APHIS, VS, Professional Development Staff
AgLearn Job Aids

Approving an Employee’s Request to take a Training Course in AgLearn
Supervisor Job Aid

Introduction: Veterinary Services employees can now register for instructor-led PDS courses in
AgLearn. The registration process for these courses requires approval of the employee’s
supervisor, and then the group’s training coordinator*. Below are instructions for approving
these requests.

Instructions:
1. When an employee has submitted a training request, AgLearn will send you an email

giving the employee’s name, and information about the training. The email instructs you
to log in to AgLearn, review and approve or deny the training request.
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* The Training Coordinator does not decide whether or not to approve the training request. The
role of the Training Coordinator is to facilitate the decision between the Associate Regional
Director or other second-level supervisor, the Regional Epidemiologist, the National Program
Staff and the PDS course facilitator on participant selections. Depending on the course, one or
more of these stakeholders may play a role in the final selection of participants. The Training
Coordinator then acts on their behalf in AgLearn, approving or denying the request. Appendix 1
is a list of Training Coordinators.
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2. Loginto AgLearn at www.aglearn.usda.gov. You will be brought to your welcome

screen. If you have a training approval pending, you will see a red alert along the right-
hand side of the screen. Click on this link.
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3. You are taken to your Approvals page. A list of employees and courses for which they
are seeking approval will appear. You can review the course title, and dates, and

determine if the employee can or cannot attend the training. You can select “Approve” or
“Deny”. Then click “Next”.

USDA. unied states Depatment at Agricultue
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4. In the next screen, you can enter comments that will be emailed back to the employee
along with your decision (approve or deny). Then click “Next”.

USDA united States Degartment of Agricutine

S Aglearn

Welcome Moward Huddleston | About Aglearn | Contack Us | Home | Search Catalag GE | ¥ Help | 6

Learmning -arear Catalog Reports My Employees

* Hame = Approwvals = Order Status « Order Tickets » Prafile = Regonal Sattings » Communities = Skills

Pending Reviews and Approvals

Approve or Deny = Approval Reasons
Enter a reason for approving vour emoloyes's training request below,

 Previous [ Nese |

User Mame and Schedule Approval Reason (optional)
Huddlesten, Robert A& ﬂ
Aramal 1dantificstion Ceardinatar Werkshap

B

Aplearn UEDAgov | USDA.gav | Accessibility Statemant | Privacy Pelicy | HearDizcrimination Statement

1] i




APHIS, VS, Professional Development Staff
AgLearn Job Aids

5. You will be brought to a confirmation page, Click on “Confirm”,
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6. You will see a summary screen, indicating you have successfully approved or denied the
training request. You can either log out of AgLearn, or click “Start Over” to review
additional requests.
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7. Following are three examples of the emails employees receive from AgLearn, notifying
them of their progress.
a. Email confirming the employee has submitted the training request, and noting that
both levels of approval — Supervisor and Training Coordinator — must be
approved before the employee will be registered in the course.
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b. Email confirming the employee’s supervisor has approved the training request,
and noting that the Training Coordinator must still approve the training before the
employee will be registered for the course.
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c. Email confirming the employee has been registered for the course.
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Group

Training Coordinator

Contact Information

Office of the Deputy
Administrator/MSS/Planning &
Strategy

Patricia Davis

Patricia.L.Davis@aphis.usda.gov
4700 River Road, Unit 44
5D-03.12

Riverdale, MD 20737

(301) 734-0019

Office of the Chief Information
Officer/OCIO Riverdale/OCIO
Ft. Collins

Lelia Cruz

Lelia.Cruz@aphis.usda.gov
4700 River Road, Unit 58
4B-04.5

Riverdale, MD 20737
(301) 734-4344

NCAHEM

LaShaun Nelson

LaShaun.F.Nelson@aphis.usda.gov
4700 River Road, Unit 41

5B-03.3

Riverdale, MD 20737

(301) 734-8073

NAHPP

Lisa Fonville

Lisa.F.Fonville@aphis.usda.gov
4700 River Road

Riverdale, MD 20737

(301) 734-4922

CEAH

Brenda Wright

Brenda.K.Wright@aphis.usda.gov
2150 Centre Avenue

Bldg B, MS2E3

Ft. Collins, CO 80526

(970) 494-7207

NVSL/FADDL/CVB

Dan Grause

Daniel.J.Grause@aphis.usda.gov
1800 Dayton Road

Ames, 1A 50010

(515) 663-7300

Eastern Region

Jackie Principe

Jackie.Principe@aphis.usda.gov
920 Main Campus Drive, Suite 200
Raleigh, NC 27606

(919) 855-7250

Western Region

Rick Snyder

Richard.W.Snyder@aphis.usda.gov
2150 Centre Avenue

Bldg B, MS3E13

Ft. Collins, CO 80526

(970) 494-7382




