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Welcome to DOI LEARN. You must have a user name and password to 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: https://gm2.geolearning.com/geonext/doi/login.geo
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Welcome to the epartment of the Interior Learning Cents

[JAnnouncements

Special Notices

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
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 until you receive notification from DOI Lean

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
course is available

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

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

There are several ways to learn about DOI Learn
and the procedures involved to have training
approved. You can
« Review Training How-To's and Training Aids
on the DOI Learn Portal

- Go to the "Training Request Instructions™tab . Update My Profile
to discover how the training request process

9 Access My Leaming

&\ Searchthe Catalog

has changed. Submit External Training Request - Only fo
- Take the out of the box tutorial supplied by requesting courses NOT F?,u,ﬁf.-,. the DOI :ea:n
the vendor 1)1 catalog. htis best to have a printed SF-152 from

Calendar the OPM website for code references PRIOR TO
8 COMPLETING THIS REQUEST.
Training events for this month

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

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

Log into DOI LEARN: https://gm2.geolearning.com/geonext/doi/login.geo
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My Home || my Administration || || Training Il Training seacn[ €
4 User Manager il Learning Activities

Approval Manager Home

Approval Manager
Manage leaming requests, approval workflows and expense reports.

’ .1 Learning Requests Validation of Training Completion
b‘“""“g View, edit, approve or deny submitted leaming requests. Manage validation of training completion requests.
equest
U 4 External Courses
A ‘ Manage external courses here
Validation of L=
Training
& A
External
Courses
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Make sure your role = Supervisor

- Click on the Administration tab
- Select Approval Manager
- Select Learning Requests



Manage Requests

ole: Supervisor
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learn

My Home || my [ | raining | Y Training | seen [
4 User Manager Bl Learning Activities
Manage Learning Requests: View/Edit Learning Requests:
approval || Searentor: [ ] 2 Advanced Search | [51Submit a New Learing Request
Manager
Home Pending My Approval || All Requests |[ Open || Needs Agreement || Approved || Denied || Canceiiation Requests || canceled |
i’ To or a request, first select a request from the list below, then select the appropriate button below the list
Leaming
Requests =
= Displaying records 1-1 of a total of 1. Results per Page:
(\/ Select Course . Form Name Request Type Request Date Status Levels Required Levels Completed User Name Email Address
N caon ot Crucial DOl Employee  Enroliment 3702011 Open 1 0 Mary Survey mkhood@usgs.gov
Cnmplmfg‘“ Conversations Training Request Request
(USGS) Form
a4 =
External .
Courses Eages 1

$ 2011 GeoLeaming, Inc.
buld: 5.201102-00224

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 radio button next to the request you would like to approve or deny
- Click Edit

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.



Approval Screen

[ Training I y Training ] search [ |69

My Home || My Il
(&4 User Manager [ETTPY.CIN I 7 Approval Manager

Manage Learning Request: Details 2
X Close Record

[/ Learning Request For: Mary Survey

Approval
B e | oeny
i Details || Approval || Validation of Training Completion || History |
Learning a =
el Select a tab to make edits or simply review. If edits are made remember to click the button to save the changes. Use the tools above to or
this request
é/ Learning Request Details:
Validation of 5
Training Trainee Name Mary Survey
Conipleon Request Form Name DOl Employee Training Request Form
F Course Title Crucial Conversations (USGS)
External Request Status Open
Courses
Total Estimated Costs $450.00
User Group(s)

Add Review Comments:

Trainee Information
User Name eximjsurvey
First Name Mary
LastName Survey
Name Of Vendor USGS
Course Title Crucial Conversations (USGS)
Course Code USGS-OED-M1702

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.



Approval Screen Cont.

Course Description Learn how to create conditions where people speak with complete candor (no matter the topic) and with complete
respect (no matter the person). Gain skills that enable spirited dialogue and reduce deference and defiance. Begin
stepping up to tough issues and sharing opinions, feelings, and information safely and freely. Learn how to promote the best ideas, save time with fewer

and have less , @s you build more alignment with better decisions. This course has been designed to help individuals, teams, leaders
and organizations deal effectively with difficult subjects, facilitate open and honest two-way communication and improve unity and conviction among people.
Objectives:
Resolve ments through concerns by talking respectfully, candidly and skillfully with someone in a safe way, Build acceptance

rather than resistance through giving and receiving feedback in a way that enhances relationships and improves results; Speak persuasively not abrasively
while effectively talking about emotional and controversial topics that have high stakes; Foster teamwork by getting the right people involved in a way that
ensures better decision making and guarantees commitment and conviction, Through individual assessments, gain greater self awareness as to personal
preferences, hot buttons and reactions to various Describe the imp e of exp! other’s perspectives and paths and, with that information,
develop a personal strategy to be used in crucial conversations with others in order to increase productivity.

Target Audience:

Ideal for supenvisors and leaders who have resr bilities to get work accc d with others. Also, for any employee who wants to improve their two way
communication skills and make difficult conversations safe as they strive for excellence in the workplace.

Approximate Duration 16
Course Costto Learner 450
Internal Tuition 450.00

Additional Course Tuition Please call the Payment Line: 888-390-4447
Information

Is this course on your IDP? No
Expected Year of Attendance 2011
Expected Month of Attendance 03 Mar
*Method of Payment [Credit Card [=]

*Special Billing Notes (NOT for [NONE ]
Credit Card INFO)

Vendor Code 512

2011 Gealeaming,
ould: 5,201102-0022"

Inc.
#

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



Update Successful, Now Approve or Deny

Manage Learning Request: Details
Approval [ Learning Request For: Mary Survey
g [ roorove | Eoeny |
Details || Approval || Vaidation of Training Completion || History |
Select a tab to make edits or simply review. If edts are made remember to click the button to save the changes. Use the tools above to or

equests
this request
Vahdatn of _
Training
Completion The leaming request for Mary Survey has been successtully updated.

Learning Request Details:
Trainee Name Mary Survey

External
Courses
Request Form Name DOl Employee Training Request Form
Course Title Crucial Conversations (USGS)
Request Status Open
Total Estimated Costs $450.00
User Group(s)

Add Review Comments:

Trainee Information
User Name eximjsurvey

First Name Mary
LastName Sunvey

Name Of Vendor USGS
Course Title Crucial Conversations (USGS)

Course Code USGS-OED-M1702

The Screen refreshes with Update Successful
Click Approve or Deny 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



Example of an approved request

Manage Learning Request: Details

Approval [ Learning Request For: Mary Survey X Close Record

Manager
bome | |
7l
Learning Mary Survey has been approved.
Requests
S Detaiis || Approval || Vaidation of Training Completion || History |
Validation of
Training [ select a tab 1o make edits or simply review. If edits are made remember to click the button 1o save the changes.
Completion

Learning Request Details:
= Trainee Name Mary Survey
External
Courses Request Form Name DOI Employee Training Request Form
Course Title Crucial Conversations (USGS)
Request Status Approved
Total Estimated Costs $450 00
User Group(s)

Add Review Comments:

Trainee Information
User Name extmjsurvey
First Name Mary
LastName Survey
Name Of Vendor USGS
Course Title Crucial Conversations (USGS)
Course Code USGS-OED-M1702

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



Payment Information for Courses after Supervisor Approval
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My Employees
Manage My Employees Links l:Approval Queue & Payment Information LJFrequently Asked Questions (for Supervisors)
Please check to be sure that you are in the Supervisor role Manage Approval of Training Requests Can | tum the system generated emails off? Unfortunately, NO, you

(by checking the Role: drop down box at the top of the
screen). If you try to run the reports below when in the Click here to enter the Approval Queue
Learner role, you will receive an error that states you don't
have permission access this information

cannot tum off the system generated emails. You could however,
create a rule within your email client to send al of the emails to a
= : specific folder that you could check each day. The automated
Manage Payment for Training Events Approved: emails come from the sender. Leaming System Administrator.
Please read the following instructions for paying for

{
Click here go to the reporting screen 1o run reports. There training

are several that have been shared with you

Why is it important that my employees complete this new step
of Certfying Training Completion? OPM's Enterprise Human

Resources Integration system (e0PF) ralies en accurate reporting
1. Areport to determine who is assigned to you IF TUTION IS REQUIRED AND BILLING INFORMATION IS NOT

of training costs from each agency. It's also important because
2. Areport 1o see lranscripts o your assigned employees | PROVINED N 3 BUSINESS DAYS, PENONG REQUESTWILL g, lopees o vecoms s ekl n sk carer
development and should be comect in their eéOPF
You must note the name of Responsible Bureau of office for
“Login Tracking leaming events in DOI Leamn “Approval Queue

For Bureau and Offices Leamning Events

Weekly Login Summary Call the Responsible Bureau for the course to provide billing

ax information. Dial 888-390-4447 to reach the DOI Leam Data

3 Steward Help Desk line. Choose Menu Option 1 for Billing and

2 then listen for the appropriate menu item to reach the Responsible
i Bureau

For DOI University courses only:

¥2 33 W4 s W6 37 s DOI University accepts the following forms of payment for fee-
Date based training

Govemment Purchase Card - to pay please go o the
DOl University payment site at
hitp:/www.doiu. nbe govice:

-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.

We also have these slides and many more Helpful slides at this URL:
http://www.usgs.gov/humancapital/ecd/ecd_trainingdoi.html
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