
  Slide#1: A How-To Tutorial for contractors, volunteers, cooperators, partners, etc. to request an account 
in DOI LEARN. 



                                    

Slide#2: If you are not paid by the Federal Personnel and Payroll System (FPPS), you may not 
have a DOI LEARN account automatically created for you.  

To get an account, as a non-Federal employee, go to the DOI LEARN portal: 
http://www.doi.gov/doilearn/index.cfm. 

Or If the DOI LEARN web portal is down, you can go directly the to DOI LEARN Log‐in Page: 
https://gm2.geolearning.com/geonext/doi/login.geo 

https://gm2.geolearning.com/geonext/doi/login.geo
http://www.doi.gov/doilearn/index.cfm


Slide#3: Scroll down the page and click on “External Learners” 

(or from the DOI LEARN login screen, click on “Request a new account”) 

Note: Only use the Request a new account if you are NOT paid by FPPS.  If you are a new 
employee and paid by FPPS, you must wait for your account to be created automatically by the 
system which is typically AFTER you receive your first paycheck through FPPS.  Data Stewards 
cannot create the account in advance for Federal employees.  System updates occur every other 
week so new accounts are usually created within 2 weeks of your start-work date. 



Slide#4: Click on “Search our Public Catalog” in the first paragraph. 



Slide#5: Click on “Request a new account” (on the right side of the screen). 



Slide#6: Fill out all of the required fields with a red asterisk AND we ask you to fill out ALL the 
fields. 

For Add Reason put your DOI Bureau (the Bureau you will be working with or affiliated with), 
Bureau Supervisor (federal contact name you will be working with or for) and/or the Liaison 
Name who told you to request an account, as well as the Course Name you want to take. 

If you are looking to apply for general training opportunities but not affiliated with a specific DOI 
Bureau, the “Reason for an Account” should identify the name of the course and the Bureau 
sponsoring the class your wish to attend. 

For Username, suggested to enter your bureau followed by your email address (i.e. USGS-
johndoe@gmail.com) 

NOTE: This will be changed when you actually receive an account.  The bureau helps us identify 
which bureau you are affiliated with.  The updated Username will be sent in an email to you if 
your account is approved and created, along with a temporary password.  Please note the 
temporary password expires 7 days after issued so prompt login is recommended. 

mailto:johndoe@gmail.com


 

 

Slide#7: After you have entered all of the information and verified that it is all correct.  Click “Create 
Account.” 

Within 3 business days, a confirmation email will be sent with the account approval or denial. 

Note: If you did not provide the correct information or enough information, including the Account 
Reason (as requested in the previous slides), your request will be denied and you’ll have to resubmit a 
new request which will delay the process.  You will also have to provide a different username too. 

If you need further assistance, contact the DOI LEARN helpdesk 
at 1-866-466-1998 or doilearn@sumtotalsystems.com 

mailto:doilearn@sumtotalsystems.com



