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Here are a few tips to help make your DOI LEARN experience as easy as possible.

- From the Learner “My Home” page you can use the HELP at the top of the screen to
search on any topic.

- If you are looking for more advanced help, the top right of your screen will have a HELP
feature. If you have any questions about the system we recommend that you start here.



Topic List

JLULLLLLLLLLLLLLLLLLLLLLLLL

v

[ Topic List

P Search All Topics
| il Glossary
| B2 Favorites

Help continued

PR R e — ] -
Using System Help

In this help system, you can

 Click the

+ Bookenark topics a3 favo
= Explore the Glossary

= Jump to related informatian using Related Topics links
Use Quick Search o saaren anytopicasa  Roll over any menu i

Bookmark nu item
‘within the cument lopic favonite for easy reference | for quick instnucions.

Main win dow
displays the topic

| sidevars provide
tips, best practices
* | and note:

e e - Drag the rames to
‘Sdjst ma view
L View the topics you have marked as favorites
yor for
‘Search all topics and seethe results in order of relevance

Ciick any haading 1o seo the topics in it
Click any topic to apen i

This help system contains information on all aspects of the leaming center. It is organized alphabetically by module and designed 10 provide you with assistance as you
LMS,

Al content copyright GeoLearring

When you select help at the top right of the screen this will appear. As you will notice, the
very first page is how to use the system help feature. This feature has screen shots when

applicable and step-by-step instructions.

You will notice that there are two ways to search the help for the specific field in which you
need help, there is a quick search and a Search all topics. The Quick Search will search
within the topic you open and the Search all topics will search the whole system.

Note: The system help appears in a new window or tab (depending on the browser) so you

can keep the help open while browsing DOI LEARN.
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In several different locations around DOI LEARN there are boxes with question marks in

them. If you click on the question mark you will access the HELP feature for that specific
area.

The PIN feature will make it so the HELP feature will be open every time you go to that
section.



Basic Search
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In anything you can search on in the system there is a Basic Search
To do a normal search you can type information into the Search Field and select Go



Advanced Search
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If you select Advanced Search:

- To do an Advanced Search you need to click on the Advanced Search button.

- You will be able to search on specific fields by typing the Keyword in the search box in
and selecting the proper Search Fields (You can select multiple boxes).

- After completing the Fields you can select the appropriate filter.

- To search select the Go button.

- If you get too many results you can change the Results per Page and click Show.

- If you go back to the regular search, you must clear out the Advanced Search and click
Search again before clicking “Close Advanced Search.”



Bucket Feature
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When trying to select multiple items on different pages you are able to utilize the Bucket
feature

- To use the Bucket select an item, and select Bucket. This will keep the item even when
you advance pages.

- Note: When using the Bucket in some cases you will be unable to edit as many things as
you could if you select only one item.



Additional Information
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On top of the help feature there are many more tools you can utilize for additional
information.

-”My Employees” — is a feature for supervisors. In this tab you can find payment
information for courses, as well as graphs to track your employees usage of DOI LEARN.

DOI LEARN has a manual payment process at this time so this tab shows the phone number
to dial in and provide payment.

-"Training Request Instructions” — Is a step by step instruction on how to request a
training.

-”Mandatory Training Information” — Lists all mandatory training, the frequency of the
trainings and who needs to take the training.



Search Tip We discovered when searching Skillsoft and looking for a
particular category like EEO/Diversity for example:

Type Skillsoft in the Search For: field and Click Go
-you should see about 507+ records

Click Advanced Search, check the box: Course Code and click GO
-you should see about 1793+ records. Something to play with.

Next, click the drop down next to Course Category and choose a category
-For EEO

NOTE: If you choose EEO you will find 5 courses.
NOTE: If you type: The Impact of Culture on Communications you will NOT find the
course, but type: The Impact of Culture on Communication (no ‘s’) and the course

comes up.

Play with this search engine is all we can say, try one or two word searches.

The vendor knows the filter is clugy. You just need to try different words, different filters.
For Skillsoft questions, please call: 202-208-6278 which is DOIUniversity who manages the
licenses.



Helpful Websites

http:/Aww. usgs.gov/humancapital/ecd/ecd trainingdoi.html - Human Capital Website

http://www.usgs.gov/humancapital/ecd/ecd_doilearn_fags.html - Frequently Asked Questions

http://www. usgs.gov/humancapital/ecd/doilearnhowto.html - How To Tutorials

The vendor knows the filter is clugy. You just need to try different words, different filters.
For Skillsoft questions, please call: 202-208-6278 which is DOIUniversity who manages the
licenses.



