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Registering for One Health Learning Experience in AgLearn 
 Job Aid 

 
Introduction:  This job aid was created to assist detail applicants, supervisors, and AgLearn Administrators 
in learning the process for registering, approving, and recording detail assignments using the One Health 
Learning Experience AgLearn Item.  
 
For Detail Applicants 
 
1. Log in to your AgLearn account at www.aglearn.usda.gov  
2. Click on “Catalog” then “Simple catalog search”.   
3. In the search box type in “One Health Learning Experience” and hit search. 
4. Click on the little blue arrow to the left of the course name. 

 
 
 
5. A registration button will appear.  Click on “Register”. 

 
Note:  Please ignore the dates and time listed as a default for the course.    

 
6. A confirmation page will come up reminding you that this course will need approval and ask if you 

would like to proceed.  Click “Yes”. 
7. Because there is only one “AgLearn Course” to represent so many individual details, IT IS 

IMPORTANT TO FILL IN YOUR INDIVIDUAL DETAIL PARTICULARS INTO THE 
COMMENTS BOX AT THE REGISTRATION PAGE. 
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Note:  Please ignore the dates and time listed as a default for the course.  Your course dates and 
time will be captured from the comments field.  

 
8. Press the “Confirm” button. 
9. Your registration is complete. 
 
 
 
For Supervisors 
 
 
After you receive the registration notification, have logged into AgLearn, and have gone into your approvals 
section; follow the instructions below: 
 
1. To gain information on the detail that is being requested, click on the course “One Health Learning 

Experience”. 
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2. To get the specific dates and location for the individual detail, click the arrow to the left of the word 
“Comments”. 

 

 
 
3. Once satisfied with the dates, click on the back button, under the words “SCHEDULID OFFERING 

DETAILS” on the upper left. 
4. Approve or deny the request as normal. 
 

 
5. Click “Next” 
6. The approval process is complete. 
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For AgLearn Administrators 
 
When the detail is finished, it is the detailer’s responsibility to inform you of its completion and its details.  
When recording learning for the One Health Learning Experience, please use the following instructions: 
 
1. Login in as an AgLearn Administrator 
2. Go to “Record Learning” using the Quick Link drop menu 
3. Record the learning as an Item.  Search for the appropriate item and individual 
 

 
 
4. Click the “Next” tab. 
5. Enter the correct date of completion of the detail, Completion Status, and the Total Hours in the space 

provided. 
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6. Click the arrow point to the right, which is located at the far right of the screen.  Then enter the detail 
particulars in the Comments field. 

 

 
 
7. Click “Apply Changes” 
8. Click “Next” 
9. Confirm your entry 
10. The Record Learning process is complete. 


