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Notes

The number presented
in the example i |s for

the December 4" class.

Use the number 13662
for the January 26th
class; use the number
13663 for the March
19th class.

If you have been
provided the AgLearn
ID from the class
roster, you can simply
enter it here,click Add,
then skip to step 11.

December 12, 2008

Record Learning for FY09 ISSA Scheduled Offerings

The Scheduled Offering Example for this job aid will be the December 4™ offering of the FY09
Information Systems Security Awareness Item. The Scheduled offerlng number is 13661. If
you are using this job aid to record learning for the January 26" offering, use the Scheduled
Offering number 13662. If you are recording for the March 19th offering, use the number
13663.

Step Activity View

1. From the Quick Links Quick Links: -
drop-down list, choose
Record Learning.

Create Learning It
Create Scheduled OMearing
Manage Ussr Nesds

2. Select the Scheduled
Offering option.

What kind of learning you want to record?
) ttem 'ﬁ-cheduled Offering () External Event

3.  Enter the Scheduled Search & Add Offerings
Offering ID number.

Scheduled Offering ID: s | 13661]

4. Click Add. %

5. . H Scheduled
Verify the Title and the EE

Start Date. 13661 Classroom USDA-CYBERSECURITYPRES- USDA- 121412008 Remove
FY09 (Rev 1 - %30/2008 09:53 AM CYBERSECURMYPRES-
America/New York) FY09
6. Click the User ID Search Search & Add Users

icon to search for the

attendee. User ID: @l [ Add |

7. Enter search criteria to User D: Starts With =
identify the person who

Last Name: A
attended the training. Stris Wih > ] [Telow
Note: It is a good idea to rirst Hame: Starts With ~ | | Kathy
enter at least the last name, Middle Initial Starts With
first name and domain of the
person if you do not know Role IO Starts With ~
the User ID. User Status:

@ Active ) NotActive ©) Both

Domains: Starts With ~  HelpDesk k4
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8. Click Search. =

9. Locate the attendee and Sslect Al Desslect Al
click the corresponding | Userd [ Usertlame | Add_|
Add CheCk bOX. KD99E289 Fallow, Kathy T %\
Select All / Desel All
Repeat steps 6-10 for 10. Click Add.
each attendee you wish @
to record at this time.

11. Click Next. W

12. From the A
Grade/Completion drop- b ompletion

down list, select Class
Completed For Credit.

-

Clas= Completed (Clazs Completed) - For Credit

Class Incomplete (Class Incomplete) - Mot For Cred
Class Attend (Class Attend) - For Credit

Class Waived (Class Waived) - For Credit

Class NoShow (Class NoShow) - Mot For Credit

13. Click Next. W

1 4 " ReVIeW the S u m m ary Slt?:neumeu prrerng 1llslfa.)tjsrnclrﬂ USDA-CYBERSECURITYPRES-FY09 (Rev 1 - 9/30/2008 09:53 AM AmericaiMew York)
Screen. If any errors are Title: USDA—CYBERSECURITYPRE&FYU = — e
dotontod, ok the AT
. 1 KD9938289 Fallow, Class Completed 121.'412003 2.00 2.00
Previous button to return o

York

to modify earlier screens.

15. If all data are correct, click w,)
Submit.

16. Atthe summary screen, The Learning events were recorded successfully.
you can now Logout of
AgLearn or click the Start

Over button to record
additional learning.
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