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Facility Agreements Page Guide

1. Log into your My AORN.
2. Click > Facility Agreements.

The guide will show you how to access, review your facility account(s) information and seat 
counts, manage rosters (invitation process), and add additional seats.

How-To Access
The Facility Agreements Page.
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Facility Agreements Page Contents

Each table represents a facility account. If you are identified as an Administrator for multiple 
facilities, multiple accounts may be displayed.

For each account, the following information is listed:

» Product Type
» Learning Plan Counts
» Agreement Dates/Term
» # of Admin Seats
» # of Learner Seats
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Invites and Roster
1. Click > Invites and Roster.

» Invited learners who have not accepted the invitation (ie, registered). You may revoke the invitation email by deleting
the invite.      You will recover the seat after uninviting them.

» Inactivate a learner in the roster. This will move the learner to the bottom of the roster. It will not delete the student’s
activity records. Use Inactivate for expired or completed students so you can have a clear view of your current
roster.

» Remove a Not Started learner from the roster.        A Not Started learner has accepted the invitation (ie, registered) for 
the course but has not yet launched the course. You will get the seat back after uninviting them.

» If you want to remove a learner who has started the course but cannot complete it, contact AORN Experience
Services at cs@aorn.org or 800-755-2676. You cannot regain the seat for a student who has started the course.

The entire facility roster will appear, allowing you to view registration type, first/last name, registration email, 
roster status, and options.

Delete Invite =
Remove from Roster =
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Invite other Administrators and Learners to register for a course.
1. Click > the    Invite button.

Once you send an invitation, you are copied on the email invitation that goes to 
the learner.
Save the email in the event the learner doesn’t register and you need to resend it. 
Be sure to look in your spam or junk email for invitations.

From the Send Invite Email Popup:
2. Click > the applicable seat designation  Administrator / Student.
3. Click > the applicable Learning Plan type Center of Excellence.
4. Input the first/last name and email information.
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