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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

- B) ~ Y @ - Page~ Sefety+ Tookv @~

©:2011 Geoleamming, Inc
buld: 5 20110200224

Log into DOI LEARN: https://gm2.geolearning.com/geonext/doi/login.geo



Select Submit External Training Request
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Learner:

[Framns | ] E— |

H yome |

& Leamning and Metrics [ Resource Center 2 Universal Search [ End.user Tutorial @ Settings and Preferences

Wy Required
Learning

My Elective
Leaming
)
Catalog

My Requests

WMy Waiver
Requests

£l

Calendar

My Transcript

&

Welcome to the U.S. Department of the Interior Learning Center

[zJAnnouncements

Special Notices

Federal Information Systems Security Awareness (FISSA) training - The course is required to be taken annually, however you will not be able to retake the course until
the FISSA Learning Plan has been assigned to you. Please watch your email for further instructions about the FISSA training course and your specific deadiine. Don't try to
re-take the course until you receive notification from DOI Leam

The and inthe (No Fear) online course is NOT YET available on DOI Learn. More information will be provided once the
course is availabie.

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

LLearn How to Use DOl Learn L.iWondering Where to Start? Z My Learning

There are several ways to learn about DOI Learn
and the procedures involved to have training
approved. You can

¥ 2010 Federal Information Systems Security
Awareness + Privacy and Records Management
Duration: 2 hours

Searchthe Catalot USGS Leadership |
- Review Training How-To's and Training Aids b o SIS pERTVe

on the DOI Leam Portal Duration: 16 hours
- Go to the "Training Request Instructions” tab ~ Update My Profile
to discover how the training request process
has changed
- Take the out of the box tutorial supplied by
the vendor

Q Access My Leamning

Submit External Training Request - Only for
requesting courses NOT FOUND in the DOI Learn
111 catatog. Itis best to have a printed SF-162 from
I Calendar the OPM wabsite for code references PRIOR TO
E COMPLETING THIS REGUEST.

Training events for this month

Once logged in, Make sure your role says: Supervisor

Click Submit External Training Request link in the middle of the screen.

NOTE: It is recommended that you complete the SF-182 in DOI LEARN AFTER you have

attended training that is not in DOI LEARN.

Best Practice:

***|f you must use the SF-182 to pay for training, please go to

https://www.opm.gov/forms/pdf_fill/SF182.pdf and fill out the form to fax to the vendor
for payment and after the training, complete the SF-182 in DOI LEARN for a document of

record.***
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& Learning and Metrics [ Resource Center O Universal Search [ End.user Tutorial @ Settings and Preferences

teamingand | Submit Learning Request Y

Metrics Home

Introduction

M{ Reﬁyireﬂ Easlly submit a learning request in minutes using this wizard. This 3 step process gives you the control and information you need to fill out a learning request
eaming

I am submitting this request for myself.
My Elective
Learning 1am submitting this request on behalf of other learners.
®
Catalog

E-% Cancel Begin»

My Requests

My Waiver
Requests.
=

£

Calendar

- Choose the Radio button if you are filling out the request for yourself or on behalf of
other learner

- Click Begin



Selecting the Employee
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H My Home ||_My I I || raining

Il y Training
& Leaming and Metrics @ Resource Center © Universal Search [ End-user Tutorial @) Settings and Preferences

&

[ Notes Help End-user Tutorial ContactUs Log Off]

Supervisor:

Submit Learning Request Wizard
Learning and i i
Leamingand | SUbmIt Learning Request Yy
.@ Assign User Step 1 of 4 MOIOI0I
My Required User Table || Users By Group
Leaming
Select users [0 assign a Learning Request for
My Elective ‘ Search for [ Jlco] [ Aavancea searcn |
Learning
@ Displaying records 1-1 of a total of 1. Results per Page:
Catalog Select Username LastName FirstName  Email Address .  Status  Groups by Manual Groups by Rule
@] extmjsurvey Survey Mary mkhood@usgs.gov  Active Other External Customers, U.S. Geological Survey
My Requests
2 -
My Waiver Pages: 1
Requests
@
= ncel
Caleodr

For submitting a request on behalf of other learners:

Click the radio button next to the employees name you wish to submit a request for.
- Click Next



Selecting the SF-182 Form
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|J My Home || My I i I [ raining I Training ] seacn[ o

& Leamning and Metrics 8 Resource Center . Universal Search [ End-user Tutorial (@ Settings and Preferences

Submit Learning Request Wizard

Leamingand | Submit Learning Request 1Y

Metrics Home

Select a request form Step2of4 MO0

My Required [ seiect a form from the table beiow.
Learning

Request Forms

< Select Name Description
My Elective
Learning 9] SF-182 Updated - External Updated: 2-22-2011 Federal Employees: use this form to submit training requests to attend training from a non-DOI vendor. It is a
Training Request best for you to have a printed version of the form for reference PRIOR TO COMPLETING IN DO LEARN.

]
Catal l-og e 4Previous

My Requests

My Waiver
Requests

- Click the radio button next to the SF-182 Updated — External Training Request
- Click Next (this will start the Wizard that will walk you through the process step by step)



Complﬂ_eting SF-182 Form

R 5%
My Electi licant's N : Mary J Surve
e Beplcacasimne: M| S
2 Request Fields:
Catalog

*Course Title | ]

% *Course Code (447834946 |
My R :
i e *Training Objectives | |
*Training StartDate [ | E'
My Wai
Ryemlee:;' Enter date in format M/d4yyy
2 *TrainingEndDate [ |[#]
: (fd Enter date in format Middyyy
S *Training Duty Hours [0 |
A *Training Non-Duty Hours [0 ]
My Transcript *Training Source Type Code [(None) -]
Q *Training_Category [(None) -]

My “*Training Purpose Type ](None) z ‘
Validations of
Training #Training Type Code [(None) -1
Completion
*Traning Sub-Type Code
) *Training Delivery Type Code [(None) -]
Dol
Organizer *Training D fon Type [None) 7]
Code
*CEU [ |

“Training redt Type Code
*Training Accreditation Indicator
Continued Service Agreement (if

required by course)

Continued Service Agreement [ | EI

Expiration Date

Fill out the form. Every field with a Red Asterisk is required. For definitions of each field,
see the OPM web site: http://www.opm.gov/forms/pdf fill/SF182.pdf

Or talk to your Administrative Officers.

- Course Code Note: The course code must be unique. Make it something original. For
instance, for a Chemistry class, put something like CHEM101_081010 for the name of
the class and the date OR add your initials at the end like CHEM101_081010mkh.

- Hours Note: Hours must be in whole numbers

- Training Credit Type Code Note: Choose semester if you are unsure.



Completing SF-182 form cont.

e

(o] Service =]

Expiration Date
Enter date in format M/dAyyy
*Vendor_Name |

*Vendor_street |

]
*vendor_Email | |
|
]

*Vendor_City |
*Vendor_state
*Vendor_ZIP |

*Location of Training Site |

*Direct Cost: Tuition and Fees [0

*Direct Cost: Books & Materials o
Direct Cost Total 0

Direct Cost Fund1 [ ]

*Indirect Cost: Travel [0 |

#Indirect Cost: Per Diem [0 ]
Indirect Cost Total 0

Indirect Cost App [ |
Fund1

Total Training Non-Government | |
Contribution Cost

]
*Vendor_Phone [ ]
J
|
J

*Method of Payment [(Hone) |
Document/Purchase | |
‘Order/Requisition Number
*8.Digit Code

Billing Instructions |

ancel «Previous | | Next»

This is just a continuation of the form.

- Vendor Name Note: If the vendor name already exists, the system will ask you to import
the existing information. If you do not wish to do this you must ensure he vendor name
is unique.

- Direct Cost Note: Do not use dollar signs or decimal points, round to the nearest dollar.
- For the 8 Digit_Code, see your Administrative Officer.
- Click Next



Verifying Information

Trannny Eiu e, W 1seu 1y
Training Duty Hours: 0
Training Non-Duty Hours: 0
Training Purpose Type: 01 - Program/Mission
Training Type Code: 01 - Training Program Area
Training Sub-Type Code: 03 - Scientific
Training Delivery Type Code: 02 - Onthe Job
Training Designation Type Code: 05 - N/A

CEU: 0
Training Credit Type Code: 01 - Semester Hours
Training A ditati : No
Continued Service Agreement (if required by course):
C Service Agl Date:

Training Source Type Code: 01 - Government Internal
Training Objectives: 12
Training Category: Engineering/Facilities Management
Direct Cost: Tuition and Fees: 0

Direct Cost: Books & Materials:
Direct Cost Total:
Direct Cost Appropriation Fund1:
Indirect Cost: Travel:
Indirect Cost: Per Diem:
Indirect Cost Total:
Indirect Cost Appropriation Fund1:
Total Training Non-Government Contribution Cost:
D o 2
8-Digit Station Symbol: 88888888

Billing Instructions:

Cancel <« Previous

0
0
0
0
0
(1}
0
0

If you have missed a mandatory field you will get a red bar at the top of the form. You will
need to complete all errors before continuing.

- Verify all information is correct. NOTE: Once Saved, you cannot change it.

- If your information is correct click Save
- If the information is incorrect click Previous to change incorrect information
- You will receive an email letting you know this needs to be approved or denied.

- Supervisor - You will need to go in and approve the training you just submitted the SF-
182 for.



Helpful Information Page
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Managing Your Training Requests
DOILEARN is a collaborative effort with your bureau or office training programs and the Office of Human Resources to provide you one-stop shopping for internal learning
opportunities, and to provide a central repository for all of your official training records as required by 5 CFR 410
DOI LEARN allows you to manage two types of leaming requests. They are:

External Training: Notlisted in the DOI LEARN Catalog. This is training that is submitted on an automated SF-182 form. You must complete the entire form and submit your
request for approval. Once the training is completed, you must validate and certify completion of the training event in DOI LEARN to finalize an official training record in the
system.

Internal Training: Training thatis sponsored by a DO office or bureau AND is listed in the DOI LEARN catalog. This training may or may not require Supervisory approval to
Register and Enroll
NEW PROCESS FOR ALL USERS:

« You must obtain approval or register for a Course BEFORE you can enroll in a Class.

- This is now a 2-step process and is a departure from the old way of managing your automated training request

« Course: a curriculum or specific area of study on any given subject, Instructor led or Online
- Class: A scheduled instance of a course. There may be multiple classes scheduled for one course

How to Manage All Training Requests

1. Always consult with your sups about your goals and establish a plan for your development
2. Make sure your profile is updated and review P and/or training app . Depending on your agency assigned training approvers may act on behalf
of Supervisors.

External Training Requests - Submitting:

For added help filling out the request.
Click the Training Request Instructions tab on the top of the screen.
Scroll down to find the OPM web site for definitions of the fields.



To Access the Approval Manager
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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

© 2011 Geoleaming, Inc.
buld: 5.201102-00224

Make sure your role = Supervisor

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



Manage Requests

ole: Supervisor

3 Notes Help End-user Tutorial ContactUs Log Q)
D @ I Supervisor:

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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D @ I Supervisor:

learn
My Home || uy Employees || Il [ Training Il y Training seacn [ |9

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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Accessing the Grade Book

DOI

learn

Home Role: Supervisor Bl Notes Help End-user Tutorial ContactUs Log

Supervisor:

sewen [

my Home || my Il g || Training Req I Training |
FrrT— P ey

Learning Activities Home
e b

groups, and manage grades and course results

Learning
“;"w"ﬂ Learning Activities
v Control all aspects of leaming-related activities with the Leaming Activities Manager. You can create and assign leaming plans and classes, register courses ta indniduals or user

B

Learning Learning Plans 3, Gradebook
Plans The Learning Plan Manager lets you create, edit and assign leaming plans ¥/ Manage grades and course results

é/ Mass Assignment 2y Waiver Requesis
Gradebook Assign courses to indiiduals or user groups ‘\ 7\, View and edil submitted waiver requests.

\

Mass
Assignment

Waiver
Requests

2011 Geoleaming, Inc.
buld: 5.201102-00224

Change your Role to Supervisor or Instructor
Go to the Administration tab

Select Learning activities

Select Gradebook

18



Search for the Employee

Role: Supervisor Bl Notes Help End-user Tutorial ContactUs Log O

learn

My Home || My Empioy tion ||_Reporting || Training I

y Training s
il Approval Manager
GradeBook: By Learner Name
éZ) =
Learning Searchior: | ] [ Advanced Search
Activities
Home [1L7 courses | oLT Gourses |[ubT Courses || ey Learner Name |
@ To update a learer's grade or completion status for a course, select the leamer you want to update then click
Learning
Plans
Displaying records 1-1 of a total of 1. Results per Page:
Q Select Username Last Name . First Name Email Address Status Groups by Manual Groups by Rule
Gradetook extmjsurvey Survey Mary mkhood@usgs.gov  Active Other External Customers, U.S. Geological Survey
N T
Mass
i Pages: 1
Waiver
Requests

© 2011 Geolearning, Inc.
buid: 5.201102-00229

[ roseneo ov seoemmns -

Click on the By Learner Name tab

Select the radio button next to the Employee you would like to mark complete
- Click Edit



My Home | [ty I |[raining I Training s [ JE
Eser Manoger SiApprove Manoger

Selecting the Course

Y Supervis I Notes Help End-user Tutorial ContactUs Log O]

Supervisor:

learn

Gradebook: By Learner Name

Learning [ Selected User: extmjsurvey (Mary Survey) X Close Record
Activities
fiowia Search for: [ |2 agvanced searcn
=) Courses
Learning =
Plans This page shows all of the courses assigned 1o the selected leamner. To updale their grade or completion status for a course, select the desired course and click the
appropriate button below.
Deplyngecrss 12012 ol 2 T C—
Select Course Name . Course Type Class Details Progress Registration Status Completion Date/Time Grade
Introduction to External Training Course Completed  Enrolied 173172011 8:00 AM
Amignment [7]  NSG Defensive Driving I Online Course Compieted  Enrolied 123112010 5:00 PM
Waiver
Requests (FS f Grade | @ Mark as Complete | @Mark as Incomplete
© 2011 Geoleaming, Inc.
buld: 5.201102-00224

After you have selected the Course you would like to mark complete, Click on Mark as

Complete

20



Selecting the Course

B Notes Help End-user Tutorial ContactUs Log O

Supervisor
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learn

Supervisor:

) —

My Home || may Il |[ Training Il Training
&4 User Manager (@ Approval Manager

@ GradeBook : Edit Completion Date
Learner name: Mary Survey

X Close Record

Learning
Activities
Home Please enter a completion date. It will apply to all courses listed below. Click [Save] to mark the leamer as completed
# Required Field
Learniny
Plans Mark Complete:

Selected Course: NSC Defensive Driving
Giadstrook *c Date: [121312010] [#] *C: Time: [500 ___[PM__ [~

Enter date in format M/d/yyy

Mass

Assignment Cancel

i

Waiver

Requests
it A ovamsc o soosmen o

Type in the Date of Completion
Type in the Time of Completion, and change the AM/PM if needed

Click on Save

21



Success!

[l Notes Help End-user Tutorial ContactUs Logd

D @ I Supervisor:

learn

My Home || My Employees || Administration || Reporting || Training I Y Training seacn [ |k
& User Manager gl g

[l Approval Manager

@ Gradebook: By Leamer Name:
Leaming [ Selected User: extmjsurvey (Mary Survey) X Close Record
Aﬁ‘,‘:"m:s Search for: | | [ Advanced search |
Courses
Learning
Plans

@ Marking complete was successful for the following courses:
Gradebook « NSC Defensive Driving Il

This page shows all of the courses assigned to the selected leamer. To update their grade or completion status for a course, select the desired course and click the
Mass appropriate button below

Assignment
M Displaying records 1-2 of a total of 2. Results per Page:
Waiver Select Course Name . Course Type Class Details Progress Registration Status Completion Date/Time Grade
Roquest Introduction to External Training Course Completed  Enrolied 13172011 8:00 AM
NSC Defensive Driving Il Online Course

Completed  Enrolled 12/31/2010 5:00 PM

Ly |52 Grace | [E mark as compete | & Mark as Incompiete

Make sure the bar is green and tells you the update was successful if not you must read the
error message and repeat the steps.

Click Close Record



