[image: image1.png]3 Plateau Administration - Microsoft Internet Explorer
File Edit View Favorites Tools Help

QBack - © - [¥ B & Oseach YeFavorites @ (3~ % @ - [JE

Address & https: //aglearn.usda.gov/elms/pwa/usdaduthenticateAdmin.do v|BGo Links ”

USDA United States Department of Agricuture

= Aglearn

About Aglearn | Cantact Us | Adrinstration | Hame | Preferences | Help | Logout

Currieula
fems

Competency Profies
Competencies.
Contert Packages
Objectives.
Questions.
Communities

Curicula |Simple Search | Advanced Search | Add New | Help |

Search

Contert Objects Enter the D or Descripton, select the type of search from the crop-cown menu, and clck "Search’ o brawse resuls

Exam and Survey Objects Enter an exact ID and select "Exact” rom the chop-down menuto go directly o a record. The seerch s case sensiive
by defau. You can choose case insensiive search which applies to criteriatyped n. lease note that a case.
nsenstive search could take & long fime.

Case sensilive search: O ves @ o

Curtculum D: Starts Witn v

Currculum Tie: Starts Witn v

Curticuum Stetus: ® sctve O hatactive O Bath

‘aglearn.USDA.gov | USDA o | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statemant

5 @ Trusted sites



[image: image2.emf]
[image: image3.emf][image: image4.emf][image: image5.emf][image: image6.emf][image: image7.emf]

[image: image8.emf]
[image: image9.emf]
[image: image10.emf][image: image11.emf][image: image12.jpg]


[image: image13.jpg]


[image: image14.jpg]


[image: image15.jpg]


[image: image16.emf][image: image17.emf][image: image18.png]File Edit View Favorites Tools Help o
Qeack - © - [¥] B @ Osearch YeFavorites €@ (2 o m - [JE
Address & https: //aglearn.usda.gov/plateau/admin/usdaAuthenticateAdmin do v|BGo Links ”

USDA United States Department of Agricuture

Classes. =
i Records per Page | A1l | (14 total racords) R
SRS Assessment Assessment O
+ Resources Certification Certification
+ References o

Select Al Deselect 1)

Records per Page | A1l ¥ |14 total recorss)

‘aglearn.USDA.gov | USDA gau | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statement





[image: image19.png]File Edit View Favorites Tools Help

QBack - © - [¥ B & Oseach YeFavorites @ (3~ % @ - [JE

a

Address & https: //staging aglearn.usda.gov/plateau/admin/usdaAuthenticateAdmin.do v|BGo Links ”

USDA United States Department of Agricuture

= Aglearn

Hems
Schectled Offerings
Classes
Group Instances
Curicula
Communities
Tasks

+ Tools

+ Resources.

+ References

About AgLearn | Contact Us | Adminsiraton | Quick Links:

tems

7 Home | Preferences | Help | Logout

|Search| add New | Help |

Search

Saved Searches

Enter a value for sach fiekd that you wart 1o use o fier your search. Some fields alow you to select from a st of

Valles. You can alsa add or remave search cieriata furher refine your search

=]

Case sensilive search: O ves @ o

tem Types: Starts Witn v

femD: Starts Witn v

Revision Date:

MDDAYYY) a8

Revision Number Starts it v |

fem Tee: Starts Witn v

tem Status: @ active O Net active O Both
fem Classificaton: Stats itn v

Onine Settings: ] Has onine cortent

AddRemave Crier

‘aglearn.USDA.gov | USDA gau | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statement



[image: image20.png]File Edit View Favorites Tools Help o
Qeack - © - [¥] B @ Osearch YeFavorites €@ (2 o m - [JE
Address & https: //aglearn.usda.gov/plateau/admin/usdaAuthenticateAdmin do v|BGo Links ”
USDA unied States Department of Agricuture

= AgLeam b e | ot s | s Qe Lk ] ome reereses i Logo

Users Leaming Event Recorder IHelp|

Jab Pastlons

Organizations >step1

Organization Groups

Fegions Step 1: Select Event Type
- Tools

i
s e =

Learning Event Editor @ tem O ExtemalEvent O Scheduled Offering
Merge Users
Send Nofcations:
Supervisor Assistart
User Needs Mot
+ References.

‘aglearn.USDA.gov | USDA gau | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statement




[image: image21.png]Welcome to Aglearn - Microsoft Internet Explorer =]

File Edit View Favorites Tools Help
QBack - © - [¥ B & Pseach YeFavorites @ (3~ % = - [JE
Address ] htp: www aglearn.usda.gov/

<

BGo Links ™

USDA United States Department of Agricuture

= Aglearn

A
» Login L o
Raqures 2 USOA = ) 5
Ainamicaion User 10
The Agriculture Learning (AgLearn) Service provides educational services for USDA federal -
New User emplayees, contractars, partners and customers. Learn more about AgLearn's capabilities by 3
Sa— licking the Start Tour button
e aaton Laar ID The updated AgLearn User and Administrat
‘AgLear Tour What's New? Course Spotlight
» Star Tour Top Festures of Agleam 5.8 ST
and approval process . =
o Individual Development plans (1DP) =
Administrator can be created and approved aniine g
Loat © Curricula can now include electives e ¥ e
» Login and may be self-assigned = 3
Resticted o designated © Direct Links can link you directly to [
persannel oy the precise AgLearn page you need
for training
o Managers can easily assign, record, (=l

and view reports on training for
their subardinates

Agencies can quickly send Ad hae
notifications to targsted groups

°

Clisk here for mare information





[image: image22.png]istration - Microsoft Internet Explorer

File Edit View Favorites Tools Help a
QBack - © - [¥ B & Oseach YeFavorites @ (3~ % @ - [JE
Address | @ hitps: //aglearn.usda.gov/plateau/admin/usdaAuthenticateAdmin do v

USDA United States Department of Agricuture

Users Users, | Search | Help |

Enter a value for sach fiekd that you wart 1o use o fier your search. Some fields alow you to select from a st of

o W=D Valles. You can alsa add or remave search cieriata furher refine your search

+ References

Case senstive searchs O ves @ 1o

User 0 Starts it v

Last Nare: Starts it v

FirstName: Starts it v

ikl il Starts it v

Role D Starts it v

User Sttus: @ actve O notactive O goth

Domsins: Starts With ) v

ttems Completed Exact ¥ | Type: oY
[

Supersisors: Starts it v A

AddRemave Crieria

‘aglearn.USDA.gov | USDA gau | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statement





[image: image23.png]soft Internet Explorer

File Edit View Favorites Tools Help

Qe - © K[

SO search SicFavorites € (v o @l - [ @

Adcress €] https: /aglearn.usda.gov/plateau/admin/usdaAuthenticateAdmin do

= Aglearn

Users
Jab Pastlons
Organizations
Organization Growps.
Regons

- Tools

Recorder
Learring Evert Editor
Merge Users

Send Nofcations:
Supervisor Assistart
User Needs Mot

+ References.

USDA United States Department of Agricuture

About AgLearn | Contact Us | Adminsiraton | Quick Links:

<

| Hame | Preferences | Help | Logout

Learting Evert Recorder Hel|

>step1

Step 1: Select Event Type

@ tem O ExtemalEvent O Scheduled Offering

‘aglearn.USDA.gov | USDA gau | Acceseibility Statermant | Privacy Pelicy | Nan-Diserimination Statement
































































Step�
Activity�
�
1.�
Select the User Management menu.�
�
2.�
Select Tools in the grey area of screen on the left.�
�
3.�
Select User Needs Management link.�
�
4.�
Click the box add item.�
�
5.�
Click Next.�
�
6.�
Select the add one or more from list link OR if you know the User ID, enter it in the User ID field.�
�
7.�
Click Next.�
�
8.�
If you clicked the button add one or more from list, from the search screen enter all or part of the users last and first name.�
�
9.�
Click Search.�
�
10.�
Check the add box in the user info box.�
�
11.�
Click the blue add button to accept request.�
�
12.�
If you would like to add more users, repeat steps 6-9, otherwise, click next.�
�
13.�
Select the add one or more from list link OR if you know the Item ID, enter it in the Item ID field, click add.�
�
14.�
If you selected the add one or more from list link, enter the title of the Item in the Item title field OR enter the Item ID in the Item ID field.�
�
15.�
Click Search.�
�
16.�
From the results screen, check the add box for the item you searched for.�
�
17.�
Click the blue add button.�
�
18.�
Your item results will appear, click next.�
�
19.�
(Opt.)  Change the assignment type and assignment date as needed.  Click next.�
�
20.�
Important – Change the required date.  This gives the user time to complete the assignment.  i.e. 30, 60, 90, 365 days.�
�
21.�
Click run job now.�
�
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Managing Learning Events





After a learning activity has been added to the learning plan, the user must take the steps necessary to complete the item.  This may require registering for and attending a class or seminar, reading a manual or document, or viewing online content.  Successful completion of an item must be recorded in AgLearn for it to appear in the user’s Learning History.  Some items, notably online content, will do this automatically; others will require action by an administrator.  The Learning Event Recorder is the wizard that takes the administrator through each step required to record both internal and external training events.





Step�
Activity�
�
1.�
Select the User Management menu.�
�
2.�
Select Tools in the grey area of screen on the left.�
�
3.�
Select Learning Event Recorder.�
�
4.�
Select the External Event option.�
�
5.�
Click Next.�
�
6.�
Enter a description (title) of the event in the Description field.�
�
7.�
Click Next.�
�
8.�
(Opt.) In the instructor field, enter the name of the instructor/vendor.


Note: Instructor names may not be set up in the system.  This box is optional. Move on to next field.�
�
9.�
(Opt.) Enter the default grade in the Default Grade field.


Note: The default grade can be numeric or ratings-based.�
�
10.�
Click the Completion Date selection icon to select and enter a completion date, then click the Completion Time selection icon to select and enter a completion time.


Note: The default entry for these fields is the date/time on which the event is recorded.�
�
11.�
Click the Time Zone selection icon to search for and enter a time zone.


Note: The default entry for this field is obtained from the Item record.�
�
12.�
Note:  ARS is not using this field at this time. – To track cost, place in comments field.  (The comments field will appear on another screen)�
�
13.�
(Opt.) Enter the number of hours in the Total Hours field.


Note: Total Hours is the total number of hours that the resources for the item were in use.�
�
14.�
(Opt.) Enter the total number of credit hours that the Learners will receive for completing this item in the Credit Hours field.


Note: Credit Hours equals the number of unit hours printed on a Certificate (i.e., number of CEUs, CMEs, etc.)�
�
15.�
(Opt.) Enter the number of contact hours for the item in the Contact Hours field.


Note: Contact Hours are the total number of hours that the learners actually spent on this item.�
�






Record a Learning Event for an External Event





An External Event is a learning activity that took place externally.  The training could be given in-house by an instructor, or by an outside vendor.  





Training entered under this method is recorded in the User’s Learning History.  Items are not created when using the External Event button, and no reports are generated for training entered using this method.  If multiple employees take the same course often, it is recommended that an Item be created.  





16.�
Enter the CPE credits in the CPE field.


Note: CPEs are the total number of credits for professional education hours that the users will receive for completing this item.�
�
17.�
Click Next.�
�
18.�
Select the add one or more from list link to search for and enter users.�
�
19.�
On the >Search screen, enter the appropriate search critieria, then click search.�
�
20.�
On the Results tab, select the Add check box next to each user to be added to the Learning Event.�
�
21.�
Click Add.�
�
22.�
Click Next.�
�
23.�
(Opt.) Enter comments and/or grade for each user in the Comments and Grade fields.  Check the status field for accuracy, make changes as needed.


Note: You can track cost in the comments field until the agency’s financial system is linked to AgLearn.�
�
24.�
Click Next.�
�
25.�
Click Next to skip the Step 6: Learner Event Financial Information screen.�
�
26.�
Review the Step 7: Record Event screen.  Click Finish.�
�
27.�
Tip: Click Start Over to begin recording another Learning Event using the same list of users.�
�
Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.�
�






From the Learner Management menu, Training Designees will learn how to perform the following functions:





Record a Learning Event for an External Event 


Record a Learning Event for an Item


Record a Learning Event for a Scheduled Offering


Remove and/or Edit Learning Events from a User’s Learning History


View User Learning History





The Learning Menu


The Learning tab is where items and curricula are created.  An item is an assignable unit of learning that can be tracked by AgLearn.  


An example of an item is the course: 


Ethics training: What can be accepted from a vendor. 





Items may be instructor-led, online content, an exam, a survey, OJT, or external certification.  








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


An example of a curricula is: Ethics Training


What can be accepted from a vendor


Is it right to take my customer out to lunch?


How much of a monetary gift can I receive?





From the Learning menu, Training Designees will learn how to perform the following functions:





Items


Create a new item


Edit an existing item


Copy an item


Delete an item


View an item
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Record a Learning Event for an Item





Step�
Activity�
�
1.�
Select the User Management menu.�
�
2.�
Select Tools in the grey area of screen on the left.�
�
3.�
Select Learning Event Recorder.�
�
4.�
Select the Item option.


Note: Before beginning, be sure an item has been created and you have the correct name of the item.  If an item has not been created, you must create an item before proceeding.�
�
5.�
Click Next.�
�
6.�
Enter the Item Type.  Use the drop down menu to search for and enter an Item for the Learning Event.�
�
7.�
Enter the Item ID.  If you do not have the correct ID, the system will not let you proceed.  You may need to conduct a search on items, and then come back to the Learning Event Recorder�
�
8.�
Click Next.�
�
9.�
(Opt.) In the instructor field, enter the name of the instructor/vendor.


Note: Instructor names may not be set up in the system.  This box is optional. Move on to next field.�
�
10.�
(Opt.) Enter the default grade in the Default Grade field.


Note:  The default grade can be numeric or ratings-based.�
�
11.�
Select the default completion status for the Learner from the Default Completion Status drop-down list.�
�
12.�
Click the Completion Date selection icon to select and enter a completion date or enter the date in the field.


Note: The default entry for this field is the date on which the event is recorded.�
�
13.�
Enter the completion time in the Completion Time field.


Note: The default entry for this field is the time at which the event is recorded.�
�
14.�
Click the Time Zone selection icon to search for and enter a time zone.


Note: The default entry for this field is obtained from the Item record.�
�
15.�
Default Price 


Note:  ARS is not using this field at this time. – To track cost, place in comments field.  (The comments field will appear on another screen)�
�
16.�
Enter the number of hours in the Total Hours field.  


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






Record a Learning Event for an External Event
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Item Types in AgLearn�
�
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   Note: Employees cannot record completion of an item.  This task has been granted to administrators          …and supervisors only.
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Creating Items





Copy an Item Record





Editing Items
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17.�
Enter the number of credit hours that the Learner will receive for completing this item in the Credit Hours field.  


Note:  Credit Hours equals the number of unit hours printed on a Certificate (i.e., number of CEUs, CMEs, etc.) �
�
18.�
Enter the number of contact hours for the item in the Contact Hours field.


Note:  Contact Hours are the total number of hours that the learners actually spent on this item.�
�
19.�
Enter the CPE credits in the CPE field.


Note: CPEs are the total number of credits for professional education hours that the users will receive for completing this item.�
�
20.�
Click Next.�
�
21.�
Select the add one or more from list link to search for and enter Learners.�
�
22.�
On the >Search screen, enter the appropriate search critieria.�
�
23.�
On the Results tab, select the Add check box next to each Learner to be added to the Learning Event.�
�
24.�
Click Add.�
�
25.�
 (Follow this step as needed)  


Scroll down to the Edit Selected Learners section. �
�
26.�
(Follow this step as needed)  


Select the Remove check box corresponding to those Learners that need to be removed.�
�
27.�
Click Apply Changes.�
�
28.�
Click Next.�
�
29.�
(Opt.) Enter comments and/or grade for each user in the Comments and Grade fields.  Check the status field for accuracy, make changes as needed.


Note: You can track cost in the comments field until the agency’s financial system is linked to AgLearn.�
�
30.�
Click Next.�
�
31.�
Click Next to skip the Step 6: Learner Event Financial Information screen.�
�
32.�
Review the Step 7: Record Event screen.  Click Finish.�
�
�
The user may now:


Start Over.  This will begin the process anew for the same group of Learners, which may be edited as you move through the process.


Print the certificates for each learner that successfully completed the course.


E-mail the certificate to each learner to be printed.�
�
Tip: Click Start Over to begin recording another Learning Event using the same list of users.�
�
Tip: To avoid data formatting errors use the Calendar and Selection icon assistants.�
�
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Step�
Activity�
�
1.�
Click the User Management link from the top navigation bar.�
�
2.�
Select Tools in the grey area of screen on the left.�
�
3.�
Click the Learning Event Recorder link from the left navigation bar.�
�
4.�
Click the Scheduled Offering radio button.�
�
5.�
Click the Next button.�
�
6.�
Enter the Scheduled Offering ID


Or


Search for the Scheuled ID:


Click the Blue Search Icon


Enter the search criteria for the Schedule ID


Click the Search button


Click the Select button next to the selected Schedule ID�
�
6.�
Click the Next button.�
�
7.�
(Opt.) In the instructor field, enter the name of the instructor/vendor.


Note: Instructor names may not be set up in the system.  This box is optional. Move on to next field.�
�
8.�
(Opt.) Enter the Default Grade.�
�
9.�
Enter the Default Completion Status.  Complete date will populate automatically.�
�
10.


�
Default Price 


Note:  ARS is not using this field at this time. – To track cost, place in comments field.  (The comments field will appear on another screen)�
�
11.�
Enter the number of hours in the Total Hours field.  Populates automatically.


Enter the number of credit hours that the Learner will receive for completing this item in the Credit Hours field.


Enter the number of contact hours for the item in the Contact Hours field.


Enter the CPE credits in the CPE field.�
�
12.�
Click the Next button.�
�
13.�
Verify that the users displayed actually attended the scheduled offering.  Click the remove button to remove any that did not attend.  Click  apply changes.  (This list is generated from the registration list in the scheduled offering.)�
�
10.�
Click the Next button.�
�
11.�
(Opt.) Enter comments and/or grade for each user in the Comments and Grade fields.  Check the status field for accuracy, make changes as needed.


Note: You can track cost in the comments field until the agency’s financial system is linked to AgLearn.�
�
12.�
Click the  Next button.�
�
13.�
Click Next to skip the Step 6: Learner Event Financial Information screen.�
�
15.�
Review Step 7: Record Event screen.  Click Finish.�
�
16.�
The user may now:


Start Over.  This will begin the process anew for the same group of Learners, which may be edited as you move through the process.


Print the certificates for each learner that successfully completed the course.


E-mail the certificate to each learner to be printed.�
�
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Step�
Activity�
�
1.�
Click the User Management link from the top navigation bar.  The User screen will appear as default.�
�
2.�
Click Tools in the left grey area of the screen.�
�
3.�
Click User Needs Mgmt.�
�
4.�
Click Add Item.  Click Next.�
�
5.�
Enter the user(s) ID or click the add one or more from list link to search for users.�
�
6.�
Click the Add box to add user, then click the Add button to accept.


Note: To add more users, click the add one or more from list to continue adding more users.�
�
7.�
Click Next.�
�
8.�
Enter the Item type in the Item type field and enter the Item ID in the Item ID field.       OR


Search for the item by clicking the add one or more from list link.�
�
9.�
To search for an Item: 


In the Item ID field, enter ARS- and the title of the item or enter ARS- and click search.  Search through the results page for the item.   


OR


In the Item Title field, enter the all or part of the item title, click search.  On the results page, search for the item.�
�
10.�
Click Add on the right side of the item you wish to add, then click the add button to accept.


Note: To add more than one item, click the add one or more from list to continue adding more items.�
�
11.�
Click Next.�
�
12.�
Change the assign type and assign date as needed.�
�
13.�
Click Next.�
�
14.�
Important – Enter the required date.  


Note: For mandatory training enter the due date.  For other training with no required by date, enter date to allow user enough time to complete.  i.e. 30, 60, 90, or one year from current date.�
�
15.�
Click the blue tab Run Job Now.�
�
16.�
To remove an item:  Follow steps 1-3 above.�
�
17.�
Click Remove Item.  Click Next.�
�
18.�
Follow steps 5-10 above.�
�
19.�
Click the blue tab Run Job Now.�
�






Step�
Activity�
�
1.�
Select the Learning menu.�
�
2.�
Select scheduled offerings in the grey area of screen on the left.�
�
3.�
Select Learning Event Recorder.�
�
4.�
On the search screen, enter the appropriate search critieria.�
�
5.�
Click search.�
�
6.�
On the grid view tab, locate the desired scheduled offering.�
�
7.�
Select the corresponding view icon to view more information.�
�
8.�
If a scheduled offering can not be located, search for it in other domains.  During data entry, the scheduled offering may have been mistakenly placed in an incorrect domain.�
�
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Adding an Item to a Learning Plan Record





Item assignment management tasks are available on the User Management > User menu.





Managing item assignment tasks include: assign an item and unassign an item to a learning plan record.





You can also use the User Needs Management Assistant to assign items to more than one user.  
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Step�
Activity�
�
1.�
Click the Learning link from the top navigation bar.�
�
2.�
Select Scheduled Offerings in the grey area of screen on the left.�
�
3.�
From the Scheduled Offerings screen in the white area, select the add new link at the right top of screen�
�
4.�
Click the Item radio button.�
�
5.�
Click the Next button.�
�
6.�
From the add new screen, enter the item type, by using the drop down selection tool. �
�
7.�
Enter the item id.  You can search for the Item ID using the search tool.  Must be exact�
�
8.�
Enter a start date for your session.�
�
9.�
Enter a start time.�
�
10.�
Enter time zone.�
�
11.�
Enter ARS for domain.  (There will be times when you will put scheduled offerings in the ARS and Public domains – This mean the offerering will be open to anyone)�
�
12.�
(Opt) Enter a facility – (The facility would be the training room which the scheduled offering is being held)�
�
13.


�
Enter a contact name, email, and phone number or fax.  (This will allow user to ask questions about the scheduled offering)�
�
14.�
Check the active box.�
�
15.�
Under the scheduled offerings registration settings, enter the registration cut off  date and time.�
�
16.�
Enter the minimum and maximum amount of participants allowed to attend this scheduled offering.�
�
17.�
Enter the time zone.�
�
18.�
Check the self registration box.  **Important – this box must be checked if user are to self register.�
�
19.�
Click the  add button.�
�
20.�
The scheduled offering is created.  Make a note of the scheduled offering id, item, and title.  This information will be important for searching, registering user, changes and pulling reports.�
�
21.�
Click on the segments tab.�
�
22.�
Scroll to the update segments for scheduled offering at bottom of screen.�
�
23.�
Enter the end date and end time for the scheduled offering.�
�
24.�
Enter the time zone.�
�
25.�
Click the apply changes button.  A box will appear saying “no primary instructor specified”.  Click OK.  A box will appear saying “no primary location specified”.  Click OK.  �
�
26.�
Click the catalog tab.�
�
27.�
In the catalog ID field, enter ARS.  (You can search for a catalog by selecting the “add one or more from list”, and search for the catalog – The catalog we use is ARS – there may be instances you will select public catalog when you want to share your offering.)�
�
28.�
Click the registration tab.  (Here you are able to register users, change the registration status, and add slots to the scheduled offering).�
�
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Adding and Removing Learning Events from a User’s Learning History
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Step�
Activity�
�
1.�
Select the Reports menu.�
�
2.�
Select the Registration Reports link.�
�
3.�
Select the Class Roster link.�
�
4.�
Enter a report title in the Report Title field.


Note: The Report Title default is set to display the name of the actual report.�
�
5.�
Enter a header and footer for the report in their respective fields.


Note: The Report Header and Footer do not have a default setting.�
�
6.�
Click either the Browser or Local File view option to select a report destination.


Note: Browser is the default selection and when selected, it displays the report within the browser.  


Local File saves the report to your computer.�
�
7.�
Click a Report Format option button/box to change the report format.


Note: The Report Format default is set to HTML with the Mask Learner IDs check box selected and the Page Break Between Records checkbox unselected.�
�
8.�
Select the Filter by criteria link to search for a Scheduled Offering.�
�
9.�
On the Create Filter tab, enter the appropriate criteria for filtering the scheduled offering request.�
�
10.�
Click Search.�
�
11.�
Select the Select check box corresponding to the appropriate scheduled offering(s).�
�
12.�
Click Submit Selection.�
�
13.�
On the View Filter tab, select the Remove check box corresponding to any scheduled offering to be removed from the filter.


Note: To add a scheduled offering to the filter, enter the scheduled offering ID in the Scheduled Offering ID field and click Add.�
�
14.�
Click Submit Filter.�
�
15.�
On the Run Class Roster screen, click Run Report to display the report.


Note: The report may take a few minutes to run.  If the report does not display, try running the report again or see your Administrator.�
�
16.�
Press Ctrl+P to open the Print Dialog box.�
�
17.�
Click Print to print the report.�
�
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Step�
Activity�
�
1.�
Select the Reports menu.�
�
2.�
Select the Certificate of Completion link.�
�
3.�
Enter a report title in the Report Title field.


Note: The Report Title default is set to display the name of the actual report.�
�
4.�
Click either the Browser or Local File view option to select a report destination.


Note: Browser is the default selection and when selected, it displays the report within the browser.  


Local File saves the report to your computer.�
�
5.�
Click the PDF option to select PDF as a report format.


Note: The PDF is the default selection and when selected, the report displays as a PDF.�
�
6.�
Enter the name of the instructor in the Signature Text field.�
�
7.�
Enter a completion date in the Completion Date field.�
�
8.�
Select the Filter by criteria link to search for and enter a scheduled offering.�
�
9.�
On the Create Filter tab, enter the appropriate criteria for filtering the scheduled offering request.�
�
10.�
Click Search.�
�
11.�
Select the Select check box corresponding to the appropriate scheduled offering(s).�
�
12.�
Click Submit Selection.�
�
13.�
On the View Filter tab, select the Remove check box corresponding to any scheduled offering to be removed from the filter.


Note: To add a scheduled offering to the filter, enter the scheduled offering ID in the Scheduled Offerings ID field and click Add.�
�
14.�
Click Submit Filter.�
�
15.�
On the Run Certificate of Completion screen, click Run Report to display the report.


Note: The report may take a few minutes to run.  If the report does not display, try running the report again or see your Administrator.�
�
16.�
Press Ctrl+P to open the Print Dialog box.�
�
17.�
Click Print to print the report.�
�
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Step�
Activity�
�
1.�
Select the Reports menu.�
�
2.�
Select the Custom Reports link.�
�
3.�
On the >Search Custom Reports screen, enter the search parameters in the Reports Name field, or leave it blank to see all custom reports.�
�
4.�
Click  Search.�
�
5.�
Select the Run link for the Student Component Status report.�
�
6.�
Enter a report title in the Report Title field.


Note: The Report Title default is set to display Student Component Status Report.�
�
7.�
Enter a header or footer for the report in their respective fields.


Note: The Report Header and Footer do not have a default setting.�
�
8.�
Click either the Browser or Local File view option to select a report destination.


Note: Browser is the default selection and when selected, it displays the report within the browser.  Local File saves the report to your computer.�
�
9.�
Click a Report Format option button/box to change the report format.


Note: The Report Format default is set to PDF with the Mask Learner IDs check box selected and the Page Break Between Records checkbox unselected.�
�
10.�
Select the Filter by criteria link to search for a Domain.�
�
11.�
On the Create Filter tab, enter the appropriate criteria for filtering the learner request.�
�
12.�
Click Search.�
�
13.�
Select the Select check box corresponding to the appropriate domain(s).�
�
14.�
Click Submit Selection.�
�
15.�
On the Edit Domain Results screen, select the Remove check box corresponding to any Domain to be removed from the filter.


Note: This step is performed only if you want to remove some of the domains in the filter.�
�
16.�
Click Submit Filter.�
�
17.�
Select the Filter by criteria link to search for an Item.


Note: The Domain Select from list link indicates you have already selected a number of domains in this filter.�
�
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18.�
Follow standard search procedures to select the Item(s) of your choice.�
�
19.�
Click Search.�
�
20.�
Select the Select check box corresponding to the appropriate Item(s).�
�
21.�
Click Submit Selection.�
�
22.�
On the View Item Results screen, select the Remove check box corresponding to any Item to be removed from the filter.


Note: This step is performed only if you want to remove some of the Items in the filter.�
�
23.�
Click Submit Filter.�
�
24.�
Select the Select from list link to search for a Completion Status.�
�
25.�
On the Create Filter tab, click the Select check box corresponding to the appropriate completion status.�
�
26.�
Click Submit Selection.�
�
27.�
On the View Filter tab, select the Remove check box corresponding to any completions status to be removed from the filter.


Note: This step is performed only if you want to remove a compliance status from the filter.�
�
28.�
Click Submit Filter.�
�
29.�
Click the Completed Date Calendar Icons to select and enter the dates between which you want training compliance information on your report.�
�
30.�
On the Run Learner Item Status Report screen, click  Run Report to display the report.


Note: The report may take a few minutes to run.  If the report does not display, try running the report again or see your Administrator.�
�
31.�
Press Ctrl+P to open the Print Dialog box.�
�
32.�
Click Print to print the report.�
�
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Step�
Activity�
�
1.�
Select the Reports menu.�
�
2.�
Select the Learner Learning History link.�
�
3.�
Enter a report title in the Report Title field.


Note: The Report Title default is set to display the name of the actual report.�
�
4.�
Enter a header or footer for the report in their respective fields.


Note: The Report Header and Footer do not have a default setting.�
�
5.�
Click either the Browser or Local File view option to select a report destination.


Note: Browser is the default selection and when selected, it displays the report within the browser.  Local File saves the report to your computer.�
�
6.�
Click a Report Format option button/box to change the report format.


Note: The Report Format default is set to PDF with the Mask Learner IDs check box selected and the Page Break Between Records checkbox unselected.�
�
7.�
Select the Select from list link to search for a Learner.�
�
8.�
On the Create Filter tab, enter the appropriate criteria for filtering the learner request.�
�
9.�
Click Search.�
�
10.�
Select the Select check box corresponding to the appropriate learner(s).�
�
11.�
Click Submit Selection.�
�
12.�
On the View Item Results screen, select the Remove check box corresponding to any Learner to be removed from the filter.


Note: This step is performed only if you want to remove some of the learners in the filter.�
�
13.�
Click Submit Filter.�
�
14.�
Click the Summary radio button if a detailed report is desirec.


Note: The Summary button is checked by default.�
�
15.�
Click the Completed Date Calendar Icons to select and enter the dates between which you want training deficiency information on your report.�
�
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16.�
If this is a frequently-run report, click Save Report.�
�
17.�
Fill in a Report ID and Description.�
�
18.�
Click Submit.�
�
19�
On the Run Training Deficiency Report screen, click Run Report to display the report.


Note: The report may take a few minutes to run.  If the report does not display, try running the report again or see your Administrator.�
�
20.�
Press Ctrl+P to open the Print Dialog box.�
�
21.�
Click Print to print the report.�
�
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Step�
Action�
�
1.�
Select the Learning  menu.


�
�
2.�
Select Items


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


�
�
4.�
Click  Search.


�
�
5.�
On the Results tab, locate the desired Item.


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


�
�
6.�
Select the corresponding Edit link to view the Item’s Summary tab information.


�
�
7.�
Click the Item tab to edit data.


�
�
8.�
Make the appropriate changes and click Apply Changes.





Caution:  Do not select a different tab prior to clicking Apply Changes or all changes and modifications will be lost.�
�






Step�
Action�
�
1.�
Select the Learning menu.�
�
2.�
Select  Items.�
�
3.�
On the >Search screen, enter the appropriate search criteria.�
�
4.�
Click  search.�
�
5.�
On the Results tab, locate the desired Item.


Tip: Use the Ctrl+F function to quickly find a Learner on the screen.�
�
6.�
Select the corresponding Copy link.�
�
7.�
Select the New Item Type ID from the drop-down list.�
�
8.�
Complete the Item ID field.  (Check current AgLearn naming standards.)�
�
9.�
Click the New Revision Date calendar icon and select a new revision date for the item.�
�
10.�
Enter a Revision Time.�
�
11.�
Click the Time Zone selection icon to search for and enter a Time Zone.�
�
12.�
Select the Copy Authorized to Instruct Data check box to copy this data to the new Item.�
�
13.�
Select the Copy Substitutes Data check box to copy this data to the new Item.�
�
14.�
Select the Copy Related Competency Data check box to copy this data to the new Item.�
�
15.�
Select the Copy Related Document Data check box to copy this data to the new Item.�
�
16.�
Select the Copy Related Task Data check box to copy this data to the new Item.�
�
17.�
Select the Copy Prerequisite Data check box to copy this data to the new Item.�
�
18.�
Select the Copy Request Data check box to copy this data to the new Item.�
�
19.�
Select the Copy Online Settings check box to copy this data to the new Item.�
�
20.�
Select the Copy Instructor Costs check box to copy this data to the new Item.�
�
21.�
Select the Add the new Item to the catalog check box to copy this data to the new Item.�
�
22.�
Click Copy.


Note: If the record is not associated with any other element in the application, there will be a Delete old record after copy check box.  Select the checkbox to delete the old record after making a copy.�
�
Tip: If an Item can not be located, search for the Item in other domains.  During data entry, the Item may have been mistakenly placed in an incorrect domain.�
�
Tip:  To avoid data formatting errors when entering dates, use the Calendar Icon Assistant.�
�






Step�
Action�
�
1.�
Select the Learning menu.�
�
2.�
Select  Items.�
�
3.�
On the >Search screen, enter the appropriate search criteria.�
�
4.�
Click  search.�
�
5.�
On the Results tab, locate the desired Item.


Tip: Use the Ctrl+F function to quickly find a Learner on the screen.�
�
6.�
Select the corresponding Delete link.�
�
7.�
Click Ok in the Confirmation box.


Caution: Be certainj that the Item selected should be deleted.  If unsure, click Cancel.�
�






N/A








(Optional)





The User Management menu allows you to search for users in the system.  Once a user is located, the user’s ID can be used to record learning, schedule training, remove items from a users learning plan, to name a few.  The User Management menu also allows you to utilize tools such as the learning event recorder, learning event editor, and the user needs management tool.  Some of these tools are discussed in this training lesson.











(Opt.).





(Opt..)





i.e. ARS-(Enter the title of course with no space between ARS- & title)





(Opt..)





Never Click this Box.  Users cannot record Learning Events for themselves.  An administrator or supervisor can record learning for a user.





*





(Opt..)
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25.�
Click the Catalog tab.�
�
26.�
In the “add this item to a catalog” field, enter the catalog ID or search by clicking “add one or more from list”. 





Note: Enter ARS in the catalog ID field.  All items belonging to ARS are entered into the ARS catalog.�
�
27.�
Click search.�
�
28.�
Click the add button.  You can also click the add schedules button for scheduled offerings.�
�
30.�
Click add.�
�
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