1. Log-into Aglearn.
2. Click on your name as shown below.
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3. Under “Employee Information” check to see if your current supervisor is listed next to the
“Supervisor” field.
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4. |If the incorrect supervisor is listed, you need to change your supervisor. To do this, click on the
paper and pencil icon as shown below.
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5. Click the magnifying glass icon to search for your supervisor, as shown below.

Contact the talent profile administrator if you need to change information in a section that you cannot edit.
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6. Type your supervisor’s last name in the search field. Be sure to delete the text, “Default Domain” in

the Agency field.
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1. Enter your supervisors last name in the Last Name field.

2. Enter your supervisor's first name to limit the number of names found, if your supervisor has a
relatively common last name.

3. Verify that the Agency by ID field shows your agency and any relevant sub-agency information (e.g.
RD-STATES-MA NRCS-STATES-WEST-CO). If the information in this field is incorrect, or you're not
sure, replace it with your agency’s commeonly used acronym (FSA, NIFA, OIG).

4. For a more precise search, you may enter your supervisors e-mail address in the Email field.
(Note: You can also search using only your supervisors email address and lastname.)

5. Click on the Search button and then select your supervisor from the list.

6. After you select your supenvisor, click on the Apply Changes button atthe top or bottom of the
Profile screen.
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7. Locate your supervisor’s name and click “Select.”
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8. Click “Save” and you are done! Success!!
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