 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.

Step Activity View
The search screen is 1. Select the Users button.
available on many
menus. The User
Management menu is 2 ) )
used here for illustration Click the Expand icon Add/Remove Criteria
purposes. next to Add/Remove %
Criteria
3. Check (or uncheck) the T
boxes for the criteria you Plciy ] Middie Name FEr:uhlicJCunﬂdential o
want to use.
State |:| Suffix Name D Bargaining Unit Status
D Country |:| Employee Number D Diet Codes
mail Address |:| Branch D Special Meeds =
Organizations |:| Organization D Aquistion
Organization Group |:| Sub Organization D m
4. Click Select. Select
5. . .
The criteria you selected Case sensitive search: & ves B no
will appear for ) )
subsequent searches. User ID: Starts With v
Last Mame: Starts With v 3
First Hame: Starts With -
Middle Initial: Starts With -
Role 1D: Starts With hd
User Status: @ active () Not Active ) Both
Hire Date After: L
(MM/DDIYYYY)

16



1.  Select the Users button. @

Miciele Intial [ Starts with + | |

2. Enter and/or select the User D [Stats Wi | | |
basic search criteria as LestHame [Statswith ]| |
appropriate. First e [stans i e | l

|
|

Note: You may leave data - s ]|
fields blank to prevent them A
having an effect on the Bomains
search.

3. Click Search.

4. Review search results.

@ aotive O Mot dctive O Both
‘ Starts With .Q\ | |Y

-
B
8
3
o

=
8
1|0

iF:
il
2|2
oo

a

To go to a specific 5. If necessary, select the e O | R ——"
page number, enter the Next Page link to go to

desired number in the the next page of results.

Page field and click

Go.

Be careful when 6. Select the Records per

selecting All, as it may Page drop-down list to

take some time for the display more or fewer

screen to display

results on each screen
results.

7. To download the search W =)
results into an Excel
spreadsheet, click the

Download Search
Results link

17



The search screen is
available on many
menus. We’re using the
User Management
menu for illustration
purposes.

18

Once search results display, you can add additional visible fields on the Search
Results screen.

1.  Select the Users button. @

2. Click the Expand icon Field cnmrq\)l
next to Field Chooser.

3. Add numbers to the . Fioze
. . iel 00Ser e
checkboxes to identify the — — il
. . 1 User ID Address Locked
criteria and the order of N = o
the fields you would like " - o i
. 3 Domain ID State / Province Role ID E
to see displayed for your o o i
Subsequent SearCh 4_ Supervizor — Postal Code — Profile Status
resu |tS 5 Active Country Position ID
" Emp Status " Coach s Ful-Time
" EmpType " Hire Date " Native Deeplink User
T submit |

4.  Click Submit to see the

search results with the
additional fields.



The search screen is
available on many
menus. We're using the
User Management
menu for illustration
purposes.

1. Select the Users button. @

2. Fillin your search Case sensiive search O ves ® o
parameters. User ID: [Starts with v | | |
Last Hame: [Starts With | | |
First Name: | Starts with ~ | | |
Miclcle Initial [ starts with v | | |
Domains: | Starts with v [mres | ¥
tems Meeds: |Exact v | Type: | web Based ~| T

3. Click Save As.

4. Enter a Saved Search ID  -reqiesrin

and description. smedsewchi: Q[ ]
Description; | |
5. Click Submit. Submit

|
@ ﬁ



The search screen is
available on many
menus. We’re using the
User Management
menu for illustration

purposes.
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1.  Select the Users button. @

2.

3. Select the saved Search
you want to open.

6. Click Search.

Click the More Options
icon next to Saved

Searches.

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

Saved Searches %

Mame

APHIS (Saved for
APHIS curriculum
problemy)

ATS 4879 (Users
cited in ATS ticket

ETHICS2012 (Ethics

assignments for
AN49%

| Search | ‘ Save | | Save As ‘ ‘ Reset |

4. The SearCh form Casze sensitive search:; o ves @ Ma
appears, with the sa\_/ed Ueer b ]| |
parameters already filled _ —
in. Edit as needed. estian= [ Statswitn | | |
H i . First M : " —
Note: Clicking Reset at this e [ Stats with v | | |
point will not clear all fields, Micill Infil: [ stas with + | | |
but will return the fields to Domains: Stas Wi ¥ v
the saved search pre-set e Homde e e v
’ *ac! v | Type: | wWeb Baze ]
e
5. If you want to save any




Using the Calendar
icon prevents date
formatting errors.

You can also click on
the > and >> (or < and
<<) symbols to change
the month and year.

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

Start Date After:
(MDD YY)

2. Select the month from the @cﬂ,enda,_“ﬁ@gﬁ

drop-down list.

‘@ https:;//usda64stag.gpe.. @ ﬁ‘

Select Date
October 2012
1 4]
-
La]2a
ed|Thu | Fri | Sat
4 5 L]
po|11 |12 |13
F |18 [19 |20
f|25 (26 |27
1 2 3

3. Click the increase or Select Date

decrease buttons to

December 2012

change the year’s display

|December [»][2012 | L]

forward or backward.

Sun

Mon

Tue

Wed

Thu

Fri

[ [] [Print] [Today] [F][17]

Sat

2

3

4

9

10

11

4.  Select the desired date to  [Select Date

enter the date and close

December 2011

the Select Date window.

Tip: Select the Today button
to set the date to the current

| December [ ] [2011 |%
KT Lajia

day. Sun

Mon

Tue

Wed

Thu

Fri

Sat

1

2

3

4

5

&

7

8

9

11

12

13

14

*

16

18

19

20

21

Bl

23

ETS

] =1

27

=1

e

an

5. Verify the selected date
appears in the Date field.

Start Date After:
(MM/DDM ™YY

] 12Ms2011
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The search screen is
available on many
menus. We're using the
Item Management
menu for illustration
purposes.

Leave any search fields
blank to select from the
entire list.

Click Next to move to
additional pages of
results or select All
from the Results per
Page drop down list to
display all the results
on the screen.

Clicking Select closes
the results window
closes; the data is
automatically appears
in the field.

22

2.

3.

4.

5. Select the Select link of
the record you're looking

6. Verify the selected data

Click the Item ID search icon

to open an Item search
window.

Enter or select the search
criteria as appropriate.

Click Search.

Review search results.

for.

appears in the field.

2. Identify the Scheduled Offering

* Item Type:

* Item ID: %

Title:

) rSelect Item Type]

Description

Item Types:

Starts With -

Item ID: Starts With -

Search

Records per Page 50 7 Page:t 1 1 4 § <Previous Newts (262 total records) Page 1

Item ID

Title

e - |

Web Based ACE-OPER0162_SKILLSOFT
(Rev 9/12/2005 02:08 PM America/New York)
Web Based ACE-OPER0173_SKILLSOFT
(Rev 9/12/2005 02:22 PM America/New York)
Web Based ACE-PROJ0364_SKILLSOFT
(Rewv 3/11/2004 10:35 PM America/New York)
Web Based ARS-AQ Employee Leadership
Dev (Rev 1 - 3/2/2010 03:26 PM America/New
York)

Web Based COMMO005_SKILLSOFT

(Rewv 3/11/2004 09:06 PM America/New York)

Leadership in Six Sigma
Six Sigma Team Leadership
IT Project Leadership, Authority &

Accountability
Employee Leadership Development

C ication Skills for Leadershi

kKK

i

i

Records per Pase 00 'rgiﬁmmmm Page 1 nnLE
Item ID Title

Web Based ACE-OPER0162_SKILLSOFT Leadership in Six Sigma Select
{Rev 9/12/2005 02:08 PM America/New York)

‘Web Based COMMO513_SKILLSOFT Leadership without Authority &{5
(Rev 3/11/2004 09:45 PM America/New York)

‘Web Based CUSTO212_SKILLSOFT Inbound Call Center Management: Leadership Select

(Rev 3/11/2004 09:538 PM America/New York)

2. ldentify the Scheduled Offering

* ltem Type: Web Based

* Item 1D:

COMMOO0S_SKILLSE



Managing Users (1411)

Automated data feeds have virtually removed the need for administrators to edit
user’s records. All user information except for their supervisor automatically updates
three times daily, and the users themselves have the primary responsibility for
keeping their supervisor field up to date. Still, there are a few hands-on duties for
administrators.

The Merge Users functionality is useful when multiple accounts exist for the same
user. The Supervisor Assistant allows the administrator to quickly update AgLearn
when a supervisor change occurs, 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 already assigned.

Ad Hoc Notifications allow the administrator to directly communicate via e-mail with
a subset of users that assembled for that specific communication. (All those who
have not completed a specific Item, for instance.) Administrators with the necessary
can create, modify, approve, and verify SF-182 forms used as requests for external
training.

Assignment Profiles are powerful compilations of attributes that used for catalog
access, Item or curriculum assignment, or any function that involves potentially large
numbers of Users with AgLearn attributes in common.

Step Activity View
1. Select the Users button. @
2. Expand the Tools menu. [ Tasks
[ = Topls
)
3. Select Merge Users. = Tools

Record Learning - Financial
Record Learning - Multiple
Learning Event Editor

Supervi-sor Assistant
User Needs Mgmt

23
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4. Use the search page to
filter the list of users. Be
sure that your search
criteria will result in both
User records appearing.

Click Search.

Merge Users

Search | @

Search

Saved Searches &

Enter a value for each field that you want to use to fitter your search. Some fields allow you te select from a list of values. You can also

add or remove search criteria to further refine your search.

Case sensitive search: ©¥E @ N
User ID: Starts Wi -
Last Hame: Starts Wi -
First Hame: Starts Wi -
Widdle Initial: Starts Wi -
Email Address: Starts Wit -
User Status:

Native Deeplink User:

AddiRemove Criteria ©

@ active © Notactive ) Both

@ ves © o @ Both

[oman] [ smere [won |

Find the user whose
records you wish to use
as the secondary user.
Click the corresponding
Merge from User ID
radio button.

6.  Find the primary user into
whom you want to merge

the records. Click the
corresponding Merge

Into User ID radio button.

7. Click Merge.

8. Click OK.

—
Message from webpage

UserID User Name « Email Address §ilergs From USeriti  Merge Into User ID
DK296565 |ing, Dana L [ I ® I ®
DKZ37165 |ng, Danal | ‘ @ ‘ ®

N
.

User ID User Name ~ Email Address  Merge From User D filerge info User 0}

|King, Dana L [ I ® [ @

DKZ37165 |ng‘ Dana L | ‘ @ | Ry

o
Merge

@ This will merge DKZ37165 into DK996565. Are you sure you want
to do this?
‘Warning: If this user record (DKZ37165) has a Talent Gateway
account, this action will remove the user's association with any
content that has been added to the Talent Gateway. This cannot

be undone.

o] o]




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

1. Select the Users button. a

Users

2. Expand the Tools menu. [ Tasks

3. Select Supervisor = Tools
Assistant. -

Record Learning - Financial
Record Learning - Muliple
Learning Event Editor
Merge Users

Send Notifications

Superviser Assistant

User NelsyE Mogmt

4. Inthe Supervisor ID text
box, type the ID of the
current supervisor, or
click the Search icon &

to find and select one. ‘supervisori: &

* = Required Fislds

5. Click Next. Next

© [nthe Supervisor IDext a1 setect ew Acigned spervier

box, type the ID of the

new supervisor, or click * = Required Fields
the Search icon @ to find

and select one.

Ssupervior: @

7. Click Next. Next

8. All users under the S —
current supervisor i Subri
appear. To add another Atecodvsors
user to the list, type the <2y Chget|
User ID in the User ID e (- *‘M“?»f
text box, or click the Add — R
one or more from list —— — o
link to use a search page S
and select multiple users. S— B

Select All/ Deselect All

Apply Changes

25
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9. When you are satisfied Next
the list is complete, click
Next.

10. Review the information.

The user records
displayed should reflect
the new supervisor.

If satisfied, click Finish.

If not satisfied, click
Previous to return to
Step 8.



The User Needs
Management Assistant
can also assign an ltem
to a user’s To-Do List.
See Adding Items to
User Record(s) with
the UNM Assistant for
detailed information.

If the user is in an
incorrect domain, a
person with the right
permissions will need
to move the
corresponding record
to the correct domain. If
this is the case, open
an ATAN ticket and
Team AgLearn will
assist you.

Step

Activity
Select the Users button.

The Users search screen
is the default.

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 User
record. Click on the User
ID to open the record.
Tip: Use the Ctrl+F function

to quickly find a user record
on the screen.

Select the To-Do List link
in the Related area at the
lower left.

Click the Add New To-Do
List button.

Users

Search

Enter a value for each field that you want to use to filter your search. Some fields allow
walues. You can also add or remove search criteria to further refine your search.

Case sensitive search: ._:::_. Yes @_. No
User 1Dz Starts With
Last Hame: Starts With w
First Name: Starts With w
Middle Initial: Starts With +
fosE St @ Active ) Not Active ) Both
Domains: Starts With A A
City: Starts With +
State: Starts With w
Email Address: Starts With -
Search
Records per Page 10 v Page:1 2 3 «PFrevious Nexts (28 total records) Psge 1 nfa
User ID User Name DomainID  Supervisor Active Notify
vvn.. .ttenn r——— v0—4.---0 >-- D
e
w— ]
‘DKgg@,?s King, Dana |HelpDesk |cLz186983 [Yes [&]
| A e - ' B
‘| e cemne- S i B
Related More &

Assignment Profiles
Competencies
Competency Profiles
Completed Work
Curricula

SF-182s

To-Do List View E

Item Title Add Mew To-Do List

27



Step
You may add search 7.
criteria as needed.
8.
9.
Assign Dates cannot 10.
be in the future. This
can cause some
consternation when
scheduling an
assignment to run later.
Initial periods may
require adjustment to
make Required Dates
work out.
11.
12.
13.
14.

28

Activity

Enter search criteria for
the item you wish to add.
Note: See Managing Data
Entry and Searches for
more detailed information on
searching.

Click Search.

On the Results list, locate
the item (or items) to add
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 item
and return to the To-Do
List.

Locate the item recently
added.

Click the corresponding
Required Date calendar
icon to enter the date by
which the user must
complete the Item.

Select the corresponding
assignment type from the
Assignment Type drop-
down list.

To-Do List

Keyword: [

Item ID: Starts Win ~C
Item Status: © Active O NotActve © Both
Online Settings: [ Has o

Domains: Starts Wt

- T

AddiRemove Criteria ©

Search

Item Title
Web Based AglLearn-BasicAdmin (Rev 1 -
7372011 02:10 PM AmericaiNew York)

WeD Based AgLearn-BasicReporting (Rev 1 -
117282011 12:12 P Americaiiew York)

Aglearn+ Basic Administrator

AgLearn+ Basic Reporting

Item Title
Web Based Aglearn-BasicAdmin (Rev 1 -
71372011 02:10 P America/New York)

Web Based AgLearn-BasicReporting (Rev 1-
1172912011 12:12 PW Americaiews ork)

AglLearn+ Basic Administrator

AgLearn+ Basic Reporting

Add

Aglearm 6.4 Basic Adminsstrator Roguired Date

Days Rem

WRDDMAYYY | |52

Required Date:

Days Rem:

Wiy | B Assignment Type

B
Reset
Select Al / Deselect All
Assign Date
(MDD Add
2 10n0m012 .ri
™ tonomorz (=]}

Select All / Deselect All

Select All/ Desslect All
Assign Date
(MMIDDA Bdd
(3 rororor2

feetone]

Select All / Deselect All

Ascommen | v
|:Beccmmanie| ful

10112012

Assignr

Compl |

Assignment Type: Recommen: | v | [_]
Compl Date:
Failure Date: Legislatively Mandated
Optional
Assigned:
Recommend
Required




15. Click Save. —

Caution: Be sure to click
Save before moving to any
other component or data
element or all changes and
modifications will be lost.
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The User Needs
Management Assistant
can also remove an
Item from a user’s To-
Do List. See
Removing Iltems From
User Record(s) with
the UNM Assistant for
detailed information.

30

1. Inthe user's record, open Related More @

the To-Do List (ln the Assignment Profiles

Related area). Competencies
Competency Profiles
Completed Work

Curricula
SF-182s
2. Locate the item to be . R
unassigned. o o e o

3. Select the Remove check Remove
box to mark the Item for [ Select All

removal from the To-Do
List.

4.  Click Save. —



-

1. Click the Users button. a

Users
2. Select Tools. { Regions
3. Select Send = Tools

Notifications.

Record Learning - Financial
Record Learning - Muliple
Learning Event Editor
Merge Users

Superw{ A=sistant
User Neetis Mgmt

selecting recipients.

For the purposes of
demonstration, this O curriculum
example will use the O class
screens that flow from

selecting Scheduled

Offering. The others are

similar.

Select the criterion for * Blase Papulation On: %Scheduled Offering

ftem

5.

Click Next. Mext

6.

Add a Scheduled Offering to the Criteria

If you knOW the SChedUIed Enter Scheduled Dffering ID or add one or more from list.
offering’s ID number, scroued Ofering it —————
enter it in the Scheduled )
. . Update Scheduled Offerings
Offerlng ID boxl and CIICk There are no scheduled offerings added. Please add a scheduled offering before continuing.
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.

7.

You can add multiple Mext
offerings. When you have

all the offerings you want,

click Next.
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It's always a good idea
to get permission first
when directing replies
to someone other than
yourself.

Anyone receiving
copies will receive a
copy for each person
who receives this
email. Use discretion.

32

Step

10.

11.

12.

13.

14.

Activity

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

Click Next.

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

Click Next.

You may type an e-mail
address into the From
box, or search for one by
clicking the Search icon.

Q

Enter the e-mail address
you wish to receive any
replies 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

Type in the addresses of
any others who should
receive this e-mail in the
Send copies to field.
Separate multiple
addresses with commas.

This step further refines the population according to the Registration Status and/or Completion Status.
Registration Status: [ Aj statuses OR Completion Status: [Jry=ree i
CANCELLED Conference/Meeting Complete (=7
Class Completed
PENDING Conference/Meeting incomplete
WALIST Shadow Assignment lhcomplete ~
Mext
UserID User Name Remove
—— ——— a
- ]
—— —— a
- =
oo —— =
= ]
Mext

Specify Email Addresses

Reply To: Q,

* From: @7

Send copies to:

Specify Email Addresses

Reply To:

* From:

o

Send copies to:

Send copies to: teamaglearn@usda. gov

Note: The above recipients will receive 1 email for each user receiving this
notice.



The supervisor will
receive an email for
every subordinate who
receives a notification.
Again, use discretion.

Create and attach a zip
file if you need to send
more than one file.

I's never a bad idea to
type your message in a
word processing
application such as
Word, then copy and
paste it into this box.

If a user complains
they did not receive the
notification, ask them to
check their Junk Mail
folder. If it's not there,
check their record in
AgLearn to verify the e-
mail address.

Step

15.

16.

17.

18.

19.

20.

Activity

Check the Second copy
of email to users’
supervisors box if you
would like to send a copy
of the e-mail to the
supervisor of each user
listed.

You may attach one file to
the notification. Click the
Browse button to search
your computer for the file
name and location.

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

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.

Click Send Notification.

The Finished page
confirms the notification
message’s transmission
to the e-mail server.

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

View

Reply To: Q,

* From: Q,

Send copies to:

Second copy of email to users’
supervisors:

Customize Contents

teamag

Note: Thi

Attachment:

@F.e

* Subject:

* Body:

Customize Contents

Attachment:

* Subject:

Remember to bring warm clothes

* Body:

Customize Contents

Attachment:

Browse.

= Subject: Remember to bring warm clothes

* Body: [Temperatures are expected to be unseasonably low for the entire week. Please plan accordingly and

check the forecast before departing,

Send Naotification

Finished

Motification(s) sent successfully

Start Over_.
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This guide describes
the steps needed to
perform these actions
in AgLearn. Agency
needs and policies
regarding which data is
to be entered in which
field may vary and are
not addressed. Please
look for such answers
within your agency.

You must click Submit
after checking this box
to submit the request
for the original user.

You must click Submit
before Select User to
submit the request for
the original user.
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External Training Requests (1411)

Administrators are able to create SF-182 requests on behalf of employees, view and
edit requests already in the pipeline, and make approvals as necessary. They can
also submit requests as pre-approved (users cannot), and can backdate the SF-182
to accommodate training that has already taken place.

Step

1.

Activity

Open the record of the
user for whom you wish to
create the external
request and select SF-
182s in the Related area.

Click the New Request
button.

Part of the form
automatically populates
with data from the user’s
record. Complete as
much of the form as
necessary. Required
fields will be marked with
a red asterisk.

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

To save the non-personal,
training-specific data for
another user, check Save
Data for Another
Request.

To choose another User’s
record to apply the data
saved in Step 5, click
Select User.

View

Related More @

Assignment Profiles
Competencies
Competency Profiles

Completed Work

Curricula

SF-182s

To-Do List

SF-182s MNew Reguest
Request... Title

1 Submit Reguest as Approved

2

i¥! Save Data for Another Request

ly

Select User



7. To clear any changes

made to the form, click
Reset.

8.  To save your changes in

draft form to submit them
later, click Save Draft.

9. To submit the completed Submit
form for approval, click |:

Submit.




Some administrators
may also see an Edit
Approved Request
option as well. The
process is the same.
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1. Find the user’s record you

: . . Related M
wish to edit and click the _ ore @
SF-182 Requests tab.

Completed Work
Curricula

Competency Profiles

Competencies

Assigni peateq ofiles

2. Click the Edit Request 136277 Testfor Plateau - Rewv... Submitted Step 6 ::Aml‘::l
link for the request you Withdidw Request
wish to edit.

3. The SF-182popsupina [ — —
new window. Make the S S
necessary changes. . == — -

. State | Brovince. Fostal Code Country

4.  Click Apply Changes to
save the changes.

Apply Changes
Close

5. When finished, click the
Close button.



It's always a good idea
to have written
authorization from
someone with the
authority to do so
before approving or
denying an SF-182 as
an administrator.

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

1. Inthe Users record, click

Related M
the SF-182 Requests o ©
tab. To-Deo List
Completed Work
Curricula

Competency Profiles
Competencies

Assigni peateq ofiles
—

2. Click the Edlt Approval 135335 test #2 for Plateau Submitted Step 1 E::Awn::l
link for the request you i
wish to approve.
3' Click the Option button for g{p&;nval Approver Approved gg:‘:p\med AQ%EE%II Deny
Step 1 Na I e
Approve or Deny. o L3
Note: Team AglLearn S D ne °
recommends you include |
comments as to why you
took this action and to cite
your authorization for doing
so.
4. Click Apply Changes. Anphe Channes
5. The screen will refresh, spproa Date Approve
. Step Approver Approved Completed Approve Al Deny
W|th the approval or it;:‘em B Yes 1011172012 AmericaiNew Yark
denial noted. supz e — o -

Click X in the upper right
corner to close the pop-

up.

Close Popup
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This guide describes
the steps needed to
perform these actions
in AgLearn. Agency
needs and policies
regarding which data is
to be entered in which
field may vary and are
not addressed. Please
look for such answers
within your agency.
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Step Activity View

1. After the External Training Related More @
event has taken place,
the User must verify his or
her attendance. In the Completed Work
User’s record, click SF- Curricula

182 Requests. Competency Profiles

Competencies

Assigni peateq ofiles

2. Click the Verify link for e e O
the request you wish to A
Verlfy 17920 TestTest Denied ﬁﬁeqneﬂ

3. Complete the form.

) ]
— = s T = =
s G ] "

4 clicksubmittosendthe [ T
form to the User’s o e m— ———
supervisor for approval. R T
This allows the event to e rou N sl spm
move into Learning e i oG Car R G
History. F
Note: If you are also i
approving the verification to
move into Learning History,
check the Submit Request
as Approved box before
clicking Submit.

5.

If the verification still Submit
requires approval, confirm

the supervisor's name

and click Submit.



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

Managing Training Approval Processes (1411)

AgLearn has the ability to manage multiple multi-level training approval processes.
Team AglLearn handles the creation of approval processes and roles; agency
administrators may 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 Iltems may only require a supervisor approval.

Seven other roles exist for more complicated processes. These grant each agency
the flexibility to use the processes best suited to their needs, and appropriate for each
Item. Agencies may map approval roles such as Budget, Training Coordinator, and
Training Officer to specific individuals if those titles exist in your agency. More generic
roles (Approver 1, Approver 2, Reviewer, and Final Approver) exist for processes that

need more flexibility in the selection of personnel to fill each role. Each process lists
the roles included; roles may be included in more than one process.

To assign new approval roles to users, or to request the creation of a new approval

process, contact Team AgLearn.

There are two key things to remember about the approval processes mentioned here:
1. They apply only to AgLearn items. SF-182 approvals are an entirely different
process. Only Team AgLearn can make changes to SF-182 approval
processes. If you have questions, please open an ATAN ticket.
2. If a scheduled offering requires approval, the user will not have a registration
status of “Enrolled” until the approval process is complete. Likewise, online

items will not launch until all necessary approvals are in place.

Step Activity

1. Open the record of the
item to which you want to
add an approval process.

2. Select the View All link.

3. Hover the mouse over the
Approval Required field
until the drop-down
appears.

Select Yes.

4. Hover the mouse over the
Approval Process field
until the drop-down
appears.

Select the approval
process you want to
associate with this item.

View

AgLeam Adminis

Training - Version 6.4 (Classr00m AGLEARN-5 1ADML 2 @

AQLE AT SNOUS SN S ining 55 wed 33 Experenced

Delivery Method:
*Domain;  USDA(USDA) Audience:

Approval Process:

nem Goals: Assign. Type:
Creait Hours: Contact's Emait:
Supervisors can record Leam... 1o
View Al @

User can record Leamning Eve... 1o

View All @

Extended Summary

Approval Required: Yes

Active: Mo

Source:

Max Registration:

Approval Process:

[

2 Step - Supenisor and Training Officer (25UPERTO)

As: 2 Step - Supenvisor, Budget, Supenvisor (3SUPERBUDGET)

3 Step - Supemnisors and Training Officer (3SUPERTC)

4 Step - Supenvisors, Training Coordmak_ Training Officer (4SUPER)
External Approval (EXTERNAL)

Cont:

Learning E

39



The process is identical
for associating an
approval process with a
scheduled offering,
except, of course, in
Step 1 you search for
and open the
scheduled offering.

40

5. Click Save.



Managing Items (1411)

An item is a container for a unit of learning you can assign to a user and track
subsequent completions. An item can consist of online content, a classroom event, a
video, on the job training (OJT), a webinar, or an external certification.

When creating or copying an item, it's a good idea to read through the steps below
and have all the necessary information at hand before beginning work in AgLearn.
The goal is not to have to make any decisions once you start to type (or, even better,
copy and paste) the information info AgLearn.

Always create new items in Staging first, as errors made there have no effect on any
real records. It is a practice environment.

Step Activity View
1. Select the Learning '
button. =
Learning

The Items Search 2. Onthe Items > Search e Tk [Statswith v =
screen is the default screen, enter the tem 0 [Stats with v | \
landing spot. appropriate search Bvporr) B

criteria. Revision Nember [Stats wih ]| \

Note: See Managing Data "™ Lstatsvin 58] | |

em Status: ® active O ot active O Both

Entry and Searches for

more detailed information on """ [stans i 8] | =
Search|g Online Settings: [ Has aniine: cartent
Domains: | Starts Wwith El | | A
Suiblect Areas | Starts Wwith v | | |
3. Click Search. Search
Use Ctrl+F to qU|Ck|y 4 On the ReSUItS diSplay, Field Chooser & Dowmload Search Results &%
Screen . desired Item ] Item o Title Domain 1D Assignment Type

Assil entMar (Rev 1 - Manager
107315 A1 11:40 AW

Note: If this is an item you ot i1
may need tO come baCk tO, ‘ Web Based AgLeamn- AgLearn+ Basic USDA REC

‘ WeDb Based AgLearn- AgLearn+ Assignment USDA REC

. BasicAdmin (Rev 1 - Administrator
you can bookmark it now.

TM3i2011 0210 PM

America/New York)

5. Navigate the item as
needed to view the data
required.

Note: You will only be able

to edit entries if you have
Edit rights.
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Step Activity View

Instructions on how to 1.
configure your Home

Page are in the

AgLearn+ Basic

Administrator online

On your Home Page,
select the Quick Link to Add Item

Cr any assignable unit of training.
Add Item. These can be either an online learning,

instructor-led, a blended version of both,
or an ad hoc learning exercise.

course.

Live webinars are also
scheduled items, but
the Item Type should
be Virtual Classroom.

The Item ID should
always begin with your
Agency acronym.
Consult with your
AgLearn agency lead
for the established
naming conventions for
ltems.
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Select the kind of item
you want to create. There
are four choices:

Scheduled Only creates
segments necessary for
future scheduled offerings
when creating instructor-
led training.

Online Only requires
online content to be
loaded to the content
server and is used for
training to be taken online

at the user’s convenience.

Scheduled and Online
contains both segments
and online content.

Other has neither
segments nor online
content and applies to
physical goods, such as
books or CDs.

Select Scheduled Only.

Click OK.

Select Classroom from
the Item Type drop-down
list.

Enter an Item ID.

All capital letters with
sections separated by
hyphens is the preferred
convention.

Please select the type of item you would like to add:

_hnm.

DK

#tem Type:
#Item 1D:
#Title:

Description:

*ltem ID:

suulﬁ:-l;

ﬁtm.p----..mm.um.

Scheduled and Online
will contain both scheduled and online

o Online Only

BB s e il have asscciated anin
launchedand compsed s ny e,
Example: Web based tutor

ontent tha can be

(] other
SR Thus e will be neither scheduled nor online, and
= S et e
N

-] @

CD-ROM (CD-ROM)
Certification (Certification)

Classroom (Classroom)

Course (Course)

ConfarenceiMeetmg&:onferencﬂdleetmg}




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

The default domain is
PUBLIC. Never, ever,
leave an item in the
PUBLIC domain, as
any administrator will
be able to take action
on it.

Approval processes are
rarely required for
items.

Obtain information on
credit hours from the
course owner.

Step
6.

10.

11.

Activity

Enter an Item Title.

Enter a Description for
the item.

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 the item has a specified
number of Credit Hours,
enter them here.

If Additional Options are
needed, click the & to
expand the area and
complete the fields as
needed.

Additional Options
include:

Revision Date
Revision Time
Revision Number
Contact Hours
CPEs

If you selected an
approval process in Step
9, check the Approval
required to self-register
box.

View
Title: | ]
Description: Lorem ipsum dolor sit amet, consectetur
adipisicing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua.
#Domain 1D l‘%
Approval Process: |+ I (5]

Credit Hours:
1 step approver only (no supervisor) (NIFA-TrainingStaff)
2 levels of supenvisor approval (2SUPER)

2 Step - Generic Approvers (2APPROVER)

2 Step - Supenvisor and Budget (23UPERBUDGET)

ional Options

Credit Hours: (1000,001.01)

[ Additional Options

*Revision Date: | 101152012 | [ Contact Hours: | (1600,601.01)
*Revision Time: [ 11:20 AW CPEs: [ (1000,001.01)
Revision Number: | 1

[] Approval required to self-register
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Due to AglLearn’s
configurability, your
screen may display
more or fewer fields, or
may display items in a
different order. You
may have to scroll
down to find all the
fields in Steps 17-21.
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Step

12.

13.

14.

15.

16.

17.

18.

Activity

Select the number of days
training will last from the
Number of Days drop-
down.

Enter the number of hours
training will last each day.

If not every day will be the
same length as indicated
in Step 13, click Go To
Advanced Schedule and
configure the segments
individually.

When satisfied everything
is correct, click Save &
Exit.

AgLearn takes you to the
item’s summary page.
We're still missing several
key pieces of information.

Click View All to expand
the summary information.

Enter the intended
Audience.

Enter the Item Goals.

View
Number of days: |1 |~
Hours per day:
1
Go To Advanced 5 5
Use for more complex sq 3
4
5
G
7
8
R
Hours per day: 8.00

Go To Advanced Schedule

Usze for more complex schedules.

Save & Exit

=| TestILT ltem for Toolkit
Description: @

Classreom [

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore

Delivery Method:
*Domain: USDA (USDA)

Item Goals:
Credit Hours: 0.00

Supervisors can reco... Nao

| u\fwm\ ® |

Approval Process:
Audience:

Assign. Type:
Contact's Email:

User can record Lear...

No

Audience: [I 1

j@

Item Goals: [ |

@




Step 17 — 21 do not
constitute a
comprehensive list of
what you may wish to
include. Other fields
may be desirable. Use
your best judgment to
add what you need, as
it will make creating
subsequent scheduled
offerings easier.

View

Step

19.

20.

21.

22.

Activity

Enter the minimum
number of students for
which an offering will take
place.

Note: Each scheduled
offering can have a different
minimum.

Enter the maximum
number of students
allowed in an offering.

Note: Each scheduled
offering can have a different
maximum, depending on
room size, available
resources, etc.

Use the drop-down menu
to set Enable User
Ratings to Yes.

Note: This is what enables
users to select Amazon-style
ranking to items they have
completed. AgLearn
compiles the responses and
includes them in the item’s
catalog entry.

Enterprise Human
Resources Integration
(EHRI) is one of five
OPM-led e-Government
initiatives designed to
leverage the benefits of
information technology.
As such, USDA transmits
certain relevant training
information to OPM via
AgLearn. Providing this
information to AgLearn is
your responsibility when
creating an item.

Scroll down to the
Extended Summary
area.

Min Registration: I |

Max Registration: [

Enable User Ratings: Yes

Mo

Yes

Additional Settings
[T—r—
Approval Required: o
Contact's Emall:

Extended Summary

Creation Date: 9152015

Supervisor Registration: Yes
Organizational Unit :
Training Accreditation Organization Type:
Training Source Type:
Defauilt Training Type:
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23. The first EHRI field is e,

‘Training Accreditation Indicator: [ 1gl
Training Accreditation _Gourse a From Vendor: -
Indicator.

Click to open the drop-
down menu and select
the appropriate choice.

24, The next EHRI field is T —
Training Source Type. Ceteut Tarios e 2

25. Next is Default Training e
Pu rpOSe' BBrtvmbochcPrio ooty ks

26. Followed by Default A =]
Training Type. rE———
‘raining Credit Type Code:

27. Then, Training Credit
Designation Type.

)
&
¢

Training Credit:

28. Training Delivery Type T — m
iS neXt' Instructor Competencies:

29. Training Credit Type el -
Code is the gl Course: e

antepenultimate field.

30. And, finally, Continuing Continued Service Agresment Required o,
Service Agreement
Required.
31. Wwith EHRI out of the wa
y Related More &
we can turn our attention
. . Segments
to other important things
to include. Online Content
. . C.jital
Click the Catalog tab if
the item is to appear in a Competencies

catalog.




Items do not have to
appear in any catalogs,
but if the item is not in
a catalog, associated
scheduled offerings will
not be, either.

Due to AglLearn’s
configurability, your
search screen may
differ in appearance.

Use flags to draw
users’ attention to an
item’s catalog listing.

If you’re not sure, enter
your best good faith
estimate. You can
always change it later.

Step

32.

33.

34.

35.

36.

37.

38.

Activity

Click the © to add the
item to a catalog.

Search for the catalog to
add in the resulting pop-

up.

Select the catalog of your
choice from the search
results by checking the
Add box.

Select Add Schedules to
automatically add future
scheduled offerings to the
catalog.

Click Add.

Select a Flag, if
necessary.

Indicate the last day of
the flag’s appearance.

Enter text in the Reason
box. This will appear to
the user when the cursor
passes over this Item in
the catalog.

- Enter an expiration date

for the item in the Expires
field.
Note: All new AgLearn items

should have catalog
expiration dates.

View

Catalogs %
Descripticn

Catalogs ]
Kemmort: —

Catalog ID: Sariswin v

Description: Starts Wih -

i rtrn R

Add ltem To Catalogs

Select All / Desslect All

dddi
CatalegID Description Dchedules  Add

USDA USDA
usda_grad_school  Graduate School, USDA B i
Select All / Deselect All
Add
Flag: v
Reaso.. | |
Featured
Mew
Revised
Until: MMDDN Y'Y | [5E]
Reaso..
Expires: MIDDAYY | (5]
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AgLearn will drop you
on a search results
screen. Scroll up to get
to the search screen.

48

40. Click Subject Area if you
wish to add a subject area
to the item’s catalog

Prerequisites

Subject Areas

entry. Substitutes

a1. | =
Click © toadd a subject ~ SublectAreas O
area. e

42. Search for the subject
area or areas to add in
the resulting pop-up.
Note: Due to AgLearn’s
configurability, your search
screen may differ in
appearance.

43. Select the subject area(s)
of your choice from the
search results by
checking the Add box.

44. Click Add.

45. To Bookmark this item for
easy reference, click the
Bookmark link in the
Actions area.

46. To create a scheduled
offering for this item, click
the Schedule link.

Add Subject Areas To ltem

D Description Levels Add

AGLEARN Aglearn Related Courses 1 [+
o Agleams Agleame Training Courses 0 | %
- ®agLesmonginal AgLeam Onginal Courseware Stucture 0[]

Actions

Assign

Schedule

Bookmark

Send Notification




Instructions on how to
configure your Home
Page are in the
AgLearn+ Basic
Administrator online
course.

The Item ID should
always begin with your
Agency acronym.
Consult with your
AgLearn agency lead
for the established
naming conventions for
ltems.

Step

Activity

On your Home Page,
select the Quick Link to
Add Item.

Select the kind of item
you want to create. There
are four choices:

Scheduled Only creates
segments necessary for
future scheduled offerings
when creating instructor-
led training.

Online Only requires
online content to be
loaded to the content
server and is used for
training to be taken online

at the user’s convenience.

Scheduled and Online
contains both segments
and online content.

Other has neither
segments nor online
content and applies to
physical goods, such as
books or CDs.

Select Online Only.

Click OK.

Select Web Based from
the Item Type drop-down
list.

Enter an Item ID.

All capital letters with
sections separated by
hyphens is the preferred
convention.

View

Add Item

Cr any assignable unit of training.
These can be either an online learning,
instructor-led, a blended version of both,
or an ad hoc learning exercise.

Add New ttom

m‘“‘
This o il hov assocated onlie cortant U con bo
isnched and comploted at any bme

O, Schedulod and Online o Ouber

ety = e e
OK
*ltem Type: @ |v] @
# ltam 1D: On the Job Training (OJT) (0JT)
Tae Shadow Assignment (Shadow Assignment)
Title:
Video (Video)
Description: | vy a) Classroom (VClass)
‘Web Based (Web Based) k
o f
*Item ID: ]
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The description you
enter here will appear
when the user views
the Item Details in the
catalog.

The default domain is
PUBLIC. Never, ever,
leave an item in the
PUBLIC domain, as
any administrator will
be able to take action
on it.

Approval processes are
rarely required for
items.

Obtain information on
credit hours from the
course owner.

50

Step Activity

6.

10.

11.

12.

Enter an Item Title.

Enter a Description for the
item.

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 the item has a specified
number of Credit Hours,
enter them here.

If Additional Options are
needed, click the & to
expand the area and
complete the fields as
needed.

Additional Options
include:

Revision Date
Revision Time
Revision Number
Contact Hours
CPEs

If an Approval Process is
required, check the
Approval required to
self-register box.

When satisfied everything
is correct, click Save &
Exit.

View
*Title: | ]
Description: [ Lorem ipsum dolor sit amet, consectetur
adipisicing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua.
#Domain ID: l‘%
Approval Process: | v | @ )

Credit Hours:
1 step approver only (no supenisor) (NIFA-TrainingStaf)

| 2 1evels of supenvisor approval (2SUPER)
| 2 Step - Generic Approvers (2APPROVER)
2 Step - Supenisor and Budget (2SUPERBUDGET)

ional Options

PP T
Credit Hours: (1000,001.01)

] Additional Options

*Revision Date: | 10152002 x| (Contact Mourss | (100000101

*Fowvision Time: | 11:20 AM CPEE | (1000,001.01)

Rirvision Nember: 1
L] Approval required o self.register

Save & Exit



Due to AglLearn’s
configurability, your
screen may display
more or fewer items, or
may display items in a
different order. You
may have to scroll
down to find all the
fields in Steps 14 — 16.

Step 14 — 16 do not
constitute a
comprehensive list of
what you may wish to
include. Other fields
may be desirable, such
as whether to permit
students to self-enroll,
place themselves on
the wait or request lists,
and what kind of
training room is
required. Use your best
judgment to add what
you heed.

View

Step

13.

14.

15.

16.

17.

18.

Activity

AgLearn takes you to the
item’s summary page.
We’'re still missing several
key pieces of information.

Click View All to expand
the summary information.

Enter the intended
Audience.

Enter the Item Goals.

Use the drop-down menu
to set Enable User
Ratings to Yes.

Note: This is what enables
users to select Amazon-style
ranking to items they have
completed. AgLearn
compiles the responses and
includes them in the item’s
catalog entry.

When you have
completed all the
necessary changes, click
Save.

Enterprise Human
Resources Integration
(EHRI) is one of five
OPM-led e-Government
initiatives designed to
leverage the benefits of
information technology.
As such, USDA transmits
certain relevant training
information to OPM via
AgLearn. Providing this
information to AgLearn is
your responsibility when
creating an item.

Scroll down to the

Extended Summary
area.

=| TestILT ltem for Toolkit
Description: @

Classroom L

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore

Delivery Method:
*Domain: USDA (USDA)

Item Goals:
Credit Hours: 0.00

Supervisors can reco... Nao

\J@mu @

Approval Process:
Audience:

Assign. Type:
Contact's Email:

User can record Lear...

No

Audience: I | 1

j@

Item Goals: [ |

Enable User Ratings: Yes

No
Yes

Save |

Additional Settings
[T—r—
Approval Required: o
Contact's Emall:

Extended Summary

Creation Date: 9152015

Supervisor Registration: es
Organizational Unit :
Training Accredration Organization Type:
Training Scurce Type:
Detault Training Type:
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Items do not have to
appear in any catalogs,
but if the item is not in
a catalog, associated
scheduled offerings will
not be, either.
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Step

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

Activity

The first EHRI field is
Training Accreditation
Indicator.

Click to open the drop-
down menu and select
the appropriate choice.

The next EHRI field is
Training Source Type.

Next is Default Training
Purpose.

Followed by Default
Training Type.

Then, Training Credit
Designation Type.

Training Delivery Type
is next.

Training Credit Type
Code is the
antepenultimate field.

And, finally, Continuing
Service Agreement
Required.

With EHRI out of the way
we can turn our attention
to other important things

to include.

Click the Catalog tab if
the item is to appear in a
catalog.

Click the " to add the
item to a catalog.

View

Accessible:
Training Accreditation Indicator: [ 1g)
Course Id From Vendor: N\

reditation Organization Type:
Training Source Type: [ Y
Default Training Type: ¥

Course Id From Vendor:
Default Training Purpose: | [
Training Credit:

Training Source Type:

Default Training Type: [ 14l
1 Credit Designation Type: N
‘raining Credit Type Code:

Default Training Type:
fraining Credit Designation Type: [ I3l
Training Credit Type Code: S\

Training Gredit:

Training Delivery Type: [ [N
Instructor Competencies: oy

Training Credit Designation Type:
Training Credit Type Code: [
Muitilingual Course:

g

Related More @

Segments

Online Content

Competencies

Catalogs %
Description



Step Activity View
Due to AgLearn’s 29. Search for the catalog to Catmboge &
configurability, your add in the resulting pop- _—
search screen may up. J, o -
differ in appearance. pescrotens CT
AddRemave Criteria © Reset

30. Select the catalog of your — addtem To catsiogs %

choice from the search
r [ licking the A Sadect A1 et A
beos)’(u ts by clic g t € dd Catalog ID Description ?,&“m Add
usda_grad_school  Graduate School, USDA :": ﬂ
31. Click Add.
Use flags to draw 32. select a Flag, if flag T
rs’ ntion n —_
pse ,S attentio .t(? a necessary. —— | |
item’s catalog listing.
Featured
Mew
Revised

33. Indicate the last day of Until: oYY | [
the flag’s appearance.

34. Enter text in the Reason _—
box. This will appear to
the user when the cursor
passes over this Item in

the catalog.
If you're not sure, enter 35. Enter an expiration date ~ Expires: | ooy |
your best good faith for the Item in the
estimate. You can Expires field.

always change it later. Note: All new AglLearn items

should have catalog
expiration dates.

36. Click Subject Areaifyou  prerequisites

wish to add a subject area
to the item’s catalog

entry. Substitutes

37. | :
Click “ to add asubject ~ SublectAreas

area. Title
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AgLearn will drop you
on a search results
screen. Scroll up to get
to the search screen.
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38. Search for the subject
area or areas to add in
the resulting pop-up.
Note: Due to AglLearn’s
configurability, your search
screen may differ in
appearance.

39. Select the subject area(s)
of your choice from the
search results.

AGLEARN AgLeam Related Courses 1
AgLeam+ AgLeams Training Courses 0 3
@ AgLeamOriginal AgLeam Original Courseware Structure ) n

40. Click Add.

41. To Bookmark this item for i
easy reference, click the Actions
Bookmark link in the
Actions area.

Send Hotification




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

1. Open the record of the
item you wish to copy.

2. Click the Copy link in the
Actions area.

3. Select the Item Type for
the new item from the
New Item Type ID drop-
down.

4.  Enter the New Item ID.

5. Click the New Revision
Date Calendar icon and
select a new revision date
for the Item. The default
will be today’s date.

- TestILT item for Toolkit CtassroomDKO11.. [E] = & Actions.
Description: @ Assign
L sitamet,

i

Htem Goals: Toincrease he student:
SIRaR Hours: 800

Suparvisors can reco. WO
| Vewm @ |

Related
Segments Title Item
Online Content

Catalogs

Competencies

Actions

New Item Type ID: Classroom -

New Item ID:

New Revision Date:
[MMIDIVYYYY)

(=

wMore @ Prerequisites O e '

6. Enter a Revision Time.
The default will be now.

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

Time Zone:

Revision Time: |
(hh:mm ANIPM)

Eastern Standard Time (America/New York) -
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Step Activity View
Select the boxes ir_1 8. Select Copy Authorized E:‘:\QSDW Authaorized to Instruct Data
Steps 8 — 17 only if you to Instruct Data to copy
want AgLearn to this data to the new Item.

perform the action
specified. This will vary
from item to item.

9.  Select Copy Substitutes %DW Substitutes Data
Data to copy this data to

the new ltem.

10. select Copy Related %npy Relsted Competency Dats
Competency Data to

copy this data to the new
Item.

11. select Copy Related @&npy Related Document Data
Document Data to copy
this data to the new Item.

12. select Copy Related E}@DW Related Task Data
Task Data to copy this

data to the new ltem.

13. select Copy Prerequisite %Dw Prerecuisite Data
Data to copy this data to

the new Item.

14. Select Copy Request E‘:ﬁsnpy Request Data
Data to copy this data to

the new Item.

15. Select Copy Online %DW Cnline Settings
Settings to copy this data

to the new Item.

16. Select Copy Instructor E-L\‘\gs.;.w Instructor Costs
Costs to copy this data to

the new Item.

17. select Add the new Item %dd the newy item to the catalog
to the catalog to add the
item to the catalog.

18. click Copy. The new item [ copy
will appear.
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Tip: To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.
Note: See Using the Calendar Icon Assistant for more detailed information pertaining to the Calendar icon.

57



The Item Revision Wizard (1411)
When editing an Item to create a new version (a revision) of that Item, the Item
Revision Wizard provides on-screen instructions for each step of the process.

Revising an item creates a new version you can track separately from previous
versions. Substantial change to the content is the typical reason for a revision, though
not a requirement. You may create a new AglLearn version for even incremental
changes. You should not, however, revise the current version of an item when you
find a small mistake, such as a typo, or a segment that isn't the correct length. These
are easily fixed, and make no real change to the educational content. Open an ATAN
ticket if you are unsure whether a proposed change is significant enough to require a
formal revision.

Users already assigned the older version will be prompted with the option to access
the new revision of the item. If they do so, the new revision of the item replaces the
old on their To-Do List, if it is not already there.

The Item Revision Wizard 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);

Final Step: Complete, (Displays all of the choices made in previous steps)

Step Activity View
See Managing Data 1. Open the record of the o — T
Entry and Searches item for which you wantto "% =
for more detailed create a revision. iy i~
information on e — T =
searching. o — s m—

2. Inthe Actions area, click Actions

Revise.
Assign
schedule
Bookmark
‘send Notification
copy
Revisp,
Delete”
3. Click the New Revision - New Revision Date:
Date calendar icon to (MR/DDIYYYY)
select and enter a
revision date.
No one really cares 4. Enter a revision time in * Time:
about the revision time the Time field. (hhzmm AM/PM)
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and time zone. Using
the current time and
the default time zone is
fine unless instructed
otherwise.

Increments do not have
to be in whole
numbers. If the change
in this revision is small,
changing from 1to 1.1
is fine.

This check box only
appears when revising
an online item.

It's up to you whether
to roll ratings received
for the previous version
into those for the new,
or to start fresh.

Do not take Steps 16 —
19 lightly. Consider the
ramifications of each,

Step

Activity

View

Click the Time Zone
dropdown box to search
for and select a Time
Zone.

Time Zone:

Eastern Standard Time (America/MNew “York)

Enter a Revision
Number.

Revision Number:

Enter a revised Title, if
applicable.

Title:

Aglearn Administrator Training - Version 6.1 (Two Days)

Click Next.

Mext

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

Do you wish to copy the substitute relationships for this item to the new revision? Yes

10.

Select the Yes check box
to allow all authorized
instructors to retain their
authorization to teach the
new, revised item.

Do you wish to change all authorized instructors to the new revision? Yes

11.

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

This item has online settings. Do you wish to include the online settings in the new revision of this item? [7] Yes

12.

Select the Yes check box
to include existing user
ratings in the new revision
of the item

This item has user ratings. Do you wish to include these ratings in the new revision of the item? Yes

13.

Click Next to move to
Step 3.

Next

14.

Click one of the option
buttons to indicate
whether to make the new
revision of this Item
production ready.

@ Make this item production ready.

) Do not make this item production ready.

15.

Click Next to move to
Step 4.

Next

16.

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

Do you wish to inactivate previous revisions of this item? Yes
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Step Activity View

-aS they_ are nearly 17 Select the Yes Check bOX Do you wish to update curricula potentially affected by this new item revision? Yes
impossible to undo. to update all curricula

potentially affected by the

new revision.

18. Select the Yes check box Do you wish to update User learning plan assignments potentially affected by this new item revision? [7] Yes
to update To-Do List
assignments potentially
affected by the new
revision.

19 Select the Yes check box Do you wish to change all future scheduled offerings to uselaccess the new revision? ) Yes
to change all future
scheduled offerings to
use/access the new

revision.
20. Click Next to move to Next
Step 5.
21. Make any curriculum- R
H Requirement Description Add  (MWDDNYYY)
rEIated edlts that are #S‘I‘)A{TOOLKI\T-EMPL-WEHB ExampTerequirememfurluu\kit f;'lﬂ‘“
necessary. e
Reset Previous Next

22. Click Next to move to the Next
Final Step.

If you go back more 23. Review the selections FineStep: Compinta
i H Revise ltem

than One Step USIng the made and da'ta entered In Item: Classroom AGLEARN-6.1ADMIN-TRNG-2DAY (Rev 1 - 2/7/2012 02:06 PI
Previous button, you the previous steps AmercaNiew York)
Wl” have to recreate - . . ' New Revision Date: 11/27/2012 02:10 PM America/New York
the actions you Tip: Click the Previous Hew Revision Humber: 1.1

) 1 New Revision Title: AglLeam Administrator Training - Version 6.1 (Two Days)
performed in the steps gg:éoenn;otcr)nr%\(/eis? ;)r:ev(;(;?; Copy Substitutes: No
you sk|pped over. entered y Update Authorized Instructors: Yes

Make Item Production Ready: Yes
Inactivate Previous Revisions: Yes
Update Curricula: Yes

Update User Learning Plans: Yes

Update Future Scheduled Yes
Offerings:
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Step Activity View
The total number of 24. Click Run Job Now or Run Job Mow Schedule Job
records affected may Schedule Job to have
well exceed 2,000 if AglLearn complete the
you chose to update assignment to User
To-Do Lists in Step 18,
, ) record(s).
in which case you ) .
to run after hours. Error appears, you must

correct the errors before the
Wizard can schedule the
job.

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

The revision process is 25. Review and revise any of o o v I
complete at the the other Item data as e =
conclusion of Step 24. required. cracs ot e

You will have to re-
open the item record to
perform Step 25.
Fortunately it will be at
the top of your Recent
list, even if you forgot
to bookmark it.

== Rede
Comast’s Emaif; _canakngfiodousss gov
User can record Learning Eve... 1o

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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User Needs Management (1411)

The User Needs Management (UNM) Wizard 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 Wizard is available from the home page, the Search
bar, or from the Users button, under Tools.

User Needs Management Wizard 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.

Step Activity View

1. select User Needs Mgmt

on your home page. @  User Needs Mgmt

Assign or remaove assignments for
groups of Users. Assignments can
include Curriculum, Courses, and
Competencies.

2. Click the Add Curricula Step 1: Select Management Action
option button.

(]
0 *Add ltems
3. Click Next to move to Next
Step 2.
4. Select the Add one or Add Users

more from list link to

Enter User ID or add one or more from list.
search for and enter 4&5

Users into the UNM

Wizard.
5.  Onthe > Search screen, o

enter the appropriate Search Users

searc h C riteria. remove search criteria to further refine your search

Note: See Managing Data - e

Entry and. Sea}rches fpr N R

more detailed information on  vsersees: © actis © totactve © gon

searching. o e —
Supervisory Status: Starts With A 4
PubliciConfidential Filers: StartsWih ¥ |:Y
AddRemove Criteria © Reset

6. Click Search. Search



Step Activity View
The Select all the 7.  Onthe Results tab, e SETER
Users of the search Se|eCt the COI’I‘eSpOI"IdIng Select Users For Needs Management
results Check bOX iS Add CheCk bOX fOI’ eaCh [7] Select all the Users of the search results
unreliable. Do not use User to add Add
it. o e per Page. 10~ [Page: 1 2| 3| aPrevious | Nextn (23 ol vecwes) [ o |
Note: Clicking the Select All o P P

link will only select the users =
visible on the current screen. i “

&

To select all names returned . :
in the search, open the G
Records per Page drop- et ssetem
down and select All, then nem e
Select All after the expanded
list displays. I T E— S
Add
8. Click Add. Add
9. Review the Users in the —
Edit Users section.
Tip: To remove a User, usero ams  renoe
select the corresponding — — E
Remove check box and s e &
click Apply Changes. et e _eembee o
~ o
— - e =
- - a
I ENR - a
4]
10. click Next to move to Next

Step 3.

11. Select the Add one or
more from list link to

SearCh for and enter Enter Curriculum ID or add one or more irnm list.
Curricula into the UNM

Wizard.

Note: You can paste the ID
directly into the Curriculum
ID field. Beware of trailing
spaces and inaccurate
capitalization. Searches are
far more forgiving.

Select Curricula for Adding

63



Assign dates allow

AgLearn to determine

Required Dates for
curricula that have

them. Assign dates can
be set in the past, but

not in the future
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Step

12.

13.

14.

15.

16.

17.

18.

19.

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 add.

Click Add.

Review the curricula in
the Edit the List of
Curricula for Adding
section.

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

Search Results

Search Curricula

Enter a value for each field that you want to use to filter your search. Some fields allow you o select from a list of values. You can also add or

remove search criteria to further refine your search.

Keyword: |
Curriculum ID: Starts With hd

Curriculum Title: Starts With v

Curriculum Status: © active © Notactive O Both
Requirements: Starts Wi - T

AddRemove Criteria ©

Search

e R

Select Curricula For Needs Management

Curriculum ID Curriculum Title

AGLEARN-6.1ADMIN-TRNG-  Prerequisites for Two-Day AgLearn Training
2DAY

Add

Edit the List of Curricula for Adding

Add

Select All / Deselect All

Bdd

X

Curriculum Title

AGLEARN-6 1ADMIN-TRNG-2DAY Prerequisites for Two-Day AgLearn Training

Next

Assign Date

TIM2EZ2M2

Select Date

Next

Apply Changes

Select All/ Deselect All
AssignDate  Remove
1122012 [

Select All / Deselect All

Apply Changes



Jobs that will add
multiple curricula to
many Learners can
place a strain on
system resources.
Schedule large jobs
(>2000 curricula plus
users) for times when
most users are off the
system.

20. 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.

21. Review the Status Finished

message(s) on the
Finished screen. Status:

# Successfully added the curricula to the specified Users.

Direct Linking (1411)

[e2)
o1
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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 accepts HTML URLSs, including e-mail notifications, Web pages, and
documents. The user can click the link and move directly to the appropriate page.
(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 their assigned workflow restrictions allow and will
have to enter their login credentials before entering AgLearn.

The Direct Linking Wizard creates the link after you have chosen the page. You can
paste 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. You cannot choose
to insert the link into naotification tags.

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.

Item Details — Takes the user to the specified Item Details page.

Scheduled Offering Details — Takes the user 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 for direct linking.)

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 created, you may copy and paste the link in an e-mail, document, or
notification.

Step Activity View

1. Select the System .

Admin menu.
System Admin

2. Expand the Tools menu. ‘ e e G

‘ @Tools
\'7 Background Jobs




3. Select Direct Link.

4. pull down the menu and
select the Direct Link
Type (for example, Item
Details).

5. Choose URL as the Link
Output Format.

Depending on the link
type chosen in Step 4,
AgLearn may prompt you
for additional information.

For Item Details or
Online Content
Structure, click the
Search icon @ next to
Item ID to search for the
item. The Item Type and
Revision Date fields will
populate automatically
after selecting the item.

or Registrations, click
the Search icon @ to

search for the Scheduled

Offering ID. You may
also type it in directly if
you know it.

For Scheduled Offerings

‘ = Tools

Admin Passwords
Attachment= Utilization

Label IJ rtExport

Learning Event Synchronization
Import Data
Legacy SCORM Import

Select Link Type

* = Required Fiekds

* Direct Link Type:
Link Qutput Format:

* Direct Link Type:
Link Qutput Format:

Specify ltem

|
To-Do List

Home Page

Catalog Simple Search

Completed Work

Current Registration

SF-182s

Employee Subordinates

ltem Details

Scheduled Offering Detailz.

Registration

Online Content

Reports

Reports With Criteria

Performance Review

Competency Assessment

Plan

Curricula

Questionnaire Surveys

Pending Reviews and Approvals - Performance Management
Pending Reviews and Approvals - Training
Talent Profile

@ uRL () Notification Tags

* ltem Type:
* Item ID:

Revision Date:

—
I

’Select Item Type h

Specify Scheduled Offering

= Scheduled Offering ID: ©4
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8. For Reports or Reports o Liarming Nesds Group 2 Emplyes Siss H‘
. . . *= Required Fields Learning Needs Group By Supervisor
with Criteria, enter the . Learing Hours Group By User
. =Direct Link Type: RejLearning Hours Group By Organization
report you wish to have Link OUpUtFormat:  ® Launins cows Grous B Emmloyes St
run. ; aton.
Select Report Learning Hours Group By Supervisor
. . To-Do List ke
If choosing Reports with  -userepor: -
Criteria, you will have a
chance to specify the
criteria after you have
chosen which report to
run.
9. Click Display Link. Display Link
10. COpy the ||nk. Thed\reclImkfurmetargetyuusebectedEdismayedbebuw.muscaniauncnedbyUsersd\redN.

11. paste the link into any e- Customize Contents

mail, including those sent Attachment (Eose... ]
as ad hoc notifications. " Subfect: |Rageirnton wformetin
* Body: | _redirect jsp?

linkid=REGISTRATION&=chedulelD=29025




Managing Scheduled Offerings (1411)

The item creation process also establishes the default settings for any scheduled
offerings for that item. Therefore, the quickest and easiest way to create a scheduled
offering is to go to the item record and create the offering there. The system will alert
you to any scheduling conflicts so you can make the necessary adjustments.

Subtasks pertaining to Scheduled Offerings are accessible via the Learning menu.
Scheduled Offering-specific subtasks include the following: View, Add, Edit, Copy,
Cancel, and Close.

Step Activity View
Creating bookmarks for 1. Select the Learning
scheduled offerings button.
you expect to use Learning
frequently will allow you —
to avoid this process 2. Select Scheduled
altogether. Offerings [ ltems
" Scheduled Offerings
[ Classes
SChedUIed Offering 3' On the > SeaI’Ch Screen, Offering Type: 1) ttem offering type ") Schedule Block offering type '@ Both
searches default to enter the appropriate Scheduled Offering ID: satswin v
looking for offerings in search criteria. temsSchedule Block ID:  Starts With v
the future. To look for . —_—
N Description: Starts With -
an offering that has
already taken place, P Mo |
edit the Start Date Start Date Before:
After field. (MM/DD/YYYY) i

4. Click Search.
A Scheduled Offering is 5. Inthe Grid View, locate :
also viewable by the desired scheduled w

clicking the Calendar offering and click its link
View tab on the results

Records per Page 1L Page: 1 2 3 «Previous Ne

screen and then the to_ open. ) Scheduled Offering ID Title
desired Offering ID link Tip: Use the Ctrl+F function - Eorect Senvice
to open the to qu!ckly find a Scheduled %% Workers
corresponding record. Offering on the screen. : Compensation

Return to Work
for Supemnisors
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An item must have a
classification of
Instructor-Led or
Blended in order for it
to be schedulable.

The description need
be no more than a
reminder of the date,
as AglLearn does not
prominently display
dates in the scheduled
offering record.

You may remove
scheduled offerings
from catalogs, but
cannot add them to
catalogs where the
item is not present.
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Step

Step

Activity

Make any changes or
gather any information
you need from the
scheduled offering record.

Remember to click Save
before leaving any screen
where you made
changes.

Activity

Search for and open the
item for which you wish to
create a scheduled
offering.

Click the Schedule link in
the Actions area.

AglLearn has already
populated the Iltem Type
and Item ID.

Enter a brief Description.

The scheduled offering
inherits its Domain 1D
from the parent item. Be
sure it is not PUBLIC.

Check the Catalogs box
if the scheduled offering
should be included in the
same catalogs as the
item.

View
= AgLeam Administrator Training - Version 6.1 (Two Days) 20308 (7
Description:
Tost ofenng for Toolkat
Rem: Classroom AGLEARN 6.1A.. Approval Process:
Approval Required: o *Domain; HelgDesk - Do Not Sele
End Date: 1/182013 End Time: 0430 PM
Facility: Instructor: Kathy Faliow
Start Date: 1/17/2013 Start Time: 08.30 AM
*Time Zone: Eastem Standad Time Registration Status: 0 encolied, 0 wathsted
View A1 {5

View
Classroom AGLEARN- AglLearn Administrator
6. 1ACMIN-TRNG-2DAY (Rev | Training - Version 6.1 (Two
1- 012 0208 PM Days)
AmericaiNew Yark
Actions
Assign
Scheﬂule
Bookhmark
R [
* Item Type: ¥ *Domain: Q R\,Duk

*Item ID: O, AGLEARN-S TADMIN

AgLeam Administ

Version 6.1 (Two Days)

* Domain: Q,

Catalogs:

Catalogs: ] Publish in all associated catalogs
Catalogs may be indiidualy removed from the

rator Training -
9 Scheduled Offering.

HelpDesk

7] Publish in all associated catalogs:
C g= may be individually removed from the

Scheduled Offering.



Instructions on using
the Calendar icon are
in the section titled,
“Selecting and Entering
a Date Via the
Calendar Icon.”

Be careful of the
format. Use a colon (%)
to separate hours and
minutes, then a space,
then AM or PM in
capital letters.

Facilities are a mess in
AglLearn; the drop-
down list is seemingly
endless and not well
sorted. With rare
exceptions you'll be
better off to settle for
specifying the location;
the searches are much
easier.

Selecting a location is
optional. No agencies
are using AgLearn for
venue scheduling at
this time.

Selecting instructors is
optional. Most agencies
have their own
methods for tracking
instructors’ schedules.

Step

10.

11.

12.

Activity

Click the Calendar icon to
select a Start Date.

Enter a Start Time.

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

Click Preview to see the
dates and times on which
the offering will take
place.

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

Search for and select a
Primary Location.

Click the Search icon to
see a list of instructors
authorized to teach this
item.

View

2. Schedule Information

* Start Date: 77
(MNDDAYYYY) Wh
+ Start Time: | 2elect Date
{hh:mm
= Start Time: 230 AM
(hh:mm
AN/PM)
* Time Zone: Eastern Standard Time (America/Mes *
Praview

Facility:

' Location:

Instructor: @, |APHIS - Audio Only (APHIS - Audio Ohty)
APHIS, Columbus, OH (APHIS - Columbus)

quipment: Q APHIS, VS, Hatiunal Center for A.nimal Health (APHIS - NCAH)
APHIS, Raleigh MC (APHIS - Raleigh)

Primary Location: .‘h i

Primary Instructor: | Select Location | |

Primary Instructor: Hi
Equipment: { Select Instructar
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Most agencies do not
assign equipment
through AgLearn.

Creating a bookmark
eliminates the need to
remember or write
down the system-
generated Scheduled
Offering ID numbers.
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Step

13.

14.

15.

16.

17.

18.

Activity

Click Select to schedule
the desired instructor.

If the instructor you wish
to use does not appear,
click the Search tab and
search for them as you
would for any other
record.

Click the Search icon to
find Equipment you may
need to assign.

Check for scheduling
conflicts by selecting the
resource in question from
the Resource Usage
drop-down, then clicking
the Refresh icon.

Click Save.

AgLearn takes you to the
scheduled offering’s
record. From here, click
View All to make
changes to maximum and
minimum registration
amounts, turn self-
registration on or off, alter
the registration cut-off
date, provide contact
information, etc.

If this is a scheduled
offering you'll need to
come back to, click
Bookmark in the Actions
area to create a
bookmark.

View

View Instructors Results

Instructor ID
OCIO-FALLOWK
OCIO-KINGD

Instructor Name Related User Availability

Fallow, Kathy Sefedt
King, Dana Sendct

Equipment: fib )

Select Equipment i
ree llsane Views®

Instructor ¥ &

Resource Usage View:

Save

= Agleam Administrator Training - Version 6.1 (Twe Days) 20388 B @ @
Description:

Test offering for Toolkit

Item: Classroom AGLEARN-6.1A... Approval Process:

Approval Required: No *Domain: HelpDesk- Do Not Sele:

End Date: 1/18/2013
Facility:

Start Date: 1/17/2013

End Time: 04:30 PM
Instructor: Kathy Fallow
Start Time: 08:30 AM
#Time Zone: Eastem Standard Time

| Viewan @ |

Registration Status: 0 enrolled, 0 waitlisted

Actions

E-ookﬁark

Copy



See “Performing a
Search” for tips on how
to search for a
scheduled offering.

Copying scheduled
offerings, especially
more than once, can be
tricky. Always perform
a dry run in Staging to
make sure the results
you get are what you
wanted, as offerings
created in error can
prove difficult to
remove.

Step

Activity

Open the record of the
scheduled offering you
wish to copy by searching
for it, using its Bookmark,
or finding it on your
Recents list.

Click Copy in the Actions
area.

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

Select how many times to
copy the offering. There
are four options:

Copy Single creates one
copy.

Copy Multiple — Daily
Based creates as many
copies as you want,
spaced as many days
apart as you want.

Copy Multiple — Weekly
Based creates as many
copies as you want,
spaced as many weeks
apart as you want.

Copy Multiple — Monthly
Based creates as many
copies as you want,
spaced as many months
apart as you want.

Note: Menus to allow you to
make selections based on
your chosen criterion will
appear when you make your
selection.

View

= AgLeamn Administrator Training - Version 6.1 (Two Days) 20388 (1) = W
Description:

Tost offering toe Toolkst

Rem: Classroom AGLEARN 6.1A..

Approval Required: 1o
End Date: 1/182013

Approval Process:
*Domain; HelgDesk - Do Not Seles
End Time: 0430 PM

Facility: Instructor: Kathy Faliow
Start Date: 11172013 Start Time: 08.30 AM
*Time Zone: Eastem Standad Time Registration Status: 0 enolled, 0 wasthsted
View A1 {3
Actions
Bookmark

Options:
D Copy Group Instance
D Copy New Scheduled Offering to the catalog
D Use ttem default segment day numbers

D Copy to consecutive Days

@ Copy Single © Copy Multiple-Daily Based © Copy Multiple-Weekly Based © Copy Multiple-Monthly Based
py.2ingle Py p! v Py p v Py p! y
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The demonstrated
example assumes we
are making only a
single copy.

Always copy your
scheduled offerings in
Staging first to avoid
errors that may prove
difficult to undo in
Production.
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Step

Activity

Click the Calendar icon to
select a New Start Date.
Note: The default Start
Time will be the same as the
item you are copying. You
may change this after
creating the copy.

Select the days of the
week on which the new
offering is to take place.

It's a good idea to note
the day or days of the
week when choosing the
start date in Step 6, as
choosing incorrectly can
cause your new offering
to take place over a wide
range of time.

If the original Scheduled
Offering had a registration
cut-off date, the new
offering will cut off
registrations the same
number of days before
the offering.

If you change this date,
remember to specify a
new Cutoff Date and
Time, as well as Time
Zone.

Click Next.

AgLearn presents a
confirmation screen.
Check the Send
Notification box to send
emails to anyone who
affected by the changes
to this scheduled offering.

10. cClick Copy.

View

* New Start Date: @ | 08:30 AM America/New Yor

(MM/DDIYYYY)
Select Date

* Schedule On: [ Monday [#] Tuesday [¥] Wednesday [C] Thursday [ Friday [] Saturday [[] Sunday

Dwerride adjusted registration cut-off date

Cutoff Date: ] Time: Time Zone:

(MM/DDYYYY) (Rhzmm AM/PM)

Mext

Scheduled Offerings @

> Copy Scheduled Offering

Copy the Scheduled Offering

Scheduled Offering ID: 29388
Title: AgLeam Administrator Training - Version 6.1 (Two Days)

Copy Group Instance: No
Copy New Scheduled Offering to the catalog: No
Use item default segment day numbers: No

Copy to consecutive Days: No
New Start Dates: 3/5/2013 08:30 AM America/New York

Include Registration Cut.off Date: Yes

Send Notification: Copy

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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See “Performing a
Search” for tips on how
to search for a
scheduled offering.

The default date for the
cancellation is the
current date. You
cannot cancel a
scheduled offering
once its start date has
arrived.

Costs are beyond the
scope of this toolkit.
Team AgLearn knows
of no agency that uses
them.

This step is a good

idea if you plan to offer
another offering for the
same item in the future.

Inactivating the
scheduled offering is
also a good idea to
avoid confusion.
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Step

Activity

Open the record of the
scheduled offering you
wish to cancel by
searching for it, using its
Bookmark, or finding it on
your Recent list.

Click Cancel the
Scheduled Offering in
the Actions area.

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.

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

Click Next.

\%

= AgLeamn Administrator Training - Version 6.1 (Two Days)

iew

20388 (1) =

Description:

Tost ofenng toe Toolkst

Ttem: Classroom AGLEARN-6.1A.
Approval Required: o
End Date: 1/182013
Facility:
Start Date: 1/17/2013
“Time Zone: Eastem Standad Time

\n-.-wu@

Approval Process:
*Domain; HelgDesk - Do Not Seles
End Time: 0430 PM
Instructor: Kathy Faliow
Start Time: 08.30 AM
Registration Status: 0 envoled, 0 wasthsted

Cnncel the Sched...

De"‘f Cancal the Scheduled Offering

Send Notification

* Scheduled ©, pg3gs
Offering:

* Cancellation 101712012
Date:
(MMDDAYYYY)

Mext

Mext

a

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

[7]  Send Notification to User

[7]  Send Notification to Supervisor

[7]  Send Notification to Instructor

[7]  Send Notification to Contacts

Inactivate the Scheduled Offering
MNext



DR e UMy O
cancellation changes.

Scheduled Offering ID: 29388
Scheduled Offering Total : 0.0 US Dollar (USD)

Request Item For Users: Mo
Notify Users: Mo
Notify Supervisors: Mo
Notify Instructors: Mo
Notify Contacts: Mo
Inactivate the Scheduled Offering: Yes

10. click Finish.

11. On the Finished screen,

review the scheduled Finished

offering’s status. status:

# The scheduled offering has been successfully cancelled.

\l
\l



Closing a Scheduled
Offering is primarily an
accounting function.
(Think “closing the
books.”) It is rarely, if
ever, used.

You may click the
Search icon if you do
not know the
Scheduled Offering ID.

There is no way to
undo closing a
scheduled offering. Be
sure you have the right
one before finishing.
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1. Select the Learning i

i,

button.
Learning
2. Open the Tools drop- { Tasks |
down.

3. Select Close Scheduled
Offering. (It will probably
be the default.)

Close Schedyled Offering
Cancel Schi Offering
Curriculum S;:_l'heduling
Registration Assistant
Required Dates Editor

Scheduled Offering Notification

4. Enter the Scheduled
+ Scheduled
Offering ID. (}I‘ferlijng: Q [osre

5. Enter the Closing Date, _
either by using the * Closing Date: - (7} [orraor2
Calendar icon, or by
typing it yourself.

[47)
(47}

6. Click Next. Next

7.  Click Next. Next

Note: This toolkit does
not address costs.

8.  Confirm you are closing

the proper scheduled _

offering.

Scheduled Offering ID: 10478
Scheduled Offering Total: 0.00 US Dollar {(USD})

9. Click Finish.

Note: Closing a
Scheduled Offering
removes it from the
calendar.




10. On the Finished screen,

review the Scheduled Finished

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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Bookmarking the
scheduled offering
removes the need to
search for it.

See “Performing a
Search” for tips on how
to search for a
scheduled offering.

Use Ctrl+F to quickly
find a Scheduled
Offering on the screen.
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Managing Segments (1411)

A segment is a unit of division of a scheduled offering that allows information to flow
from an item record to all associated offerings. For example, if an item is set up to
have three segments on consecutive days, all the administrator creating an offering
needs to do is to tell AgLearn the start date; AgLearn will know which other days to fill
in.

Segments can also facilitate the scheduling of locations, facilities, and instructors,
though Team AgLearn knows of no agencies that use it for that, with the possible
exception of a few who may be using it to track instructors’ schedules.

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.

Step  Activity View
1. Select the Learning e
button. =
LLearning
2. Select the Scheduled | ttems
Offerings tab. :
' Scheduled Offerings
I Classes
3. Enter search criteria for Case senstive search O ves ® o
the Scheduled Offenng . Otfering Type: O tem otterinatype © Schedule Block offering type & Bath
Scheculed Offering ID [Statts with | | |
ttemiScheduls Block ID: ‘ Starts With .,l | ‘
Description: ‘ Starts With v| | ‘
DOy mozmme
el —
4. Click Search. Search

5. Locate the desired
Scheduled Offering and
click the link for its ID.

Scheduled Offering ID  Title
208289

Item/Schedule Block

Classroom
AGLEARN_COURSEAVENUE
(Rev 1-12/28/2010 10:15 AM
AmericaMew York)

Coursefvenue
Studio Training

6. Click the Segments tab.

Related More &

Registration

Catalogs



This provides the
opportunity to view
segment details
pertaining to
instructors, locations,
equipment, materials,

and custom resources.

Locate the desired
segment. Double-clicking
on the segment will open
the record to show more
detail and allow you to
make edits.
Note: You can also edit
segments while viewing the
scheduled offering in List
View. To switch to List View,
click the List View icon next
to the Related Help icon.
ST

Segments O [) Rese

lmm Hwﬁk I[@Muﬂlﬁ ]@ & 12-18 Novemb

Monday Tuesday Wednesday Thursday

12 November 13 14 15

:00 AM ..
Basic

Intermediat
e Training
Primary

81



Bookmarking the
scheduled offering
removes the need to
search for it.

Any changes made to a
segment in a
scheduled offering will
apply to that offering
alone. If you wish to
add segments to all
future offerings for an
item, edit the item
record.

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

Activity

Locate the scheduled
offering in which you wish
to add a segment.

Click the Segments tab.

Click the Add New
Segments icon.

Double-click the Start
Date calendar icon to
select and enter a start
date.

Enter a segment start
time in the Start Time
field.

Double-click the End
Date calendar icon to
select and enter an end
date.

Enter a segment end time
in the End Time field.

Click the Time Zone
drop-down list to search
for and select a time
zone.

Enter a brief Description.

" CourseAvenue Studio Training 29289 @ @
Description:

Item: Classroom AGLEARN_COU... Approval Process:
*Domain: Office ofthe Chief Inform
End Time: 04:00 PM

Instructor: Mo Name

Approval Required: Ho
End Date: 11/14/2012
Facility:
Start Date: 11/14/2012 Start Time: 08:00 AM

*Time Zone: Registration Status: 0 enrolled, 0 waitlisted =l

View All @ |

Eastern Standard Time

Related More @

Registration

Catalogs

Segments

o e e

Add M=w Segments
—

Add Segment
#*Required

* Start Date: MMDDYYYY | [F] F

*End Date: MMDDYY Y Y'Y | [
* Start Time: 9:00 AM

*End Date: YW =

#Time Zone: [Eastern Standard ¥r

*End Time: 12:00 PM

*Time Zone: | Eastern Standard Time (AmericalNew York) | v |

Description: | e to instructor availability




Step Activity View
10. cClick the Resources
drop-down and select Resources |0 |~
Add Location to choose Add Location
a location for the Type & Titl
Segment_ Add Instructor
ElLDCﬂﬁD“ Add Equipment

Add Custom Resource

Details will
11. search for and choose Locations
the location as you would =~
anythlng else Search Locations

search. Some fields allow you to select from a list of values. You can also

Case sensitive search: © ¥ @ o

Location ID: Swtswin v [
Description: setswmn v [
Location Type: Swtswin v [T
Facility: Starts With ~ T
Add/Remove Criteria © Reset
12. cji
Click the Resources I
drop-down and select :
Add Location

Add Instructor to choose  Type & Titl
a location for the

Add'Bguipment

segment.
13. Only instructors Instructors e ©
authorized to teach this

item will appear. Check e
the Add bOX and C|ICk the View Instructors Results

Add button to select one. Gl (e
If youwish to searchfora [ o s s R0 e
different instructor, click SHEETEE

Select All / Desslect All

the Search tab and
search as you would for
anything else.

14. If the changes made in Save Save And Close
Steps 10 — 13 apply only
to this segment, click
Save and Close and skip
to Step 19.

If you like these changes
to apply to all segments
for this scheduled
offering, click Save and
continue to Step 15.
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Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.
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made in Steps 10 — 13 to
all segments of this >rimary ﬁéf[:&;;l;r_mnl |
offering, click Apply To promets
All Segments.

15. i rri
If applying the changes " Appy to Al Se.. | Els
|

16. @@Select which of the
resource changes you

want to apply to all Select the resource types to apply to all segments.

segments. | O] Applyal

Note: This will overwrite the . _

existing resources for those L] Locations L] Equipment

segments. [] Instructors [] Custom Resources

Note: This action will overwrite all resources assigned to other
segments.
Save And Close

17. click Save and Close. ~ Save And Close

[

18. click X in the upper right
corner to close the pop-

up.

19. selectResend |4 Resend Registration Notifications
Registration Notification

to notify students and
instructors of the
changes.




1. Locate the desired P ——— Rorm/Schedale Block

scheduled offering and CourseAy c
click the Scheduled «| 0 TS e iz s
Offering ID.
2. Click the Segments tab. Related e
Registration
Catalogs

3. Double-click the segment
you wish to copy.

© 11/15/2012 09:00 AM - 12:00 PM
Added segment due 1o dabity

Primary Instructor:
Primary Location:

4. Select Apply to All

rri
Apply to All Se... 16
Segments. _ Aeplyto b |IE

>rimary ﬁé’T

5. Select each check box
corresponding to the

individual resources to Select the resource types to apply to all segments.

copy. [ Apply an

Note: Select the Apply All i _

check box to copy all [] Locations [] Equipment

Segment resources tf) the [] Instructors [] Custom Resources

other Segments in this . o _ )
Scheduled Offering. Note: This action will overwrite all resources assigned to other

segments.

Save And Close

6. Click X in the upper right
corner to close the pop-

up.
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Be sure you are
deleting the correct
segment before clicking
Yes. AgLearn is not like
Microsoft Word; there
is no Undo button.
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1. Locate the desired
Scheduled Offering and
click the Scheduled
Offering ID.

2. Click the Segments tab.

3. Double-click the segment
you wish to delete.

4. Click Delete at the lower
right of the pop-up.

5. Confirm the deletion.

Scheduled Offering 1D Titte Item/Schedule Block
C A Cl
A n@ Studio Training | AGLEARN_COURSEAVENUE
o f (Rev1-12/2812010 10:15 AM
AmericaNew York)

Related More @
Registration
Catalogs

© 11/15/2012 09:00 AM - 12:00 PM
Added segment due o

Primary Instructor:
Primary Location:

Delete

ity




Managing Requests (1411)

A Request is how an AgLearn administrator becomes aware a user wants or needs to
complete a specific item. Users most often create requests because no offering is
scheduled, or the user’s schedule cannot accommodate the available offerings. A
request does not place a user in active registration or on the waitlist for any specific
scheduled offering, but places him or her in position for an administrator to quickly
and easily complete a registration when an offering becomes available.

The Item Requests Report allows administrators to see all pending requests.

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.
|
Step Activity View
For information on how 1. Open the record of the e ———.
to search for items, see item for which you wantto =758 =
the section of this view requests. e o — e

document titled, e o i
“Managing Data Entry

and Searches.”

User can record Lear... 1o

Duraion  DelayStart  Location Type Actions  Delete

2. Inthe Related area, click  Rejated Hore
More e

3. Click Requests in the
pop-up window.

Objectives _\

BUCST |

GoverrMent Reporting

4_ Scroll dOWﬂ to the Sectlon Update the Requests for the Item
labeled Update the Basn| oot
Requests for this Iltem.

Request Date Need By Date
MDD YYY AMDDIYYYY'

Send
UseriD Name (MM Remove Nolification

e :"‘ " E‘.“] 11132012 i 121201z | CemmentsResson B B
™ amaeez P 1izozeiz CommentsResson 7] B
A - :--—- m Mz0E m ] E B
: T o B B
e «: P maeoz N amiemz 0 SommessResmn ) B
Steps 5 — 8 describe all 5. Click a user's Request Request Date
of the available edits Date calendar icon to LLBLNARAS
for a request. Use only change the existing % 11132012
what you need.

request date. 7 select Date |
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Need By requests are
just that: requests.

Click a User’s Need By

Date calendar icon to

Meed By Date
(MM/DDIYY YY)

They are not
guarantees of
accommodation.

enter/change the date by '@
which the training must be i

complete, if possible.
Enmﬁnhfﬂeasun

8. Select the Remove check  Resi
box next to each request Ek

you wish to remove.
Apply Changes

This is a good place for 7. Select the

information needed to Comments/Reason link
determine priorities to edit or enter a

when space is limited. comment or reason
regarding the request.

9. Click Apply Changes.
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Step
For information on how 1.
to search for items, see
the section of this
document titled,
“Managing Data Entry
and Searches.”
2.
3.
Take a look at both 4,
methods as described
in Steps 4 — 16 before
deciding whether it will
be more work to add
them as a group, or
one at a time.
5.
6.
7.
8.
9.

Activity

Open the record of the
item for which you want to
add requests.

In the Related area, click
More.

Click Requests in the
pop-up window.

If adding only a single
request, proceed to Step
5. To add multiple
requests at once, skip to
Step 9.

Edit the Request Date, if
you received the request
earlier so you can sort
them in the order
submitted in case that
becomes important later.

Enter the Need By Date
requested by the user.

Enter the Request
Reasons submitted by
the user and any
Comments you may
have.

Click Add.

To add requests from
multiple users at once,
click the add one or
more from list link.

Related More ﬁ

Objectives

GovernHent Reporting

Enter User ID or add one or mo

User ID

Request Date
(MM/DDY Y YY)

Need By Date
(MM/DDIYYYY)

Request Reason:

Add

Add a Request to the ltem

Enter User ID or add gpne or more from list.

Dat
(MM/DDAY Y Y™

User ID
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Step Activity View

10. search as you would for

users in any other setting. |

Beware: if you select User1D: [Setwt <] |

some of your users you Last Name: [sarswith  [+] |

must complete the First Name: [sartswith  [<] |

process before searching =~ Userstaus: © Active © Not Active © Both

again or the original Domains: [starts with = | Y

search results will be lost.  cumicua: Foewer o | -
Pay Plan: [ Starts with =]
Public/Confidential Filers: |513rtsWiﬂ'1 lz‘ | T

11. Edit the Request Dates, 2  Dat
if you received the DDA
request earlier so you can

sort them in the order 2/24/2014
submitted in case that @

becomes important later.

12. Enter the Need By Dates
requested by the user. (MM/DD/YYYY)

Solot £
13. Check the Add boxes for Add
all user to be included in
the added requests.
14. cClick Add. Add
This is why we 15. select the
suggested you read all Comments/Reason link UserID Name  (mDOMTY  (WDDAY
of tSr][e '”jtré‘_‘?t'ons bffl?k to add request reasons W S ™ s [
N ep . Ince yOU and an CommentS a.S e L Comme Ss0n
have to add the y ' - li24/2016 [121307
. needed. vdl
reasons one atatime T _ CommensReason
after selecting multiple e, — 2/24/2016 |
users, you might be cemmensRes
just as well off to do
them one at a time.
16. click Apply Changes if
PRIy 9 Apply Changes

you made any.

Note: AgLearn can also generate requests on its own. When cancelling a scheduled offering, AgLearn will ask the administrator
if it should generate requests for registered or waitlisted users. Another such automated circumstance occurs when a scheduled
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offering takes place with users on a waitlist. AgLearn will generate requests for each user on the waitlist via the Waitlist to
Request automatic process.
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You can skip the
search process if you
bookmarked the
scheduled offering.
Also, remember to
check your Recent list
to see if the offering
appears there.
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Managing Slots (1411)

Slots are reservations made by organizations for enrollments in scheduled offerings.
There are no user names associated with the slots—they may not be known yet--but
the slots reserve seats for that organization until specific users are identified. Slots
are in the Registration area within Scheduled Offerings. Slot-specific subtasks
include the following: View, Add, Edit, Delete, and Fill a Slot.

Step Activity

1.

Select the Learning
button.

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.

In the Grid View, locate
the desired Scheduled
Offering and click the link
for its Scheduled
Offering ID.

In the Related section,
click Registration.

View

Learning

ltems

Scheduled Offerings
I Classes
Scheduled Offerings Search | AddNew | Help
Search Saved Searches 0

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

Case sensitive search: @ ves @ No

Offering Type: @ temoffering type © Schedule Block offering type @ Both

‘Scheduled Offering ID: Starts With -

Item/Schedule Block ID: Starts With -

Description: Starts With -
Start Date After:

[ 12m3r010
(MM/DD/YYYY) _—

Start Date Before: m
(MM/DD/YYYY)

Status: @ Active © NotActive © Both

Search

Scheduled Offering ID Title Item/Schedule Block
29239 Coursefvenue Classroom
Studio Training AGLEARN_COURSEAVENUE
(Rev1-12/28/2010 10:15 AM
America/Mew York)
Related More &
Registration
Catalogs
Segments



7. View the number of Slots

Enrolled (0
and Open Slots. L=

Total (20) | Open(20) | Slots(5) | Open Siots (5) |

8. To see details on the

slots, click the Slots link, =& (©)

|Total{20] | Open(20) | Siofs(5) | Open Slots (5) |
1)

1

[ Filter for Enrolled User Ciick to view, edit, or remove slofs.




This is easy if you have
bookmarked the
offering, or if it appears
on your Recent list. If
not, search for it as you
would anything else.

The description of the
organization often
matches the
description of the
domain.
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Step

Activity

Open the scheduled
offering to which you want
to add slots.

In the Related section,
click Registration.

Click Add Slots from the
Add Users drop-down.

Click the Organization ID
search icon to search for
the Organization ID that
will reserve Slots.

Indicate the number of
Slots to be reserved,
either by typing in a
number, or using the up
and down arrows.

Click the Reservation
Date calendar icon to
select and enter a
reservation date.
Note: The Reservation

Date field defaults to the
current date.

View

= CourseAvenue Studio Training

Description:

Item:

Approval Required:

End Date:
Facility:
Start Date:
*Time Zone:
| viewal@ |
Related More @
Catalogs
Segments
Add Users: | (@)~
Add Users...
Waitlisted (0)
':;l] |_ Add Slots...

Organization ID:

| 1

Slots:

Reservation Date:

10/19/201: i

Classroom AGLEARN_COU...
Mo
11/14/2012

111442012

Eastern Standard Time

Add Users From Request List... i



Slot reservations are 7. Change the reservation Time (hh:mm AMIPM):
rarely this time- time and time zone, if
sensitive. necessary.
Note: The Reservation
Time and Time Zone
default to the current time
and zone.

8. Click Save. Save

9. Verify the proper number Enrolled (0)
of slots appears.

[ 04:38 PM ]

| Eastern Standard Time (Amer | v |

Total (20) | Open(20) | Slots(5) | Open Siots (5) |




Check your bookmarks
and Recent list to see if
you can skip this step
altogether.
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1. Search for and open the = CourseAvenue Studio Training 20289 (1] & @

Description:

scheduled offering
containing the slots you

Item: Classroom AGLEARN_COU... Approval Process:

WISh tO edlt. Approval Required: No *Domain:  Ofce ofthe Chisrinform
End Date: 11/14/2012 End Time: OH)OPM
Facility: Instructor: No Name
Start Date: 11/14/2012 Start Time: 0800AM
*Time Zone: Eastern Standard Time Registration Status: 0 enrolled, 0 waitlisted i
View All @)
2. i
Ir_l the Rglated_ section, Related -
click Registration.
Catalogs
Segments
3. Click the Slots link.
Enrolled (0)
Total (20) | Open(20) | —rlru | Open Slots (5)
[ Citnr foar Crrallad | lenr [
4. Make the necessary Slots:

changes, either by |_f. @

deleting and re-typing the
appropriate number, or by
clicking the up or down
arrows.

5. Click Save. Save




Check your bookmarks
and Recent list to see if
you can skip this step
altogether.

1. Search for and open the
scheduled offering
containing the slots you
wish to delete.

2. Inthe Related section,
click Registration.

3. Click the Slots link.

4.  Check the Remove box.

5. Click Save.

Related More @

Registration |

Catalogs
Segments

Enrolled (0)

[ Total (20) | Open (20)

r Ciltar far Crarallad l lear

Remove:

b

sae

| Slots(5) | Open Siots (5)

7
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Check your bookmarks
and Recent list to see if
you can skip this step
altogether.
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1. search for and open the iCam s oo Ty 2 [0 @

scheduled offering into
which you wish to enroll

the user. Approval Required: 1o “Domain: _oncscfe Cret
[End Date: 11/1 12 End Time: 04,00 PM
Start Date: 11/14/2012 Start Time: 08.00 AM -
. “Time Zone: Time. n Status: 0 enrolied,
| ewni o |

2. Inthe Related section,

. . . Related More
click Registration. @,
Catalogs
Segments

3. Click the Add Users
button.

4. Search for the useryou [ Asomermersremuse
wers —

wish to enroll into the slot.
Last Name: Starswin v
First Name: strswin v
User Status: @ active © Notiactve © Both
Domains: Sertswien v [T
Public/Confidential Filers: Stamswitn v [ 4
Add/Remove Criteria ©
5. Select the slot or slots to Add Users to Scheduled Offering
use from the Slot ID drop-
down list for that user or o sdaitmaan
User R Status SlotID Add
UserS DK997165 ENROLL({Enrolied) - -

King, Dana

Email confirmations to: [¥] User ["] Instructor [ Supervisor [ Contacts
6. Checkthe Add boxfor [ csaimmanl
each user you are SlotID Add
enrolling. £682 (IT - 3 seat(s) available) * [y

7. Click Add. Add




8.  Verify the user has been

enrolled, and in the Enrolled (1) - -
proper slot. (Total (20) | Open (1) )/ (siots (3) | Open Siots (2) )
hS A .
[m Q]
@ King
Dana
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Check your bookmarks
and Recent list to see if
you can skip this step
altogether.
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Managing Scheduled Offering Registrations (1411)

Registration is the act of placing a user’'s name on the planned list of participants in a
specific scheduled offering. Registration-specific subtasks include the following: View
a Scheduled Offering Registration, Register a User in a Scheduled Offering,
Edit Registered Users in a Scheduled Offering, Withdraw a User from a
Scheduled Offering, and Create a Scheduled Offering Roster Report,

Step Activity View
1. search for and open the 5 Coursahvense, Suuo Trsiniey 200 0 S 0
. M Description:
scheduled offering into
which you wish to enroll
Item: Classroom AGLEARN_COU.. Approval Process:
the user. Approval Required: 1o *Domala: _Ofce ot e o
End Date: 11/14/2012 End Time: 04,00 PM
Facility: Instructor: No Name
Start Date: 11/14/2012 Start Time: 08.00 AM
*Time Zone: Eastorn Standard Time Registration Status: 0 enrolied, 0 waithsted
View All @)
Click the Registration Related e
tab.
Catalogs
Segments
3. Look in the Enrolled area Setings | | Adwnced | © |
to See Enrolled (23) |Tola|¢30} Open (7) Slots (3} Open Slots (3)
[ TOta| enrO"mentS [Fi\termeaned User q
allowed for the L. Jgr—
offering. B —

FETR.

e Open seats. pe S enm

e The number of
reserved slots.

e Open slots.

Each user also has a
panel with an icon so their
registration status is easy
to change.



For more detail on a
user’s enrollment, hover
your mouse over their
name. The pop-up
balloon will allow you to
go directly to the user’s
record, modify the
enrollment, or remove the
user from the offering.

[ Filter for Enrolled User

i 1 f; i1

Lo

Do

-

UseriD: Seissmm
Organization ID: 110914
Status:  Enrolled

Status Updated On:

112112014 08:00 AM
America/Mew York
Segment Attendance: 0




Check your bookmarks
and Recent list to see if
you can skip this step
altogether.

Slots were addressed
in a previous section.
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1. Search for and open the iCam s oo Ty e

. . Description:
scheduled offering into
which you wish to enroll
the user. approvaiRequres: o  Domain: once et coutinerm
End Date: 11142012, End Time: 0400 P
Start Date: 11/14/2012. Start Time: 08.00 AM
*Time Zone: Eastorn Standard Time ‘Registration Status: 0 enrolled, 0 waithsted
vewh ©
2. . . .
Click the Registration Related e
tab. |
Catalogs
Segments

3. Click the Add Users icon. Registration |Mwmm o[

Add To Registration Menu
Non-enrolled | Waitlisted (0) -—.—o,—

4. search for the user or
users to enroll.

Keyword:

waattar: I —
First Hame: Starts Win - [daea

User Status: @ scwve O totactve © Bath

Dommains: Starts Wih - T
PublciConfidential Filors: Starts Wen ~ T

5. Use the Registration

. User Registration Status SlotID Add
Status drop-down list to oKear 185 aRoLLEoen  ~ -
. .
select a Registration R e R
Status.
6. Use the Slot ID drop- Add Users to Scheduled Offering
down list to assign the
new user to a previously L easitasan
- User SiotID Add
reserved slot, if OKaB7165 oo s~ =

7. Check the Add box for Select All / Deselect A
each user to enroll. SlotID &dd
6682 (IT - 3 seat(s) available) ¥ B

8. Click Add. Add




Remember, the 9. Verify the new user(s) o

number of open slots appears, and that the

(Open Slots) must be Total, Open, Slots, and
subtracted from the

Enrolled (23) |Iota|(30) Open {7} | Siots(3) | Open sm.r.(s]‘

[Filterfor Enrolled User Q

number of open seats Open Slots numbers are - -
(Open) for an accurate correct. ) = - = —
count of how many Total — The maximum L o W
students can still be number of students in the - .= = -
enrolled. scheduled offering.

Open — The number of
available seats, including
slots.

Slots — The number of
seats reserved for specific
organizations.

Open Slots — The number
of slots remaining.
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Step Activity View
Creating a bookmark or 1. search for and open the = CourseAvenue Studio Training 220 (1) & @
consulting your Recent scheduled offering into N I
list ;:an save ha\(]mg to which you wish to enroll e —
per Orm a Searc ’ the User. Approval Required: MNo - *Domain: Office of e Chiet Inform
End Date: 11/14/2012 End Time: 04,00 PM
Facility: Instructor: No Name
Start Date: 11/14/2012 Start Time: 08.00 AM
*Time Zone: Eastorn Standard Time Registration Status: 0 enrolied, 0 waithsted H
View Al &)
2. . . .
Click the Registration Related )
tab.
Catalogs
Segments
3. Hover your mouse over ol . )
Dana King
the name of the user
whose enrollment status i{ UseriD: DK987165
is to be changed. kﬁmﬂ Enrolled
nrolled On:
101222012 10:57 AM
AmericaiMew Yark
slotld: 6682

Segment Attendance: 0

4. Click Modify. pana ring

@ 7 UserlD: DK997165
Status:  Enrolled
Enrolled On:

1062212012 10:57 AM
AmericaMew York

Slotld:  GR82
Segment Attendance: 0

—

5. Select the new Status * Status:
from the drop-down.

Active Enrollment | v

tration Date: | Active Enrollment

Cancelled
nm AM/PM):
Pending
Waitlis*
6. Click Save. Save
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Refunds do not apply 7. If you selected Save
to any scheduled “Cancelled,” click Save;

offerings at this time. otherwise skip this step.
You may enter a

comment here if you

wish.
8. ’
The user’s name no Enrolled (6)
longer appears in the
Enrolled area. | Total (20} | Open(14) | Siots(3) | Open Slots (3) |
[ Filter for Enrolled User C%]
® - ® i
. “ve— . om
® Rl ™ -
. RIS . Ul
g ‘s [ i
[ J— [ J—
9. Select the Non-enrolled N ed -
drop-down option on-enrol Waitlisted (0) | »
matching the user’'s new Filter Allhon-Enrolled (1)
registration status. Waitlisted (0) =
Pending (0)
Cancelled (1) k
You can also change 10. The user will appear.
the registration status Non-enrolled | Cancelled (1) ]
by dragging the user’s [ Filter (11 [ Sort By: Registration | | v ]

name from Enrolled to

Non-enrolled, or vice King
versa. Remember, ‘ Dana
when changing a user’s

status by dragging and

dropping, the new

registration status must

appear in the Non-

enrolled area before

dragging the name

over.
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Step Activity View
Creating a bookmark or 1. Search for and open the " CourseAvenue Studio Training 20280 () & W
consulting your Recent scheduled offering into o .

list can save having to

which you wish to enroll
perfOfm a search. ftem: Classroom AGLEARN_COU.. Approval Process:

the User. Approval Required: MNo *Domain: Office of the Chief Inform
End Date: 11/14/2012 End Time: 04,00 PM
Facility: Instructor: No Name
Start Date: 11/14/2012 Start Time: 08.00 AM

*Time Zone: Eastorn Standard Time Registration Status: 0 enrolied, 0 waithsted H
View All @)

2. Click the Registration

tab . Related More @

Registration

Catalogs
Segments

3. Hover your mouse over o o _ =)
Dana King X
the name of the user who

is to be withdrawn. @ S~ UserID: DK997165
kStatus: Enrolled

nrolled On:

10/22/2012 10:57 AM
America/New York
Slotld: 6682

Segment Attendance: 0

? Remove User

It is almost always 4. Click Modify. .
preferable to cancel an Dana King

enrollment than to @ K UseriD: DK997165
remove the user from I{ Status:  Enrolled

the roster altogether, Enrolled On:

as the cancellation may 1012212012 10:57 AM

be come relevant at Amevicahiow York
some future time. Only Slotld: 6682
remove a user When Segment Attendance: 0
the registration is an
error.

& Remove User

106



5. Select Cancelled from the
Status drop-down.

Name: DanaKing
UseriD: DK997165
* Status: | Enrolled | v | @

* Registration Date:

* Time (hhzmm AM/PM):

Waitlist 1 Time (Amer | v I
-_

6. Click Save. save |
7. '
The user’s name no Enrolled (6)
longer appears in the
Enrolled area. | Total 20) | Open(14) | Siots(3) | Open Siots(3) |
[ Filter for Enrolled User Q]
- 2o
o A
i Rl Anm
P prwesy
2 N
- Cu.
8. Inthe Non-enrolled drop- : —
down select Cancelled. Non-enrolled | Waitisted (0) iz
[Fiter All Non-Enrolled (1) »
walisted 0 g
Pending (0)
Cancelled (1) k
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A user can also be
withdrawn by dragging
their name from
Enrolled to Non-
enrolled. Remember,
when removing a user
by dragging and
dropping, Cancelled
must be the status in
the Non-enrolled area
before dragging the
name over.
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9.

The user will appear.

Non-enrolled | Cancelled (1) v}

[ Filter

Q) | sortBy: Registration| | v |

King
Dana




There are two other
roster-related reports.
The Custom Roster two
report provides
AgLearn ID, name,
email, Domain and
Status. The custom
Class Roster 2 report
provides AgLearn ID,
name, domain, and a
space for comments.
Both are custom
reports found in the
Miscellaneous
category.

The Scheduled
Offering Roster report
the offering ID, date(s),
start and end times,
instructor, and location,
as well as user names,
IDs, and supervisors.
The Scheduled
Offering Roster by Last
Name report sorts the
enrolled users by last
name, which is a great
convenience when
using the report as a
sign-in sheet.

Choosing CSV will
allow you to edit the
report’s output. This is
sometimes useful if you
need to add spaces for
on-site enrollments, or
wish to sort the list in a
different order.

Step Activity

1.

3.

Select the Reports button
from the top 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 report group.

Select the report you wish
to run.

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

View

s

Reports

Category (Admin only)

D User Management

D Performance
E‘ Learning
[.kuuntent

D System Admin

Search

Scheduled Offering Roster

Browse By

Category (Admin only)

|:| User Management

|:| Performance

Learning

Submit

1 Reports

Sort :

Learning
Scheduled Offering Roster

The Scheduled Offering Roster report returns the roster
of users in a scheduled offering.

Learning
@ Scheduled Offering Roster
Scheduled Offering Roster by Last Name EElE
Scheduled Offering Roster (C5V) R
Scheduled Offering Roster R

The Scheduled Offering Roster report returns the roster of users in a scheduled
offering. &
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Step Activity View

7. Select either the Browser  Run Scheduled Offering Roster
or Local File option for
your report destination.

Note: Browser is the default  paport Title: Scheduled Offering |
selection; when selected, it

displays the report within the  Repart Header:
browser. Selecting Local

File saves the report to your Report Footer:
hard drive where you may

open it at your convenience, ~ Report Destination: Browser v
R tF " Browser
epo armat: m
8. Selectthe HTML or PDF  geport Destination:
Report Format. Enter the Report Format: B
Scheduled Offering L
number o
Note: The default format is
HTML.
If you do not know the 9. Enter the Scheduled Scheduled Offering: e (1
. 20088
Scheduled Offering ID, Offering ID. (1000,001) -
you can click the Filter
icon at the right of the
box and search for it as
you would for anything
else.
User IDs are not PIl, 10. |ndicate if you wish to Mask Lser D=
but it's a courtesy to Mask User IDs.

mask them unless
you’re running a CSV
report and need them
for another action.

Note: The default setting is
mask user IDs. A series of
asterisks will appear in the
User ID field.

You can click 11. Click Run Report. Run Report
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.
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If you have no curricula
requiring date changes,
skip to Step 7.

1. Select the Learning

button.
_Learning
|
2. Select Tools. { Tasks
|
3. Select Required Dates = Tools
Editor. Close Scheduled Offering
Cancel Scheduled Offering
Curriculum Scheduling
Registration Azsistant
Schedu leci;%ering Notification
4.  Select the Add one or Add Users

more from list link to
search for and enter
Users into the Required

Enter User |0 or add one or maore from list.

Dates Editor. * User ID:
5. When the list is complete, Next
click Next.
6. Select the Add one or Al Girreula

more from list link to Enter Curriculum |D ar add ane or mope from list.
search for and enter M

Curricula into the
Required Dates Editor.
Note: For more information
on searches, see Managing
Data Entry and Searches
earlier in this manual.

* Curriculum 1D:

7. When the list is complete, Next
click Next.

8. Select the Add one or Add ltems
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.

Enter Items or add one or more from list.

“Item Type: -
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9. When the list is complete, Next

click Next.

Multiple selections will 10. Inthe Required [_)ate text Efﬁﬂﬁ‘éiiﬁé‘.ff

show multiple lines so box, edit the required =

all items and curricula dates for the selected [

chosen need not have ltems to indicate the new 1
Select Date

the same new required date for each leciale,

Required Date. ltem

11. Click Finish. Finish
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Red asterisks
designate required
fields.

The Select all the
Users of the search
results check box is
unreliable. Do not use
it.

Step

Activity

Select User Needs Mgmt
on your home page.

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
Wizard.

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 corresponding
Add check box for each
User add.

Note: Clicking the Select All
link will only select the users
visible on the current screen.
To select all names returned
in the search, open the
Records per Page drop-
down and select All, then
Select All after the expanded
list displays.

View

@ User Needs Mgmt

Assign or remove assignments for

groups of Users. Assignments can
include Curriculum, Courses, and
Competencies.

D) Add Competencies
%Add Job-related Curricula

) Add Job-related Competency Profiles

Next

Add Users

Enter User ID or add one or more fro% list.

Search Users
Enter a vaiue for each field that you want 1o use 10 filer your search. Some fiekds slow you 10 select from & st of values. You Can 80 8dd or
rermve Beanch crieria fo fither rafng your seanch.
Keyword: |
Last Hame: Starts Wien -
First Hame: Stants Wi -
User Statss: @ actve © Netactve © Bon
Domains: St Wien - T
Superdsory Status: Starts Wes - T
Public Confidental Filers: preer—y - T
AdaRemov: Criteria © Roset
| Search
Search
Select Users For Needs Management
| Select all the Users of the search results.
Add
FecorssperPage 7 Y Pageil I 3 «Previous Mers (23 totsl reoords) Page 1 nn.

[ = et
User ID User Name
S b - e

alg

i
]
N EEEEEEE

———— S

AecorssperPage 10 Y Pageil I 3 oPrevious Nerts (23 totsl reoords) Page 1 dt-
Satect AN/ Dupelect Al
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Jobs that will add
multiple curricula to
many Learners can
place a strain on
system resources.
Schedule large jobs
(>2000 curricula plus
users) for times when
most users are off the
system.
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8. Click Add.

9. Review the Users in the couuer
Edit Users section. ek chenies
Tip: To remove a User, EMEe LS fiaoy
select the corresponding e S 2
Remove check box and w—— ca (3
click Apply Changes. e ol :
S 8
T me—— :
S - —— [ s
10. Click Next to move to ‘ Next ‘

Step 3.

11. cClick 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.

12. Review the Status
message on the Finished
screen. Status:

+ Successfully added the job related curricula to the specified Users.



Remember, when your
process is to remove
things, the Add button
adds things to the list of
what to remove.

The Select all the
Users of the search
results check box is
unreliable. Do not use
it.

Step

B

Activity

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
Wizard.

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 User(s) on the
Results tab. Select the

corresponding Add check
box for each User to add.

Note: Clicking the Select All
link will only select the users
visible on the current screen.
To select all names returned
in the search, open the
Records per Page drop-
down and select All, then
Select All after the expanded
list displays.

View

@  User Needs Mgmt

Assign or remove assignments for
groups of Users. Assignments can
include Curriculum, Courses, and
Competencies.

ﬁ Remave Curricula
) Remove ltems

) Remave Competency Profiles

Next

Add Users

Enter User ID or add one or more fro% list.

fo

Search Users

Enter a vaiue for each fiekd that you want & use o fiber your search. Some fekds slow you 10 select from o lst of values. You can slss add of
rermve Beanch crieria fo fither rafng your seanch.

Keyword: |
Last Hame: Starts Wien -

Firat Hame: Saarts wien -

User Statss: @ actve © Netactve © Bon

AdaRemov: Criteria © Roset

. -

Select Users For Needs Management

| Select all the Users of the search results.

FecorssperPage 7 Y Pageil I 3 «Previous Mers (23 totsl reoords) Page 1
User 1D User Name
e e - Senn

B S

EEEEEEEEEER i}' §
“:H

i
;|

AecorssperPage 10 Y Pageil I 3 oPrevious Nerts (23 totsl reoords)

E
i

2
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Remember, you are
building a list of
curricula for removal.
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8. Click Add.

z
=
§

9. Review the Users in the
Edit Users section. ppy Changes

Salect A/ Dasabect All

Tip: To remove a User, _userio lame fiaoy
select the corresponding e :_-:_ 2
Remove check box and e e a
click Apply Changes. e ntveendl ;
e 8
b em— e S—— ﬂ
10. Click Next to move to ‘ Next ‘
Step 3.
11. Select the Add one or Select Curricula for Removal
more from list link to
search for and enter Enter Curriculum 1D or add one or mare from list
curricula into the list of L %
curricula for removal. Curriculum ID:
12. Onthe > Search SCTEEN,  Case sensitive search: ® Yes ® No
enter the appropriate Curriculum ID: P
search criteria. ' N s
Note: See Managing Data Curriculum Title: Starts With -
Entry and Searches for
more detailed information on
searching.
13. Click Search. | Search
14. On the Results tab, S
select the corresponding T e
Add check box for each
curriculum to add to the — - : -
list of curricula for AGLENRI S TOM TRG- ~ Pirequates o Two 0o e Tramrs i
removal.

15. Click Add.




Edit the List of Curricula for Removal

This is where you can 16. Review the curricula in

make corrections if you the Edit the List of

included a curriculum in Curricula for Removal e il

error. . AGLEARN-6. 1ADMIN-TRNG-2DAY Prerequisites for Twa-Day AglLearn Training 111242012
section. Selet Al et A1
Tip: To remove a Curriculum Aoply Cranges

from the List of Curricula
for Removal, select the
corresponding Remove
check box.

Schedule jobs that will 17. Click Run Job Now to m
affect over 2000

have AgLearn complete
records to run after the un-assignment to
hours. User record(s).

Note: See Scheduling

Background Jobs for more

detailed information on

scheduling jobs.

18. Review the Status

message on the Finished
screen. Status:

o Succeszsfully removed the curricula from the specified learners.
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The Select all the
Users of the search
results check box is
unreliable. Do not use
it.
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1. Select User Needs
Mgmt.

@ User Needs Mgmt

Assign or remove assignments for
groups of Users. Assignments can
include Curriculum, Courses, and
Competencies.

2. Click the Remove Items
option button.

) Remove Curricula
% Remove ltems

) Remove Competency Profiles

3. Click Next to move to
Step 2.

‘Next‘

4. Select the Add one or
more from list link to
search for and enter
Users into the UNM
Wizard.

Add Users

Enter UserDorM.d.wume%m-

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

Note: See Managing Data

Entry and Searches for
more detailed information on

= -

Search Users

Enter a vaiue for each field that you want 1o use 10 filer your search. Some fiekds slow you 10 select from & st of values. You Can 80 8dd or
remave search crieria to further rafine your search.

Last Hame: Starts Wil - |

First Hame: Staris Wes - [

User Status: B actve D notactve D Bon

searching. S T Y—'
PublicConfidential Filers: Saarts W —Y
AdaRemove Criteria © Foset
6. Click Search. | Search
7. Onthe Results screen -
select the corresponding SelectUsers For Needs Management
Add check box for each 1 Selectalthe Usersof e search el

User to add.

Note: Clicking the Select All
link will only select the users
visible on the current screen.
To select all names returned
in the search, open the
Records per Page drop-
down and select All, then
Select All after the expanded
list displays.

e
A ———— e S—— It
e e @
—— e o @
m— — S
. e — @
et — - ¥
ameas —— - )]
b m




Remember, when your
process is to remove
things, the Add button
adds things to the list of
what to remove.

Remember, you are
building a list of Items
for removal.

8. Click Add.

9. Review the Users in the
Edit Users section.

Tip: To remove a User,
select the corresponding
Remove check box and
click Apply Changes.

Edit Users

Apply Changes

Salect Al / Desebect All
UserID HName
- - ———
e Sw—
— e
—
- —
B I
-
e -

i

{
:

1

.

o
annunmﬂmumg

‘Salect A/ Desebeat Al

10. cClick Next to move to
Step 3.

‘Next‘

11. Select the Add one or
more from list link to
search for and enter items
into the list of items for
removal.

Select Items for Removal

Enter“ltem 10" and ‘tem Type® or add one or more from %

* Twpe: -

12. Onthe > Search screen, BN
enter the appropriate R — — T
search criteria. et sach ctrh o M eyt sk
Note: See Managing Data _— o
Entry and Searches for p— | e
more detailed information on =~ e saaven v
searching. e s @ e st ) s
Online Setlings: 1 bias onine content
Domaiss: Starts Weh L .
AddRemove Criteria © [ Search | Reset
13. cClick Search. | Search
14. On the Results tab select ™" e Assion Type Add
the corresponding Add m’r:m:z i';f"”;: SN
check box for each Item i
. America/New York)
to add to the list of Items cossoom AGLLARN. _ Agtear Dot 7 Skts =
for removal. ITSKILLS hev 1 -
Meﬂcafﬂew‘Ym
15. Click Add.
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This is your chance to
make amends if you
mistakenly added an
item to the list.

Jobs that will add
multiple curricula to
many Learners can
place a strain on
system resources.
Schedule large jobs
(>2000 curricula plus
users) for times when
most users are off the
system.
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16. Review the items in the
Edit the List of ltems for
Removal section.

Tip: To remove an Item from
the List of Items for
Removal, select the
corresponding Remove
check box.

17. 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.

18. Review the Status
message(s) on the
Finished screen.

Edit the List of ems for Adding

Apply Changes
Saluct Al Dasalact All
Iterm Tie Assign. Type Assign Date Remove
Classroom AGLEARN- am Administrator Training 122012 [
B AADMIN-TRNG Varsion 8.1
(Rev 112182010
0530 PU Amarcatiew
)
Saluet All/ Dasalect All
Apply Changes

Run Job Now

Status:

» Successfully removed the items from the specified learners if the items are free floating tems and have not
been completed.



Managing Learning Events (1411)

A learning event refers to a User’s completion of an Item, or attempt at completion.
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.

1. Click the Users button. a

2. Open Tools from the left
menu.

3. Select Learning Event
Editor.

Record Learning - Financial
Record Learning - Multiple

Supervizor Assistant
Uzer Heeds Mgmit

4. Onthe > Search screen,
enter the search criteria.

Enter a value for each field that you want to use to fiter your search. Some fields allow you to s
add or remove search criteria to further refine your search.

Case sensitive search: @ Yes @ No

User ID: Starts With v dk9eTIES T
Item Description: Starte With -

Completed Date After: iz

MDY 01022012

Completed Date Before: s

i ) 5 102202012

Type of Learning Event: @ tems () ExternalEvents () Bath

Items: Exact ¥ Type: - T
10z

AddiRemove Criteria ©

5.  Click Search.
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6. Locate the deSITEd event Field Chooser & Download Search Results &

on the Results tab. | e ps e 19 7 page: 1 2 Prvius s (1l et [T - |
. . userin UserName  Item iption €. jon Date »  C Status.
Tlp: Use the Ctrl+F function DK997165 [l [] | King, Dana | WebBased Agleam+ | 9/12/20120359 | Web Based
. kI f' d ELM["MER . Supenisor \F:M :ma”cﬂfNEW Complete
pervisor (Rev 1- o
to quickly Tind an event. 911112012 01:26 P
America/New York)
DKo97165 [ [ | King, Dana | Web Based Agleam6.4 | 0712012 1134 AM | Web Based
AgLeamé.4- Introduction | America/New York | Complete

Introduction (Rev 1 -
9/6i2012 01:52 PM
America/New York)

7. Click the Edit icon for the User ID User Name  Item
event you wish to edit. DK997165 [l King, Dana | Web Based
AgLearnt.4-
Edit Supervisor (Rev 1-
91112012 01:26 PM
AmericaiMew York)

Any comments entered 8. Make what changes are Resst | Delete

h?fﬁ will become part necessary on the L
o t e event S Summary page' Instructor Name: [
permanent record and N AL . '
. : Grade:
available to anyone ote: Ag earnis not e
W|th access to the Currently tI’aCkIng data Completion Status: Wieb Based Complete (Web Based Complete) - For Credit -
record. Use discretion contained in the Financial, o ooy O B2y
User Costs, or Government Completon Time: - 5o
Reportlng tabS Time Zone: Eastern Standard Time (America/New ork} -
Total Hours:
(1000,001.01)
CPE:

(1000,001.01)

Contact Hours:
(1000,001.01)

Credit Hours:
(1000,001.01)

Comments:

Apply Changes Reset Delete

©

Click Apply Changes.

10. A confirmation screen S

The learning event has been successfully updated

appears. Continue
Click Continue to finish.
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Why would any delete
a learning event? Even
AgLearn administrators
make mistakes. As
these steps show, it's
better to be careful.
There is no way to
delete completions in
bulk.

1.

2.

3.

4.

5.

Click the Users button.

Open Tools from the left
menu.

Select Learning Event
Editor.

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

Click Search.

Locate the desired event
on the Results tab.

Tip: Use the Ctrl+F function
to quickly find an event.

a

Users

Regions

|-l Tools

Record Learning - Financial

Record Learning - Multiple

Merge U{

-

Send Notif&:ations

Supervisor Assistant
User Needs Mgmt

Learning Event Editor

Search

Enter a value for each field that you want to use to fiter your search. Some fields aliow you to s/
add or remove search criteria to further refine your search.

Case sensitive search:

User ID:

Item Description:
Completed Date After:
(MMDD/YYYY)

Completed Date Before:
(MMDDIYYYY)

Type of Learning Event:

Items:

© Yes @ No

Starts With

¥ dk997165

Starts With

™ 01022012

1012222012

© tems ) ExternalEvents ©) Both

Exact ¥ Type:

Add/Remove Criteria ©

Search

Field Chooser ©

1D:

UserName  lem

User ID
DK997185 L) [J) | King.Dana  WebBased AgLeams 9112120120350 | Web Based
Supenisor | PMAmericaNew | Complete

Supervisor (Rev 1- York
911720120126 PM
AmernicalNew York)

©0K997165 L) [ | King, Dana Web Based AgleamB4 | 9720121124 AM  Wed Based
| AgLearn6.4. Introduction | AmericaMNew York | Complete
| Introduction (Rev 1-
952012 01:52 PM
| AmericaMNew York)
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Step Activity View

7. Click the Edit icon for the  userip UserName Item
event you wish to edit. DK997165 | [Jj | King,Dana | Web Based
AglLearn6.4-
Edit Supervisor (Rev 1 -
9/11/2012 01:26 PM
America/New York)
Bet you saw this 8. Click Delete. Delete
coming, didn’t you?
Be sure. There is no 9. AgLearn will ask if you Message from webpage - . M‘
Undo button once you are sure. Click OK.
click OK. If you delete o
the wrong item, you will |@ Are you sure you want to delete the learning event?
have to re-add it from
scratch.
QK I l Cancel

10. A confirmation page Learning Event Removed

The learning event has been successfully removed.

appears- Continue

Click Continue to return
to your previous search

results.
11- The |tem you Just deleted Field Chooser & Download Search Results &
no longer appears in the s © ~ cosaiume
User ID User Name Item Description Completion Date v Completion Status
SearCh reSUItS' DK997165 [Cl [2] | King, Dana Web Based Agleam 6.4 | Q72012 11:34 AM | Web Based
AglLearn6.4- Introduction America/New York | Complete

Introduction (Rev 1-
9/6/2012 01:52 P
America/New York)

DK997185 Q Q King, Dana Web Based OPM- Veteran 510/2012 09:10 Web Based
VET_FHRP-2011 (Rev1  Employment | AM AmericaiNew Complete

- 8/30/2011 10:56 AM Training for York
America/New York) Federal
Human
Resource
Professionals

DK997165 [Cl [2] | King, Dana Web Based OPM- Veteran 5M0/2012 09:02 Web Based
VET_FHM-2011 (Rev1- Employment | AM AmericaiNew Complete
8/30/201110:28 AM Training for York
America/New York) Federal
Hiring
Manager

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. Click the Users button. ‘

2. Select Tools from the left
menu.

3. Select Record Learning - = Tools

Multiple. i :
Record Learning - Financial
Record Learning - Multiple
Learning Event Editor
Merge Users
Send Noftifications
Supervisor Assistant
User Needs Mgmt

4. Select the Item option. (&Item O externalEvert O Scheduled Offering
Note: This is the default
selection.

5. Click the Item ID Search
icon S to search for and
enter an item to record for

v
the learning event. tem 1D: L

Search & Add Items

Item Type ID:

List of Selecte -
Select
6. Onthe > Search screen, Case:Sensive searche O ves ® 1o
enter the appropriate Item Types: StatsWith ¥ @
search criteria. ltem ID: [satsvitn 9]
Note: See Managing Data o ke T
Entry and Searches for :
more detailed information on "™ % @ active O Motactve O gotn
searching. Item Classification: Setswth ¥ m
Online Settings: [ Has oniine content
Domains: Starts With v A g
Organizational Unit : Starts With v

7.  Click Search.
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If the same group of
users is to receive
credit for multiple
items, repeat the
process until all the
necessary items are
included.

When granting
completions for multiple
items, be sure to verify
them all. Removing
them is tedious work.

If you know the User
IDs, you may type them
in the box (separated
by commas) and click
the Add button.
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Step

10.

11.

12.

13.

Activity

On the Results screen,
check the Add box for the
item or items for which
you wish to grant credit.

Click Add.

Verify the proper Item ID,
Revision Date, and Item
Title appear.

Click the User ID Search
icon & to search for and
enter the user or users for
the learning event.

Search for and add the
users as you would any
other search.

After completing the list of
users to receive credit,
click Next.

View

Select Items For Learning Event

Rucords per Page 10 7 8 totel recoeds)

Rem Title

Classroom AGLEARN-OT12WKSHP ‘AgLeam July 2012 Workshop -Patriols Flaza
(R SAZ012 0525 PM AmericaNew York)

Classroom AGLEARN-5861-DELTA

(Foev 2472010 01:26 PM AmericaMew York)
Classroom AGLEARN-6.1ADMIN-TRNG  AgLearn Adminisirator Training - Version 6.1
(Rev 121182010 05:30 PU Americalew

Vork)

‘ApLearn Version 5.8 To 6.1 Defa Training

Item Title
Classroom AGLEARN- AglLearn Remove
6.1ADMIN-TRNG (Rev 1-  Administrator
12/16/2010 05:30 PM Training -
America/New York) Version 6.1
Search & Add Users

Select
List of Selected Users

Search Users

Enter 8 vt for sach ekt at you want fo wse b fiber your search. Some fields slow you o select #om  Ist of values. You can also
B4 ¢ remve SEATEh C71EE 1 RThe et YUl bed

Saarts Win -

@ acwve

Starta Wan - T

MNext



The default is the
current day.

The screen is
misaligned here and
seems to indicate that
a Grade is required.
Only the Completions
Status is required; the
Grade is not.

It is somewhat unusual
to add instructor
information and
comments. If you do
add comments, they
will be visible to anyone
who views this user’'s
Completed Work. Use
discretion.

Step

14.

15.

16.

17.

18.

Activity

If everyone selected is to
receive the same
completion status for the
same dates, continue to
Step 15.

If some users will receive
different completion
dates, completion
statuses, or have
additional comments
added to their
completions, skip to Step
20.

Edit the Completion
Date, if necessary.

Note: The Time and Time
Zone will default to the time
you are performing the work.
This is fine.

Complete the
Grade/Completion box
and edit any of the other
fields, as necessary.

Note: The example shown is
for a classroom Item; the
pull-down choices will vary.

To add comments to be
included in the completion
records, click the More
Options icon at the far
right.

You can add an Instructor
ID by clicking the Search
icon and searching as you
would for any other
object.

OR
You can type the

instructor’'s name in the
Instructor Name field.

Type comments (if any) in
the Comments field.

Click Close when
finished.

View

List of Selected Users

Records per Page 10 v {8 totsl records)

UserID Name a

e R SN BRL -
—- - R - L d
= L b es AR *

* Completion = Time
Date {hhmm

(MIDDAVYYY ANPH = Time Zone

™ Jozzzo1z 0342 M Eastern Standard Time (America/New York)

Class Completed (Class Completed) - For Credit k
Clazs Incomplets (Clazs Incomplete) - Not For Credit
Clazz Aftend (Clazs Attend) - For Credit

Clazs Waived (Clags Waived) - For Credit

Clazz MoShow (Clazs NoShow) - Mot For Credit

Other Data
Classroom AGLEARN-
ltem: 6. 1ADMIN-TRNG (Rev 1 -
. 12/18/2010 0530 PKM
AmericaiNew York)
Instructor ID: Q, ()
Instructor Name:
Comments:
Close
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If many users will have
the same information
throughout, select the
Completion Date and
Completion Status
before expanding the
list, then edit as
needed.
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Step

19.

20.

21.

22.

23.

24.

25.

26.

Activity View

Click Apply Changes.

(You may have to scroll to
the right to see it.)

Skip to Step 23.

To enter unique * = Required Fields

Completion Dates or

Statuses for various Itemn

users, click the Expand Classrnom AGLEARN-

icon to the left of the e

item’s identifying ericalNew

information. L

Edit the individual ——
Completion Dates and e

0520 M Amercatiew
odk)

Statuses as necessary.

(DK997185) King. [ 10zazorz | oxazeu Eastern Standard Tie (Amercatien York) - + Cass Com
Dana

(AK997373) Kafshi Al [™) 10222012 03:42 P Eastern Standard Time (AmencaiNew York) - * Ciass Comp
A

(SCH08478) Coroet, [™] r0g2m012  w3azem Essie Siandard T (Americaliew York) - + Cuas comg
SeanJ

Click Apply Changes. 40.00 o
Note: It used to be you had 40,00 S
to click the Apply Changes '

button in the yellow area or 4000 (5]

your work would be lost.
This is no longer true.

Apply Changes Reset

Click Next. Next

Choose whether you want
AglLearn to assess
competencies based on !
each Item’s individual
settings, assess all Items,

or not to assess any
competencies.

"Change the way competencies are assessed

@ Azzess based on tem setting O Azzess gl tems C’Dn Mot Aszess

Verify the accuracy of the ltem:  Classroom FS-ASC-6140-104 (Rev 1 - 9/4/2008 10:47 At America/Denver)
data Title:  Excel Fundamentals

User Completion Total Credit Contact
UserID Name Grade/Completion Date Hours Hours Hours CPE  Comments

JP39676% Public, Class Completed 1272272010 01:44 32.00
Joe M P
America/Denver
Click Submit. oyibiik



The vast majority of 1. Click the Users button.
external events enter <

Completed Work Users
through the SF-182 B
process, after

verification.

2. Select Tools from the left
menu.

3. Select Record Learning
— Multiple.

Record Learning - Financial
Record Learning - Multiple
Learning Event Editor
Merge Users

Send Notifications
Supervisor Assistant

User Needs Mgmt

4.  Select External Event in What kind of learning vou want to record?

What kind of Iearnmg 0 ft=m 0 Scheduled Offering External Event
do you want to record?

S. Type a description of the Add External Events
external event.

External Event:

6. Click Add.

Repeat Steps 3 and 4 as

necessary.
If you already know the 7. Inthe Search & Add Search & Add Users
Uhsef 'd[_)s- YIOL! mayhtype Users box, click the
them directly into the Search icon @ next to
. Add
box. Remember, when User ID. User I ﬁ'}j |

entering directly,
capitalization counts.

8. Searchforandaddthe  pEZER - |

user(s) you wish to give Search Users
Cred it to i n th e reSu Iti ng E:f;?;ml::z: g::;l:‘::yx::‘;arl:lelggnﬁx’ﬁur 'search. Some fields allow you to select from a list of values. You can also
pop-up box. p— ———

Last Name: Starts With v

First Name: Starts With v

User Status: @ Active ©) Not Active ) Both

Domains: Starts With - A d

Public/Confidential Filers: Starts With - T

Add/Remove Criteria &
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Step Activity View
9.  Click Next. =
10. Edit the Completion * Complction
H H ate
Date, if different. Ty —
11. complete the Grade box TotalHrs  CreditHrs  ContactHrs CPE
and edlt any Of the Othel' | Grade (1000,001.01y {1000,001.01) {1000,001.01) (1000,001.01)
I 2 o

fields, as necessary.

12. To add comments to be |
included in the completion ‘R
records, click the More :
Options icon at the far
right.

13. You can add an Instructor ~ Other pata
!D by clicking thg Search Classroom AGLEARN.
icon and searching as you 6.1ADMIN-TRNG (Rev 1-

12/16/2010 05:30 PM
wk())_uldt for any other Aniccamion Vo)
object.

OR Instructor ID: Q o

You can type the

instructor’'s name in the

Instructor Name field. - I
Type comments (if any) in

the Comments field.

Click Close when Close
finished.

14. click Apply Changes.

(You may have to scroll to
the right to see it.)

Item:

Instructor Name:

15. Click Next. Next
16. vVerify the accuracy of the e ook _ _
data User ID “::"l-e Grade/Completicn [CJOETEWEUD” LDEltUafIS ﬁ’;ﬁr‘s( E'ourgzrasct CPE Comments
) JP996769 Public, 12/21/2010
Joe M 02:34 PM
America/Denver
17. Click Submit. Submit

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.

130



If you know the
numeric ID of the
Scheduled Offering,
you may type it directly
in the box, and click
Add.

Think twice before
clicking the Remove
link for a user. If they
cancelled, that’s fine. If
they just didn’t show
up, there is a No Show
status.

Step Activity

1.

Click the Users button.

Select Tools from the left
menul.

Select Record Learning
— Multiple.

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.

Search for and add the
scheduled offering(s) for
which you wish to give
credit in the resulting pop-
up box.

Click Auto Fill From
Registration to have
AgLearn populate the list of
enrolled users for you. You
can add or remove users as
needed.

You also have the option to
search for them individually,
though it will be far more
time consuming.

View

®o

Users i

[ Regions

{ i Tools
u _

(=] Tools

Record Learning - Financial
Record Learning - Multiple
Learning Event Editor

Merge Users

Send Notifications
Supervisor Assistant
User Needs Mgmt

What kind of learning vou want to record?

O ltem %ﬁcheduled Qffering O External Event

Search & Add Offerings

Scheduled
Offering
1D:

Add

Search Scheduled Offerings

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

wvalues. ou can also add or remove search criteria to further refine your search
Search || Resst

Case sensitive search:

O ves ® 1o

() tem offering type () Schedule Block offering type (&) Both
Starts With v

[saswin v

Start Date After: m
(MW/DBD/YYYY)

Offering Type:

Scheduled Offering ID:

Item/Schedule Block ID:

Description:

Start Date Before:

12/22/2010
(MW/DD /YY) _—

Search & Add Users

User®, | Add
1D:

Auto Fill From Registration
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Any comments will be
visible to anyone with
access to view the
completion records.
Use discretion.

To learn how to track
users’ attendance by
individual segments,
see the section titled,
“Track Student
Attendance by
Segment” in this guide.
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Step

10.

12.

13.

14.

Activity

Click Next.

If everyone selected is to
receive the same
completion status,
continue to Step 10.

If some users will receive
different completion
statuses, or have
additional comments
added to their
completions, skip to Step
13.

Select a completion
status from the
Completion drop-down
box and edit any of the
other fields as necessary.

To add comments to be
included in the completion
records, click the More
Options icon at the far
right.

Click Apply Changes.
(You may have to scroll to
the right to see it.)

Skip to Step 16.

To enter unique
Completion Statuses for
various users, click the
Expand icon to the left of
the item’s identifying
information.

Edit the individual
Completion Statuses as
necessary.

View
Mext

List of Selected Users

Records per Page 10 v {8 totsl records)

UserID Name a

o - SR K
——— e e
o-— e R ART ey e

Clazs Incomplets (Clazs Incomplste) - Not For Creds
Clazz Attend (Clazs Attend) - For Credit

Claz=z Waived (Clazs VWaived) - For Credit

Clazz MoShow (Clazs NoShow) - Mot For Credit

L

More Options

Apply Changes

* = Required Fields

5.1ADMIN-TRNG

[Expand 1620t
rica/New

York)

Scheduled Offering

31(292889)
Classroom AGLEARN_COURSEAVENUE
(Rev 1- 1212872010 10:15 Al Americalliew
York)

Gompletion Date Grade

101612012 04:00 PM AmericalNew York

1011612012 04:00 PM America/New York
101612012 04:00 PM America/New York
10/16/2012 04:00 PM America/New York

101612012 04:00 PM America/New York
10/16/2012 04:00 PM America/New York
101612012 04:00 PM America/New York

202
212
202
212
12
202

Aftendance * Completion

= Class Complsted (Ciass Completed) - For Credt
= Class Completed (Class Completed) - For Credt
= Class Complsted (Ciass Completed) - For Gredt
= Class Completed (Class Completed) - For Credt

= Class Incomplete (Class Incomplete) - Not For Credit

DRI

Bl Class Completed (Cisss Completed) _For Credt

Remon
Remoy
Remon
Remoy
Remon

Remoy



15. click Apply Changes. 40.00 ©

Note: It used to be you had
to click the Apply Changes
button in the yellow area or 40.00 (5]
your work would be lost.

This is no longer true.

)

40.00

Apply Changes Reset

16. Click Next. | Next |

17. Choose whether you want
AglLearn to assess
competencies based on !
each Item’s individual
settings, assess all Items,
or not to assess any

Change the way competencies are assessed
’7 @ Azzess based on tem setting 0 Azzess gl tems ODD Mot Aszess

com petenCIeS.
18 - Verlfy the accuracy Of the User ID T Grade/Complstion o g oo ——
d JP99eT6S Public, Class Completed &/17/2008 01:30 8.00 32.00
ata' Joe M AM
America/Denver

19. Click Submit. Submit

133



Bookmarking frequently
used records saves the
trouble of having to
repeatedly search for
them.

The segment must be
in the past.

Most scheduled
offerings use only one
segment per day.
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Step
1.

Activity

Open the record of the
scheduled offering for
which you wish to track
attendance.

Click the Segments tab.

List the List View button.

Click the Attendance link
for the segment for which
you wish to record
attendance.

Check the Attendance
box for everyone who
attended. You may add a
comment, if you wish.

If your scheduled has
multiple segments on the
same day and the
attendance was the same
for all, click the Copy to
Same Day Segments
button.

When complete, click
Apply Changes.

View

=" CourseAvenue Studio Training

Description:

Item: Classroom AGLEARN_COU...

Approval Required: No

End Date: 11/14/2012

Facility:

Start Date: 11/14/2012

*Time Zone: Eastern Standard Time

View All @) |

Related

More &

Registration

Catalogs

© &)

‘ - %
o
J List View
—_—
‘ (=] Tue 10/16/2012
09:00 AM - 12:00 PM Added segment due t
01:00 PM - 04:00 PM Intermediate Training

Record Attendance

Segment 21482 - Added segment due to istructer availability

UserID User Name

s L T
- - nemn
[ -
Frevr—.

Copy to Same Day Segments

Apply Changes

Aftendance

Select All/Deselect All

EEOEE

Approval Process:
“*Domain:

End Time:
Instructor:

Start Time:
Registration Status:

Attendance

Attendance

Comments

2928¢

Office of the Chie
04:00 PM
No Name
08:00 AM

0 enrolled, 0 waitl

||
=]



When recording credit for
the scheduled offering,
the attendance for each
student will appear.

Scheduled Offering Completion Date. Grade

Aftendance * Completion

101612012 04:00 PM AmericalNew York
Classroom AGLEARN_COURSEAVENUE
(Rev 1- 1212872010 10:15 AM Americalliew

York)
(FOSSE S  10/1812012 04:00 P AmericalNew Yori ,13 - Ciass Completed (Ciass Completed) - For Credt  ~
(R B e 101812012 0400 P York 212 |- Ciass Compited (Ciass Complted) -For Credt v

T York 212 |- ciass Compicted (Giass Completed) - For Gredt ¥
(WSS e e 100612012 04:00 P i York 212 |+ Class Completed (Class Competed) - For Creat v
(s e 120400 York 112 | Gass ncompiets (Ciass Incompete) - ot For Creat ~
[Mian d. - © 10/16/2012 04:00 PM AmericalNew York \22
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By selecting the
Miscellaneous
category, you will
always see any custom
reports with similar
titles.

Not all reports are
accessible by all roles.

There are also a
number of custom
reports available for
rosters.
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Reports (1411)

AgLearn provides many report options, each of which offers various grouping,
sorting, formatting, and printing options.

A search window allows admins to search across report categories to find the desired
report. They can 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
reside in the Report Jobs tab.

The report subtasks chosen to illustrate typical report activity steps are the Run a
Scheduled Offering Roster Report, Run a Certificate of Completion for
Offerings Report, Run a User Curriculum Status Group by Curriculum (CSV)
Report, and Run a Completed Work Report.

Step  Activity View
1.  Select the Reports

menu tab. "

Reporis

2. Select the Learning and
Miscellaneous report
categories.

User Management
Performance
Learning

Content

3. Enter Roster in the
Report Search Window.

4. Click Submit.

5. Scroll through the list of
reports to find the
Scheduled Offering
Roster report.

FSClasshoster? Schedul oster
Th Schecued fteing Rster rspor returns the roster of wers n &
e &

6.  Expand the group of

. Scheduled Offering Roster
reports available.

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




Note: Most reports
offer the option of a
comma separated
values (CSV) file,
which returns an Excel
spreadsheet. Choose
CSV when selecting
which report to run.

Red asterisk denote
required fields.
Although remaining
fields are not required,
you should complete as
many as you feel are
necessary to better
define your results

Browser is the default
selection, and when
selected, it displays the
report on your monitor,
in a browser window.
Local File saves the
report to your
computer.

You can enter the
Scheduled Offering ID
directly into the
appropriate field if you
know it. If so, skip to
Stepl8.

7.

10.

11.

12.

13.

14.

Select the report format
you wish to run.

Enter a report title in the
Report Title field.

Note: The Report Title
default is to display the
name of the actual report.

Enter a header and
footer for the report in
their respective fields.
Note: Report Header and
Footer do not have a
default setting.

Select either the
Browser or Local File
view option to select a
report destination.

Select either HTML or
PDF as the Report
Format.

Click the Filter icon to
search for and select a
scheduled offering.

Enter the appropriate
criteria for filtering the
scheduled offering
request.

Click Search.

Leaming

Scheduled Offering Ry r (CSVY)

Scheduled Offering Rc.| Run Scheduled Offering Roster by Last Mame Report | |5 &

The Scheduled Offering Roster report returns the roster of users in a scheduled
offering. @

Run Scheduled Offering Roster by Last Name

Report Title: Scheduled Offering R
Report Headet:
Report Footer:
Report Destination: Browser k

Browser

Lacal File
Report Format: HTHL |

POF

Scheduled Offering:

Exact %

Case sensitive search: T ves @ No

Offering Type: ltem offering type Schedule Block offering type 9 Both

Scheduled Offering 1D: Starts With -
Item/Schedule Block 1D: Starts With -
Description: Starts With -
Start Date After:
3 1301

(MM/DDAYOY) -
Start Date Before: .TI
(MM/DDAYOY)

Search
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AgLearn User IDs are
not PII. Still, it's
generally a good idea
to leave this box
checked unless there is
some reason you will
need the IDs later.

AgLearn directs you to
a Schedule Job
screen if the number of
records in the report
exceeds a predefined
threshold.
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15. Click the Select check

box corresponding to the
appropriate scheduled
offering(s).

16. Click Add to Filter.

17.  Verify you've selected
the desired offering, then
click Submit Filter.

18.  Uncheck the Mask User
IDs checkbox if you wish
the users’ AgLearn IDs
to display with the report.

19. Click Run Report to
display the report.

20.  To Print the report, press

Ctrl+P, then Print for
HTML formats.

Note: For PDF formats,
simply click the Print icon.

21. Click Print to print the
report.

Recordsper Pazse 10 ™ Pager 1 2 3 4 5 Previous Hexts (285 total records)

Scheduled Offering ID

Item/Schedule Block

Page 1 of 29. E
Select AN / Dessisct Al
Description Sl

20307 Classroom USDA-FMMI-402 (Rev 1 FMMI 402: Financial Management ]
- 7/14/200% 0B:46 AM Reporting (ECC)-D2
America/Mew York)
2010 Classroom USDA-FMMI-421 (Rev 1 FMMI 421: General Ledger %
- 7/14/2009 09:08 AM Process-D2
America/Mew York)
Add to Filter

%I‘.‘I ask User Ds

Run Report

 Filter: 1 Scheduled Offern...

Submit Filter
CoursefAvenue Studio Training (2929%;} @

EEQ Print

General | Options

Select Printer

< Fax

= Send To OneNote 2010

Ly HP Deskjet F4400 series

| Snagit 9

= Microsoft XPS Document Writer

<

1 3

Status Ready Printta fle
Location
Commnt
I
Page Range
@Al Number of copies: 1 |5
Selection Current Page
() Pages 1 Collate h
2 g
Enter either a single page number or a single 1 1
page range. For example, 5-1

| Print

Note: For additional information about scheduling a background job, see Scheduling a Background Job.



Print Certificates of
Completion for
Offerings before an
instructor-led offering
for presentation at the
end of class.

By selecting the
Miscellaneous
category, you will
always see any custom
reports with a similar
titles.

Not all reports are
accessible by all roles.

Red asterisks denote
required fields.
Although remaining
fields are not required,
you should complete as
many as you feel are
necessary to better
define your results

View

Step
1.

10.

Activity

Select the Reports menu
tab.

Select User
Management and
Miscellaneous from the
Category menu.

Enter Certificate in the
Report Search Window.

Click Submit.

Scroll through the list of
reports to find the
Certificate of
Completion for
Offerings report.

Select the report title.

Enter a report title in the
Report Title field.

Note: The Report Title
default is to display the
name of the actual report.

Enter the name of the
instructor in the
Signature Text field.

Click the Calendar icon to
enter the completion date.

Select either the Browser
or Local File view option
to select a report
destination.

Reports

Category (Admin only)

User Management
Performance
Learning

Content

System Admin

HOOOO®

Wiscellanegus %

Search

User Management
Certificate Of Completion Learning Event

The Cartificate of Completion report prints Lhe certificates of

‘COMENion for USErs T10M the FECO08d I8BITAN, . ore

Certificate O Completion Learning Event {User)
The Certificate of Completion report prints Lhe certificates of
COmpiStion for Sers ITom LY ISarRing Mista... noce

Certificate of Completion Legacy

or The Certificate or Completion Feport prnts the Certinicates af
compietion for sers by learning item.

User Management
Certificate of Completion for Offeringg,
}

The Certificate of Completion for 5c Offerings report prints the
certificates of completion for users b...more

Report Title: |Cer‘tificate of Comple

Signature Text:

|Irv Imstructar J’k

Completion Date:

(MM/DDSYYY)
Report Destination: Browser h.‘
Browser
Local File
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Step

Selecting PDF will 11.

produce certificates

ready to be printed and

signed by the

instructor.

If you are creating 12.

Certificates of

Completion to hand out

at the end of class,

uncheck this box.

You can enter the 13.

scheduled offering 1D

directly into the

appropriate field, if you

know it.
14.
15.
16.
17.
18.
19.
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Activity

Select either HTML or
PDF as the Report
Format.

Check the box to run this
report for Completed
Learning Events only.

Click the Filter icon to
search for and select a
Scheduled Offering.

Enter the appropriate
criteria for filtering the
Scheduled Offering
request.

Click Search.

Select the Select check
box corresponding to the
appropriate Scheduled
Offering(s).

Click Add to Filter.

Verify that you've
selected the desired
offering, and then click
Submit Filter.

On the Run Certificate of
Completion for
Offerings screen, click
Run Report to display the
report.

View

Report Format:

Run Report for Completed Learning Events Only (completion date will come from

learning events)

Scheduled Offering: | Exact | | | %
Case sensitive search: ) ves @ No
Offering Type: ) tem offering type ) Schedule Block offering type @ Bath
Scheduled Offering ID: Starts With -
Item/Schedule Block 1D: Starts With -
Description: Starts With -
Start Date After: B0
(MM/DDAYOY) -
Start Date Before:
(MM/DDAYOY)
Search

Recordsper Pazse 10 ™ Pager 1 2 3 4 5 Previous Hexts (285 total records)

Scheduled Offering ID
20307

Item/Schedule Block

Classroom USDA-FMMI-402 (Rev 1
- 7/14/200% 0B:46 AM
America/Mew York)

Classroom USDA-FMMI-421 (Rev 1
- 7/14/2009 09:08 AM
America/Mew York)

0o

Add to Filter

w Filter: 1 Scheduled Offeri...

Run Report

Subgyt Filter
CourseAvenue Studio Training (2929 °

Page 1 MHE

Select ANl / Dessiact Al

Description

FMMI 402: Financial Management ]
Reporting (ECC)-D2

FMMI 421: General Ledger %
Process-D2




20. To Print the report, press ~ =em B

Ctrl+P, then Print for Genoral | Optons|
HTML formats. Select Printer

< Fax a Send To OneNote 2010

: o HP Desijet F4400 series s Snagit 9
Note: For PDF formats, i e T — i

simply click the Print icon. = al
— T—

Status: Ready |Printto file
Location:

Commert
Page Range |l
@Al Numberofcopies: 1 o~

Selection CurrentPage

) Pages 1 VICollate

Enter either a single page number or a single
page range. For example, 512

a2 ||

b ] (oment ] [ omy

21. Click Print to print the

report.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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The Curriculum Status
Report is a quick way
to keep tabs on much
of your agency’s
mandatory training.

By selecting the
Miscellaneous
category, you will
always see any custom
reports with a similar
title.

Not all reports are
accessible by all roles.

Displaying the User IDs
may be helpful in this
case, should you wish
to send AglLearn
reminders to those who
are incomplete.
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Step

1.

Activity

Select the Reports menu.

Select User Management
and Miscellaneous from
the Category menu. Type
in “curriculum” and click
Submit.

Open the Curriculum
Status Group.

Select User Curriculum
Status Group By
Curriculum (CSV).

Leave the Report
Destination and Report

Format set to the defaults.

Uncheck, or leave
checked, the Mask User

IDs check box, as needed.

Search

curriculum

Browse By

Category (Admin only)
User Managemant
Performance
Learning

Content

System Admin

EoOo0O0O0S

Miscellaneous

User Management

Curriculum Status
ne user Curriculumn Status report returns; the curriculum

azsigned to each user and their curriculum status;

a..more

& Curmriculum Status
User Curriculum Status Group By User All Details
User Curriculum Status Group By User
User Curriculum Status Group By Curriculum (C.
User Curriculum 15 Group By Curriculum

User Curriculum Status Group By User Requirement Details

User Curriculum Status Group By User Itemn Details
User Curriculum Status Summary (CSV)
User Curriculum Status (CSV)

Uam manaycein

81 &7
e
12 7
R [&F
18 (&7
L=l
81 &7
e

The user Curriculum Status report returns, the cumiculum assigned to each user and

their curriculum status, a...more @

Report Destination: Local File

Report Format: coy w




Step  Activity View
7. Click the Filter by Criteria [¥) Mask User s

icon to search for and User: Exact ¥ %

select users.

Note: If you are setting up a
report to run on a recurring
basis, it is wise to use the
Submit Criteria option at the
domain level, as that will
always search the domain or
sub-domains indicated. If you
select a list of users, AgLearn
will look only for them, no
matter how out of date the list

becomes.
If you have the 8.  Click the Filter by Criteria  cyrricutum: —
Curriculum ID for a icon to search for and &
single curriculum select the curriculum or
search, you can copy curricula for the report.
and paste it here.
It's often a good idea to 9. Select the Completion Statuc: .
pick Both. A quick sort Status you want to see in ' = Compister 53 Not Compieted P
in Excel a.”OWS you to the returned data
easily compare the
number complete
against the number
incomplete.

10. Click Run Report if you Run Report Schedule Job

want the report to run now.

Click Schedule Job if you

need the report to run after

hours, or want to schedule

it as a recurring job.
If you asked for “Both” 11. The dataretums as a CSV [ e s
in Step 9, you can sort file that can be opened in < Lrowian ot v - St
the “Completec” Excel,
column alphabetically | e kit

to quickly sort those
who are complete from
those who are not.

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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The Completed Work
report is helpful when
you need to know who
has completed training
in your agency during a
specified time period.

By selecting the
Miscellaneous
category, you will
always see any custom
reports with a similar
titles.

Not all reports are
accessible by all roles.

The CSV option will
produce data in
Comma Separated
Values format, which
opens as an Excel
spreadsheet. The other
options produce results
in browser or PDF
format.

Note: Report Header
and Footer do not have
default settings.

Browser is the default
selection and displays
the report within the
browser. Local File
saves the report as a
file on your computer.
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Step

1.

Activity

Select the Reports
menu.

Select both the User
Management and
Miscellaneous category
from the Category menu.

Enter Completed Work
in the Report Search
Window.

Click Submit.

Click the + to expand the
Completed Work report

group.

Select the type of report
you wish to run.

Enter a report title in the
Report Title field.

Enter a header and
footer for the report in
their respective fields.

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

View

s

Reports

Category (Admin only)

User Management
Performance
Learning

Content

System Admin

HOOOOs

Wiscellanegus %

Search

completed work

Submit

%C:Emgl.eted Work

Learning History report returns users’ learning history (learning
items and curricula they have finished) ...mare

B completed Work
Completed Waork Desc

Completed Worl
Completed Work (C2V)

The Learning Hizgtery repert returng users’ learning
higtory (learning item= and curricula they have

finighed) ...mere

Report Title:

Completed Work

Report Header:

Report Footer:

Report Destination:

]
L]

Browser

Browser

Local File h-‘



Step

10.

AgLearn User IDs are
not PII. Administrators
usually hide them as a
courtesy unless they
needed for another
action.

Inserting a page break
between records can
create a problem,
depending on how
AgLearn groups and
sorts the report data. If
you’re not careful, you
could end up with a
single line on each of
10,000 pages.

Use Submit Criteria
when possible if the
report will run multiple
times in the future.
Saving a list of names
means AgLearn will
always run the report
for that list of names,
which may not be valid
in a month or a year.
Using Submit Criteria
for a domain not only
allows the report to run
faster, it will always
look for whoever is in
the domain whenever
the report runs.

You can leave either or
both blank.

15.

11.

12.

13.

14.

Activity

Select a Report Format
option to change the
report format.

Leave the box checked
to Mask User IDs,
unless there is a reason
to see them.

Uncheck the Page Break
Between Records box,
unless you are sure you
want one.

Select the Filter by
criteria icon to open a
search window to search
for and select users as
you would in any other
search.

Note: When the search will
include an entire domain or
sub-domain, use the
Submit Criteria button
instead of performing a
complete search. This will
not only make the report run
faster, it will make it more
useful if the save it or
schedule it for multiple
occurrences.

Click the Completed Date
Calendar icons to select
and enter the dates
between which you want
completed training to
appear on your report.

Click the Detail button if
want more information

Note: The Summary button
is the default.

View

Report Format: HTHML
HTHML
PDF *

Mask User IDs

Page Break Between Records
Exsﬂ - A

User: Exact ¥

User Status: @ Active ©) Not Active

© Beth| Filter by criteria

Completed Date From:
[MMIDD ™)

i

Completed Date To:
[RARLDD ™)

Report Type:

@ Summary O Dretail
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If this will be a regularly
run report, you may
wish to schedule it. For
instructions on
scheduling reports to
run after hours, see the
section “Scheduling
Background Jobs,”
below.

If the report will need to
access too many
records, AgLearn may
ask you to schedule it
outside of working
hours.

USDA’s green policies
discourage printing
reports unless
absolutely necessary.
Saving a PDF report to
your hard drive allows
you to email it to
whoever needs to view
it.

Step

16.

18.

19.

20.

Activity

If this is a frequently-run
report, click Save
Report.

Fill in a Saved Report ID
and Description.

Click Submit.

Click Run Report to
display the report.

Click the Save icon to
save this report to your
hard drive.

View

Save Report

Save Report

* = Reguired Fields

Description; |

Submit

Run Report

Save a copy (Shift+Ctrl+5)

F‘I L ¢ 29 | .::___-':'-—_

Note: For additional information about scheduling a background job, see Scheduling a Background Job.
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Tasks available for
scheduling as
background jobs vary
based on the
administrator’s roles.

Any function in User
Needs Management
can also be set to run
after hours.

The time block to
schedule background
jobs between midnight
and 5 AM ET during
the week, or any time
on Saturday or Sunday.
To see all of the
available time slots,
click the View
Available Time Slots
link shown in Step 2.

This can be important if
you’ll have multiple
pending jobs.

You’re going to want
AgLearn to notify you, if
only to remember to
check to see that the
job ran successfully.

Scheduling Background Jobs (1411)

Background jobs are tasks that can be time-consuming, include too many records,
or dramatically affect system performance, scheduled to run at off-peak work hours,
where they will not overload 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 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.

The Item Revision Assistant also allows for the scheduling of background jobs. See
Managing Items for more detailed information on using the Item Revision Assistant.
Reports can also be scheduled as background jobs. See Reports for more detailed

information. This guide will focus on the scheduling of reports. The procedures are
the same for the other tasks noted above.

Step  Activity View

1. After inputting the criteria
for a report, click
Schedule Job.

Run Report SChRdUIE Job

2. Select the Schedule
this job to be executed
on option button.

%chedule thiz job ta be executed on: Yiew Available Time Slots

3.  Click the Date Calendar

Date:
icon to select and enter MDD ) @)'
the date the background
job will run.
4.  Enter a Time for the

Titme: |
(hbkcimm: APy

background job to run.

5. Enter a brief description
of the job in the Job
Description field.

Job Description:

6.  Select the Notify via
email upon completion
check box to send a
notification email.

Iﬂrﬂmify vig email upon completion
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AgLearn accepts only
one email address.
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7.

Enter the recipient’'s Email:
email address.

Select Email the Report _

to receive a copy of the Email the Report lﬁ
report with the

notification email.

Note: Your report must be

in CSV or PDF format with

a destination of Local File

for you to receive it via

email.

9.

Click Finish.

10.

Verify that the job’s
Scheduling on the Status Background Report Job Status
. Job Title: Report
screen, then click Description: Completad Work
Fl n iS hed . (See Vl ew a Scheduled SlanS‘D:lei 1;::12:);: 01:11 AM America/New York
Background Report ,
You can edit the schedule details and status of this background report job in the Background Jobs module until it has

Job) to CheCk your job’s completed successfully, after which it will appear in your Report Jobs list
status.




The time block to
schedule background
jobs between midnight
and 5 AM ET during
the week, or any time
on Saturday or Sunday.

It may be weeks
between reports. Make
this something the
recipient will
remember.

AgLearn accepts only
one email address.

Step

Activity View

After inputting the criteria gy, Report
for a report, click
Schedule Job.

Sch*dule Job

Select Schedule the job Schadile fis job o racur 5 folows:
to recur as follows: i

If Daily, no additional wm Day:. .
information is needed. © Monthiy pate: [ |

If Weekly, specify the
day of the week.

If Monthly, specify the
date it is to run each
month. Among the
options is “Last Day of
Month,” whatever that
date may be.

Note: When scheduling a
report for a specific day of
the week or month,
remember the report runs
before the work day begins.
If you want to capture all
data through the end of the
month, set it to run on the
first day of the next month.

@ Daily

Enter the Time of Day Tmeatoay

and Time Zone. Time Zone: Eastern Standard Time (Americalew York) -
Enter a J 0 b Job Description: Monhly Complete Work report for agency

Description.

Select the Notify via
email upon completion
check box to send a
notification email.

l_l_f\\%NDtify via email upon completion

Enter the recipient’s Email:
email address.

Note: This can be anyone,
so, if preparing a report for
someone else, you can
have it emailed directly to
that person.
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7. Select Email the Report .
to receive a copy of the Email the Report %
report with the
notification email.

Note: Your report must be
a CSV or PDF format with
a destination of Local File.

8.  Click Finish.

9. Verify proper scheduling

nd Repe eduled

Background Report Job Status

on the status screen, e
then click Finished. Description: Completed Work
. Scheduled Start Date: 10/25/2012 01:11 AM America/New York
See View a S S
Background Report P ——— — Jobs module un Rhas

completed successiully, aRer which it will appear in your Report Jobs list

Job to check your job’s :
status.




Step

Background jobs 1.

viewed via this
procedure are jobs that
are still in queue and

have yet to run. 2.

Activity

Select the Reports menu
tab.

Select the Report Jobs
tab.

Locate the desired
background report job.

Select the corresponding
Edit Schedule link to
view more information.

Review the schedule and
make changes as
necessary.

You can review past
report results (if any) by
clicking the Results tab.

Note: You cannot change
the report parameters from
here, only the schedule. To
change the report
parameters, you must delete
this job and create a new
report.

View

-

Reports

Reports Report .‘b

Actions
(none (none) (none:

3269 Crass Agency Custom Roster Report. AglLearn Admin Roster Report Edit Schedue Delete
3270 IDP by Learner IDP By Learner Report (LFCSV) Edit Schedule Delete
3n2m BulkStudentData Bulk Student Data (LFPDF) Edit Schedue Delete

‘

Edit >:he§£l& Detete

Edit 5che Delete

Report: USDA NoFEAR Refresher Incomplete Report

Description: Users in the OES and SEC domains who have yet to complete the 2011 No FEAR refresher training.
Scheduled: S5M7I2012 02:43 AW America/New York

Edit Recurring Report Job
— Status
Last Execution Result:  Faied e
iew Errors
Last Execution: 10/18/2012 02:45 AN Americalew York
Current Status: Scheduled
Next Execution: 10/25/2012 02:45 AM AmericaMew York
— Schedule
Schedule This Process
© Daiy
@ Weekly Day: Thursday ¥
© Wonthly Date: -
Time of Day: TETYTEES
(hhzmm AM/P 0248 A1
Time Zone: Eastern Standard Time (Americailiew York) -
Users in the OES and SEC domains who have vet to complete
Job Description: the 2011 No FEAR refresher training.

Notify via email upon completion
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Managing Curricula Records (1411)

Curricula group learning to make it easier to assign and track. A curriculum can
consist of any AgLearn items, requirements, and sub-curricula—no external events—
grouped into combinations that can accommodate virtually any well-defined purpose.
Managing Curricula tasks include: Creating Requirements, Search For and Edit,
Add, and Copy a Curriculum Record.

Requirements add flexibility in the administration and completion of curricula by
providing users the option to choose several Items from a larger pool, or complete
any number of Items from the pool, so long as a minimum requirement is met, either
in the number of contact hours, credit hours, or Continuing Professional Education
units (CPE). The administrator sets the original parameters and the user then makes
specific choices to best suit his/her needs and preferences.

There are three basic types of requirements:

Items from a pool of ltems — The requirement may be for the User to complete
any three from a pool of five Iltems (two from a pool of three, four of six, etc.).
This type is by far the most popular.

Hours (or credits) from a pool of ltems — The requirement may be to complete
fifteen hours, credits, or CPEs from a pool of Items. Some certifications require
users to attain a specified number of CPE units in their field each year to retain
their certification.

Hours (or credits) from any Iltems — An agency or organization may require any
or all of its employees to complete forty hours of training per year, regardless of
the discipline or subject.

Like many things in AgLearn, creating requirements is not difficult, but following the
process is critical. Below are the steps required to create each of the three major
requirements.

Step Activity View

1. Select the Learning i
button. =
Learning

2, i "
Select Requirements. { Catalogs

[» Curricula

\' Repireons

‘ Questionnaire Surveys




This can be the same
as the curriculum that
will use the
requirement if that’s the
only curriculum to use
it. There’s no rule in
AgLearn that says you
can’t subsequently use
that requirement in
other curricula, but it
gets confusing.

Never leave anything in
the PUBLIC domain.

The default is almost
always fine.

You can build an
inactive requirement,
but you can’t do
anything with it.

Only administrators will
see this comment.

Step

10.

11.

12.

Activity

Select Add New.

Select # items from

Pool of Items from the
Requirement Type drop-
down.

Enter an ID for the
requirement.

Note: This should begin with
your agency’s abbreviation.
Check with your agency
lead if you are unsure of the
naming convention.

Enter a Description.

Enter your Domain ID.

If you are not sure,
search for it by clicking

the search “ icon.

Enter a Creation Date if
the default is not
applicable.

Be sure the Active box is
checked.

Enter any Comments for
future administrators who
may view the record.

Click Next.

Select add one or more
from list to choose an
item to add to the pool.

View

Search %d New | &

* Requirement Type:

# Hours of specified Hour Type -
ied Hour Type
*1D: ours ed Hour Type from Pool of rems.
f It

ms

Description:

* Domain ID: @, [uOT PUBLIC

* Creation Date: [ [10:3002012
(MM/DDIYYYY)

Active:

Comments: ‘

Mext

Create Item Pool
Enter tem ID or add cne or mﬁ from list
tem Type Item 1D

-

153



154

13. Search for and select the >

h fild that you want to use to fiter your search. Some fiekds allowr you o Select rom a st of values. You can also add or
tera o further refine your search.

item as you would for

. Keywort: [
anything else. tempes — Y
) em1p: e —
Repeat as often as is e e L
Item Status: @ Active © Notactive @ Both
needed. i ——
Domains: ETT R —

14_ Verify the items Selected Item Pool for the Requirement
are correct and complete.

Select All / Deselect All

Item Title Classification Remove
Classroom AGLEARN-5861-DELTA (Rev 1 - 9/24/2010 01:26 PK AgLearn Version 5.8 Instructor-Led
i To 6.1 Delta Training
Classroom AGLEARN-6.1ADMIN-TRNG (Rev 1 - 12/16/2010 05:30  Aglearn Administrator  Instructor-Led
i York) Training - Version 6.1
Classroom AGLEARN-6.1ADMIN-TRNG-2DAY (Rev 1 - 2/7/2012 AglLearn Administrator  Instructor-Led
02:06 PM AmericalNews York} Training - Version 6.1
(Two Days)

Select All / Deselect All

Apply Changes

15. Enter the required .
number of items in the * Enter the required number of ltems: 4|

box.

16. Click Add.




This can be the same
as the curriculum that
will use the
requirement if that’s the
only curriculum to use
it. There’s no rule in
AgLearn that says you
can’t subsequently use
that requirement in
other curricula, but it
gets confusing.

Never leave anything in
the PUBLIC domain.

The default is almost
always fine.

You can build an
inactive requirement,
but you can’t do
anything with it.

Only administrators will
see this comment.

Step

10.

Activity

Select the Learning
button.

Select Requirements.

Select Add New.

Select # Hours of
specified Hour Type
from Pool of Items from
the Requirement Type
drop-down.

Enter an ID for the
requirement.

Note: This should begin with
your agency’s abbreviation.
Check with your agency lead
if you are unsure of the
naming convention.

Enter a Description.

Enter your Domain ID.
If you are not sure, search
for it by clicking the

search ® icon.

Enter a Creation Date if
the default is not
applicable.

Be sure the Active box is
checked.

Enter any Comments for
future administrators who
may view the record.

View

Learning

} Catalogs

i Curricula

Reguirements
W,

' Questionnaire Surveys

Search d New | &

* Requirement Type: # Hours of specified Hour Type from Pool of kems -
# Hours of specified Hour Type
~1D: # Hours of specified Hour Type from Pool of kems
# ltems from Pool of kems

Description:

= Domain ID: ©, [moT puBLc

* Creation Date: ™ [10m0z012
(MMDDYYYY)

Active:

Comments:
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Be sure the items you
choose have the
appropriate hours
associated with them.
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11. Click Next.

|Nexl|

Select Hour Type and enter Required Hours

12. select the Hour Type
from the drop-down list.

+ Hour Type: [ Total Hours -

* Required Hours: Credit Hours
Contact Hours
| CPE Hours

13. Enter the Required
Hours (i.e., hours of the
required type needed to
fulfill the requirement).

* Required Hours:

|

14. To add items to the Item
Pool, click the Add one
or more from list link in

Create Item Pool

Enter tem ID or add uni'fr mere from list
Item Type Item ID

the Create Item Pool v
module.
15. Search for and selectthe > —
item as you would for e
anything else. f—— —— v
Repeat as often as is e .
needed. p— ke
Domans: Stum e - T
stamamon Crnera O Russt
16. Verify the items selected ~ emreoitor e Requrament
are correct and complete. Rosat
Rem Thie Mms.“ = D;::::‘
Classroom AGLEARN.5861-DELTA (Rev 1- 9242010012674 AgLeamVersion58  Instructor-Led 0
AmercaNew York) To 5.1 Deita Training
Classtoom AGLEARN.6.1ADMIN-TRNG (Rev 1 - AgLearn Instructor-Led B
P AmericaNew York) Training - Version 6.1
20AY (Rev 1-272012  AgLeam Instructor-Led A
0206 PM Americalew York) Training - Version 6.1
(Two Days)

Select All / Desaluct All

Apply Changes Reset

17. When satisfied the poolis  Add
accurate, click the Add
button nearest the top of
the page.



1. Select the Learning [ =
button. =

Learning
2. . .
Select Requirements. [ ek
| Curicuia

Questionnaire Surveys

3. Select Add New.

Search New | @
4. Select # Hours Of * Requirement Type: [# Hours of specified Hour Type from Pool of llems -
. . # Hours of specified Hour Type
specified Hour Type 105 [#baurs ot spected Hou Type fam Poalar s

from the Requirement
Type drop-down.

Thishcan be ”I‘e Sa?e S.  Enter an ID for the o
as the curriculum that requirement.

will use the . L
requirement if that's the Note: This should begin with

only curriculum to use your age_ncy’s abbreviation.

it. There’s no rule in Check with your agency lead
AgLearn that says you if you are unsure of the

can’t subsequently use naming convention.

that requirement in
other curricula, but it
gets confusing.

6. Enter a Description. oscripton: |

Never leave anything in 7.  Enter your Domain ID. * Domain ID: ©, [iorrvsLe
the PUBLIC domain.
If you are not sure, search

for it by clicking the
search ® icon.

The default is almost 8. Enter a Creation Date if ~ * cresson bote: £ jsozors
always fine. the default is not
applicable.

You can build an 9. Besurethe Active boxis  acive:
Inactive requirement, checked

but you can’t do
anything with it.

Only administrators will 10. Enter any Comments for — cume
see this comment. future administrators who
may view the record.
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11. Click Next. | Next |

12. Select the Hour Type O —
from the drop-down list. * Hour Type: T .
* Required Hours: Credt Hours

13. Enter the Required
Hours (i.e., hours of the
required type needed to
fulfill the requirement).

14. Click Add. Add

* Required Hours: [




There are three ways to associate requirements with a curriculum: individually, in
multiples, or in groups. When assigned individually, users must fulfill the requirement
for the curriculum to complete. When multiple requirements exist in a curriculum, the
user must complete them all before the curriculum is 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. Open the record of the S — —— -
curriculum in which you —— N
wish to create a e

requirement group. et

ToBl oescription status Remove

No Records

2. Select the Contents tab Related
in the Related area. .
Catalogs

oo

Docume—*-
Relsted

Job Codes
3. Click Edit. Contents "
Type Title
4. Find the requirements you ety BEY suea
Wish to group together : USDA-TOOLKIT-EMPL - 1 items from item pool ix;::‘p\e requirement for Edit nﬂ .-
. DK0117-TOOLKIT_HRSPOOL - 10 Total Hours Hours From a Pool Edit
and click the
corresponding Select
checkboxes.
S. Click _Group Group Requirements
Requirements.
6. Enter a Group sroup Doscrtion

Description.
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The initial period tells
AgLearn how long a
user has to complete
the curriculum after
assignment.
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Step Activity View

7. (Optional) Enter an Initial  miaiassignments:
Number, select an Initial "asooon ntal Perio oers
Period from the drop- RS e TR g
down list, and choose the
Initial Basis (either

Calendar or Event).

8. (Opnonal) Enter the Retraining hssignme_nt_s:
Retraining Number, Soagn o || Remommgperod:  [oms <.
select a Retraining Retraining Basts: O catendar @ ven:
Period from the drop-
down list, and choose the
Retraining Basis (either

Calendar or Event).

9. Click the Calendar icon Effective Date:

M to select an Effective
Date.

Be sure to do this!
AgLearn will not assess
users’ statuses until the
Effective Date has
passed. Until then,
everyone will show as
complete.

10. cClick Create Group. Create Group

11. The Group will appear in - -

the Update the ¥ 8 o
Requirements for the s . st
Curriculum section. S

B USDA-TOOLKIT-EMPL- 1 items from item  Example requirement for toolkit

Click the Expand icon o
to rev[eW the data and the EZS:NDDLK\T,HRSPODL—mma\ Hours From a Pool
Edit link to update it.



If the curriculum had
been bookmarked, you
could have skipped the
search process
altogether.

If the Curriculum is in
an incorrect domain, a
person with
permissions in that
domain will have to
move the record to the
correct domain.

1. Select the Learning
button.

[]

Learning

B ——
2. Select Curricula.

Catalqg§

Requirements

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

Note: See Managing Data

Curricula Search | AddNew | @

Search Saved Searches &

Enter a value for each fiekd that you want to use to fiter your search. Some fislds allow you to select from a list of values. You can also add or
remove search criteria to further refine your search

Case sensitive search: ® .‘,m @ No
Entry and Searches for Curicutum Semun
Curriculum Title: m

more detailed information on
searching.

Curriculum Status: @ active © Notactve O Both

Requirements: Starts With - A 4

AddiRemove Criteria ©

Field Chooser @)

Curriculum ID «

4. Click Search.

Download Search Results 5|

5. Locate the desired
Curriculum record in the
search results.

Tip: Use the Ctrl+F function

to quickly find a Curriculum
on the screen.

Curriculum Title

USDA-AGLEARN-ADMIN
USDA-AGLEARN-LEARNER

Aglearn Administrator courses

Aglearn Leamner courses

USDA-ASCR-2007
USDA-ASCR-2008-EMP.

'USDA Civil Rights 2007 Training
2008 USDA Civil Rights Training for Employees

R 50 |5

S~ eageiza et
Curriculum ID «
U%%)U\GLE&RN—ADM N
UMAGLEARN—LEARNER
USDA-ASCR-2007

6. Select the curriculum’s
link to open the record.

Curriculum Title.

Agleam Administrator courses

AglLearn Leamer courses

USDA Civil Rights 2007 Training

5| |5

Aglearn administrator courses
Description: @

(Calcaan st wed-basaa Agdaam Admniaatorcourses

USDAABLEARNADUN (E] 5 @

7. Read or edit the record as
needed.

reation bate: s
‘Curriculum Type: _HumanRiscurces (4]
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1. select the Learning -
button. =
Learning

2. Select Curricula. Catalogs

Requirements

3.  Select the Add New link.

AgLearn shows the 4.  Enter the curriculum ID in

required fields with a : .
red asterisk. Although the Curriculum ID field.

remaining fields are not Note: Check with your

required, complete as agency lead for the proper
many as you feel are AgLearn naming convention.

necessary.

* Curriculum 1D:

5.  Enter a title for the new
curriculum in the Title
field.

Title:

6. Enter a Description. This  sespion
is what users will see
when viewing the
curriculum in the catalog.
Be thorough, yet concise.

7. Click the Creation Date
Calendar icon to select
and enter a creation date.

Creation Date: 1043002012
(MMIDDIYYYY)

8. Select the Active check  active:
box if the Curriculum is
active.

Never, ever leave 9. Click the Domain Search - pomaini0: @ ficrac |
anything in the PUBLIC icon to search for and

domain. .
enter a domain.

Note: Domain is a required
field.
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Step

This step is not 10.
required.
For a fuller description 11.
of when to use Force
Incomplete, contact
Team AgLearn.

12.
Few curricula will have 13.
all three types of
content. Pick only what
you need.

14.
“ltems” refers to items 15.

in the AgLearn catalog
that the user must
complete in order for
the curriculum to be
complete.

Activity

Click the Curriculum
Type selection icon to
search for and enter a
curriculum type.

Check the Force
Incomplete box, if
necessary.

Note: This is rarely
necessary. Force
Incomplete applies only
when specifying a retraining
interval and AgLearn is to
use only the most recent
attempt at an item when
determining whether the
curriculum is complete,
regardless of whether time
remains in the retraining
interval.

Click Add.

To add items,
requirements, or sub-
curricula to the
curriculum, click the
Contents tab in the
Related area.

Click Edit.

To add items, select
Items from the Contents
drop-down.

View

Curriculum Type:

Force Incomplete:

Contracting (CON)
Enginesring (ENG)

Financial (FIN)

Fire (FRE)

Foreign Ag (FOR_AG)

General (GEN)

Human Resources (HR)
Information Technology (T}
Law Enforcement (LAW)
Leadership (LORSHP)
Management (MGIT)

NUT (NUT}

0n the Job Training (0JT) (0JT)
Procurement (FROC)

Programs (PROG)

Risk Management (RISK_MGHT}
Science (SCENCE)

Security (SEC)

Force Incomplete: [l

Add

Related

Assignment Profiles

Catalogs

oo

Docume—*-

Relsted
Job Codes

Contents

Type

Contents |

t

Title

There is no co

ltems

Re

quirg.,.lents

Subcurricula
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Repeat Steps 14 — 18
as often as necessary
to add all the items you
need.

Repeat Steps 19 — 22
as often as necessary
to add all the
requirements you need.
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16. Search for the item as
you would anything else.

17. Select the item or items to
add.

18. Click Add.

19. To add requirements to
the curriculum, select
Requirements from the
Contents drop-down.

20. Search for the
requirement as you would
anything else.

21. select the requirement or
requirements to add.

22. Click Add.

Search ltems

Enter a value for each fizid that you want to use o fiter your search. Some figkds alow you to select from a list of values. You can also add or
remove search criteria to further refine your search.

Keyword: —

Item Types: satswn v [T
Item ID: saswn v [
Item Titie: Starts With >~
Item Status: @ Active © Notactive © Both

Online Settings: Has onine content

Oomains: T e —

J—

Add ltems To Curriculum

item Title adg
Web Based AgLearn-AssignmentMgr (Rev 1 - 10732011 11:40 AW Americaiiew AgLearn+ Assignment Manager
York)

Web Based AglLearn-BasicAdmin (Rev 1-7/1/2011 02:10 PW America/New York)  AgLeamn+ Basic Administrator
Web Based AglLearn-BasicReporting (Rev 1 - 11/28/2011 12:12 Pl Ameri AgL ic Reporting ¥
s &
Web Based AgLearn-CompletedWorkMgr (Rev 1- 12/62011 09:33 Al AgLearn+ Completed Work
Americailew York) Manager

Web Based AgLearn-CurriculumMgr (Rev 1 - 12/2/2011 08:03 Al America/iew AglLearn+ Curriculum Manager
York)

Web Based AglLearn-ExamMgr (Rev 1 - 1/8/2012 11:50 AW Americafilew York) Aglearn+ Exam Manager

Cnar

Search Requirements

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

Koo —

3 Stariswin v

items: Bact v Type: S 4
S E—

ot E e —
AddiRemove Criteria © Search] Reset

Requirement Ak

USDA-TOOLKIT-EMPL - 1 items from item poal Example requirement for toolkit E




A sub-curriculum is
another curriculum the
user must complete for
the curriculum you are
working on to be
marked complete.

Repeat Steps 19 — 22
as often as necessary
to add all the

requirements you need.

The sequence in which
they appear is only a
suggestion. AgLearn
will not compel users to
create the components
of a curriculum in any
particular order.

Step

23.

24.

25.

26.

27.

28.

Activity

To add a sub-curriculum
to the curriculum, select
Subcurricula from the
Contents drop-down.

Search for the sub-
curriculum as you would
anything else.

Select the sub-curriculum
or -curricula to add.

Click Add.

Change the order in
which the contents of the
curriculum display by
clicking the up and down
arrows. This applies to
both what administrators
see, and to how the
contents appear to users
in the catalog.

Select the Edit link for an
item or requirement.

Contents | &2 '
ltems

Requirements

= Subcwm’cula

Web Ba-id An

= SicAd
02:10 PM| StHpEaImE Ut ar P
m P e s L m I iom

Curricula Search | AddNew | @

Search Saved Seﬁrcheso

Enter a value for each field that you want to use to fiter your search. Some fields allow yeu to select from a list of values. You can also add or

remove search criteria to further refine your search.

Case sensitive search: O T O

‘Curriculum ID: Starts With 4

‘Curriculum Title: Starts With -

Curriculum Status: @ active © Netactve © Botn

Requirements: Starts With - T

AddiRemove Criteria ©

sent [
E—— p— e——r
Curiculum D Title Bdd
AGLEARN- Prerequisites for Two-Day AgLearn Training 7
6. 1ADMIN- i
TRNG-2DAY
AMS-AGLEARN-  AMS Aglearn Administrator courses [
ADMIN
/D'Em

Title Order Select

AglLearn+ Basic Edit | |

Administrator

AgLearn+ Basic Reporting edit | EIE [l

Example requirement for edit | B m

toalkit

Prerequisites for Two-Day Detail \n_/ |:|

AgLearn Training

Display
Order

% [~
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Add a New Curriculum (1411)

Step

Event-based
assignments set the
Required By Date for a
specified period after a
specific event, usually
the assignment.
Calendar-based
assignments allow you
to give everyone the
same Required By
Date regardless of
assignment dates, but
have some
complications of their
own. Open an ATAN
ticket is this is what you
need.

You cannot set a
specific date, which
limits the effectiveness
of this feature unless
you are willing to
regularly update the
number of days
AgLearn is to look
back. This feature is of
most use for resetting
retraining intervals.

This will almost always
be Assignment Date.
The definition of Hire
Date varies between
agencies, and it's
better to base due
dates on when their
AglLearn account
becomes active, since
they can’t complete it
until then, anyway.

Items with retraining
intervals will not leave
the user’s To-Do List
on completion; the
Required By Date will
change and the item
will drop to or near the
bottom of the list.
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29.

30.

31.

32.

Activity

Initial Assignments tell
AgLearn how to set the
Required By Date for an
item (or requirement).
Team AglLearn highly
recommends using Days
for this, as the other
choices have
complicating factors.

AglLearn can now ignore
completions older than a
specified time before the
curriculum assignment.
Check the Previous
Completion box and
specify the number of
days AgLearn may look
back before it refuses to
count a completion of this
item toward the
curriculum.

Select a Required Date
Basis of either
Assignment Date or Hire
Date when using event-
based scheduling.

Assignment Date is the
default.

Set the Retraining
Assignment, if needed.
As with Initial
Assignments, it’s better to
use Days as the period,
even if that means a large
number is required. (1095
days instead of three
years, for example.)

View
Initial Assignments:
Entire
N Period
Initial Number Initial Period: Days  |w) Threshold:
Days
Initial Basis: Calendar @ Event
Previous Completions: Ignore Previous Completions Older Than Days
Required Date Basis. @ Agsignment Date ) Hire Date
Retraining Assignments:
Retraining Number: Retraining Period: Days  |v]

Retraining Basis: Calendar @ Event



There is a reason the
software allows this,
but it does not apply to
USDA and there is no
way to disable it, Sorry.

Adding a catalog to the
curriculum record
allows users to search
for it on their own. If
this is to be a required
curriculum and
reporting is important,
Team AgLearn advises
not placing it in a
catalog, as users who
self-assign will skew
the reporting.

Step

33.

34.

35.

36.

37.

38.

Activity

Basis Dates are primarily
for calendar-based
assignments. The default
is acceptable unless you
plan to make such an
assignment, in which
case Team AgLearn
advises opening an ATAN
ticket.

AgLearn will not hold
users accountable for
completing an assigned
curriculum until after the
Effective Date. Be sure
to set this the current date
or earlier or everyone will
show as Complete on
assignment.

Open the Assignment
Type drop-down to select
an Assignment type, if
desired. The options are:

e Legislatively

Mandated
e Optional
Recommended
e Required

Click Apply Changes.

Close the pop-up window.

To include the curriculum
in a catalog, click the
Catalog tab in the
Related area.

View

+ Basis Date. s
(MM/DDMY Y YY)

Effective Date: o
(2 |

(MM/DDNY YY)

Assignment Type:

=lo

Apply Changes

Close Popup

Related

Assignment Profiles
Cat.'a'lhogs

Conte rjfm

Documents
Job Codes
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39. gy
Click the Add icon. Catalogs |,ﬁ|
Description Add Mew Catalogs

40. search for and add the

catalog(s) in which the —
curriculum will appear. - —
AddRemove Criteria © Reset
41. Add flags and expiration ™ [ T B
dates as you would foran "™ — ) e (i )

item.



The same naming
conventions apply as
when creating a new
curriculum.

The only difference
between the original
and copied Curriculum
is the ID; appropriate
edits are required.

1. Open the record of the
curriculum you wish to

copy.
el ] |G
2. Select the Copy link in Actions
the Actions menu.
Bookmark
Assign

3. EnteraNew Curriculum  yaw Curricalum 1D:

ID.
4. Check the boxes as Document info
appropriate to copy the - o
following data to the new Eldob code relationships
curriculum: ltem relationships
° Document info Requirement Relationships
e Job code _ ) N
relationships Curriculum hierarchy relationships
. . [l i
e Item relationships FlUser assignments
e Requirement
relationships
e Curriculum
hierarchy
relationships
e User assignments
5. Check the Add the new [7] Add the new curriculum to the catalog

curriculum to the
catalog box to add the
new curriculum to the

catalog.

6. Click Copy.

7. Review the new s m— =
Curriculum record’s data. — === == =

Edit data as appropriate. = === =
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Assigning a curriculum to a single user is easiest through the Curricula area of the
user’s record. To assign curricula to multiple users, see the section in this toolkit for
User Needs Management.

Note: Administrators can assign a single curriculum to one or more users through the
curriculum record itself. In the Actions area, click Assign and AgLearn will take you
directly to the User Needs Management tool, with the curriculum already loaded for
assignment. Include any additional curricula at the appropriate step.

Managing Curriculum Assignment tasks include: Assign a Curriculum to a User
Record and Unassign a Curriculum from a User Record.

Step  Activity View
Assign curricula to 1. search for and open the - I
multiple users with the record of the user to —— :
User Needs whom you wish to assign e o BB
Management wizard. the curriculum ~rrer e
- Organization: Primary Supervisor: Lows. Griis J (GL21860
W"MRE;IIMMIII": DK997165a Plateau Talent Gatew... No Cw:lh
Related wore @ To-Dolist '@ View |meess |v| SortBy |RequresDme |+ [
er Tt Assign_ | Laaming itormton Rero..
2. Select Curricula in the Related More @

Related area. Assignment Profiles

Competencies

Competency Profiles

Completed Work

SF.1R%e

3. Click the Add New

. Curricul
Curricula button. urricula | ©

4. Search for the curriculum == :
to add. —— ——
sddiRemove Criteria © Reset

5. Check the Add box for the Add Curricula To User

curriculum or curricula to Reset
assign. el Al Dt Al

Assign Date —
Curriculum ID Title (MMDDYYYY ) Add

AGLEARN-6.1ADMIN-  Prerequisites for Two-Day AgLearn Training ™ 1112012
TRNG-2DAY

6. Click Add.
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Remove curricula from Search for and open the — e
multiple users with the record of the user from e = s
. == ] wlul—
User Needs whom you wish to remove o ' .....,E —
Management wizard. the curriculum. i D o Ot
v Lows, Cris J [CLE1869
Related Admin. (K597 165 " Platesy Talent Gatew... Mo ’ Beser voar P
vewsa Somy et
TR e s e =
Completed Work L sesect
Curricula Coursabvesst Shads Traming Dasaki.  Reguwr [wmcorcory | mesg | (=| @ i
Competancy Profiles Dars Compi.
Competencies. Capme. Fabur.
|
2. Select Curricula in the Related More @

Related area. Assignment Profiles

Competencies

Competency Profiles

Completed Work

SF.1R%?=
|

3. Locate the curriculumyou ™ i e il il il v

. [ select an
want to remove. o T e e e
.

4. Check the Remove box Remove
for that curriculum or ] select Al
curricula. m
[
5. Click Save. [ save |
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Managing Instructors (1411)

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, and Add
Authorized Items to Instructors, and Remove Authorized Items from Instructors.

1. Select the Learning
button.

Hlin

_Learning

2. Select Instructors. Communities

Tasks

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

Search

Enter a value for each field that you want to use to fiter your search. Some fields allow you to sele

Note: See Managing Data remove search criteia to further refine your search
Entry and_ Sea_lrches fpr Case sensitive search: ® 5l ® no
more detailed information on nstructorD: —
searching. Lt Namer —
First Name: Starts With -
Middle Initial: Starts With -
ftems: Exact ¥ Type: - T
1D
Domains: Starts With - T

Add/iRemove Criteria ©

4, Click Search.

5. On the Results Screen' Field Chooser © Download Search Results &
Iocate the des"ed instructor D Instructor Name Company Relatod User
. - 0 G | Ao T ape T omvane
Instructor. -t s 0 @ | S — - p——
——— 2 [ —— e —
R [«¥PRL T -—-——
6. Click the Edit icon on the
same line as the @

instructor you want to
edit.




7. Make any necessary
changes.

Apply Changes  Reset Delste

8. Click Apply Changes

before exiting.
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Be sure to use your
agency’s naming
standard when
creating any IDs.

Never leave any
record in the
PUBLIC domain.

Instructors who
have AgLearn user
accounts can have
the two accounts
linked in this
manner.
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1. Select the Learning

button. =
_Learning
2. Select Instructors. Communifies
- Tasks
3. Select the Add New link. Search | AddNew | @
4. Enter the Instructor ID * Instructor ID: | |
S. Enter the instructor’s Last Name: | | Fist| M
name.
6. i '
Enter the instructor’s Company: [ |
Company, if known. :
7. Click the Domain . _
Selection icon to search Domain: Q | |

for and enter a domain.

8. Click the Organization
Selection icon to search
for and enter an
organization.

Organization: Q

9. Enter the instructor’s Email Address:

Email Address.

10. Enter any comments in Comments
the Comments field.

11. Select the Active check ]
box if appropriate. Active:

12. Click the ® icon to search  Related User: Q

for the Related User, if
there is one.




Instructors
authorized to teach
an item will appear
by default when
searching for
segment
instructors.

Authorized to Teach

Click the Q icon next to O —

Item ID to search for Type:
items the instructor is
authorized to teach.

14. Click Add.
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For help with
searches, see the
section titled,
“Managing Data
Entry and
Searches.”
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Authorized Instructors (1411)

AgLearn provides the ability to designate certain instructors as authorized to teach
specific items. There can be multiple instructors authorized to teach any item, and any
instructor can be authorized to teach multiple items. Once an instructor is authorized to
teach an item, their name will appear among the default choices when searching for
instructors to teach a scheduled offering. Ad hoc selection of instructors is allowed on an
offering-by-offering basis, but those previously authorized will be much easier to find.

There are two ways to authorize instructors to teach specific items. You can open the
instructor’s record and add items—best when adding multiple items to the same
instructor—or open the item record to add instructors, which works best for adding
multiple instructor for the same item. If you need to add one item to a single instructor,
both ways are as easy; personal preference rules.

Step Activity View
1. Select the Learning '
button. =
_Learning
2. Search for and open the = e
record of the instructor M ssmamen. (s (o2
you want to authorize to e -
teach the item or items. Boses o i
Domain: Q HegOesk
Scheduling pantaaions &
e i e ——
SR
3. . .
Click Authorized to ‘ Summary
Teach. ‘
| Additional Costs |
{ . i
\ Authorized to Teach
L e Rl e o |
( )
‘ Base Cost [
4. Select the link to add oneé  add an item to the Instructor Authorized Items
or more from list.
Enter Type and tem ID or add one or more fri% list
5. Search for the item or Searchiems
items as you would at any = wesseemesiminrie ’
time. Keyword: —
Item Types: Starts With - |:Y
Item ID: Starts With hd
Item Title: Starts With -
-
Domains: Starts With - A



6. Check the Add boxes for P v

ltem ID Title Add
the ":ems the |nstruct0r IS Classroom AGLEARN-0712WKSHP (Rev 1 - 51412012 05:25 Pl AgLearn July 2012 Workshop -Patriots
America/New York) Plaza
- Classroom AGLEARN-5861-DELTA (Rev 1 - 9/24/2010 01:26 PM AgLearn Version 5.8 To 6.1 Delta Training 7]
authorized to teach. et Vot
Classroom AGLEARN-6.1ADMIN-TRNG (Rev 1 - AgLeamn i Training - Version =
AmericaMlew York) 61
Classroom AGLEARN-6.1ADMIN-TRNG-2DAY (Rev 1 - 2/7/2012 02:06 PN Agleamn Administrator Training - Version 7l
AmericaMlew York) 6.1 (Two Days)
Classroom AGLEARN_COURSEAVENUE (Rev 1 - 12/28/2010 10:15 AM CourseAvenue Studio Training h
rcallews York)

7. Click Add.
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For help with searches,
see the section titled,
“Managing Data Entry
and Searches.”
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1. Search for and open the ke OO T——
record of the item for joianihe -
which you want to

authorize an instructor.

2. Select the More link in the

Related area. Related HOE ®|r

3. Click Instructors.

Evaluations

Motifications

4. Select the add one or
more from list link, then

search for the instructor Enter Instructor ID or add one or more ﬂrum list.
you want to authorize to

teach this item. Instructor ID:

Add an Authorized Instructor to an Item

5_ Check the Select box for Add Authorized Instructors To item

the instructor to add.
\js*wdorm Naﬁ‘ Si\:d
ey -

6. Click Add.



1. select the Learning

button. =
_Leaming
e

For help with searches, 2. Searchforand openthe o e
see the section titled, record of the instructor no === o] (] [
Managing Data Entry longer authorized to teach ===
and Searches. the item or items. s— .

it

T i :

Email Addross: e

Comments:

Acve: @
Related User: O, s

3. Click Authorized to
Teach.

4' CIle the Rem ove ChECk Update the Authorized Items for the Instructor

box for the item or items

tO I'emOVE . Item ID Title Hemovg
Classroom AGLEARN-0711WKSHP- AgLearn July 2011 Workshop - Building Curricula in .
CURRICULA (Rev 1-6/21/2011 06:39 PM AgLearn 6.1 Iﬂ
America/New York)

5. Click Apply Changes.
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For help with searches,
see the section titled,
“Managing Data Entry
and Searches.”
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1. Search for and open the
record of the item from
which to remove the
instructor’s authorization
to teach.

Classioom AGLEARIVO 1ADML. ([] == & Actions
Assign
scneduie

‘Sand nostication

2. Select the More link in the

Related area. Related Hoﬁ @[

3. Click Instructors.

[ Evaluations
Motifications
4 . CheCk the Rem Ove bOX Update the Authorized Instructers for the Item
for any instructors whose
authorizations are to be R
removed 7|l|51l|l€lﬂl'll)A ﬁ‘ izati

5. Click Apply Changes.



Managing a Facility Record (1411)

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. In order to guard against
the creation of duplicate facilities, submit all requests to add or edit the properties of a
facility to Team AgLearn for completion. The directions below are for searching for
and viewing a facility record, so you can see what changes to request.

Step Activity View
1. Click the References
button. m
2. Hover your mouse over Calendars & Time b
Physical Resources in Commerce »
the drop-down menu. Geography »
Learning ]
Performance ]
Physical Resources p
SystenfAdmin ]
User Management ]

3. Select Facilities from the [ customResources
resulting drop-down Equipment
menu. Equipment Status

Equipment Types

Facilties.

Lucatiunsk

Location Types

Materials

4. Enter the search Search Facilities
paramete rs for the faCI I Ity ::::f;r\g:l‘\;i:!;?z: 2?rgr‘igat‘nyaurtnw;nr‘e?nf:n?rlgr)é:ursem“ Some fields allow you to select from a st of values. You can alsa
you wish to view. Coscsensiive search 0 yas @

Facility ID: swtswin v [
Description: Seewn v
Domains: Starts With - T
Locations: swtswwn v [ |7

AddiRemove Criteria © Search Reset

5. Click Search. Search

The VleW icon |S the 6. Click the VieW icon for the Field Chooser @ Dovioad Search Results =

only one you'll see, as facility you want to look i 07 Fiommee
the Edit function is at. Faciity D

N USDA-WEBEX [<] | WebEx Onling Session
unavailable. USDAWHITTEN BLDG [ | Jamie Whiten Building 12th 5t and Jefferson Drive
USDA-Washington South Building H‘:\; |Washington D South Building
USDA-WaterfrontClr ST Waterfont Genter 4th Floor

Facility Description
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Few, if any, facilities 7. The facility record opens. ~ Fecilties s s | @

track Equipment or : :
Base Costs. Click any tfcl_b to dlsplay
more specific information.

» Search = Search Results » View Summary
Facility ID: USDA-WHITTEN BLDG
Description: Jamie Whitten Building 12th St and Jeffarson Drive

e v [ —

View the Facility

Domain: PUBLIC (Default Public Access Domain)
Region:
Holiday Profile:
Time Zone:
Work Week:
External Facility: Mo

8. For example’ C"Ck“’]g the Facility ID: USDAWHITTEN BLDG
L oc atl ons tab d iSp|ayS a Description: Jamie Whitten Building 12th St and Jefferson Drive:
list Of all Of the 10CALONS s tomsome rims
in this facility.

Location ID Description Type
USDARoom 1044~ Room 107A Whitten Building
107A

Equpment | Bose Cost

USDA-Whitten-1074  Raeom 107A Whitien Building
USDAWHITTEN- Whitten Building, Room 104-A

USDAWHITTEN- Whitten Building Raom 339W CCONF-ROOM

182



Managing a Location Record (1411)

A location is a specific place within a facility. Locations can be anything from

classrooms and simulators to barns and fields. In order to guard against the creation

of duplicate locations, submit all requests to add or edit the properties of a location to
Team AgLearn for completion. The directions below are for searching for and viewing
a location record, so you can see what changes to request.

Note: No agencies are using AgLearn to track the scheduling of their locations and
facilities. Assigning locations and facilities allows AgLearn to provide information on
them to users when it sends registration confirmation e-mails, nothing more.

Step

Activity

Click the References
button.

Hover your mouse over
Physical Resources in
the drop-down menu.

Select Locations from
the resulting drop-down
menu.

Enter the search
parameters for the

location you wish to view.

Click Search.

View

0

Calendars & Time
Commerce
Geography
Learning

Performance

Physical Resources

SystenfAdmin

User Management

Equipment
Equipment Status
Equipment Types
Facilties
Locations

Location Typ(k

Materials

Custom Resources

Locations

Search

Enter & value for each field that you want 1o use to fiter your search. Some fiekds alow you to select from a list f values. You can also
el our search

add or remove search crieria to furth
Case sensitive search:
Location ID:

Description:

Location Type:

Facility:

AddiRemove Criteria ‘©

Search

Search | Addtew | @

Saved Searches &

e

© Yes @ No
Starts with -
Starts With -
Starts with -

Starts With

Search Save As

Reset
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The View icon is the 6. Click the View icon for the Field Chooser & Download Search Results &

only one you'll see, as location you want to look Location 0 = Lacation Descrpton
the Edit function is t USDAWHITTEN-104A 4. 0 | whiten Builsing, Room 1044
I bl a ' USDA-WHITTEN-339W qViEV\:' |Vhitten Building Room 339w
unavailable. USDA-Whitten-1074 [ TerTRoom 1074 Whitten Building
Few, if any, locations 7. The location record Locations sern Ao | @
track Equ|pment1 Base OpenS. C||Ck any tab to » Search » Search Results > View Summary
COSt, or Additional dISpIay more SpeCifiC Location ID: USDA-WHITTEN-104A
Costs. informatlon Description: Whitten Building, Room 104-A

Scheduling ] Equipment I Base Cost TAddmonﬂ\CDsts

View the Location

Edit Delete Copy Location...

Domain: USDA (USDA)
Location Type:
Facility: USDA-WHITTEN BLDG (Jamie Whitten Building 12th St and Jefferson Drive)
Max Capacity:
Contact Name:

Contact Email:
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