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Registering for a Veterinary Services Course in AgLearn
Job Aid

Introduction: Veterinary Services employees and external partners (Users) can view all
scheduled offerings for courses facilitated by the VS Professional Development Staff in the
AgLearn catalog. If the course allows for on-line registration, Users can register, or sign-up for
the waitlist, for the course in AgLearn. Below are instructions for locating and registering for a
VS-PDS course through AgLearn.

Instructions:

1. Loginto AgLearn at www.aglearn.usda.gov. You will be brought to your welcome
screen. Along the top menu bar is a selection for “Catalog”. Click on this tab.
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2. The first screen you are taken to under the “Catalog” tab is the “Browse Catalog” screen.
This screen has a table with two columns. In the left-hand column is a list of Subject
Area Menus. The right-hand column will show the courses listed under a given subject
area menu. All PDS-facilitated courses are found in the “APHIS Veterinary Services
submenu of the “AgLearn Original Courseware Structure” Subject Area. To access the
APHIS Veterinary Services menu of courses, you must first expand the “AgLearn
Original Courseware Structure” Subject Area. To do this, click on the small blue arrow
directly to the left of the Subject Area Menu entry (indicated by the red arrow in the
example below).
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3. The “AgLearn Original Courseware Structure” submenu will appear. On this submenu is
“APHIS Veterinary Services”. Click on this line to view the courses in the APHIS
Veterinary Services catalog.

USDA uUnaea states Depariment af Agriculture

S Aglearn

Reports

* Browse Catalog * Calendar of Gffenings * Simple Catalog Search » Advanced Catalog Search

Browse Catalog 7

PLEASE NOTE: Thiz page (2 usad to brewsa tha eataleg by Subject Aran. Click the Expand ican » located at the baginning of the Subject Ares titls to view
the Subject Areas nacted banasth i

Cnce the icon is clicked, it will then point downward and after a few seconds, the list of courses will appear. Click the icon again and the list will collapse.
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4. The menu of courses in the APHIS Veterinary Services catalog will appear in the right-

hand column.
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5. Scroll down this list of courses to find the course you for which you are registering. The
courses are listed alphabetically by title. For example, if you wanted to take “Animal
Health 101,” you would scroll down until you found this listing. Note that in this
example, the course is offered multiple times. If you wanted to take the session offered
May 20-21, 2008 in Ames, IA, you would click on the register button for this session, as
shown below.
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In this example, Animal Health 101 requires the approval of your Supervisor, and the
Training Coordinator for your Region or group. Once you submit your registration, you
will not be enrolled in the course until both levels of approval have been completed by
your supervisor, and then your training coordinator. Click on “Yes” to proceed.

6.

USDA Unized States Depariment of Agriculture
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7. You will be taken to the registration screen. Your supervisor* and your training
coordinator will be listed in the table. If you click on “Show All” next to the approval
levels, you will see the name of your supervisor in Level 1, and the name(s) of the
training coordinator(s) in level 2. If your supervisor is not listed, you will need to update
your AgLearn profile before registering for the course. If you do not, your request will
not be submitted to your supervisor. If you need instruction on how to list your
supervisor, click on the ““Help” option in the upper right-hand corner of your screen, and
click on ““Selecting Your Supervisor — Tutorial™.

Click on “Confirm”.
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* External Partners: Your Supervisor is the VS Area-Veterinarian-In-Charge (AVIC) for your
state. This person should have been added to your profile by the AgLearn Administrator who
originally activated your account.
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8. You will be taken to a screen confirming your request has been submitted, and you have
a “pending” status in the course roster until your approvals have been completed.
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9. Your request is submitted.

a. Your supervisor will receive an email within a few minutes, informing him or her
that he or she has an approval request pending. Your supervisor must log in to
AgLearn, review your request, and approve or deny your request. When he or she
has taken this action, you will be informed by email of the decision.

b. If the request is approved by your supervisor, your Regional or group Training
Coordinator(s) will then receive an email from AgLearn informing them that they
have an approval request pending. Depending on the course and your
group’s/Region’s protocol, the Training Coordinator will follow-up with the
appropriate second level approval authority (Regional Epidemiologist, Associate
Regional Director, Regional Director, etc.), and “approve” or “deny” your request
based on that authority’s decision.

c. If the second level of approval is approved, you will be enrolled in the class.

You, your supervisor and the course facilitator will be automatically notified by
email that you have been enrolled.

d. If your request is denied at either level 1 or level 2 of the process, you will be
notified by email that your request was denied.



