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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



Select Submit External Training Request
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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 unti

Wy Required
Leaming the FISSA Learning Plan has been assigned to you. Please watch your email 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 Learn

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

My Elective course s avaliable
Learning
Attend a DOl Learn webinar! Learn how to get the most out of DOI 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 Learmn Upgrade Introduction, choose the date you want to attend and click Enroll in this Class. No supervisory
2 approval required

Catalog
LLearn How to Use DOl Learn l.Wondering Where to Start? = My Learning
Wy Rashonts There are several ways to learm about DOI Leamn @ ncoess My Laamin * 2010 Federal Information Systems Security
and the procedures invoived to have training Y 9 :war:nelshs + Privacy and Records Management
My Walver SppIOVe: Youcan Search the Catalo u‘:::nL :“"h [
t
Requests - Review Training How-To's and Training Aids - e o "’e h'o';s"’ Iraashe
: on the DOI Leamn Portal
’-] - Go to the "Training Request Instructions” tab 0 Update My Profile
b to discover how the training request process

has changed Submit External Training Request - Only for

- Take the out of the box tutorial supplied by requesting courses NOT FOUND in the DOI Learn

X the vendor

My Transcript catalog. It is best to have a printed SF-182 from

the OPM wabsite for code references PRIOR TO
“Calendar L

[ = COMPLETING THIS REQUEST.

<7 Trainina events for this manth

Once logged in, Make sure your role says: Learner (at the top of the screen).

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.

You cannot cancel an SF-182 once the Supervisor approved it, so it sits on your 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.***
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Submit Learning Request Wizard

Submit Learning Request &

Introduction

Ezslly submit 2 leaming request in minutes using this wizard. This 3 siep process gives you the control and information you need 1o fill out a leaming reguest.

Click on Begin to start your request




Starting your Request

Submit Learning Request
Select a request form

Select a form from the table below

Step 1 of 3 MO0
Request Forms
Select

Name
o]

SF-182 - For Training

Description
External to DOI

not associated with DOI. It is a best practice for you to have a printed version of the form for reference

This form is an electronic version of the SF-182. Use this form to submit a training request to attend training from a vendor or agency

4 Previous

Click the radio button next to SF-182 Training External to DOI
Click Next to start the wizard



Completing the SF-182 form

Submit Learning Request &

RequestFields Step 2 of 3 M)

Please confirm the field Information below. Select to continue:
If there is no information to confirm, click [Next]

Request Fields:

* User Name: mkhood
* Last Name: HOOD

* First Name: MELANIE
*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:
* Training Start Date: | EI
Enter date in format M/a/yyy

* Training End Date: | E]

Enter date in format Md@/yyy
* Training Duty Hours: o
* Training Non-Duty Hours: D

* Training Purpose Type: | (None) S

Complete 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 he vendor name is
unique.

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.



Completing the SF-182 form cont...

™ Training Type Code: | (None) ¥
* Training Sub-Type Code: (None) +
* Training Delivery Type Code: (None) W
* Training Designation Type Code: |(None) >
*CEU: |
* Training Credit Type Code: | (None) v

* Training Accreditation Indicator: | (None) v

c d Service A t (if required by course): | (None) ~

C Service A it Date: EI
Enter date in format M/d/yyyy
* Training Source Type Code: (None) v
* Training Objectives: [

* Training Category: | (None) v
* Direct Cost: TuitionandFees: [0 |
*Direct Cost: Books & Materials: [0 |

Direct Cost Total: 0
* Direct Cost Appropriation Fund1: [

*Indirect Cost: Travel: [0 |
*Indirect Cost: PerDiem:[p |

Indirect Cost Total: 0
* Indirect Cost Appropriation Fund1:

[ ]
# Total Training Non-Government Contribution Cost: [ ]
D urchase OrderiRequisiti | ]

[ ]

[ ]

* 8-Digit Station Symbol:

Billing Instructions:

Cancel 4 Previous || Next » I

This is just a continuation of the form.

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

It will error and tell you the problem if you miss a field or two.



Verify Information

Hanmy Enu vae. W iosuiy
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 - On the Job
Training Designation Type Code: 05 - N/A
CEU: 0
Training Credit Type Code: 01- Semester Hours
Training Accreditation Indicator: No
Conti d Service A (if required by course):
Conti d Service Ag it iration Date:
Training Source Type Code: 01 - Government Internal
Training Objectives: 12
Training Category: Engineering/Facilities Management
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 Non nment C ion Cost:
D urchase O isition Number:
8-Digit Station Symbol: 88888888
Billing Instructions:

Cancel 4 Previous

O 0o oo ooo oo

Verify all information is correct
If any changes need to be made click Previous
If all information is correct click Save

Warning: Once Saved, you cannot change it.

NOTE: An email goes to your Supervisor (provided your profile has a Supervisor listed)
and asks them to approve/deny it.



More Information
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Managing Your Training Requests
DOI LEARN is a collaborative effort with your bureau or office training programs and the Office of Human Resources to provide you one-stop shopping for int
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 leamning requests. They are:
External Training: Not listed in the DOl LEARN Catalog. This is training that is submitted on an automated SF-182 form. You must complete the entire fc
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 trainin
system.
Internal Training: Training that is sponsored by a DOI office or bureau AND is listed in the DOl LEARN catalog. This training may or may not require Supe
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
o Course: a curriculum or specific area of study on any given subject, Instructor led or Online
o Class: A scheduled instance of a course. There may be multiple classes scheduled for one course.

How to Manaae All Trainina Requests

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.



Tips for External Training Requests

How to Manage All Training Requests

1. Aways consult with your supenisor about your developmental goals and establish a plan for your development.
2. Make sure your profile is updated and review assigned supenvisors and/or training approvers. Depending on your agency assigned training approvers may act on b
of Supenvisors

External Training Requests - Submitting:

All External Training Requests require Approval.

Use the home page link entled, Submit Extemal Training Request Form. This provides you access to an automated SF-162.

Complete the entire form and submit for approval as per your office or bureau instruction.

If youwould fike, print the form for your records.

Follow payment procedures for the exteral vendor and your office

You will get an e-mail that your training request has been approved. ffit has not been approved, you must talk with your training approver.

Once the training is completed, you must enter DO LEARN and certify completion. Use the home page link entitled, Validate & Certify My Training Completions.
NOTE: Unless you have authority from your bureau or office fo submit a request on the behalf of thers, do not submit a request on behalf of others.

Any questions about raining policy should be directed to your human resources offices.
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External Training Request - Cancelling:

1. You can only drop/cancel an external training request if it has not been approved.
2 Once an extemnal request has been approved, you cannot cancel or edit this request in the system.

Tips for Success With External Training Requests:

Make sure you discuss with your supervisor the training event prior to submitting the request and follow-up after submission to ensure approvalis obtained. ffis your
responsibilty to communicate with your supenvisor prior to complefing an extemal training request

Become familiar with the goverment-wide SF-182 form and gather allthe information you need to complete the automated SF-182. The form and data elements
required by Office of Personnel Management. You can view a blank form at: hitp://www.opm.goviorms/pdf_filiSF 182 pdf

Seek assistance from your bureau or office training lead.

Follow-up on training request.
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Scroll down this screen. It talks about the External Requests for added help too.



