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Learning Objectives
Learning Objectives

After completing this lesson you will be able to:
e Viewing Using the AgLearn Supervisor Interface

o View the AgLearn record of one or more employees using the My
Employees and the Organization Chart

o View the AgLearn record of one or more employees using the Team
Navigator icon

0 Toggle between your AgLearn record and that of a subordinate
e Adding to the To-Do List

0 ASSIGN a learning item to one or more subordinates

0 REGISTER one or more subordinates in an instructor-led course
e Approval/Disapproval

o0 Approve or disapprove the REGISTRATION of one or more subordinates
in an instructor-led course

o Approve or disapprove the EXTERNAL TRAINING REQUEST (Standard
Form 182) of a subordinate

o Describe the routing steps involved in AgLearn’s electronic approval of
SF182 external training request submissions

o0 State the pertinent fields of the SF182 form that will assist you in
determining the suitability of the training request

e Reports

0 Run areport [Self, Direct Subordinates, or All Subordinates]
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Figure 1 - The Team Navigator icon
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Figure 2 — The Team Navigator icon, expanded

Use the Team Navigator icon to click on the name of a direct report to display the
Home screen for that subordinate. Once on the Home screen, you can quickly navigate
to the To-Do List, IDP, Completed Work, or SF182 Requests of the employee.
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My Employees

Subordinates

Selecting the Subordinates option from the My Employees tab will display an
organizational chart of your employees. Any subordinates with direct reports will have
this indicated on the chart.

&

¥ {Manager) *

Michel P Desbois

MNIFA-FCR-OIT

= o2
To-Dos Overdue (6)
Curricula Incomplete (1)

Approvals Reguired (2)

Trenice L Hall

NIFA-FCR-OIT
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o

&0 =

(6

To-Das Overdus (

Curricula Inc ete (2
Approvals Required (1)

Jason T Hitchcock

I CSREES-ISTM-IFT

Jos Orverdue (2)
\ ¥ Direct Reports: 4 # )

Dennis C Unglesbee

I NIFA-FCR-OIT-APPL

¥ Direct Reports: 11 #

J

Debra D Williams

CSREES-ISTM-OP

 §

o-Dos Overdue (9
& Curricula Inc

lete (1)
Approvals Required (5)

} Direct Reports: 8 #

1 J

NOTE

In order to see the direct reports for your subordinate, you must use the My
Employees tab to click on Subordinates. Then click on the Direct Reports
link to drill down one or more levels.
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j ¥ (Manager) &
Michel P Desbois

NIFA-FCR-QIT

To-Dos Overdue (6)
Curricula Incomplete (1)

AN

Approvals Required (2)

oy
e I 64 '\ Send Email — Opens a new email

Home — Opens the Home page of
your team member.

Snapshot — Opens the snapshot
of the subordinate. All To-Do List
learning items and Curriculum are
listed.

message within Microsoft Outlook.

4

NIFA-FCR-OIT-APPL

Date in Position:
Hire Date:

Prior Positions:

A

Performance:
Mo Reviews have been completed.

Strengths:
Mo competencies have been assessed.

Areas for improvement:
Mo competencies have been assessed.

Learning
? behind, & on target

Title

A Re-inventing Diversity for Todays USDA (Supervsors)
& Books24x7 Referenceware

Aglearn Delta IT Skills

[more]

Curricula
1 Incomplete, 2 Complete

Curriculum Title

& 2008 USDA Civil Rights Training for Supervisors
USDA Civil Rights 2007 Training
NO FEAR Act Refresher Training

Due Date
3312010
%/30/20M0

Next Action Date
3312010

Status
Available
Available
Must be registered

Go

Status

Incomplete

Complete

Complete hd
| >
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Dashboard
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Selecting the Dashboard option from the My Employees tab will display a listing of
your direct reports. The Dashboard is divided into two sections: Employee To-Dos
and Key Indicators.
The Employee To-Dos section has two filter options:

e Show - Choices are All, Learning, Curricula, and Goals.

e Due Date — Choices are Overdue, Next 30 days, and Next 60 Days.

Show Due Date
Dashboard (#]
) \ Shaw: | vl Due Date: | : vl
L‘ Employee To-Dos \ el b & Overdue
Employee & Type Title Due Date Status
Desbois, Michel P & Learning |AS 2.4: New Features and Functonality In progress
Learning IAS Release 2.5: Mew Features and Functionality Ayailable
Learning |A5: Requisition Management Course Rev 2 Complete (SCORM Ena Ayailable
Learning Achieving Success with the Help of a Mentor Ayailable
Learning Ethics: Teaching, Speaking, and Writing
Learning Books24x7 Referenceware Available
Myers, Patricia G & Learning Effective Team-building Strategies In progress
Learning S4ll Talkin Diversity Ayailable
E Key Indicators \
Employee Goal Status
¥ Performance Goals o Development Goals " Both
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The Key Indicators section has three options:
e Performance Goals
e Development Goals
e Both

@ Key Indicators |\

Employee Goal Status
" Performance Goals S Development Goals ¥ Baoth
Dashboard &) Help
—
| Show: Due Date:
“ Employee To-Dos \\ ul = |@
Employee « Type Title Due Date Status Fe
Draper, Betsy & Goal Review and revise alignment of budget categories & 2/28/201
Hyde, Jennifer L &4 Learning USDA Travel Card Training & 31201 Ayailable |
Johnson, Brenda M & Learning Optimizing E-mail at Work A 93 Available
Learning Financial Literacy for Federal Employees via G5 Connect a8 o Available
Learning Understanding Writing Mechanics a v Available
Learning Foundations of Grammar a o Available
Learning FERS Retirement Planning via G5 Connect. &b o Available
| arning Custamer Candre Pracadiras £ a vailahla ]
—e .
; Key Indicators |
Employee Goal Status
O Performance Goals ODevelopment Goals @ Both
4%
Name Active Goals Complete Pending Approval Average Toward Target &~
Draper, Betsy 4 0 0 IS
Williams, Micole T 2 0 0 0%
Wilson, Jacqueline B 5 1] 1] 0
Gillis, Janine M 7 1] 0 (1
Johnson, Brenda M 3 0 0 0% o
Bennett, Robert & 2 0 0 i3
luras Shawn a ? n n i M
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Adding to the To-Do List

Assign a Learning Item

1. Hover over My Employees.
2. Click on Assign Learning to My Employees. The Manage Learning Activities
screen will appear. You have the choice of two possible management actions:
e Add Items and Curricula

¢ Remove Iltems

Manage Learning Activities & Help
Select Management Action

This menu option is available to supenvisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add items

and remove itemns, and assign curriculum to your subordinates.

Select Management Action

& Add Items and Curricula ' Remove Items

Mote: The Remaove Items option will not remove items assigned to a user through a curriculum or by an administrator.

3. Select the desired management action and click on Next.

4. The Select Users screen will appear. Place a checkmark in the corresponding
checkbox for each employee that will be assigned the training. If the employee
also has subordinates that you wish to assign training to, click the Plus sign to
expand the list.

— Select Users

Previous | Mext

Add Checked

Select All / Deselect All

Select Users
User Name Select User Include Subordinates
Desbois, Michel P Ird I
Ungleshee, Dennis C Ird -
Hitchcock, Jason T I I
Hall, Trenice L I
Myers, Patricia G -
Williams, Debra D - -

Select All / Deselect All

5. Click on Add Checked.

6. Click on Next.
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7. The Search for Items and Curriculum screen is displayed. Enter keywords for
your course or curriculum in the Keyword text box.

— — Search for Items and Curriculum
Previous

Search for Items and Curriculum

Enter keywords to select items.
Keywords: |Financial Management| M ExactPhrase

WV cCurricula ¥ Instructor-led ¥ Online ¥ Blended ¥ Other (Select one or more)

8. Click on Search.

9. Your search results will display. Place a checkmark in the desired course
checkbox and click on Add Checked.

Refine Search
Keywords: Financial Management
Exact Phrase: Yes

Add Checked

Select All / Deselect All

Search Results

Title Type  Add
2010 Financial Management Training -;- 9 (il
AFM Workshop a®
Financial Management Conference June 2011 .';- 9 (|
FMMI 101: Introduction to FMMI a®
FMMI 101: Introduction to FMMI D2 (AUDIO) E‘ rd
FMMI 101: Introduction to FMMI-D2 a® r
FMMI 402: Financial Management Reporting (ECC)-D2 ;- 9 (|
The Ins and Quts of Capital Budgeting E‘ -
The Principles of Financial Management E‘ 2
Records per Pags E-ﬁ?mﬂl records)

Select All / Deselect All
Add Checked
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10. The Edit Information screen will display. Make any necessary adjustments to
the Assignment Type field.

— — Search for ltems and Curriculum — Edit Information
Previous | | Mext
Search for Items and Curriculum
Enter keywords to selectiterns.
Keywords: |Financial Management W' Exact Phrase
¥ cCurricula ™ Instructor-led M Online ™ Blended W GOther (Select one or more)
Search
Select All / Deselect All

Edit Information

Title Type Assignment Type Assign Date Remove
FMMI 101: Introducton to FMMI D2 (AUDIO) =] REQ Select 3/1/2011 .TI [l
The Principles of Financial Management Q Select 3417201 .r”_wl [

Select All / Deselect All

Remove Checked

11. Click on Next.

12. The Edit Required Dates screen will display. Make any necessary adjustments
to the Required Dates text box.

— — — — Edit Required Dates

Previous | Finish
Edit Required Dates for Users

User

Hitchcock, Jason T
Desbois, Michel P

Edit Required Dates

Title Type Assignment Type Aszign Date Required Date (MM/DD/YYYY)
FMMI 101: Introduc tion to FMMI D2 (AUDIO) £ REQ 3z 34142011 I”_"’I
The Principles of Financial Management 2 a2 37142011 .”_wl

13. Click on Finish. You should receive a Status message indicating successful
assignment.

— — — — — Success

Start Over...

Success

Status:
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Register in a Scheduled Offering

1. Hover over My Employees.

2. Click on Register My Employees. The Registrations screen will appear. You
have the choice of two actions:
e Withdraw Users
e Register Users
Registrations @ Help
Select Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. On this page you can register and withdraw your
subordinates to and from schedule offerings.

Mext
Select

" Withdraw Users o Register Users

3. Click on Next.

4. The Search Scheduled Offerings screen will display. Enter keywords in the

Keywords text box.
Select Action  » Search Scheduled Offerings

Previous | Mext
Search

Enter Keywords to search for a scheduled offering.
Keywords: il workshop

| ¥ ExactPhrase

5. Click on Next.

6. The Select Scheduled Offering screen will display. Select the option that

corresponds to the desired scheduled offering.

Select Action -

Search Scheduled Offerings -+ Select Scheduled Offering
Keywords: Hill Workshop

Exact Phrase: Yes

Previous
Select Offerings

Title

Description Facility & Location Start Date/Time Select
Capitol Hill Warkshop 5/16/2011 08:00 AM America/New York [
Capitol Hill Warkshop 372172011 0B:00 AM America/New York i*
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7. Click on Next.

8. The Select Users screen will display. Place a checkmark in the checkbox that

corresponds to selected employees.

Select Action — Search Scheduled Offerings — Select Scheduled Offering — Select Users

Previous = MNext

Select All / Deselect All
Select Users
User Registration Status ID Reservation Date (MM/DD/YYYY) Time (hh:mm AM/PM)  Time Zone Select
Desbois, Michel P I ENROLL (Enrolled) j |3/1IZUM | m |031nn PM | IAmerw‘caJNew York (Eastern Standard Time) j [“l
Myers, Patricia G | ENROLL(Enrolled) j 34172011 m |03300 PM | |Amen‘camew York (Eastern Standard Time) j r
Wiliams, Debra D I ENROLL (Enrolled) j [37172011 | 2 |U31EIEI PM | IAmerw‘calNew York (Eastern Standard Time) j 1

Select All / Deselect All

9. Click on Next.

10. The Edit Assignments screen is displayed. You have the option of adding
comments for your employee.

Registrations & Help
Select Action : Search Scheduled Offerings Select Scheduled Offering -« Select Users Edit Assignments
Previous Next
Select All / Deselect All
Edit Assignments
User Comments Remove
Desbois, -
Michel P
Select All f Deselect All
Remove Checked |

11. Click on Next.

12. The Edit Financial screen is displayed.

Select Action - Search Scheduled Offerings - Select Scheduled Offering : Select Users - Edit Assignments : Edit Financial

For each seat, either pick the slotto be used, or enter an available order ticket, or enter the chargeback accounts and price to be paid for the seat. Chargeback accounts and
a price cannot be entered for Users who do not have a shopping account or for non-item scheduled offerings.

Previous || Mext
Edit Financial Data

User

Slot 1D Order ID Account Code Price
Desbois, Michel P

Maone | | |

[0-00 || us Datarqusp) =

13. Click on Next.

NIFA/OIT
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14. The Record Registration screen is displayed. If you wish for your employee to
receive a notification email, place a checkmark in the corresponding checkbox.

Select Action - Search Scheduled Offerings : Select Scheduled Offering » Select Users . Edit Assignments - Edit Financial : Record Registration
Scheduled Offering: 196%8

Title: Capitol Hill Workshop

Classroom MRCS-NEDC-000001

Revision: 3/14/2005 12:00 AM America/New York

Start Date: 3/21/2011 08:00 AM America/Mew York

Email confirmations to: [ Users I Instructors [ Supervisors [ others

Previgus || Finish
Record Registration

User Registration Status ID Reservation Date

ENROLL{Enrolled) 3/1/2011 03:00 PM

America/New York

Desbois, Michel P

Price :  0.00 USD

15. Click on Finish. You should receive a Status message indicating successful
registration.

Finished
Status:

& Al registrations in this scheduled offering were successful.
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Approval and Disapprovals

Performance Management (IDP) Approvals

If an employee has submitted a request to their supervisor to approve their Individual
Development Plan (IDP), it will appear in the Performance Management Approvals
area of AgLearn. As the designated supervisor, you will also receive email notification
of IDP submission.

What is an IDP? An IDP represents a commitment that the organization makes to
growing and developing employees. They are an important part of succession planning
in that they help employees develop skills that will be needed both now and in the
future. As part of long-term career planning, employees, supervisors, and training
departments can work together to use IDPs to outline training and create activities that
will lead to a more engaged, effective, and skilled workforce.

The use of AgLeam for developing and maintaining IDPs is encouraged because it
provides an effective way for Agencies to track the number of IDPs in progress and it is
linked to the employee'’s training record.

The USDA Office of Human Resource Management (OHRM) has posted a
departmental regulation (DR) on creating IDPs. This DR can be found via the web:
http://www.ocio.usda.gov/directives/doc/DR4040-410.pdf. This regulation specifies that
supervisors are responsible for ensuring employees have an IDP and that the IDP
remains current; providing feedback to employees about job strengths and areas for
improvement; and supporting employee training and development, providing training
opportunities and funding if related to the mission of USDA and ensuring funds are
available.

Additionally, OHRM has established a web site that provides guidance and tools for the
creation and use of IDPs. This site is http://www.idp.usda.gov.

1. Locate and click on Easy Links
Approvals, found in the PR—
Easy Links section
located on the right-hand Bl At

side of the screen. HENE
IoPs

2. The Pending Reviews
and Approvals screen
will display.

Recard Learning Uzer Settings

3. The screen is divided into two tabs, Performance Management and Training.
Click on the Performance Management tab.
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4. If you have any subordinates that need to have an Individual Development

Plan (IDP) approved, it will be indicated in the Subordinates Plan Approval
section. Click on the plus (+) to expand the section.

Pending Reviews and Approvals @ Help
This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for performance
Pending Reviews and Approvals

& Help
This view shows you all of the review and approval actions you have been asked to perform_ It is divided into two primary sections: reviews and approvals for performance

management Activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by clicking on the
appropriate section header. Within each section you will find 3 list of specific reviews or approvals you are being asked to perform, categorized by action type

| Performance Management (1} | / Training (0]
Performance Management
Subordinate Plan Approvals (1)
Collapse jubordinate
User Name Plan Title gLErli-lud Plan Status « Effective Date  Approval Date Expiration Date Review Type Action
Gillis, Janine M FY2011 Gillis Janine Active/Approved 10/1/2010 9/30/2011 Plan Revision

Review

5. Any plans that need to be reviewed will be listed. Click on the corresponding

Review button to open the IDP for review.

My Plans and Goals & Help
The details of this plan are shown below. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to the Plans. You may add
or edit supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the Plan for Approval
again. Only approved Goals and Activities are reflected in the Performance Review. You may view or add notes to this Plan at any time. To select anaother plan,

hover your mouse over the image by the side of the current plan Title and select a different Plan. If you have been designated as a Coach, you may view /
update or add other User's Plans.

Plan Title : FY2011 Gillis Janine Plan Period :
{Select Other Plan)

Plan Purpose :

Plan Status: Active/Approved Version : 1 {current)

{Expires 210 days
from now)

Effective Date: 10/1/2010 Expiration Date: 3/30/2011

Print Plan | | List all Plans | View/Add Netes |  Approve | Reject

| Development |

Title: Add Description

Group By: | Ssction v View Changes? | Me¢ 4
Section Name: PRESENT POSITION GOALS(6)

The IDP of the employee is displayed. If this submission is an update to a

previously approved plan, click on the drop-down selection arrow associated with

View Changes? selection box to see what modifications have been made to the
IDP since last approval.

NIFA/OIT
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_________________________________________________________________________|
My Plans and Goals @ Help

The details of this plan are shown below. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to the Plans. You may add or edit
supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the Plan for Approval again. Only
approved Goals and Activities are reflected in the Performance Review. You may view or add notes to this Plan at any time. To select another plan, hover your mouse
over the image by the side ofthe current plan Title and select a different Plan. If you have been designated as a Coach, you may view / update or add other User's
Plans.

Plan Title : FY2011 Gillis Janine Plan Period :
{Select Other Plan)

Plan Purpose :

Plan Status: Ac tive/Approved Version =| 2 (current) =

{Expires 206 days
from now)

Effective Date: 10/1/2010 Expiration Date: |9/30/2011

| Development |
Title: | | MdDescriplion|

Group Hv:l Section 'I View Changes?l Since Last Approval = Field Chooser | New Goal

Section Name: PRESENT POSITION GOALS(6)

Print Plan | | List all Plans || View/Add Notes

‘Goal Mame & Changes Action Remove
Communications Oral Ho View/ Add Hotes B
Move Goal
Edit
Communications Written Ho View/ Add Notes B
Move Goal
Edit
Course Development No View/Add Notes B
Move Goal
Edit
Professional Development No View/Add Notes 6
Move Goal
Edit
Program Management and Evaluation No View/ Add Notes 0
Move Goal
Edit
Details
Activities (4) Add Activity
Due - Target [ .
Name « Date Type Priority Status G Action Remove
Book [ASTD Handbook of Measuring and Evaluating  %/30/2011 External INN Started vl View/ Add Notes B
Trainin
2l Edit
Update Activity Status
Book [Implementing the Four Levels: A Practical %/30/2011 External INO[ Started j View/Add Notes B
Guide for Effective Evaluation of Training |
Edit
Programs] —
Update Activity Status
Book [Online Assessment and Measurement: 9/30/2011 External INN Started vl View/ Add Notes 0
Foundations and Challenges]
Edit
Update Activity Status
Measurement: Assessment and Metrics /3072011 ltem Available View/Add Notes B
Edit

Launch content

View Item Details

Changes (0)
Special Project No View/Add Notes 0
Move Goal
Edit
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7. The plan will contain Goals, with each goal assigned to either the Present
Position section or Career

Development Goals section. Each Communications Written

Goal will have one or more Activities. Activities (4)

Activities can be Learning Items within

AgLearn (internal) or activities outside of AgLearn (external). Click the plus
and minus signs to expand and contract to view all the Goals and Activities.

My Plans and Goals & Help
The details of this plan are shown below. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to the Flans. You may add
or edit supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the Plan for Approval
again. Only approved Goals and Activities are reflected in the Performance Review. You may view or add notes to this Plan at any time. To select another plan,
hover your mouse over the image by the side of the current plan Title and select a different Plan. If you have been designated as a Coach, you may view /
update or add other User's Plans

Plan Title : FY2011 Gillis Janine Plan Period :

{Select Other Plan)

Plan Purpose :

Plan Status: Active/Approved Version : 1 {current)
{Expires 210 days
from now)
Effective Date: 10/1/2010 Expiration Date: 9/30/2011
Print Plan | List all Plans | View/Add Motes | | Approve | Reject
."I' Development \"‘
Title: Add Description

Group By:| Section | v View Changes? | Since Last Approval | ¥

Section Mame: CAREER DEVELOPMENT GOALS({1)

Goal Name a Changes Target Date Priority Percent Toward Target Action Remove
clp Removed 9/30/201
Section Name: PRESENT POSITION GOALS(6)
Goal Name « Changes Target Date Priority Percent Toward Target Action Remove
Communications Oral No 9/30/2011 View/ Add Notes
Details
Activities (2)
Due R Target [ R
MName « Date Type Priority Status Stretch Action Remove

8.  After reviewing the plan, make a determination whether or not to Approve or
Reject the plan and click on the corresponding button. An email notification will
be sent by AgLearn to the employee indicating your decision.

D:U\ H @~ ¥ ¥ Aglearn Plan Approved - Message (Plain Text) -8B X
2
—-/ Message Adobe PDF

& x _j _\i“j} j—f % &, safe Lists %E v %j # Find

@®

2 Related -
Reply Reply Forward | Delete Moveto Create Other Block lot Ju Categorize Follow Mark as .
to All Folder Rule Actions~ | Sender - Up~ Unread aeledt
Respond Actions juni E-maii i Options i Find
Fram: Agl earn.Systemi@ocio. usda.gov Sent: Thu 3/3/2011 3:05 PM
Ta: Gillis, Janine
Subject: Aglearn Plan Approved

This email is to inform you that your Plan, FY2811 Gillis Janine, was reviewed and approved by él
Hitchcock, Jason T on 3/3/2811 63:64 PM America/New York. Your plan is now Active.
=

NIFA/OIT Page 17 of 24 Last Updated: 3/7/2011 2:06 PM



USDA

Zaa United States Department of Agriculture Aglearn Plus for Supervisors

AgLearn Electronic Routing of SF182 Requests

The Standard Form (SF) 182 form is the Office of Personnel Management (OPM)
form for Authorization, Agreement and Certification of Training. By completing this
form through AgLearn, we are able to reduce the amount of typing required by the
employee; route the request for approval/disapproval; electronically transfer data to
comply with OPM’s Enterprise Human Resources Integration (EHRI) requirements; and
ensure that completion of the training will appear on the Completed Work of the
employee.

USDA issued a memo mandating the use of the online Standard Form (SF)-182 for
external training requests and approvals in AgLearn, effective October 1, 2007.

The Administrative & Financial Management section of Agricultural Research

Service (ARS) has created supplemental instructions for completing the SF182 form.

These instructions can be found via the web:
http://www.afm.ars.usda.gov/forms/EMPDEV/SF182-Instructions.PDF

SF182 Considerations before Approving

Field Considerations

Based upon the current or future job requirements of the employee and
their position title, grade, and series, is this course appropriate? Does
this course align with the performance elements of the employee? Is it

Course Title listed on their individual development plan (IDP)? Has either the
supervisor or employee searched AgLearn to see if an equivalent online
course is available?

Is the amount over $3,000? As a result, will this need processing by

Tuition ARS? Does this request, coupled with others for this fiscal year, exceed
the amount allocated for the employee?

Location / Is there travel and travel costs associated with this request? Is so, is

Indirect this course also offered locally?

Costs

When is the class being held? Does it coincide with a high activity
period in the office? Are there one or more duties that someone else will
need to perform during the absence of the employee? If the tuition
amount is over $3,000, is there sufficient time for processing by ARS
before the start date of the course or before all class slots are filled?

Start Date /
End Date

Duty hours / | For courses that exceed more than 40 hours, what plans does the
non duty employee have for balancing the responsibilities of the job and the
hours course?

Is this a known and reputable vendor? Is the level of instruction offered

Vendor by this vendor of high quality?
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Approve or disapprove a SF182 request

1. Locate and click on
Approvals, found in the
Easy Links section
located on the right-hand
side of the screen.

2. The Pending Reviews
and Approvals screen
will display.

Easy Links
AP0 als i ——

Completed ark

Reports

3. The screen is divided into two tabs, Performance Management and Training.

Click on the Training tab.

4. The Training tab contains sections for Internal Training and External Training.
Any SF182 requests needing approval/disapproval will be listed. Clicking on the
blue hyperlink associated with the course title to display the training request

details.

Pending Reviews and Approvals

Il," Performance Management (0) \1\ Ill" Training (2)

Training

Internal Training (0)

Mo items were found using this search criteria.
External Training (2)

¥ Enter Reasons for Approvals or Denials

User Name « Title
Myers, Patricia G
Myers, Patricia G

CON 1005haping Smart Business Arrangements

COM 110 Mission Support Planning

\

Price  Type
955.00 EXTERMAL LEARMING REQUEST

995.00 EXTERMAL LEARMING REQUEST

& Help

This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for performance
management Activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by clicking on the
appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action type.

& Al " Direct Reports Only

& Al " Direct Reports Only Next

Action [Approve All/Deny All]
[ Approve s Deny = Skip

[ Approve & Deny o Skip

5. To approve /disapprove a request, select that option for the employee and click

on Next.

NIFA/OIT

Page 19 of 24

Last Updated: 3/7/2011 2:06 PM




USDA ,
2 United States Department of Agriculture

AglLearn Plus for Supervisors

6. The Approval Reasons screen will display. If approving, you can enter optional
approval comments. If denying, you can enter an optional denial reason.

Pending Reviews and Approvals & Help
Approve or Deny — Approval Reasons

Enter a reason for approving your employee’s fraining request below.

Previous | Mext
Approval Reasons

User Name and Schedule

Approval Reason (optional)
Myers, Patricia G

CON 1005haping Smart Business Arrangements

7. Click on Next.

8. The Confirm screen will display. Click on the Confirm button to finalize.

Pending Reviews and Approvals

& Help
Approve or Deny — Approval Reasons — Confirm
Previous || Confirm |
Approve
User Name Title Price
Myers, Patricia G

COM 1005haping Smart Business Arrangements 995.00 US Dollar (USD)

9. You should receive a status message indicating successful approval.

Pending Reviews and Approvals

& Help
Approve or Deny — Approval Reasons — Denial Reasons — Confirm — Success
Start Over_.
Success

You have successfully completed the employee approval and denial process. E-mail notifications have been sent to all affected Users.
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Approve or disapprove a Scheduled Offering Registration

1. Locate and click on T
Approvals, found in the Easy Links
Easy Links section LU e p— Reports
located on the right-hand Completed Work :
side of the screen.

2. The Pending Reviews
and Approvals screen
will display.

3. The screen is divided into two tabs, Performance Management and Training.
Click on the Training tab.

4. The Training tab contains sections for Internal Training and External Training.
To see any pending requests for class registration, click on the plus sign
associated with Internal Training to expand the lists of employees with pending
registration requests. NOTE: Clicking on the plus sign associated with the
name of the employee expands the registration details for that particular
request.

Pending Reviews and Approvals @ Help

This view shows you all of the review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals for performance
management Activities, such as competency assessments (only if available); and approvals for training requests. You may switch between sections by clicking on the
appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action type.

,1".. Performance Management (0] '\\ ."'. Training (1) \

Training

Internal Training (1)

¥ Enter Reasons for Approvals or Denials Al " Direct Reports Only
User Name « Title Price  Type Action [Approve All/Deny All]
Gillis, Janine M Rosetta Stone Virtual Classroom EMROLLMENT " approve ™ Deny ( Skip
Description:

Start Date: 4/1/2011 12:00 PM America/Mew York
End Date: 4/1/2011 12:30 PM America/New York
Facility: MIFA Virtual location

Comments:

External Training {0)

Al " Direct Reports Only
Mo items were found using this search criteria.

5. Select the Approve or Deny option and click on Next.
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6. The Approve Reason or Deny Reason screen will display. If approving, you

can enter optional approval comments. If denying, you can enter an optional
denial reason. Click on Next.

Pending Reviews and Approvals

& Help
ary — Denlal Reasons

Enier a reason for denying your employee’s fraining request below

Frovious | Mect
Denial Reasons

User Name and Schedule

Denial Reason [optional)
Gillis, Jamine M

Rosatta Stans Virtual Clastraom

7. The Confirm screen will display. Click on the Confirm button.
Pending Reviews and Approvals & Help
pprove or Deny — Denial Reasors — Conflem
Frevigus | Confhrm
Deny
Liser Name Title Price
illis, Janine M Fosstta Stone Virtual Classroom

8. You should see a message confirming your action.

Pending Reviews and Approvals

&b Help
v — Cond — Succeds

Success

You have successtully compleled the employee approval and dendal process, E-mail notifications have been sentto all afected Users
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Reports

You can navigate to

reports via Easy Links,
located on the right-hand
side of the Home screen.

IDFs

Recard Learning

Click on the plus (+) sign associated with a report name will expand the list. Click on

the hyperlink to navigate to the Run Report screen.

ag_lecrn—+~--

My Employees

Reports
Select a Report from the list below to run a report for yourself or your subordinates.

Report Name
Competency Assessment Comparison
Competency Assessment Trend
Completed Wark
Completed Wark Legacy
: Curriculum Status
I = lger Curriculum Status Group By All Details
| = ger Currculum Status Group By Curriculum Details
| ~=ser Curdculum Status Group By ltem Details
E""—""'User Currculum Status Group By User Requirement Details
Curriculum Status Legacy
E3 Item Requests
Item Requests Legacy
E3 Item Status
Item Status Legacy

KSO_CertificateOf Completion_MultiConditional_Shared

Catalog
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Reports

Back to Browse Reports
Run Completed Work
User: @& self  DirectSubordinates 7 All Subordinates 7 All

Report Title:

Report Header: I:I

Report Footer: I:’

Report Destination: Im
Report Format: m

¥ Mask User IDs

i Page Break Between Records

Completed Date From: m |

{MMS DDA

conpisaoweres (|

(MMFDDY)

Report Type: * Summary  Detail

Include: ' ltem Events { External Events ™ Both

Print Comments: ' Yes ™ Mg

Sort ltems: ¥ Completion Date ¢ Item ID

Run Report || Reset |

Figure 3 Run Report screen for Completed Work Report

/2 https:/ faglearn.usda.govy _ ||:|| EI
----- SEIEﬂt Date close
Effective Date From: |:|
(MW DD YY) March 2011

O

NOTE: Clicking on the calendar icon associated [iaren &l =
with a date criteria field will open and

display the Select Date dialog box. [€[ <] |Print| |Today||[>|[?>]

Sun Mon Tue Wed Thu Fri  Sat
1 2 3 4 5

6 7 g 9 10 11 12

13 14 15 18 17 18 1%

20 21 22 23 24 25 2B

27 28 29 30 31
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