APHIS, VS, Professional Development Staff
User Job Aids

Withdrawing From a Registration in AglLearn
Job Aid

Introduction: Veterinary Services employees and external partners can withdraw from courses for
which they have registered. Please note that if a user has been placed directly on the class roster by
an AgLearn Administrator, he or she will not be able to withdraw from the course without an

Administrator’s assistance.

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 “Learning”. Click on this tab and you will come to

your Learning Plan screen.
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2. Locate the course you wish to withdraw from, and click on “View Registration”.
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3. You will be taken to a summary of your registration. Click on the “Withdraw” button in the
lower right hand corner.
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4. A pop-up screen will ask you if you wish to withdraw. Click “Yes”.
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5. You will be taken to a confirmation screen. Click on “Yes”.
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6. Your registration will be withdrawn. You, your supervisor and the training instructor for the
course will be notified by email by AgLearn that you have withdrawn. If you click back
immediately to your Learning Plan, you will still see the course listed. Simply click on
another tab, such as “Personal”, and then click back to “Learning Plan”. The course should
then be gone from your plan.
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