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Supplemental Instructions for Creating an AgLearn Account and Accessing NRCS Courses

1 Go to the AgLearn site at:  http://www.aglearn.usda.gov/
2 Click on “Sign Up Now” under “Need an Account”.   This takes you to the next screen.
· Skip step 1 if you have an E-authentication i.d. and password and click on “Register” under “Step 2 -Complete registration”. This takes you to a log-in site.  Enter your e-authentication i.d. and password and login.  This takes you to a User Registration screen.   
· Fill in the required information and submit to create an AgLearn account.
· Select NRCS for agency. 
· Select NRCS-External-MN-TSP for USDA Organizational Unit.

· Select the NRCS-MN AgLearn contact (currently Charles Montgomery) if asked for AgLearn contact information. 
· Insert the name and e-mail of the Minnesota TSP Coordinator if asked for a point of contact (Currently jeff.st.ores@mn.usda.gov)   

· Select student when asked if you are a contractor, partner or student. 
· Enter whatever you want for business.  
· Submit 
· It will take the Minnesota AgLearn contact a day or two to activate your AgLearn account.  You should receive a notice that your account has been activated. 
· Once your account is activated it may take another day for the AgLearn system to recognize you and allow you access to the Catalog buttons (See 4 below). 
3 Once your account is activated go back to the aglearn site and click on “Login >” and login with your e-authentication i.d. and password.   
4 A screen should appear with your name on it. Search for the courses you want to take.  Use the “Search Catalog” box at the top right of your screen or use the "Catalog" tab to select a search method (I prefer the "advanced catalog search" method).  When searching you can type in the entire name of the course or only one or two words (e.g. TSP for the TSP Orientation Course).  I prefer using the entire name or number of the course if I have that information.  A “Catalog Search Results” screen will appear when the search is complete.  Select the course you want; pan to the right and click on “Add to To-Do List” instead of clicking on Launch Content.  This places the course in your To-Do list and takes you to that list.   Place your cursor over the course you want and now click on “Launch Content”.  Some courses are divided into 3 parts:  review of materials followed by a test followed by a survey.  All 3 must be completed in order for AgLearn to register you as having completed the course
Some courses and their numbers are listed below.

· Conservation Planning Part 1 or 000019 for modules 1-5 of the planning course. Required of all TSPs.
· TSP Orientation or 000191 for the TSP Orientation course.  Required of all TSPs.
· Nutrient Management or 00083 for Nutrient Management Track 1 Part 1(modules 1-6)

· Pest Management or 000085 for Pest Management Track 2, Part 1 (modules 1-6)

· Agricultural Waste Management Systems-A Primer or 000115.  Required of engineers who want to design manure storage system components.  
· Agricultural Waste Management Systems-Level 2 or 000116.   Required of engineers who want to design manure storage system components.
You can and should print your own certificate of completion after passing a course.   Select “Completed Work” in the “Easy Links” section on your home page. When the list comes up place your cursor over the course of interest and then click Print Certificate. Your certificate will display.  Either print or select Adobe PDF as your printer and save the certificate to a location of choice in your computer system.    
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