USDA United States Department of Agriculture

=22
sl Aglearn December 21, 2007

Recording External Learning Events for Subordinates

Supervisors can record completions of external learning events for their subordinates. If your subordinate has
completed an external event (an activity not provide through AgLearn), you can record the completion and
associated details such as contact and credit hours as provided by the event.

Step  Activity View
1. From your AgLearn Home Page, click My
Employees.
2. Find the subordinate for whom you'll record

learning and click the corresponding Select
button » Sorensen, Stephen C [k

3. Click Change to Selected User. M
Note: After you click the Change to Selected
User button, you should notice the phrase
“Currently Viewing”, followed by the name of
your subordinate. You are now viewing your
subordinate’s records and can perform actions

on their behalf.

4. Click the Learning menu. m

5. Click the Record Learning sub-menu. 9 .
* Record Learn@
6. i
Click External Event. @ External Event
Note: External Event recording should only be

used for items not available in the AgLearn
system (external conferences, college courses,
etc). For Items in the AgLearn catalog, you must

choose ltem.
8. Enter a title or description of the event. Enter External Event Description
* = Required Fields
* Description: |
9. Enter the name of the instructor for the Instructor: Select

event, if known.

10. Enter a value that can be used to indicate Grade:
the grade for the item.
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Step
11.

12.
13.

14.

15.

16.

17.

18.

19.

20.

21.

Activity

Enter the date that the item was completed.

Note: You can use the Calendar icon to select a
date.

Enter the time that the item was completed

Enter the time zone of the Completion Time
and Date.

Note: You can find a time zone by clicking the
Select link.

Enter the total number of hours spentin
learning versus the total hours during which
the resources were in use.

Note: A conference might extend over three
days, or 24 hours, but learning events may only
have taken up 16 of those hours.

Enter the number of credit hours provided, if
any.

Enter the number of hours that the user
actually received instruction during this
learning event.

Note: An eight hour classroom day includes

lunch and breaks. This number should only
include time when instruction was delivered.

Enter the number of credits for professional
education provided, if any.

Click Next.

Enter additional comments, if desired.

Click Next.

Review the information. If you need to
correct information at this time, click the
Previous button to return to earlier screens
and make corrections. If all information
enters is correct, click Finish.
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View

* Completion Date: i}

* Completion Time:

* Time Zone: Select

Total Hours:

Credit Hours:

Contact Hours:

CPE:

A

Edit User Event Information

User: Sorensen, Stephen C
Comments:
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Step  Activity View
22. indi ' .

A system message indicates the learning Record Lea rning

event was successfully recorded.

Status:

& The learning event has been successfully recorded.

23. If you have additional events to record, you oyt uour records |
can repeat the steps above. If you wish to
return to your own records, click the Return
to your records link to return to your own
AgLearn Profile Page.
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