DOI LEARN
How TO CREATE AN SF-182 FOR
@ SUPERVISORS

These are slides that talk about How a Supervisor can submit an SF-182 on behalf of their
employee, but also how the Supervisor is responsible for approving their employee’s SF-
182 request and then manually marking it complete in the employee’s Gradebook.



HOW TO LOGIN

[ weicome to DOI LEARN. You must have 3 user name and password to enter. On
5/6/2010, all passwards were changed for your security, Please follow instructions an
the DOI LEARN portal page at hitp:itwww.doi govidoilearmvindex cfm

Nate:*Required Fields
Sign-In Form:
*Username: | |

*Password: | ]

Forgot your password?
Request a new accoun

https://gm2.geolearning.com/geonext/doi/login.geo

If the web portal is ever down due to DOI, this is the direct login to DOI Learn. Enter:
Username and Password:

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

Note: If the system asks for the OLD password when you are changing it, be sure to use the
same password you just entered and not a password from the old system.

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

Only External people with NO previous DOI LEARN account, should click on “Request a new
Account.” Federal employees should Never click on Request a new account.

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

If you are still having problems logging in, contact the Help Desk at: 1-866-466-1998 or
email: doilearn@geolearning.com



HOW TO SUBMIT AN EXTERNAL TRAINING REQUEST FORM

Bl Notes Help End-user Tutorial ContactUs Log Off|

D @ I N\ Supervisor:

learn

To
My Home || Administration || Reporting || Training Requests Il Training | Change seacn[___ |jGo
& Learning and Metrics @ Resource Center 1 Universal Search [l End.user Tutorial @ Settings and Preferences vour Role

Welcome to the U.S. Department of the Interior Learning Center
ar n
v

lJAnnouncements

Special Notices

My Required Attend a DOl Learn webinar! Webinars are scheduled for the 2nd and 4th Thursday of each month. Click this link to register for the webinar: DOl Learn
Leaming Orientation, click Register, choose the date you want 1o altend and click Enroll in this Class. No Supervisory approval required

L skillsoft Announcements LJwondering Where to Start? &My Learning
My Elective

Leaming This widget is viewable only by those with a Skillsoft
license

) Incomplete Skillsoft Courses Might Disappear:
Catalog The Skillsoft ibrary of courses s constantly changing
to ensure that users are receiving the most up-lo-date
information about existing and emerging technologies
Because of this, courses may disappear from your
course list. We have no control over which courses the

@ Skilsoft vendor Gecides 1o de-activate of replace: &\

Access My Learning

My Requests
Search the Catalog

Wi Here's a list of courses that will be either removed or
Requests. repiaced in the catalog by the end of the calendar

year Update My Profile

[z « if you Complete a course that ends up being
Calendar ::%‘Sff’:':;‘z;f"““““ tat record wl ramain ' i Submit External Training Request -
L/ « If you registered for a course that ends up being ¢ WISE QLY PORICOURLES HaT

= replaced or discontinued but never started it or CATALOG
A Trmmaeieie finished it. that course will disappear from your

| Click Submit External Training Request

Once logged in, Make sure your role says: Supervisor (at the top of the screen). CLICK
Submit External Training Request link in the middle of the screen.

Technically, employees should submit External Training Requests (SF-182s) for training
taken outside of DOI LEARN they want to receive credit for, however, a Supervisor can
submit one on behalf of the employee. No matter who creates it, a Supervisor must
manually approve it in the approval manager and manually mark it complete in the
gradebook for it to show on the Employee’s transcript.

NOTE: It is recommended the SF-182 form in DOI LEARN be completed AFTER the
employee has attended training that is not in DOI LEARN.

You cannot cancel an SF-182 once the Supervisor approves it, so it sits on the transcript
as Incomplete. 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.***

NOTE: This is mentioned under the “Training Requests Instruction” tab in DOI LEARN.



We have How-To slides at the web portal and on our web site to help with this process:
http://training.usgs.gov/doilearn/index.html



SUBMIT LEARNING REQUEST

Submit Learning Request &

Introduction

Easlly submit a leaming request in minutes using this wizard. This 3 step process gives you the control and information you need to fil out a leaming request.
Ol am submitting this request for myself.
Ol am submitting this request on behalf of other leamers.

/’

Choose the Radio button if you are filling out the request
for one or your employees. Click Begin

Choose the radio button if you are filling out the request for yourself or someone else.
Click Begin



SELECTING EMPLOYEE

Ell Notes Heip End-user Tutoriai ContactUs Log Of

D®I e
My Home L Reporting || Training Requests Instructions || Mandatory Training information | Search [ g%
@ Loaming and Motrics [l Rasource Conter O Universal Search G End.user Tutorlal @ Sefitings and Profarances
Submit Learning Request Wizard
Loarn nd i i
Leamingand | Submit Learning Request -y
B [ Assign User step 1 of 4« MOOO|
My Requirea User Tabie || Users By Group
Learning
m B Select users 1o a5Eign 3 Learming Request for
My Eloctive [Searcn ol Joo] [ Acvancea Searcn ]
Loarning
@ Displaying records 1-1 of a total of 1. Results per Page: 10 B
Canalog Select Username LastMame FirstName  Email Address .  Status  Groups by Manual Groups by Rule
exmsurvey  Survey Mary CmarnaN@UIgs 0oV Active Other Extemat Customers, U S. Geological Survey
My Requests [ A
@ e
Wai =
- L
2

Search for your employee and click the Radio

button to select the employee you are submitting
a request for. Then click Next .

Click the Radio button to select the employee you are submitting a request for. Then click
NEXT



Click the Radio button and start the Wizard by clicking Next.

SELECTING SF-182 FORM

Submit Learning Request Wizard

Submit Learning Request

Select a request form

Select a form from the table below.

Request Forms
Select Description
o] SF-182 - For Training DO NOT USE THIS FORM FOR DOI LEARN CLASSES. This is an electronic version of the SF-182. Use this form to submit a training
REm:mal to DOI request to attend training from an outside agency. It is a best practice to have a printed version of the form for reference

AN
Cancel \ « Previous Next »

Click the Radio button and start the Wizard by
clicking Next.

Step2of 4 MECIC]
Name




COMPLETING SF-182 FORM

Submit Learning Request &
Request Fields Step 3 of 4 MEML)
Please confirm the fieid information below. Select to continue.
It there is no information to confirm, click
Applicant's Name: Mary J Survey

Request Fields:
* Name Of Vendor: |

* Vendor Street Address1: |

* Vendor City: [

* Vendor State: |

* Vendor Postal Code: |

* Location of Training Site: |

* Vendor Telephone Number: [
* Vendor Email Address: |
* Course Title: |

* Course Code: [382530855
# Training Start Date: |:|E
Enter date in format Wdiyyy
* Training End Date: [ |

Enter date in format M/dAyyy

*Training Duty Hours: [0 |

* Training Non-Duty Hours: [0 |
* Training Purpose Type: [(None) -]

* Training Type Code: [(None] v]

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

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.

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 the vendor name is
unique so add Your name to the end of the Vendor’s Name here.

Course Title: The course title must be unique. We suggest putting the course title and
adding the Employee’s Name here and the date of the class or date of the SF-182 (i.e.
Writing with Ease-Mary Survey-August 8-2010).

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_081010m;js.



" Type Code: | (None) L
* Training Sub-Type Code: | (None) ~

* Training Delivery Type Code: | (None) v
* Training Designation Type Code: | (None) 7
*CEU: ]
* Training Credit Type Code: | (None) -
e : | (None) ~
C Service A (if ired by course): (None) ~
C Service Ag E Date: EI
Enter date in format Mdyyy
* Training Source Type Code: | (None) v
* Training Objectives: | ]
* Training Category: | (None) -

*DirectCost: Tuitionand Fees: [0 |
*Direct Cost: Books & Materials: [0 |

Direct Cost Total: O
* Direct Cost Appropriation Fund1: | ]

* Indirect Cost: Travel:

*indirectCost: PerDiem: [o |
0
[
[
[
[
[

Indirect Cost Total:

* Indirect Cost Appropriation Fund1:

* Total N C: Cost:
D o

* 8-Digit Station Symbol:

Billing Instructions:

Cancel | [« Previous | [ next » |

Click Next .

This is just a continuation of the form. Click Next when filling it out. It will error and tell
you the problem if you miss a field or two.

Hours Note: Hours must be in whole numbers

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

Direct Cost Note: Do not use dollar signs or decimal points, round to the nearest dollar.
For the 8 digit station symbol, see your Administrative Officer.

Click Next when finished.



VERIFY INFORMATION

Ay Enu wae.

Training Duty Hours:

wriereu e

o

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 Accreditation Indicator: No
Ci Service A (if required by
c Service Date:
Training Source Type Code: 01 - Government Internal
Training Objectives: 12
Training Category: i acilities
Direct Cost: Tuition and Fees:
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 Number:
8-Digit Station Symbol: 88888888
Billing Instructions:

Cancel « Previous
Click Save .

©oooo0oooo0 o

Check the form and click Previous if you need to change anything. Once Saved, you cannot
change it and Once Supervisor Approves it, you cannot drop or remove it. You will
receive an email letting you know this needs to be approved or denied by Supervisor.

Note: If Supervisor is filling this out, Supervisor will receive the email and must complete
the next step of approving it and then manually marking it complete in the employee’s
gradebook.




TO ACCESS THE APPROVAL MANAGER

[ Notes Help End-user Tutorial ContactU

D @ I Supervisor:

My Home || aaministration || I Search

& User Manager AR Leaming Acivities [T R )
App 9

& Bpproval Manager Home 21
Approval

Manager m Approval Manager
Home -

&

Leas
Requests

| Leamning Requests =, Validation of Training Completion
a View, edit, approve or deny submated leafrung requests '~/ Manage validation of waining completion requests

Extomal Courses
Manage extemal courses here

Validation of
Trainin

Completion

r-'%..i \ \

Click the Administration Tab then Select Approval Manager
Select Learning Requests

o Tt 1 [C =
bukd: 5.6.0.0-0024%

Next, you need to Approve the request you just created for your employee.

In order to approve training you have to:

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

10



MANAGE REQUESTS

Bl Notes Help End-user Tutorial ContactUs Log

rvisor
D @ I Supervisor:

My Home || Agministration || Reporting || Training Requests Il Training ] searecn[ JE
& User Manager il Leaming Activities [l
Manage Learning Requests: View/Edit Learning Requests:
.;z;,
Apgrdval Searchfor [ ] (2 Advanced Search | 53 Submit a New Leaming Request
Manager
Home

| Pending My Approval || anl Requests |{ Open || Needs Agreement || Approved || Denied || Canceiation Requests || Canceled |
@0 o a .ﬁgﬂ first select a request from the st below, then select the appropriate button below the list

Displaying records 1-3 of & total of 3. Results per Page: | 10 ~ || Show
& Select  Course . Form Name  Request Type RequestDate Status Levels Required Levels Completed UserName  Email Address
“"r“:l’,‘l']‘j\’; ot &| Introductionto (BF-182-For  Enroliment 113172011 open 1 o Mary Survey clmarshali@usgs.gov
el
skilisoft | Employee  Enroliment 51712010 Dened 1 1 Mary Survey  cimarshall@usgs.gov
= Business Library  Tiaining Request
External - Prerequisite - quest Form
Caurses

License Payment

USGS Mentoring Ddli Employee  Enroliment 5/19/2010 Denied 1 1 Mary Survey clmarshall@usgs.gov
Program, Tedini Request
National Rollout ~ Refjuest Form

Partner Training

& (e o]

Pages: 1 A

\

Select All Requests tab to see all requests that need approval or

denial. Then select the Radio button next to employee you just
submitted the SF-182 for and click on the Edit button.

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 including the one you submitted for your employee.
-Select the request you wish to approve/deny by clicking the radio button and then click on
the Edit button.

-You can also search for the specific request in the Search field and Click Go. Note: You can
also use the Advance Search filter.

-You can change the Results per Page you see too.



APPROVAL SCREEN

Manage Learning Request: Details

[ Learning Request For: Mary Survey % Close Record

(B Approve | [E1 0oy | (B Emoi ] [ ran

etans | Approval || Vaiaton of Training Gompietion || History |

[ Seiect a tab 1o make edits or simply review If edits are made remember to click the bution to save the enanges Use the 1oois above to or

this request

Learning Request Details:
Trainee Name: Mary Survey
Request Form Name: SF-182 - For Training External to DOI
Course Title: Introduction to
Request Status: Open
Total Estimated Costs: $252 00
User Group(s):

Add Review Comments:

Trainee Information
* User Name: extmjsurvey
* Last Name: Survey
* First Name: Mary
* Name Of Vendor: [Microsoft

]

* Vendor Street Address1: [12345 Hill Road \ ]
* Vendor City: [Lakewood ‘\ ]

* Vendor State: [Property Nol Supporied Error ‘\ ]

* Vendor Postal Code: [80225 \ ]

Please fill in the Comments box and scroll down to the bottom .
of the screen.

Once you select the requests to edit, the approval screen will appear:

-Fill in any Review Comments if you have any. These will appear in an email sent back to
the employee once approved.
-After filling in the review comments section, scroll down to the bottom of the form.

12



APPROVAL SCREEN CONT.

Manage Learning Requests: Edit Learning Reques!

(@ Learning Request For: DOI Employea70

X Close Request Record

Details || Approval || Validation of Tralning Completion || History |

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 ab
this request

Learning Request Details:
Trainee Name: DOl Employee70

Reguest Status: Open
Total Estimated Costs: $0.00 Ap
User Group(s): Office of the Secretary

Add Review Comments:

Trainee Information
*User Name: DOI_emp70
*First Name: DOI
* Last Name: Employea’0
* Course Title: Fishing
* Course Code: USGS-OED-FISH

Course Title: Fishing LaStIy, Click

m

prove

A

Click Update
Before Approve

Approval Screen Continued

-Click “Update” in lower right corner

-The Screen refreshes with “Update Successful.”
-Lastly, click “Approve” at the top right of the screen.

13



EXAMPLE OF AN APPROVED REQUEST

|58 vser manager gy Learning acwmes

Manage Learning Requests: Edit Leaming Request

Boprovsl (aiLearning Request For: DOI Employee0 X Close Request Record |
Manager
Hor

.@_ 0 g Request Approv
0Ol Emplayee70 has been approved

[ Eman J{& prnt

Detaits || Anproval || Vaiidation of Training Completion || History |

[ setect atab to make edits or Simply review. If edits are made remernber ta click the button to save the changes.
Learning Request Details:
Trainee Name: DO|Employeei0
Course Title: Solans Sys Admin for NWWIS Servers
Request Status: Approved
Total Estimated Costs: $0.00

User Group(s): Office of the Secratary

Add Review Comments: [Good coursel

Trainee Information
* User Name: DO|_emp70
*First Name: DO
*Last Name: Employeei0
* Course Title: Solaris Sys Admin for NWIS Servers
* Course Code: USGS.OED-C2463

Click Print if desired and then select Close Request Record .

-A green bar will appear at the top.

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

-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.



ACCESSING THE GRADE BOOK TO MANUALLY
MARK EMPLOYEES COMPLETE

D@I [ Click Administration |

Iea rn [ Click Learning Activities |
\ 4 /

| My Home H My Employees “ Adm\r?w’(“ DOI Reports ” Reporting ” Training Requests Instructions Mandatory

Training
Information

@§ User Manager [nlCEUNINEGUMITEY (5 Approval Manager

@ Learning Activities Home Click Gradebook

Learning = e
Activities Home Learning Activities
Control all aspects of leaming-related activities with the Leaming Activities Manager. You can creatend assign leaming plans and ¢

@ user groups, and manage grades and course results.
Learning Plans Learning Plans Gradebook
U The Leaming Plan Manager lets you create, edit and assign leaming plans Manage grades and course results
I
Gradebook 5y Mass Assignment =) Waiver Requests
AP Assign courses to individuals or user groups l\a View and edit submitted waiver requests
Mass

Assignment

Waiver .

Requests

To manually mark your employee’s training complete when they take mandatory training
using an alternate method, or if they fill out an SF-182 for training taken outside of DOI
LEARN, go to the Administration tab, and select Learning activities, then select
Gradebook.

Note: In the left column, Waiver Requests is where you approve the employee’s request to
waive training if they submit one for any mandatory training.

Note: The Mass Assignment link. This is where you can “assign” training to an employee
but we recommend if it’s for one employee at a time that you use the catalog and submit a
request on your employee’s behalf. If this Mass Assignment is used, there is a change you
can manually assign the training to the wrong person and/or accidently click on the “Drop
All” in the Edit Screen which is something you do NOT want to do.

15



SEARCH BY LEARNER NAME

Role: Supervisor

Notes Help End-user Tutorial ContactUs Log(

‘Supervisor: CHRISTA MARSH/

learn

l My Home ” Administration H Reporting H Training Requests i “ Y Training i Search I:l[
GradeBook: By Leamer Name
Leaming | Searchfor. | ] 0] [ vanced searcn
Activities
Home

‘ ILT Courses || OLT Courses || UDT Courses || By Learner Name ‘

@ To updale a leamner’s grade or completion status for Rourse, select the leamer you want to update then click
Learning
Plans 5
Displaying records 1-1 of a total of 1.

Resuls o Pae:
@ Select Username  LastName .  First Nami Email Address Status  Groups by Manual
Gradebook

Groups by Rule
extmjsurvey Survey Mary cImarshali@usgs.gov  Active Other External Customers, U.S. Geological Survey
Mass
Assionment ||| Pages:

Select the tab By Learner Name, select the Radio button next .
to the employee’s name and select Edit.

Select the radio button next to the employee you would like to mark Complete in the grade
book.

Select Edit and this will take you to the next page to select the course.

16



ENROLLED LEARNERS

le: Supervisor

Bl Notes Help End-user Tutorial ContactUs Logd

D®I|

Supervisor:
| My Home || 1 || Training I Training seach [ |
[ @ user Manager 8 Approvel Manager

Gradebook: By Leamer Name

Leamning [f Selected User: extmjsurvey (Mary Survey)

Activities

X Close Record
ooy search for. | ] [co] [ Aavanced searcn |
Courses
Learning
Plans [ Tnis page shows all of the courses assigned 1o the selected leamer. To update their grade or completion status for a course. select the desired course and click the

@ appropnate button below.
Displaying records 1-2 of a total of 2.

Resut porPage:
Select Course Name o Course Type Class Details  Progress. Status. Grade
Mass [¥]  Introduction to External Training Course In Progress  Enrolied
Assignmant NSC Defensive Driving I Online Course Completed  Enrolied 12/31/2010 5:00 PM
Waiver
Requests

\
Select the Radio button next to the Course Name that you have .
submitted the SF-182 form for. Click on Mark as Complete.

Once you have determined the course you have submitted the SF-182 form for select it and
then select Mark as Complete.

17



COMPLETION DATE

Role: Supervisor Bl Notes Help End-user Tutorial ContactUs Log Of
D @ I e
My Home || administration || Reporting || Training Requests I y Training seaecn[ €
@ User Manager [EESTRTPINIEN (5§ Approval Manager
o GradeBook : Edit Completion Date 2
Leaming Learner name: Mary Survey X Closé Record
Activities
Home @ Piease enter a completion date. It will apply to all courses listed below. Ciick to mark the leamer as completed.
* Required Fieid.
Learming
Plans Mark Complete:

Selected Course: Introduction to
Gradebook “Completion Date: | m “Completion Time: [ [sSelectO7]

@ Enter date in format Midjyyy
Mass
=3

Enter the Date of Completion along with the Completion Time.
Select the Save button to finish. .

After you select the employee and click on Mark as Complete this screen above will
appear. You must enter in a completion date and time with AM or PM. After doing this you
can click save. Note: The time does not matter for exactness.

Note: there is no section for grade here, so when they are marked complete their transcript
will just read complete, and no grade will be present.

Known bug: Do not click Grade on the previous screen because it wipes out the
completion date. The vendor is working on this.



SUCCESS!

Bl Notes Help End-user Tutorial ContactUs Log df

D®I - =

learn

[y Home |

[ & User Manager [ERIERTG

| Training Requests I Traming seren [k

(3 Approval Manager

Gradebook: By Learner Name ?
Learning [ Selected User: extmjsurvey (Mary Survey) X Close Record
ome Isearcntor: [ 1B [Ercvanced seacn
Courses
Learning
Pl
ans 5

& Marking complete was successful for the following courses.
Gradebook = NSC Defensive Driving Il

I 1ris page shows a1 of the courses assigned 10 the selected leamer. To UPte their Grade Of COMPIEtON Status for 3 COUTSe. Select the Jesired Course and Cick the

Mass appropnate button beiow.
Assignment
Displaying records 1-1 of a total of 1. Results per Page:
Waiver Select Course Name . Course Type Class Details. Progress Status Grade
Faqona NSC Defensive Drving i Onaine Course Completed Enrolied 12/3172010 5:00 PM

(09 [ Grade | [ Mark as Compiete | [GMark as incompiete |

Pages: 1

You have completed submitting, approving and completion of a SF-182! .
Click on the Close Record to finish.

After you click save, this screen will appear. 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 when finished.



[ Notes Help End-user Tutorial

D®I

learn

| My Home || my I || Training Rea: search: [

Instructions || Mandatory Training Information

Training Request Instructions.

Training Request Instructions

D@l

learn

Managing Your Training Requests
and the Office of Human Resources to provide you one-stop shopping for int
official training records as required by 5 CFR 410

DOILEARN is a collaborative effort with your bureau or offic
opportunities, and to provide a central repository for all of you
DOI LEARN allows you to manage two types of learning requgsts. They are:

This is training that is submitted on an automated SF-182 form. You must complete the entire fc

External Training:  Not listed in the DOI LEARN Catalog
it validate and certify completion of the training event in DOI LEARN to finalize an official trainin

request for approval. Once the training is completed, you muj
system

Internal Training: Training that is sponsored by a DOI offi
Register and Enroll

NEW PROCESS FOR ALL USERS:

« You must obtain approval or register for a Cours» BEFORE you can enrollin a Class.

« This is now a 2-step process and is a departure from fhe old way of managing your automated training request
o Course: a curriculum or specific area of study ch any given subject, Instructor led or Online
o Class: A scheduled instance of a course. Therd may be multiple classes scheduled for one course.

& or bureau AND is listed in the DOI LEARN catalog. This training may or may not require Supe¢

How to Manage All Trainina Reauests

For added help filling out the request. Click the “Training
Request Instructions” tab on the top of the screen.

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.



How to Manage All Training Requests

1. Always consult with your supenvisor about your developmental goals and establish a plan for your development.
2. Make sure your profile s updated and review assigned supenisors andior training approvers. Depending on your agency assigned fraining approvers may act onb
of Supenvisors.

External Training Requests - Submitting:

1. Al External Training Requests require Approval
2. Use the home page ink entitied, Submit External Training Request Form. This provides you access to an automated SF-162.

3. Complete the entire form and submitfor approval as per your ofice or bureau insruction.

4. Ifyouwould like, prnt the form for your records.

5. Follow payment procedures for the external vendor and your office.

6. You will get an e-mail that your training request has been approved. it has not been approved, you musttalk vith your training approver.

7. Once the training is completed, you must enter DOILEARN and certrfy completion. Use the home page link enitied, Validate & Certfy My Training Completions.
8. NOTE: Unless you have autharity from your bureau or office to submit & request on the behaf of others, do not submit a request on befaff of others.

9. Any questions about training policy should be directed o your human resources offices

External Training Request - Cancelling:

1. You can only dropicancel an extemnal raining request if it has not been approved.
2. Once an extemal request has been approved, you cannot cancel or edit this requestin the system

Tips for Success With External Training Requests:

1. Make sure you discuss with your supenvisor te training event prior to submitting the request and follow-up after submissign to ensure approval s obtained. ftis you
responsibility to communicate with your supenvisor prior to completing an extemal training request
2. Become familiar vith the government-wide SF-162 form and gather allthe information you need to complete the avton'ated SF-182. The form and data elements ai .

required by Office of Personnel Management. You canview a blank form at: hitp:/www.opm.govifoms/pdf fillSF182 pef
3. Seek assistance from your bureau or offce traiing lead.
4. Follow-up on raining request

GO TO: “Training Requests Instructions” tab and click on it.

Scroll down this screen. It talks about the External Requests process for added help. It also
provides the OPM web site.



THANK YOU

o Thank you for taking the time to learn about the
new DOI Learn system. If you have any more
questions you can visit our website at:

http://www.usgs.gov/humancapital/ecd/doilearnhowto.html

¢ There you will find, FAQ’s, Several other power point
slide shows for Help, Internet Settings and Java
Version Configurations, Clarifications on roles and
more.

http://www.usgs.gov/humancapital/ecd/doilearnhowto.html
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