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4.0 INTRODUCTION TO AGLEARN ADMINISTRATION

This training will cover various functions need to:
· Set up items in AgLearn

· Update Learning History

· Assign Learning Items 

· Monitor Training Progress of employees

· Run reports

Common Vocabulary 

Domain-unique ID for the domain associated to the catalog.
Item – Items are usually learning-related such as a required course or training activity.  Items can be web-based, instructor-led, identified as required reading materials or videos.

Scheduled Offering- is where and when the offering will take place, who the instructor is, who is registered or waitlisted.

Learning Plan-The learning plan is a list of the items that a learner must complete, and target or deadline completion dates for each.  To view the leaning plan for any learner, bring the learner's information into view in the Learner's section, and choose the Learning Plan tab.

Curricula-They allow you to group any number of item learning requirements together into one unit and track the completion of that required learning as a unit.

Register- To place a learner's name on the planned list of participants in a specific course offering

Catalog-section is used to view, edit, and/or delete catalogs in the system. For each individual catalog selected, you can add and/or remove domain(s), organizations and items.

Facility- Facilities are groups of locations.  
Locations- specific places where training is conducted.
4.1 Administration of Learner Records

When you log in and you will see several tabs. Once you have located a learner you will see various tabs.   The most common ones you will use are Summary, Custom Fields, Learning Plan, and Learning History. 
Summary- general information on the employee

Custom fields- detailed information on the employee

Learning Plan- shows items that employee has chosen to take or required training.

Learning History- items that have been completed by employee

Catalog- it is a preview of what type of items an employee can view
View of Summary Tabs
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Exercise 1.

Locate a learner:
	Locate a Learner and viewing tabs

	Select Learner Management on the top menu

	In the simple search field put in a last name in the Last Name field and click search

	Click on view to view various tabs.  To change information you will click on Edit.

	


4.2 Assigning Items to a Learner

Items may be assigned to Learners either from their individual records, or through the Learner Needs Management tool. When a single learner has a specific need, it may be easier to go to that Learner’s AgLearn record to assign the training.  If you are adding an item or items to multiply learners then Learner Needs Management can assign items to multiply learners.
Exercise 2
	ASSIGNING ITEMS FROM THE LEARNER’S PERSONAL RECORD

	Select Learner Management on the top menu

	Search for the Learner for whom you wish to add the Item, Click on edit

	Select the Learning Plan tab in the Learner’s record

	Click add one or more from list in the Assign Learner Needs area

	Search for a suitable Item

	Check the Add box on the same line as the Item needed

	Click Add    * Note here you can change the due date

	See Power point reference   
[image: image4.emf]E:\AGlearn Power  Points\Assigning Items from the Learner's Personal Record.ppt




4.3 Remove an Item from a Learning Plan

Items may have to be removed from a Learning Plan for a variety of reasons. Some item(s) can be removed by the Learner; others may require administrator intervention.  There are some items that can not be removed for example if they are assigned by the department.

	REMOVING AN ITEM FROM A LEARNING PLAN

	Select Learner Management on the top menu

	Search for the Learner for whom you wish to remove the item from

	Select the Learning Plan tab in the Learner’s record

	Find the Item to be removed and check the Remove box on that Item’s line.

	Click Apply Changes
See Power Point:  
[image: image5.emf]E:\AGlearn Power  Points\Removing an Item from a Learning Plan.ppt




4.4 ASSIGNING ITEMS TO THE LEARNING PLANS OF MULTIPLE LEARNERS

When you need to assign item(s) to a large group of learners, the Learner Needs Management tool is helpful.

	ASSIGNING ITEMS TO THE LEARNING PLANS OF MULTIPLE LEARNERS

	Select Learner Management  from the top menu, then Learner Needs Management on the left menu

	Click the Add Items radio button. Click Next

	Select the Learners to whom you wish to assign items. Click Next

	Select the Items you wish to assign to the selected learners. Click Next.

	If necessary, enter the Assignment Type or click the [image: image6.png]


to find and select one

	Enter an Assign Date for each item. You can click the [image: image7.png]


to select a date. Click Next

	You have two options:

· You can begin the process immediately

· If the process will be time consuming, you can run a background job to defer the process to another date and time. Thresholds are built into AgLearn, so jobs requiring more than a certain amount of computer processing time will not be allowed to run immediately.  (Best estimate if you assigning a 1000 or more)

	See Power Point reference:  
[image: image8.emf]E:\AGlearn Power  Points\Assigning items to learning plans to single or multiple learners.ppt

  


4.5 Removing Items from Multiple Learners

Whatever training may be mandated at the agency, departmental, or legislative level may also be removed. Requirements change; a better way of training the content may arise; a flaw may be found in the existing Item. For example: An item was assigned to every one in your state, you may only need to remove the items from the IT department they were exempt.  In the advance search feature you can locate the IT personnel in your state and remove the item for the whole group.
Exercise 3

	REMOVING ITEMS FROM THE LEARNING PLANS OF MULTIPLE USERS

	Select Learner Management  from the top menu, then Learner Needs Management on the left menu

	Select the Learners from whom you wish to remove items. Click Next

	Click the Remove Items radio button. Click Next.

	Select the Items you wish to remove from the selected learners

	You have two options:

· You can begin the process immediately.

· To run the process immediately;click the Run Job Now button. A message will appear stating that the action was successful or that the action exceeds the threshold for online processing and must be scheduled to run at another time (see directions below).

· Since the process can be time consuming for large numbers, you can run a background job to defer the process to another date and time.
See power Point:  
[image: image9.emf]E:\AGlearn Power  Points\Removing Items from the Learning Plan of Mutiple Users.ppt




4.6 SETTING UP RESOURCES  
To benefit the most from Aglearn Resource Management feature, it is important to understand how you can relate Resources of Various types to three major units of resources organization: Locations and Facilities. 

Facility- Facilities are groups of locations.  Organizations typically use Facilities to represent a building.  For example- State office 

Locations- are usually defined as the specific places where training conducted.  Some examples would include classroom, computer labs, and meeting rooms.  For example: Meeting room in the state office

Instructors- Instructors in Aglearn can be internal or external to your organization. * Setting the instructors up will allow them to received emails on when some one registers or unregistered.

4.7 CREATING A FACILITY/LOCATION

	Create a Facility

	 Click on the Resources Tab.  Then, select the Facilities menu option

	Click the add new

	Enter a Facility ID ( Example FSA-ST-###)

	Enter Description for the Facility

	Select a Domain for the Facility

	Select a Holiday Profile, Time Zone and Work Week Profile for the Facility if desired

	Click on the “Add” button

	Click on the contact Tab

	Enter the facility’s contact information (This is optional) However, if your state uses the same hotel this might be beneficial.

	Click the “Apply Changes” button  [image: image10.wmf]  Proceed to the “Create a Location”

	Click on the locations tab

	Click the add one or more from list link

	Search for the Location that you want to associate to the facility

	Check the Add checkbox next to all locations you want to add to the facility

	Click on the “add” button

	Verify that all selected Locations were added to the Facility
See Power Point :  
[image: image11.emf]E:\AGlearn Power  Points\Setting up Facility.ppt




	 Create a location

	 Select the Locations menu option

	Click the add new

	Enter a Location ID Ex: (FSA-MT-State office)  Start with FSA-ST-

	Enter Location Description

	Select a Domain for the Location

	Selection a Location type

	Select a Facility

*note: Do not select at this time. You will add this location to the Facility that you will create in the next task.

	Enter the maximum capacity for the location

	Enter a contact name for this location, and then click the “Add” button.   [image: image12.wmf]  return to “Create a facility “
See Power Point:  
[image: image13.emf]E:\AGlearn Power  Points\Creating a Location.ppt




4.8 CREATING AN INSTRUCTOR
Creating an instructor is an option that can be used if you have an employee that is used to instruct courses frequently.  This is not a good option to use if the employee is not a frequent instructor. 
	Creating an Instructor

	Select Resources menu

	Select the Instructor menu option

	Click Add new link

	Enter an instructor ID (this is the Aglearn ID with a small “a” add to the end of the id.  Example : BPFA6576a  

	Enter Instructor name 

	Select domain for the instructor

	Enter an email address for the Instructor

Note:  Even though this is optional, it is recommended that you enter an e-mail address so that the instructor will receive all scheduled instances notifications

	Check the Active Checkbox

	Click “Add”  button


Add Authorized Items to an Instructor
If in your organization there are courses that the instructor facilitates on a frequently bases, you can set all the courses to so show who is authorized to conduct that training. 

	Add Authorized Items to an Instructor

	From within the Instructor record, click the authorized tab

	Click the add one or more for list link

	Search for the Item that you want to add to the Instructors authorized list

	Check the Add checkbox next to all Items that you want to add to the Instructor’s authorized list

	Click “Add”  button 

	Verify that all selected Items were added to the Instructors record


4.9 ITEMS (SETTING UP)
Items are a specific, assignable unit.  Some examples- courses, required readings, master of operating procedures, On-the-Job training, PDF files, or power points.  
Item Key

Each Item Key is a unique record in the database. There are 3 key fields that make up the item key.

· Item Type- Classroom, online, or meeting

· Item ID-  Example (FSA-OR- the rest can be free text)

· Revision Date

ID Naming convention

It is useful to create an ID naming convention. It helps the learner to quickly identify Items and makes it easier to search the database for similar information.  For FSA example:  FSA-ST-XXXX
Summary Tab

· Classification:  Time based, Online Item, and Physical good

· Time-Based-Indicates that the course will have at least one segment of the time that is scheduled. It can also be blended and contain some online content.

· Online- indicates that this is a self-paced course that is accessible via online method.

· Physical Good:  Indicates that this is a physical good that needs to be shipped to a student.

· Subject Area: Used in search screen in order to find items. (Administration, leadership, ethics ect) 
· Domain- who this item targets

· Active: This checkbox makes the component visible to students.  If you are not ready to have the item seen by anyone uncheck the box.

	Creating an Instructor-led Item

	 Select the Learning menu

	Select the Items menu option

	Click the add new

	Select a item type

	Enter a Item  ID (FSA-ST-###)

	Select a Domain for the Facility

	Select a Time Zone and 

	Type in the Title:  FSA’s Training Class

	Check the Active box 

	Check auto fill registration ( Auto fill- when learners can sign up automatically)

	Uncheck Supervisors

	Uncheck Supervisors can record learning events

	Click the add 
See Power  Point:  
[image: image14.emf]E:\AGlearn Power  Points\Creating an instructor-led course.ppt
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	Delivery Data Tab

	Click The Delivery Data tab

	Leave the course length blank

	Enter the Prep Time (in hours)- (optional)

	Enter the minimum Enrollment

	Enter the Maximum Enrollment

	Click the “Apply Changes” button
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	Add Item to a Catalog

	Click on the Catalogs tab

	Click the Add one or more from list link.  Hit search to locate who can view the training.

	Search for the desired Catalog(s)

	Check the Add checkbox next to all Catalogs in which you cant to add the item

	Click the “Add” button

	Verify that all select Catalogs are displayed (Items can be seen with shared states)


	Add Item to a Subject Area

	Click on the Subject tab

	Click the Add one or more from list link

	Place a check in  the subject area that match or closely match the item  * This will also help the learner find the course

	Click the “Add” button 

	Verify that all select subject are displayed 
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[image: image18]
The notification tab allows changes to the email message or you can use the option to add documents to the email. An example would be a document or add a web link.
	Modify an Instance Notification

	Click on the Notification tab

	Scroll down to the Registration Notification section

	Here you can edit the text (example: Bring Government ID)or attach a document

	Click the “Apply Changes” button


4.10 Schedule-Offering

Schedule offering is the dates and times, locations you will offer this item.  
	Creating an Schedule-Offering

	 Select the Schedule menu

	Select the Schedule Offering menu option

	Click the add new

	Select a item type then click on next

	Click on the picker[image: image19.png]


  next to Item ID  and locate the item

	Select a Domain for the item

	Select the time zone this item will be given in.  Also add start date and time.

	Contact and comments are optional. Check the Active box if you are ready for the course to be view.   Then click on add Click on the “Add” button

A scheduled offering ID will be automatically generated * Take note of this number.


[image: image20.emf]E:\AGlearn Power  Points\Creating a Sceduling Offering.ppt
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The Registration Tab 
Registration is used to set up how you want to allow enrollment for an item. 

Self enrollment- allows employees to enroll without supervisor permission

	Registration Tab

	 Enter the Registration Cut off date and Cut off time 

	Enter a registration minimum and maximum

	Here you have two option

· Check the Self Enrollment Checkbox- This will allow the students to sign up for the this course from the student side of Aglearn

	Click on apply changes



[image: image22]
	Segments Tab

	 Select the Segments Tab 

	Select the Primary Instructor if needed  * This choice is optional

	Select Primary Location   * If you have set one up in the system

	Check the Send Notification and conflicts- this should default with a check mark.

	Enter a start and end date, Enter a start and end time.

	Then click Add



[image: image23]
	Contacts Tab

	 Select the learner button 

	Select add one or more learners from list

	Select add

	Select add again



[image: image24]
Check on catalog and notification to verify that this information is correct.  If you would like to create another schedule offering click on summary and select copy schedule offering.  Here you can change the dates.

4.11 REGISTERING LEARNERS FOR A SCHEDULED OFFERING
Learners can often self-register for a Scheduled Offering; supervisors can do the same. There are still many times when registration is best handled by an administrator for ease and efficiency.

	ADDING LEARNERS TO A SCHEDULED OFFERING REGISTRATION

	Select Scheduling on the top menu

	Use the search page to filter the list of scheduled offerings

	In the Grid View page, find the scheduled offering and click the corresponding Edit link

	Click the Registration tab.

	Go to the Add Learner to Scheduled Offering Registration module

	If you know the Learner ID, type it into the field. If not, use the add one or more from list or add from request list to search for learner(s).

	Select the Registration Status and Slot ID from the drop-down menus.

	Click the Add check box for each learner you wish to add.

	Choose to whom you would like to send a confirmation email in the Email confirmation to the Learner, Instructor, Supervisor, and Contacts check boxes

	Click the Add button.


4.12 Withdraw Learners from a Scheduled Offering

As with any other event, schedules change, people get sick. Learners will occasionally have to be withdrawn from a Scheduled Offering. 

	WITHDRAWING LEARNERS FROM A SCHEDULED OFFERING

	Select Scheduling on the top menu

	Use the search page to filter the list of scheduled offerings.

	In the Grid View page, find the scheduled offering and click the corresponding Edit link.

	Click the Registration tab

	Go to the Edit the Enrolled Learners for the Scheduled Offering module, find the learner and click the corresponding Remove check box.

	Click Apply Changes.


4.13 Closing a Schedule Offering

When an item has been completed you can close out the schedule offering. By closing out the schedule offering the learning history of the learners will be updates.   This is the item was not set to be closed out by doing a survey.
	Closing a Schedule Offering 

	Select Learner Management from the top menu, then Close schedule offering  from the left menu

	Enter the schedule ID or click the [image: image25.png]


 to find and select one.  Then click next

	In the resource module click next

	Click next in the next module.

	Click on Finish


4.14 Record a Learning Event


It will sometimes be necessary to record Learning Events manually. This could be due to the instructor not being able to do it, or because a Learning Event was conducted without being entered in AgLearn before the fact. External training to fill a specific agency or department need might also be entered as an AgLearn Item after the fact. Items, Scheduled Offerings, and External Events may be added to Learners’ Learning Histories via the Learning Event Recorder
 Wizard

*This is not recommended for items that need require a SF 182

	RECORDING AN ITEM USING THE LEARNING EVENT RECORDER 

	Select Learner Management from the top menu, then Learning Event Recorder from the left menu

	Select the Item radio button.

	Select the item you wish to record

	Select the learning event information, including the, grading defaults, and default total hours.

	Select a list of learners for whom you wish to record learning events.

	Create comments and edit the grade for each learner/learning event relationship. Review the information you have entered and to finalize the recording of the event. Click Finish
See power point:  
[image: image26.emf]E:\AGlearn Power  Points\Recording an Item using the Learning Event Recorder.ppt




5.0 Administrative Reports

In many ways, reports are the most important function performed by an administrator. This version of AgLearn has improved reporting capabilities, most notably the ability to save specific parameters of a report that has to be run regularly.  The most common reports that you will run is Learner needs, Learner Item status, and Learning History.  For larger states the bulk status report will be helpful.  There is a saved report that will be helpful if you are running a report frequently.

5.1 Running a Report

If, for example, you have a regular need to run a report to see which Learners in your Domain have completed a legislatively-mandated Item, and you have everything in the report working just how you want it, the report setup can be preserved to be run in the future with just a couple of clicks.

Another, more minor, change in this version of AgLearn is that reports will now display to your screen as HTML by default in your browser, unless you indicate otherwise.

CSV- Can be converted into Excel

HTML- finished report

PDF.  Changes can not be made after the report has been run.
	RUNNING AN ADMINISTRATIVE REPORT

	Select Reports from the top menu, then choose the report to be run from the left menu

	Fill in the requested information. Click the appropriate radio buttons and checkboxes for the report’s format and destination. (CSV, HTML and PDF)

	Set your data and search parameters

	Click Save Report if you would like to save the parameters entered above for repeated use. (You will be prompted for a unique ID for the saved report.)

	Click Run Report
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5.2 Running a Saved Report

	RUNNING A SAVED REPORT

	Select Reports from the top menu, then choose Saved Reports from the left menu

	Search for the report you want to run

	On the Search Results screen, click Run on the line of the report you want to run

	The report screen will display. Make any modifications you might want, and click Run Report




	Converting Reports from CSV to Excel

	Once you have your report results.  Right click on mouse and click on view source.

	Select on file, and then save as. 

	Save the file in a location you will remember and change the file name to one you will remember.  Then, click on save as.  Now minimize all your screens.

	Open up a blank excel sheet.  

	Locate your file and highlight the text file

	Then click on open

	Change the file type to Delimited. 

	Click on next

	Take off the check mark under tab and put a check mark in the comma box.

	Click on finish.

	To clean up report delete Learner ID and Item ID.  

	Save the file.
See Power point:
[image: image28.emf]E:\AGlearn Power  Points\Running a report and converting reports to Excel.ppt




5.3 Changes to the Administration of Online Content

This version of AgLearn has several modifications to the handling of online content. Most of these are behind the scenes and will not affect the work of an agency Level 1 or Level 2 administrator.
The concept of Communities was discussed in the Learner section of this manual. Much of the work for a Community is handled by the Learners, acting as participants (adding topics and replying to posts) and moderators. When discussing Communities, the prime responsibilities of an administrator are creation, assignment to an Item, and the assignment of Learners as moderators.

5.4 Creating Communities

There are two types of Community: General and those associated with a specific Learning Item or Scheduled Offering. 

A Community can be associated with an Item or Scheduled Offering when the Item or Offering is created, by checking off the appropriate box. Sometimes the need (or desire) for a Community to be associated with an Item or Offering isn’t clear until after its creation in AgLearn.

	ADDING A COMMUNTIY TO AN EXISTING ITEM

	Select  Learning from the top menu, then Communities from the left menu

	Click the Add New button. You will see the New Community wizard

	Select the Community Type: Item-based

	Click the [image: image29.png]


an find and select an item. The Item Type, Item ID and a Item Title fields will be automatically filled

	To lock the community, check the Lock Community checkbox

	To subscribe to the newly created community, click the Subscribe checkbox.

	Click Finish


Communities can also be created for general topics that are not associated with a specific Item or Offering. For example, a Community titled General AgLearn Tips and Questions could be created where Learners could post questions not urgent enough to warrant contacting the Help Desk, or share an easier way of doing something.

	CREATING A GENERAL COMMUNITY

	Select  Learning from the top menu, then Communities from the left menu

	Click the Add New link. You will see the New Community wizard.

	Select the Community Type: General

	Enter a brief Title and a Description of the community

	Select a Domain using the picker button.

	To lock the community, check the Lock Community checkbox

	The Subscribe checkbox is selected by default.  Unless you uncheck this box, you will be subscribed to the new community

	Click Finish


5.5 Designating Moderators for a Community

As the number of Communities grows, keeping up with the day-to-day activities associated with them will quickly become too much for any administrator. Moderators can be chosen from the Learners interested in any Community to ensure the discussions remain on topic, and that no inappropriate topics or material are included in a Community. The duties of a Moderator were discussed in the Learner section of this manual.

	ADDING A MODERATOR TO A COMMUNITY

	Select  Learning from the top menu, then Communities from the left menu

	Click the Title of the community to which you want to add a Moderator.

	Click the Edit Moderator button.

	In the Add Moderators to the Community module, enter the ID of the learner you want to designate as Moderator or click the Learners link to select one or more learners from a list

	Enter your Comments.

	Click Add .You will see the list of the selected learners at the bottom of the page


Internal Training Approval Process

This version of AgLearn has the ability to create and manage multiple multi-level training approval processes. Several of these will be set up by default as part of the upgrade. While the creation of additional approval mechanisms and roles will be handled at a higher level, the Learners assigned to an approval role, and the approval process designated for a specific Item, will be handled by the agency administrators and course creators.

For more complicated processes, seven other roles have been created. This grants each agency the flexibility to use the processes best suited to their needs, and appropriate for each Item. Approval Roles such as Budget, Training Coordinator, and Training Officer can be mapped to specific individuals if those titles exist in your agency.

	DEFAULT AGLEARN APPROVAL PROCESSES

	ID
	Name
	Domain
	Steps

	SUPERONLY
	Supervisor Only
	ALL
	Step 1: Supervisor Level 1

	2SUPER
	2 Step-Supervisors Only
	ALL
	Step 1: Supervisor Level 1

Step 2: Supervisor Level 2

	2SUPERTC
	2 Step-Supervisor and TC
	ALL
	Step 1: Supervisor Level 1

Step 2: Training Coordinator

	2SUPERBUDGET
	2 Step-Supervisor and Budget
	ALL
	Step 1: Supervisor Level 1

Step 2: Budget

	2APPROVER
	2 Step-Generic Approvers
	ALL
	Step 1: Approver 1

Step 2: Approver 2

	3SUPERBUDGET
	3 Step-Supervisor, Budget, Supervisor
	ALL
	Step 1: Supervisor Level 1

Step 2: Budget

Step 3: Supervisor Level 1

	3SUPERTO
	3 Step-Supervisors and Training Officer
	ALL
	Step 1: Supervisor Level 1

Step 2: Supervisor Level 2

Step 3: Training Officer

	4SUPER
	4 Step-Supervisors, TC, and TO
	ALL
	Step 1: Supervisor Level 1

Step 2: Supervisor Level 2

Step 3: Training Coordinator

Step 4: Training Officer

	EXTERNAL
	3 Step-Supervisor, Reviewer, Final Approver
	ALL
	Step 1: Supervisor Level 1

Step 2: Reviewer

Step 3: Final Approver

	VERIFY
	Supervisor Only
	ALL
	Step 1: Supervisor Level 1


5.6 Approval Roles


Assigning Approval Roles to Learners will be a key responsibility for agency administrators. Learning requiring an approval cannot be confirmed for the Learner attempting to register for it unless someone has been assigned to each role in the approval chain; an error code will result on the Learner Interface.

	ASSIGNING AN APPROVAL ROLE TO A LEARNER

	Select Learner Management from the top menu

	Search for the Learner for whom you wish to add or change an Approval Role. Click Edit

	Click the Approval Role tab

	Click add one or more from list (or type in the role if you know the exact title)

	Search for the role to be added. Click the checkbox in the Add column on the proper line. Click Add

	The Approval Role appears on the screen. Click the link for Control Domain

	Search for the Domain in which this Learner will have this role. Click the checkbox in the Add column on the proper line. Click Add

	Check the boxes to ensure the role is being granted to just that Domain, or to all sub-Domains under it. Click Submit

	Click Return to Approval Role

	Click Apply Changes


6.0 Competencies


Competency Management in AgLearn will allow USDA to track the levels at which a particular task or job needs to be performed.  In addition, this model captures the proficiency level an individual has achieved, or must obtain to perform a particular task or job adequately.  

The assessment of a Learner’s particular level of competency is obtained by objective and subjective means.  Objectively, a Learner successfully completes an Item and is automatically given a competency rating relative to the Item.  Subjectively, a manager can observe a Learner and, based on established criteria, give a rating.  Both means are supported in AgLearn under the Competency Management Model.

A Competency Model for AgLearn is being developed and will be rolled out in the near future. As it is still being formulated, a detailed discussion is beyond the cope of this training. Since agency administrators will have an important role to fill in the Competency Management Model as it comes online, this overview will serve to provide the background information needed to provide a contextual understanding of the concepts behind competency management.

	TERM
	DEFINITION

	Competency:
	A measurable capability that is required or recommended for effective performance; acquired through training or experience.

	Competency Profile:
	A group of Competencies; makes it easy to manage the assignment and review of Competencies to large groups of Learners 

	Rating:
	level  necessary to be considered adequately competent

	Assessment:
	level applied to a particular Learner by a rater or recorded automatically upon completion of an Item

	Auto Assessment:
	assessment is recorded automatically when the associated Learning Event is recorded

	Gap:
	numerical difference between the required rating and the assessment rating


6.1 Individual Development Plans

An Individual Development Plan (IDP) is made up of a collection of goals, objectives and activities for a specific Learner. It could be viewed as a defined career and professional development plan, generally developed collaboratively between a Learner and his/her Supervisor. It may also include personal goals that are not necessarily professional goals.

The IDP reflects the current and future development needs for the Learner, including the Learner’s current position and any desired future positions.  An approved IDP is one that a Supervisor and/or a “Coach” has reviewed and accepted.  It can be related to the Learner’s Learning Plan but it is broader, as it may include non-learning-related activities as well.  It differs from the Learning Plan because it allows the Learner to determine what Competencies he or she would like to attain, and the means to attain those Competencies.

The Learner will identify the goals he or she wishes to attain and the activities by which the goals will be accomplished.  The Learner can select from Competency goals or “other” which he or she will need to further defines.  The goals may be accomplished through the completion of an Item or an External Event which the Learner can also define.

Item Type- Select item type


Item ID- Example FSA-ST-###


Time Zone-  choose the time zone


Title- type in title


Classification- choose classification


Source ID- Choose from list


Domain- select domain


Method ID- choose how the course will be taught























Approved-  If you are not ready for other to see this item course uncheck this box


Active- Check on Active if you are ready to use the course.


Auto Fill Registration- use this if anyone can sign up for this item


Automatically create a community- is optional


Description, Comments, and Instructor and Learner materials is optional





Then click ADD











Enter in the minimum and maximum enrollment.





Click on Apply changes.  


Now, click on the Catalog


 Tab





Click on Subject Areas.  Then click


On add one or more from list. Then select


The subject that relates to the item





Click on the picker next to Item ID to locate the item.





Select the Segment Start Date and Time





Select the Time Zone, Domain,





Select Active to have learner view the course now. *If you are not ready for employee to see the course leave unmarked.  Comments and contact are optional





Add the Cut off Date and Time





Select the minimum and maximum registration.  Then click on Apply Changes





Select Self Registration to allow employee to sign up for the item.  





Click on add one or more learner from lists to add some in FSA.





Then click on add





Select the Start and Stop date





Select start and end time.





Select the location for the schedule offering 





Click on Add
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The most help format is CSV





After you set the report up the way you like it.  Click, on Saved Report.
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Creating Locations







Click on Resources







Click on Locations







Click on Add New







		Location ID- example FSA-HQ-###

		Description- Add a brief Description

		Select the domain

		Facility- use the facility picker to find the facility

		Max Capacity- optional

		Contact Name- optional

		Contact Email- optional 

		Comments Optional

		Click on add









The other tabs are optional.  

The other tabs are optional.  









Return to the Facility for this location
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Removing an Item from a Learner’s Learning Plan



A3







Select Learner Management on the top menu







Click on Learners







Search for the Learner for whom you wish to remove the item from







Click on Edit







Find the item to be removed and check the Remove box on that Item’s line.  Then click apply changes







The course has been removed from 

the employee’s Learning Plan
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Removing Items from Multiple Learner’s Learning

Learning Plan

A4







Select Learn Management from the top menu







Click on Learner Needs Management on the top left menu







Click on Remove Items







Click on Add one or more from list







Here you have a choice you can search by last name, or go to advance search to use POI, Org ID , City, ect. 







Once you have select the group hit next.







Click on add one or more from list







You can locate the course by ID or title

Then click on search







Place check marks of the items you wish to remove. Then click on Add







Click on Run Job Now







The items have been removed from the learners.
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Running a report and converting it to Excel







Click on Reports







Click on Learner Reports.  Note:  The most frequent reports you will run will be under Learner Reports







Change to CSV

Select the learners you need

Select the Item you need

Select the if you want the report by learner or item

Then click run report







Right click on your mouse and click on view source







Select on File, the Save As.  







Save it in a location you will remember. And change the file name you will remember.  And then click Save.  Then minimize  your Aglearn screen and locate your text file.







Open up an excel spread sheet.  Then click on file, open and locate your file

Locate you file and highlight the text file.

Hint:  Change  File type to Text File

Then click on open







Change to Delimited

Then click on Next







Take off the Tab and put a check mark in the Comma box.  Then click on Finish.







Here is the results.

To clean up the report: delete Learner ID and Item.  Note

Item and Title are almost same in information.







Now, just save the file to use.
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Creating a Schedule Offering







Select Schedule menu







Select Schedule Offerings .  Then click on add new







Select the Item button then click on next.







Click on the picker next to Item ID to locate the course.

Select the Segment Start Date and Time

Select the Time Zone, Domain,

Select Active to have learner view the course now. Comments and contact are optional







Verify that this information is correct. If so select the registration tab







Add the Cut off Date and Time

Select the minimum and Maximum registration

Select Self Registration to allow employee to sign up for the item.  

Check learner, Instructor, Contact for emails

Last thing:  apply changes







Select the Segment Tab.

Select the Start and Stop date

Select start and end time.

Instructor and Location are optional

Click on Add







Click on add one or more learner from lists to add some in FSA.

Then click on add







The schedule offering is complete.  Take note of the Schedule offering ID number
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Recording an Item Using the learning Event Recorder







Click on Learner Management







Click on Learning Event Recorder







Select Item or Scheduled Offering. Then click on Next.    Note: at this time, we are not using the External Event







Click on picker to select the item, then click on next







Select Default Completion Status

 and completion date.  Then click

next.







Click on add one or more from list to locate

an employee(s) 







Verify the information is correct and click on next







Verify the information is correct or make the necessary changes

And then click on next.







At this time we do not use the cost side of Aglearn, click on next







Verify the information is correct and click on Finish







Click on Ok







The event had been update.
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Creating an Instructor-led Item







Click on Learning







Click on Items







Click on Add New







Item Type- Select item type

Item ID- Example FSA-ST-###

Time Zone-  choose the time zone

Title- type in title

Classification- choose classification

Source ID- Choose from list

Domain- select domain

Method ID- choose how the course will be taught











Approved-  If you are not ready for other to see this item course uncheck this box

Active- Check on Active if you are ready to use the course.

Auto Fill Registration- use this if anyone can sign up for this item

Automatically create a community- is optional

Description, Comments, and Instructor and Learner materials is optional



Then click ADD













Click on Delivery Data







Enter in the minimum and maximum enrollment.



Click on Apply changes.  

Now, click on the Catalog

 Tab







Click on add one or more from list.

Here you can choose what employees you want to see your course

For example, only your state( or a couple of states) or all of FSA or FSA and RMA



Then click on Enrollment tab







Click on Subject Areas.  Then click

On add one or more from list  then select

The subject that relates to the item







Now, the course has been created.  The next step is to set up

a schedule offering.
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Assigning Items to the Learning Plans to Single or 

Multiple learners

A2







Click on learner management







The most frequent you will use is 

Add Items (add courses) or 

add curricula (adding list of courses)

Then click on Next







Click on Learner Needs Mgmt







 Click on add one or more from list to locate 

a single employee or multiple employees







From the simple search you 

can look up by last and first name.

The advance search will allow

You to look up by POI, grade, city,

Etc.

Once you have set up your search

Click on search.







Put a check mark for the person or persons who needs the training and 

Then click add.







Review that the name or names are correct and click

Next.







Now you will locate the course by clicking add one or more from list.







Here you will set up the search for the item

		Item types- web based, cd rom, classroom

		ID –the number associate with the item

		Title-  this is good if you know any word in the title





Once you set up your criteria click on search







Put a check mark in the item or

 items that the learner will take. Then click add







Review that the item or items are correct and click

Next.







Click on the picker to change assignment type.

 When finished click on next.







Review one more time.  Here is where you can change 

the due date. (This is optional).  

You have two options you can run job 

now or if it is a large amount of learner you can schedule job for later.  You will receive an email after the job has run.
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Creating a Facility

A5







Click on Resources







Click on Facilities







Click on Add New







		Facility ID-Enter a Facility ID for example: FSA-HQ-###

		Description- enter a name or brief description

		Domain-Click on picker to select the correct domain

		Click on External Facility if it is a location outside of USDA.  Example hotel

		Enter any comments

		Then click Add









Click on the Contact tab.

Then fill out the location information. Then click on apply changes







Proceed to Adding Locations 







Click on add one or more from list.  Insert the location you created.  Then click add.







Verify that all selected locations were added to the facility
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Assigning Items from the Learner’s Personal Record

A1







Select Learner Management on the Top Menu







Select for the Learner for whom you with to add the Item.







Click on Edit







Select on Learning Plan tab in the Learner’s Record







Click on add one or more from list  in the Assign Learn Needs Area







 Search for the item







Check the add box on the item or items you wish to assign.  Then click Add







 You can change the due date here, then apply changes
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