How to Access Aglearn+ and
Create/Modify Individual
Development Plans



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

Login to AglLearn by clicking on the LOGIN button. Enter eAuth user name and password
at the eAuth screen or LOGIN with your LincPass.
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seemed easier to figure ouf. Thanks for the
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Welcome to Aglearn!

Add to your knowledge with new and exciting courses built for you.

New Resources
Updated 03/25/2012

Skillsoft Government Leadership Advantage 2.0

Resource Center The skillsoft Government Leadership Advantage provides access to all the learning
tracks from a single convenient location. Tracks are logically grouped into the five
ECQ categories. The SkillSoft Government Leadership Advantage is a targeted
leadership development program comprised of a collection of assets thoughtfully
selected and organized by leadership experts. Targeted at mid- to upper-level
executives, aspiring executives, leaders, and other high potential employees, each
learning track offers a combination of learning assets providing multiple modes of
instruction, including text, video, and interactive practice activities to keep the
learning quick, easy, and engaging. Each learning track targets a key leadership or
management competency like innovation and creativity, collaboration, negotiation,
finance, teamwark, or strategic thinking in around two hours.
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Close this box by clicking on the Close button at the bottom.
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The first thing you must do is make sure your supervisor is correct.
Click on your name to bring up your personal information page.
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Scroll down until you see the supervisor’s name. Ifitis incorrect, click

|”

on the “penci
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icon to open the edit option.
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If correct, proceed to slide 10.



The edit window pops up. Click on the magnifying glass next to supervisor.
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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.
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4. For a more precise search, you may enter your supenvisor's e-mail address in the Email field. E E
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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.
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Click the HOME button, and you are ready to proceed with the IDP.
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Click on IDPs.
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Click on Create New Plan.
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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.
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Click on the appropriate Plan Period (select FY 2012).
Effective and expiration dates will automatically populate.
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The Plan Purpose is not a required field and can be blank/or use Career Development.
Click on ADD.
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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.
_lelx
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A goal is a measurable target you intend to reach within a certain period of time.
In AglLearn+, goals are specific to professional development. Click on New Goal.
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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.
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the Back option
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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.
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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!
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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.
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Click on Add Activity.
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If the activity is an internal activity, like an online course in AglLearn (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.
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There are no activities specified for this Goal.
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This brings up a list of the Excel training available online. Click select beside

the one that applies to your needs and click ADD.
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If the activity is not available in AglLearn 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.”
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How to Access Kansas Core
Curriculum to assist with
Creation/Modification of

Individual Development Plans



Go to: http://www.ks.nrcs.usda.gov/
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Welcome to the NRCS Kansas state web site.

Missouri River Fleedplain Farmers in Five States Eligible fer Wetland Resteration Assistance through
USDA and The Nature Conservancy
Kansas state conservationist Eric B. Banks, with the USDA NRCS announced that Kansas landowners affected by 2011 Missouri

+ en Espadial
+ Evants River flooding may be eligible for wetland resteration assistance frem the Wetlands Reserve Enhancement Program through a five-
+ Farm Bill state project spensored by The Nature Conservancy. Deadline to apply for this assistance is Friday, May 4.

«More Info

Final Applications for NRC§ Organic Initiative Due June 1

NRCS State Conservationist Eric B. Banks, Salina, reminds potential applicants to contact their local NRCS field office soon to find
out if they are eligible far the agency’s Organic Initiative. Applications for the final ranking period of 2012 are due at NRCS offices
by close of business on June 1, 2012.

«More Info

Working Lands for Wildlife Signup Announced for Lesser Prairie-Chicken

USDA Secretary Tom Vilsack and Secretary of the Interior Ken Salazar recently announced the Working Lands for Wildlife (WL4W)
partnership that creates a $33 million partnership with farmers, ranchers, and forest landowners to use innovative approaches to
restore and protect the wildlife habitats for seven identified species in specific geographic areas. A cutoff date of Monday, April
30, has been set to rank eligible applications for funding in the first sign-up period.

.More Info

USDA Provides Disaster Recovery Assistance for 2 Projects in Kansas

Agriculture Secretary Tom Vilsack recently announced $19.7 million of financial and technical assistance to help communities
rebuild and repair damages caused by flooding, drought, and other natural disasters. Funds are made available through the NRCS
Emergency Watershed Protection (EWP) Program.

wMore Info
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Click on Human Resources Management.

/2 Intranet | Kansas NRCS dows Internet Explorer N =1ES

File Edit Wiew Favorites Tools Help

5@ [ tutpitisams ks rves usds goviintranety | 231 B3| ey (2]
05 4 55| - | I Human Resources Managem. i - B - & - (s} Fags - (G Tooks -

United States Department of Agriculture

Natural Resources
. ; K
@J N RC Conservation Service ansas

[ intranet | Kansas NRCS X

Kansas Home | AboutUs | News | Programs | Technical Resources | Partnerships | Contact Us

Search Kansas NRCS Intranet

Kznsas -

Enter Keywords GO
The pages within this section are for Kansas NRCS Employees Only.

Employee Intranet

+ Audic-Visusl Macis for | Directives
Loan

WROIREAACERRANSD G|

Civil Rights Advisory + Kansas
Committee

Earth Team

Forms

« Mational

Human Resources X X
Management Documents on this page require Adobe Acrobat or

Kansas Directives

» Kansas Managsment
Team Meetings Plans and Guides

+ Logos and Stationery

My.HRCS

Mational Directives

Outreach
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Annual IT Security Review and Risk Assessment (DOC; 174 K8)

Civil Rights Compliance Review Guide (DOC; 1 MB)

Kansas Emergency Recovery Plan for the Emergency Watershed Protection (EWP) Program (PDF; 698 KB)
Kansas Fiscal Year 2012 Business Plan (PDF; 94 KB)

Kansas Quality Assurance Plan

Kansas USDA Human Pandemic Plan (PDF; 341 KB)

Management and Administrative Review Guide for Kansas NRCS Area Offices (DOC; 157 KB)
Management and Administrative Review Guide for Kansas NRCS Field Offices (DOC; 105 KB)
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Safety and Health
Travel Information
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e Forms * National Qutreach Share Point Site

® Human Resources Management * NRCS Distribution Center (formerly called LANDCARE

My.NRCS
Outreach Survey FY2012

Kansas Efficiency Suggestions (PDF; 49 K8)
Kansas Management Team Mestings
Kansas State Office Contacts (PDF; 238 KB)
LincPass Information

® Logos and Stationery
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Articles of Interest

+ Consumer-Driven Care
+ Manage Yourself

Employee Benefits

Electronic Official Personnel Folder (eQPF)
s Emplovee Questions/Concerns - Summary and Guidance
Emplovee Assistance Program (EAP’

EEHB Health Benefits

Federal Retirement Program

Gowvernment Emplovment Opportunities
EmpowHR (formerly called iCAMS/HRIS)
Leave (PPT; 284 KB)

OPM - Office of Personnel Management
Social Security Administration

Thrift Savings Plan

EmpowHR

The following documents require Microsoft PowerPoint. Click on the link below and select the option to save the file. After the file is downloaded, choose the option to
open to view the presentation.

Performance Standards - Rater, Reviewer, Emplovee Process (PPT; 5 MB)
Performance Standards - Emplovee Process Only (PPT; 1.5 MB)
Performance Standards - Changes to Plan (PPT; 1 MB)

Navigating the Emplovee Recognition Program in EmpowHR (PPT; 827 KB)

Conducting Mid-Yesr Reviews (PPT; 596 KB)

The following decument requires Adobe Acrobat.

EmpowHR Documenting Progress Reviews (PDF; 1.7 MB)
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Click on Core Curriculum (PDF; 350 KB) Updated 4/2010
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Performance Standards - Rater, Reviewer, Emploves Process (FPT; 5 MB)
Performance Standards - Emplovee Process Only (PPT; 1.5 MB)
Performance Standards - Changes to Plan (PPT; 1 MB)

Navigating the Emplovee Recognition Program in EmpowHR (PPT; 827 K8)

» Find 2 Service Center

Conducting Mid-Year Reviews (PPT; 596 KB)
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The following document requires Adobe Acrobat.

EmpowHR Decumenting Progress Reviews (PDF; 1.7 MB)
EmpowHR Performance Summary Rating Process (PDF; 2.5 MB)

Employee Personal Page (EPP)

Emplovee Personal Page Manual (PDF; 9.5 MB)
Emplovee Personal Page Orientation

On-the-Job Injuries

+ Contact Information
+ OWCP - Tips for Timekeeping

Position Descriptions

* Kansas Position Descriptions bv Series

Tour of Duty

Guide for Determining Time Weorked Outside Reqular Teur of Dutw (PDF; 26 KB)

Training

Core Curriculum (PDF; 350 KB) Updated 4/2010
Documenting Training Needs Using AgLearn - Creating an Individual Development Flan (PDF; 120 KB)
Kansas Fiscal Year 2012 Training Plan (PDF; 63 KB)
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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).
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Use this information to add EXTERNAL activities to your goals in the IDP.
Important: Copy and paste the course title into the IDP.

UMAan_tesources,/ core_Curr_revd_| indows Internet Explorer .- ﬂ (—
File Edit GoTo Favorites Help f
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S 2 @ Ftpsfitp-fe.sc.eqov.usda goviKS/OUtoing Web_Fik... | | %3+ B - - |sbPage - (G Tooks + 7 (X
=
h & | & @ [ / Sign v = | [MumanResources - E,)
&
Kansas NRCS Core Curriculum Rev. 8/09 ia
Page 24 )
Job Name - HUMAN RESOURCES SPECIALIST g
Series Grade Course Title Timeline - months Source &)
Job Analysis and Knowlegde, Skills, and Ability (KSA) 6 USDA Grad School 4
0201 9 Examining
Delegated Examining Unit Training 6 OPM
Basic Position Classification 12 USDA Grad School
Qualification Analysis 12 USDA Grad School
Basic Staffing and Placement 12 USDA Grad School
11 Basic Employee Relations 6 USDA Grad School
Advanced Position Classification 12 USDA Grad School
Basic Equal Employment Opportunity (EEO) Counseling 12 USDA Grad School
Position Management 12 USDA Grad School
Advanced Employee Relations 18 USDA Grad School
Adverse and Performance-Based Actions 24 USDA Grad School
12 Alternative Dispute Resolution 6 USDA Grad School
Managing Workforce Diversity 12 USDA Grad School
Advanced EEO Counseling 12 USDA Grad School
Human Resources Management for Supervisors and 12 USDA Grad School
Managers
See the "General” tab for additional required courses.
See the "Sources" tab for an explanation of the sources listed for course completion.
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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.
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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!
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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)
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