
Run a Completion Report 

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

Step Activity View 

1. Select the Reports link. 

 
 

 

2. Type Completion in the Search 
and click Submit.  Select Item 
Completion Report CSV 

 

  

 

3. Report Destination can be Local 
File or Remote File. 

Report Format is only in CSV 
format which is Microsoft Excel 

 

 



 

 

 

 

 

 

 

 

 

4. If you are only searching for 
employees in a certain area, click 
the blue filter icon for Domain. 

Click the blue filter icon for Item, 
to do a search for the course that 
the supervisor/manager is 
requesting. 

Click the Calendar icon to add 
dates to report. 

 

 

5. Once all the information has been 
filled click Run Report.  If this is a 
report that will need to be run 
monthly, click Save Report. 

 

 

 

 

   



Record a Learning Event for an Item 
Step Activity View 

1. Select the Users 

 

 

2. Select Tools from the left menu 
 

 

3. Select Learning Event Recorder 
Multiple 

 

 

4. Select the Item option. 

 

Note: this is the default section  

 

 

5. Click the Search icon next to Item 
ID to search for the item. 

 
 

 

6. Insert the search parameters for 
the Item. 

 

Then click Search  

 

7. Place a checkmark for each item. 

 



 

8. Click Add 

 

 

9. If the User ID is known, place in the 
User ID section or click the 
Magnifying icon to search for the 
user(s). 

 

 

10. Add the employee first and/or last 
name in appropriate section(s). 

 

Click Search.  

 

11. Place a checkmark in the Add box 
then click Add. 

 

 

12. Click Next to continue. 

 

 

 

 

 

 

 

 

 

 



 

13. Click the calendar icon to choose a 
completion date for the training. 

 

 

14. Choose a completion status for the 
training.  Update credit or contact 
time if needed. 

 

Then click Apply Changes to an 
updates. 

 

 

15. Click Next to proceed to 
 

 

16. Review the information on the final 
review screen  

 

 

17. Once the review has been made, click 
Submit. 

 

If any changes need to be made, click 
Previous. 

 

 

 



Assign an Item to a To-Do List 

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

Step Activity View 

1. Select Users. 

 
 

 

2. Select Tools. 

 

Select User Needs Mgmt  

 

 

3. Select Add Items 

 

Then click Next 

 

 
 

 

4. You can manually add the User ID or 
click add one or more from list to do a 
search 

 

 

   



5. Once the user has been located, click 
Next  to continue 

 

 

   

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

 

 

   

7. Once the item has been located, click 
Next to continue 

 

 

 

 

   

8. In the Edit Item Information section, 
you can choose the Assign Type 
(Mandated, Optional, Recommended, 
or Required) 

 

Click Next to continue 

 

   



9. Insert a Required Date to have the 
training completed.   

 

Once the information has been 
updated, click Run Job Now.  

   

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Remove an Item from a To-Do List 

Step Activity View 

1. Select Users 

 

 

2. Select Tools. 

 

Select User Needs Mgmt  

 
 

 

3. Select Remove Items. 

 

 

 

 

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

 

   



5. Once the user has been 
located, click Next  to continue 

 

 

 

   

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

 

 

   

7. Click Run Job Now to remove 
the item from the To-Do List. 

 

 

 

 

 

  

   

 


