
How to Access AgLearn+ and 
Create/Modify Individual 

Development Plans 



Open Internet browser and type http://www.aglearn.usda.gov/ into the address bar. 

http://www.aglearn.usda.gov/�


Login to AgLearn by clicking on the LOGIN button.  Enter eAuth user name and password  
at the eAuth screen or LOGIN with your LincPass. 



Close this box by clicking on the Close button at the bottom. 



The first thing you must do is make sure your supervisor is correct. 
Click on your name to bring up your personal information page. 



Scroll down until you see the supervisor’s name.  If it is incorrect, click 
on the “pencil” icon to open the edit option.  

If correct, proceed to slide 10. 



The edit window pops up.  Click on the magnifying glass next to supervisor. 



Now you can perform a search for the correct supervisor by first and last 
name.  If there is a supervisory change happening during the creation of 
an IDP, consult with your area office or acting supervisor for guidance on 

who to tag as the supervisor for this task.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Remember to go back and update the supervisor at a later date. 



Click the select box next to the correct supervisor and SAVE the change. 



Click the HOME button, and you are ready to proceed with the IDP. 



Click on IDPs. 



Click on Create New Plan. 



Type in the Plan Title using this format:  (FY2012 Shawna Carter IDP).  
This will enable supervisors to easily identify subordinate’s plans.  

Click on Select. 



Click on the appropriate Plan Period (select FY 2012).  
Effective and expiration dates will automatically populate. 



The Plan Purpose is not a required field and can be blank/or use Career Development.   
Click on ADD. 

 



At this point you have created a shell for your IDP as it does not yet 
contain goals.  Go to the next slide to add goals. 



A goal is a measurable target you intend to reach within a certain period of time. 
In AgLearn+, goals are specific to professional development.  Click on New Goal. 

 



The goal type defaults to “other.”  Goal name and target date are required.  The goal name 
should be unique, goal specific, and state what you hope to accomplish (i.e., become more 

 effective in written communications).  Target dates for all goals should not exceed 9/30/2012.   
Click on new goal if you would like to add another one.   



If you do not want to add activities to your IDP at this time, or if you are an employee 
who is at full performance and a goal of continued OJT is the extent of the IDP,  

click FINISHED. 
When the page refreshes it will contain a message that the plan contains changes 

that have not been approved.  This is normal, as the plan is currently in draft format. 



The final step is to submit the plan for the supervisor’s approval.  Click on 
Submit for Approval.  

The plan is not complete until the supervisor has approved the plan! 



You will receive a copy of an email to your supervisor that an 
IDP has been created and is awaiting review. 

 
 
 
 
 

If you would like to add activities as this time,  
go to the next slide. 



To add activities to your goals, expand the + icon 
to the left of the goal. 



Click on Add Activity. 



If the activity is an internal activity, like an online course in AgLearn (i.e., learning 
more about Excel Spreadsheets) select “search for activity.”  A simple catalog 

search box appears.  Uncheck all boxes except “online,” type Excel, for example, 
in the keywords field, and click search. 



This brings up a list of the Excel training available online.  Click select beside 
the one that applies to your needs and click ADD. 



If the activity is not available in AgLearn it is an external activity.  You will typically get 
these from the Core Curriculum unless another course is identified by you and your 

supervisor as necessary for your current position.   
Click on “create new activity.” 



How to Access Kansas Core 
Curriculum to assist with 
Creation/Modification of  

Individual Development Plans 



Go to:   http://www.ks.nrcs.usda.gov/  

Click on Kansas NRCS Employees. 

http://www.ks.nrcs.usda.gov/�


Click on Human Resources Management. 



Scroll down until you can see Training . 



Click on Core Curriculum (PDF; 350 KB) Updated 4/2010 

ftp://ftp-fc.sc.egov.usda.gov/KS/Outgoing/Web_Files/Intranet/human_resources/core_curr_rev4_10.pdf�


Maximize the new window. 



Hold down Ctrl and F keys to activate the search field.  Type in Job Name Index and enter. 
Find your job name from those listed and enter it in the search field.   

Press “Enter” until you reach the page corresponding to your job name (series, grade for IDP 
being created/modified). 



Use this information to add EXTERNAL activities to your goals in the IDP.   
Important:  Copy and paste the course title into the IDP. 

If employee is at Full Performance, a goal of continued OJT may be the extent of the IDP. 



The Add Activity box appears.  Copy and paste the name of the activity 
from the Core Curriculum, assign a target date, and click ADD. 

Continue this process until all the desired activities have been added to each goal. 



The final step is to submit the plan for the supervisor’s approval. Click on 
Submit for Approval.  You will receive a copy of an email from AgLearn+ that 
your Supervisor has been notified of a plan awaiting their review.  The plan 

is not complete until the supervisor has approved the plan! 



For questions regarding this process contact: 
 
Shawna Carter-785-823-4513 (shawna.carter@ks.usda.gov) 
 
Deann Knox-785-823-4522 (deann.knox@ks.usda.gov) 
 

mailto:shawna.carter@ks.usda.gov�
mailto:deann.knox@ks.usda.gov�
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