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AgLearn Frequently Asked Questions (FAQ) - Administrator
General

Do I need an AgLearn ID and password to access AgLearn? 

No, once you create an eAuthentication account you will use your eAuthentication ID and password to log into AgLearn.  To access AgLearn, go to www.aglearn.usda.gov and you will be prompted for your ID and password.  **If you have not already created an eAuthentication ID and password, please click the Create an Account link from the eAuthentication login page. 
Can I access the AgLearn Administrator site from home or outside of my USDA office?
Yes, you can access AgLearn from your home or outside of your USDA office.  To access the system, you will need an Internet connection and Internet browser, such as Internet Explorer or Netscape.  Open the Internet browser and go to www.aglearn.usda.gov.  From the AgLearn Welcome page, click the System Administrator Login link. 
When is AgLearn available for me to use? 
AgLearn is accessible 24 hours a day, 7 days a week. 
Password 

Can I change my AgLearn ID or password? 

Beginning July 1st, all AgLearn users will begin using their eAuthentication service credential to log into the AgLearn Student Interface.  AgLearn IDs and password will no longer be required.  Users are able to create their own ID and Password through the USDA eAuthentication Services. 
How do I change a student’s password?

Administrators are not able to change a student’s eAuthentication ID and/or password.  Students will need to create their own ID and Password through the USDA eAuthentication Services. 

Reports

Can I pull management reports by Agency and Mission Area?      

Yes, AgLearn has over 60 standard reports available for administrators to run in addition to custom reports that can be created.  Reports may be filtered by any level necessary, including across Department, by Mission Area, Agency, location, etc.  
Who can run AgLearn reports?

AgLearn offers reports both for Students and Administrators.  All users of AgLearn will have access to the reports available from the Student Interface.  Each agency AgLearn lead administrator can also assign the ability to run administrator reports to as many users within the agency as is necessary. 

How can I export Administrator reports into a CSV (comma separated valued) file format?
AgLearn has over 60 standard reports available for administrators to run.  In addition to the standard PDF format, some reports provide the option to create your data in XML, CSV, or HTML as well.  If a CSV format is available, there will be a radio button option available in the Report Format field on the query page where you enter your report parameters.   If there is not this option, no CSV format is currently available.

To export a CSV report to a Microsoft Excel spreadsheet, follow the steps below:

1. Click on Reports in the top navigation bar of the AgLearn Administrator interface.

2. Select the report you want to run by clicking the corresponding link on the left navigation bar.

3. Fill out any information in the Run Report page to filter your report data.

4. Select the CSV option under the Report Format field.

5. Click the Run Report button at the bottom of the page.

6. After a few minutes, your CSV report will be displayed on the screen.

7. Right-click with your mouse on the report results on the screen.

8. Select View Source from the menu option displayed.  This will display the data in a notepad file.

9. Within the notepad file, go to the top menu and select File > Save As.

10. Rename the Title and include a “.csv” file extension at the end and save it to your computer (Example:  studentdata_report.csv).

11. Close the notepad file with your CSV report results.

12. Locate the same file on your computer.

13. Open the file.  It will open in Microsoft Excel by default.

Courses

My agency purchased SkillSoft and/or NETg courses through GoLearn.  How will my employees know that theses courses are available for them to take? 

You will need to notify your employees that additional training courses have been purchased by your agency and are available for users to take.  Users can also see all available courses on AgLearn by clicking the Catalog button on the left hand navigation bar.  From the Catalog page, users can search on all courses offered by your agency.
