How To Approve or Deny
Waivers

DO

learn

How to Approve or Deny Waivers



Log In Home Page

Favorites |55~ T2 USGS DOILEARN How Te .. | 3€ Maestro 50: Login h-8- # v Pagew Safetyv Tooks~ @~

Weicome to DOI LEARN. You must have a user name and password o enter. On
5/6/2010, all passwords were changed for your security. Piease follow instructions on
the DOI LEARN portal page at: hittp:/Avww.dol govidoilearn/index cfm

Note *Required Fields
Login Form:

“Username: | ]

*Password: [ ]
Forgot your password?
Request a new account
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Log into DOI LEARN: http://www.doi.gov/doilearn
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Welcome to the U.S. Department of the Interior Learning Center
Learning and

Metrics Home || 4Announcements

Special Notices

My Required Federal Information Systems Security Awareness (FISSA) training - The course is required to be taken annually, however you will not be able 1o retake the course until
Leaming the FISSA Leamning Plan has been assigned to you Please watch your emall for further instructions about the FISSA training course and your specific deadline. Don't try to
re-take the course unlil you receive notification from DOI Learn

The Discrimination and Whistieblowing in the Workplace (No Fear) online course is NOT YET available on DOI Learn. More information will be provided once the
My Elective course is available

Learmning
Attend a DOI Learn webinar! Learn how to get the most out of DOl Learn as a Leamer, Training Approver or a training administrator. Webinars are heid the 2nd and 4th
Thursday of each month. To register click this link: DOI Learn Upgrade Introduction, choose the date you want to attend and click Enroll in this Class. No supervisory
approval required

Catalog

[iLearn How to Use DOI Learn .)Wondering Where to Start? 2 My Learning

0
y Rogumes There are several ways to learn about DOI Learn

M and the procedures involved to have training
approved. You can

9 Access My Leaming

My Waiver
Raquess - Review Training How-To's and Training Aids. | & Soareh ihe Catalog
= on the DOI Learn Portal
;5 - Go to the "Training Request Instructions” tab >~ Update My Profile
Calendar :‘u d\s;mver Idmw the training request process
as changes .
= - Take the out of the box tutorial supplied by i:::gﬂiﬁ:z’:;ﬁz?'?g&:ﬁﬁ: D‘;’;’:ﬁ'::n
= the vendor I

catalog. It is best to have a printed SF-182 from
the OPM website for code references PRIOR TO
[Icalendar COMPLETING THIS REQUEST,

My Transcript

Training events for this month

March 2011 y View Training History
Sun  Mon Tue Wed Thu Fri  Sat

J/ Trusted sites | Protected Mode: Off - ®10% -

Log into DOI LEARN: http://www.doi.gov/doilearn

From My Home you will need
- Select the My Validations of Training Completion (left side bar of your screen)

Note: This step will not be able to take place until your supervisor has approved your
training



Waiver Requests
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Learning Activities Home

Learning Activities
Control all aspects of leaming-related acthities with the Leaming Activities Manager. You can create and assign leaming plans and classes, register courses to indiiduals or user
groups, and manage grades and course results
Learning Learning Plans &, Gradebook
Plans The Leaming Plan Manager lets you create, edit and assign leaming plans. [/ Manage grades and course results
3 Mass Assignment = Waiver Requests
Gradebook Assign courses to individuals or user groups ‘\\ #/\ View and edit submitted waiver requests
Mass
Assignment
Waiver
Requests
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To Approve or Deny a Waiver:

- Click on Administration tab

- Click on Learning Activities

- Click on the Waiver Requests



View All Waiver Requests
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Manage Waiver Requests: All Requests
Leaming Searchfor- [ ] [2 Agvancea search |
Activities.
Home All Requests || Open || Approved || Denied || Canceled |
To arequest first select a request from the list below
Learning
Plans
Displaying records 1-1 of a total of 1 Results per Page: E
S Select RequestDate . Status UserName  Email Address Course
Gradebook e 3011 Open  extmisurvey mkhood@usgs.gov 2010 Federal Information Systems Security Awareness + Privacy and Records Management
('
Mass.
Pages: 1
v
Requests
@ 2011 Geoleaming, Inc. [ romernss o ssoemwma o
bold: 5.201102-00224

Click the radio button next to the User Name you would like to Approve or Deny the
Waiver Request for

Click Edit



Approving or Denying Waiver Request
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Learning

Activities
Home [ Approve
Details

Learning Select a fab to make edits or simply review. Use the tools above to [Approve], [Email], or this request. To save your edits, select

[ Waiver Request For: Mary Survey X Close Record

Plans
é/ Request Course Waiver
S
Waiver Req Details:

Trainee Name: Mary Survey
Mass Course Title: 2010 Federal Information Systems Security Awareness + Privacy and Records Management
Assignmant Waiver Request Status: Open
";) User Group: U.S. Geological Survey, Other External Customers
Waiver User Location:
Roquons Request Title: USGS Waive - 2010 Federal Information Systems Security Awareness + Privacy and Records Management

Provide Reason:

Add Review Comments:

«Back Update

Click on Approve or Deny



Success!

y Home || y Employees | I |[Training | ) Training seaen[ |
4 User Manager {3 Approval Manager

My Requests: Details

Learning [f Waiver Request For: Mary Survey X Close Record |
Activities
rresalll |
(9)
LT)nlming The Waiver Request "USGS Waive - 2010 Federal Systems Security + Privacy and Records Management” has been approved.
ans

= ﬁ
' Details
Select a tab to make edils or simply review. Use the tools above to or this request. To save your edits, select

Request Course Waiver

Mass
e S Waiver Request Details:
Trainee Name: Mary Survey
Course Title: 2010 Federal Information Systems Security Awareness + Privacy and Records Management
Waiver Request Status: Approved

User Group: U.S. Geological Survey,Other External Customers

User Location:
Request Title: USGS Waive - 2010 Federal Information Systems Security Awareness + Privacy and Records Management
Provide Reason:

Add Review Comments:

If you have a green Notice: Waiver Approved bar you have waived the request.
If you would like to add Review Comments, type them in the box and click Update

Click on Close Record



