
   How to approve training. 
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Login Screen 
To login to the new version of DOI Learn for the first initial time: 
Username: The same username you have used to take training in the old version if you had 
an account in DOI LEARN 
Password: !ChangeIT! The system will prompt you to change your password. 

When your OLD password is requested, be sure to use the !ChangeIT! again and not your 
password from the old system. 

Please take note of the password requirements as they have changed, you now must create 
a 12 digit password. Read the screen. 

After your initial login, if you forget your password, you can click on “I forgot my Password” 
and one will be sent to the email in the system. 

Only External people with NO previous DOI LEARN account, should click on “Request a new 
Account.” 

Once an external person receives an account in DOI LEARN, they can log in the same place 
as Federal employees. 

If you were hired from January 2010 to June 2010, you may have an account in DOI LEARN. 
Try: the first letter of your first name, the first four letters of your last name, and your full 
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                           birthday for the username. (Ex. BSMIT03051955) Try: !ChangeIT! as the password. 
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Home Screen 
Once you have logged in, PLEASE DO THE FOLLOWING: 
Update Your Profile: 
‐click ”Update My Profile” in the middle column when on the “My Home” tab. 
‐update all blank fields, address, phone, etc.. that pertain. 
‐set the Time Zone *Very Important* 
‐click Update in the bottom right corner 
‐click My Supervisors tab 
‐add or remove assigned supervisors as appropriate 

Take a Tutorial: 
‐click WATCH Tutorial or the End‐user Tutorial 
‐watch the tutorial as often as needed 

Check out the online Help Resource: 
‐click “Help” at the top right of the screen 

Change your Role: 
‐If you wish to use your supervisor role you must change your role on the top of the screen 
to “Supervisor” 

NOTE: IF YOU ARE AN ALTERNATE APPROVER, YOU MUST TURN ON YOUR “APPROVES 
TRAINING” TO YES IN YOUR PROFILE. Then tell your employees to select you. You cannot 
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       select them in this system. 
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Access Approval Manager 
After changing your role, you will have access to more tabs and links. 

In order to approve training you have to: 

‐Click on the Administration tab 
‐Select Approval Manager 
‐Select Learning Requests 
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Manage Requests
 
Once you click on Learning Requests:
 

‐It will default to the “Pending My Approval” Tab. You may need to change it to All
 
requests to see your employees requests.
 
‐Select the request you wish to approve/deny and click on the edit button.
 
‐You can also search for the specific request in the Search fields.
 
‐You can change the results per page you see, but note that the more results per page to
 
show, the longer the loading time.
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Approval Screen
 
Once you select the requests to edit, the Learning request details screen will appear:
 

‐Regardless of your decision it is recommended that you fill in the Review Comments;
 
these will appear in an email sent to the employee.
 
‐After filling in the review comments section, scroll down for more information and fields 
to fill in. 
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Approval Screen Continued 
Even if there is NO cost, choose the Drop down next to Method of Payment and choose
 
“No Payment Required”
 
‐If there is a cost, choose a payment method – preferred  Credit Card be used then call the
 
phone number located under the “My Employees” tab on the main screen to pay over
 
the phone.
 
‐Type “NONE” in the Special Billing Notes or anything you need to tell the financial folks.
 
This is a required field.
 
‐Click “Update” in lower right corner
 
‐The Screen refreshes with “Update Successful.”
 
‐Lastly, click “Approve” at the top right of the screen. 

IF THE SCREEN ERRORS IN RED, READ THE ERROR, MAKE THE PROPER CHANGES and this 
time click “Update” before “Approve” 

‐After filling in the review comments section, scroll down for more information and fields 
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   to fill in. 
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Approval Screen 
Lastly Click Approve
 
‐You will see a Green Bar saying it was successfully approved.
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Approved Request Example
 
‐A green bar will appear at the top; if the bar is red your submission did not go through.
 
You must read the notice and fix the errors to continue.
 
‐You can print this confirmation for your records if you wish.
 
‐ After you are finished with the request, you must click on “Close Request Record” and
 
you are finished with the Approval Manager.
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Payment Information 

‐Click the “My Employees” tab to see the payment information.
 
Note: the class name or course code shows the abbreviation of the bureau sponsoring
 
training so you know who to call to provide payment.
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