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Completing Your  USDA Privacy Basics FY08 Training 
The Please Read Me First section provides the procedural steps to follow to complete your USDA Privacy 
Basics FY08 training. Please note that you must view each page and pass the course test with a mastery score 
of 80% or better to successfully complete this course. You can retake the exam as often as necessary to 
achieve the mastery score, but do not need to review each page again. 
Mac and VISTA users: If you have difficulty and cannot complete the  Privacy Basics course(s) contact 
your Agency ISSPM for a paper copy.  If you do not know your ISSPM, contact USDA OCIO Cyber 
Security at: cyber.communication@usda.gov or call (202) 690-0048. 

Step Activity View 
1.  Click the Print icon to print a copy 

of these instructions.  

2.  Close the job aid window. 

 

3.  Click Return to Content 
Structure.  

 

4.  The next section becomes 
available to you. Click AgLearn PC 
Check Tool. 
Note: The AgLearn PC Check Tool will 
test your computer settings to ensure 
they are appropriately set to launch the 
course. 

 

5.  The system may take a few 
seconds to respond as it completes 
testing. When done, a table 
appears. Each test run is indicated 
in the left column with results 
indicated on the right.  
Important: If any of the tests fail, 
contact your local pc support staff 
to make the required configuration 
changes before proceeding. 

 

Completing Your USDA Privacy Basics FY08 Training Page 1 

mailto:cyber.communication@usda.gov


AgLearn Job Aid October 18, 2007 

Completing Your  USDA Privacy Basics FY08 Training 
6.  Close the System Check tool 

window.  

 

7.  Click Return to Content 
Structure.  

 

8.  Click Privacy Module. 

 

9.  A window appears, asking you to 
be patient while the course loads.  

 

10.  You may be prompted to verify the 
application’s digital signature. If so, 
check Always trust content from 
this publisher, then click Run. 
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11.  Click Start Tutorial – Using This 

Course to view a short tutorial 
about how to navigate through the 
course.  

 

12.  Once you’ve reviewed the 
instructions, close the tutorial 
window to return to the course 
menu. 

 

13.  Click Start the Course. 
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14.  Click the Next arrow to move 

through the course page. 
Note: As you finish each module, a 
new one will be announced. Continue 
to press the next arrow until you reach 
the end of the course. 
 

 

15.  To check your progress at any time 
throughout the course, click Menu, 
View Course Map. 
 

 

16.  Click the + next to course areas to 
expand the listing and view all 
lesson and topic details.  
Note: A Solid green circle indicates 
the section has been completed, a 
partially filled circle indicates some 
sections still need to be completed. A 
check mark indicates that the section 
has been tested and mastered. An 
empty green circle indicates the 
section has not yet been started.  

 

17.  To jump to any area of the course, 
select the section and click 
START. 
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18.  When you have completed the last 

section of the course, you are 
presented with this page. Click the 
Next arrow to move to the 
Assessment page. 

 

19.  Click Start Assessment. 
 

 

20.  Click the correct answer, and then 
click the Submit arrow to receive 
feedback about your answer. 
 

 

21.  Click the Next Question arrow to 
move on to the next assessment 
question. 

 

22.  Click the View My Results tab to 
view your overall assessment 
score. You will need an overall 
score of at least 80% to complete 
the course successfully. You can 
retake the assessment as often as 
necessary to achieve that score.  
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23.  When you have completed the 

course and achieved a mastery 
score of at least 80%, click the 
word Exit.  

24.  Click Yes to confirm your exit.  

 

25.  In Plateau, click Return to 
Content Structure.   

26.  Observe that each of the three 
content objects now has a 
checkmark, indicating it is 
complete.  

 

27.  To print your certificate, click 
Learning History at the top of the 
page.   

28.  Find your recently completed 
USDA Privacy Basics FY08 
Training and click the 
corresponding Print Completion 
Certificate button.   
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29.  Click the printer icon in the upper 

left hand corner or the window. 
Your certificate will print to your 
selected default printer. 

 

30.  You have now completed your 
Privacy Basics Training for this 
fiscal year. Congratulations!  
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