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USDA Employees Outside APHIS-Veterinary Services (VS):
Registering For A VS Course Through AgLearn

Purpose of This Job Aid:

USDA employees who do not work for APHIS Veterinary Services have AglLearn
accounts. However, because of the 2-tier approval process used by Veterinary Services for
course registration, USDA employees outside VS cannot submit their nominations through
AglLearn.

What follows is a work-around that will place non-VS USDA course nominees onto a
“Request” list for a course, from which a PDS Training Specialist can “grab” them and directly
enroll them in the course.

Step One: Obtain your supervisor’s permission to take the course by filling out the SF-182
request

Please note: The SF-182 will NOT register you for a VS course. It is confirmation that
your supervisor approves you taking the course. Additionally, if you will have to travel to the
course it is a required document for USDA employees traveling to training events.

1) Complete the SF-182 in AgLearn.

If you are unfamiliar with how to complete an SF-182 in AgLearn, there is an on-line
training course in AgLearn that will teach you how to do it. Log in to AgLearn at
www.aglearn.usda.gov. Click on the ““? Help” link in the upper right hand corner of the
screen. A pop-up window will appear with a list of AgLearn Help Courses. Click on
“How to Complete and Submit an SF-182 Through AgLearn.”

2) When your SF-182 has been approved, please print out a copy and scan/email or fax it to:
a. Nancy Platter (nancy.k.platter@aphis.usda.gov), 515-663-7366; and
b. Leon White (leon.white@aphis.usda.gov), 301-734-4964.

3) Then move on to Step Two below.
Step Two: Place Yourself on the “Request” List

1) Log in to AgLearn at www.aglearn.usda.gov
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2) Click on "Catalog"
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4) In Title, type in the course name, and then click on "Search."
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TYPE IN THE COURSE NAME

THEN CLICK ON “SEARCH”

5) The course should appear in a box below. To the right, there will be three buttons. One is
"Request Schedule." Click on this.
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6) The request box will pop up. You do not have to put in a "Needed By" date or a "Comment,
although you can. Then click on "Request."
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7) The next screen will show that you have a request. It will seem like you still have another

step, but you don't.
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Step Three: Advise Nancy Platter and Leon White that you have placed yourself on the
“Request” list.
They will pull you from the “Request” list and directly enroll you in the course in
AglLearn.
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Note: Please make certain that in AgLearn you have the following information updated in
your profile:

1) Your work email address.
2) ‘Your supervisor
3) Your office phone and fax numbers (if available)

If you do not know how to update your AgLearn profile, please contact your Agency
AgLearn Administrator for assistance.



