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How to Login

[ 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. Please follow instructions on
the DOI LEARN portal page at hitp:/www.dol gov/doilearn/incex.ctm

Note: *Required Fields.

Sign-in Form:
*Username: | ]

*Password: | |
Forgot your password?
Request a new account

Geolearring,
budd: 5.6.0.0-00249

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: !ChangelT! The system will prompt you to change your password.

When your OLD password is requested, be sure to use the !ChangelT! 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 “| 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
birthday for the username. (Ex. BSMIT03051955) Try: !ChangelT! as the password.
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@ Welcome to the U.S. Department of the Interior Learning Center

Federal Information Systems Security Awareness (FISSA) training - The course Is required (o be taken annually, however you will not be able 10 retake the course until
the FISSA Leamning 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 Leamn.

inthe
course is available

approval required

luiskillsoft Announcements

This widget is viewable only by those with a Skilsoft
license

Incomplete Skillsoft Courses Might Disappear:
The Skillsoft ibrary of courses is constantly changing
to ensure that users are receiving the most up-to-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
Skillsoft vendor decides to de-aclivale or replace
Here's a list of courses that will be either removed or
replaced in the cataiog by the end of the calendar
year.

Attend a DOI Learn webinar! Leamn how to get the most out of DOI Leam as a Leamner, 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

{:lWondering Where to Start?

@ Access My Leaming
&\ Searchthe Catalog

 Update My Profile

Submit External Training Request - Only for

requesting courses NOT FOUND in the DOI Learn
7 catafog. It is best to have a printed SF-182 from

the OPMwebsile for code references PRIOR TO

A ETIIA TS PEATIEST

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

+ FBMS Basic Reports and Display Learning Plan
r

Z My Learning

Dus: 313172011
" FBMS Navigation
Duration: 1 hour
* FBMS Reports - Basic
Duration: 1 hour
» FBMS Chargecard Learning Plan*
Due: 33172011

unning, and
PowerPoint 2002 Presentations.

You must have completed a course or class to print a transcript or certificate
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iy Required Federal Information Systems Security Awareness (FISSA) training - The course is required fo be taken annually. however you will not be able to retake the course unfil
Leaming the FISSA Leaming 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 in the (No Fear) online course is NOT YET available on DOI Learn. More information will be provided once the
My Elective course is available
Learning
Attend a DOI Learn webinar! Learn how to get the most out of DOI Learn as a Learner, Training Approver or a training administrator. Webinars are held the 2nd and 4th
t‘;; Thursday of each month. To register click this link: DOI Leam Upgrade Introduction, choose the date you want to attend and click Enroll in this Class. No supervisory
Catalog approval required.
rn How to Use arm /Wondering Where to 2 arning
L Learn How to Use DO Le: :JWondering Where to Start? = My Learni
My oo There are several ways to leam about DOI Learn g Access My Leaming
and the procedures involved to have training
F approved. You can
e & Search the Catal
Requests - Review Training How To's and Training Aids = e
F on the DOI Learn Portal
[ - Goto the "Training Request Instructions” tab X Update My Profile
Calendar to discover how the training request process
has changed Submit External Trainin
g Request - Only for
. ;I;’ake I:s out of the box tutorial supplied by requesting courses NOT FOUND in the DOI Learn
i e VENCoE [11. catatog. it is best o have o printed SF.-182 from
. 5 the OPM website for code references PRIOR TO
~ f@Calendar COMPLETING THIS REQUEST.

Make sure Role = Learner
Select My Transcript




Transcript Report Wizard
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@ My Transcript Report Wizard
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Leamingand | My Transcript Report Iy
Choose filters
MI le:"feﬂ Adjust the settings of the available fiiters below to control the output of this report, then click at the bottom of the page to continue
eamning
Completion Status
My Elective
Learning [Contains 2| |
®
Catalog Completion Date
3 Start Date:
p Enter date in format W/dfyyy
My Requosts End Date:
@ Enter date in format W/d/yyy
My Waiver
Requests Course Type
1) Available Value(s): Selected Value(s):
Cai;;dar External Training Course
Instructor Course
Online Course
a Recorded Virtual Online Course
INEONE || | User Defined Task
"
Validations of
Training
Completi
»{?\ Cancel

OPTIONAL: Choose filters if needed to narrow your results, the less filter the more your
transcript will show

-Click Next
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Confirm Your Decisions

My Required Please check all of your transcript report settings. I you need to make a change, click To run the transcript, click

Learning

Filters: Completion Date:

My Elective Hionk

Learning To:

Course Type:
@ Completion Status.
Catalog

d Cancel «Previous | | Run Transcript
o e g

My Waiver

If you have selected any filters now is the time to confirm your decision. If you selected
one and want to change it select the Previous button

If your selected filters, if any, are correct click on Run Transcript
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This is your Transcript

- Click Print if you wish to print

- If you wish to export this to a different file format to save on your hard drive, you can
select the Export button. (Note we recommend using Microsoft excel format instead of
PDF).

- To Export, click Export in the upper right corner of the screen

- Choose a, format type

- Click Export

- When the File Download box appears, Click Open to see the data or click Save to save it
to your hard drive

- Click Close Record when finished



Certificate printing
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From your My Home Screen:

- Click on My Elective Learning or My Required Learning
- Click on the History Tab

- Select the radio button next to the course

- Click Print Certificate

Note: If you just completed a class, give the system time to process the completion before
looking for the class in the History tab to print the certificate.

- Click Open when the file download box appears or Save
- Close the record when you are done



