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For Supervisors: How to Submit a Course on Behalf of your Employee
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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.
Lﬁgiﬂ Form:
“Username: | ]

*Password: [ ]
Forgot your password?
Request a new account
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DOI LEARN Login: https://gm2.geolearning.com/geonext/doi/login.geo



Home Page

o

it Favorites | | 3¢ Maestro 5.0

[ Notes Help End-user Tutorial ContactUs Log Off

D @ I Supervisor:

lj My Home || My I | |[_Training I y Training | seacn[ ]

& Leaming and Metrics [l Resource Center © Universal Search [ End.user Tutorial @ Settings and Preferences l

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

Metrics Home || “4Announcements

Special Notices
My Required Federal Information Systems Security Awareness (FISSA) training - The course is required 1o be taken annually, and is now available for you to complete. Click on My

Learning Required Learning in the left column. If the course is not there for you 1o launch, you can find it in the Course Catalog, click Enroll, scroll down to activities and launch the
course. Flash player is required to be installed on your computer. It may be necessary to contact your local IT Support personnel for assistance.
The and whi inthe (No Fear) online course is NOT YET available on DO! Learn. More information wil be provided once the
My Elective course is available
Learning

Attend a DOI Learn webinar! Leam how to get the most out of DOI Leam as a Leamer, Training Approver or 2 training agministrator. Webinars are heid the 2nd and 4th
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
approval required.

[ Skillsoft Announcements [:IWondering Where to Start? = My Learning
My Requests This widget is viewable only by those with a Skillsoft
o2 license. 9 Access My Learning
: Incomplete Skillsoft Courses Might Disappear:
My Waiver The Skillsoft library of courses is constantly changing &\ Search the Catalog
Requests. 1o ensure that users are receiving the most up-to-date

information about existing and emerging technologies.
[ Because of this, courses may disappear from your
Calendar course list. We have no control over which courses the

X\ Update My Profile

NOTE: Supervisors can only request courses for Instructor Led Training (ILT), not online
courses. Employees must register themselves for online courses including online skillsoft
courses. A skillsoft license must have been purchased through DOIUniversity before
courses can be found and taken.

WARNING **Once this course is added to the learners profile it cannot be dropped since it
is being ‘assigned.’**
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@ Course Catalog: Alphabetically B
Learning and | | Search for. [Leadership

Metrics Home
| Featured Courses || By Category || aiphabetically || ILT Calendar || Oniine Resources |

My Required Select a letter range to view from the drop SErels2 hen click Click or the name of the course 16 view its details.
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Select Letter Range: [(one) -

My Elective Displaying records 1-10 of a total of 218 Results per Page: | 10 -] Show
el | L C— T
40-Hour Supervision: Level Il
@ Training Type: Instructor Led Vendor: DOI University Duration: 40 hours
talog

Description:

A federal supenvisor/manager must be a leader who can direct and guide employees in accomplishing the missions of bureaus, ofices and agencies. This
course prowdes the knowledge and skils for supenisors and managers to effectively manage the workdorce. and meets the Depantment of the Interior's

My Requests mandated supsnvisory training requirements. This course replaces Supenisory Skills for the Experienced Supenisor, students who have completed that
caurse do not need to take this course.
= Objectives:

- Leam how to manage conflict in a constructive manner - Apply team processes and group dynamics techniques 10 improve teamwork » Use effactive tools

My Waiver for dacision-making and problem solving » Communicate with integrity and resolve ethical dilsmmas objectively - Leam appropriate methads of applying

Requests power, autharity, and influence to build support andier censensus for achieving organizational goals  Develop methods and tools for developing leadership
capacity in others

= Target Audience:

Managers, supenisors, and anyone who parforms supenisory functions

e Scheduled Classes b

Adopting the Appropriate Management Style
Training Type: Online Course Vendor: Skilsoft Duration: 15 minules
I~ LS

My Transcript

Click on the Course Catalog

Type in the name of the Course you are looking for
Click Go

Find the course you are looking for

Click Scheduled Classes to see if there are any coming up

WARNING **Once this course is added to the learners profile it cannot be dropped since it
is being ‘assigned.”**
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My Home “ My Employees. ” Administration || Reporting || Training To's H Training Info Search :l@
B L] @ Resource Center 9 Universal Search G End.user Tutorial (@ Settings and Preferences

Course Catalog:

Learning and |21 Course: 40-Hour Supervision: Level Il X Close Record |
Wetrics Home
Details || Scheduled Classes
My Required
Learning
Course Name: 40-Hour Supenvision: Level ll
My Elective Status: Active
Lapming; Description: A federal sup ger must be a leader who can direct and guide employees in accomplishing the missions of bureaus,
offices and agencies. This course provides the knowledge and skills for supenvisors and managers to effectively manage the
g workforce, and meets the Department of the Interior’s mandated supervisory training requirements. This course replaces Supervisory
Catalog Skills for the Experienced Supervisor, students who have completed that course do not need to take this course.
- Objectives:
+ Learn how to manage conflict in a constructive manner « Apply team processes and group dynamics techniques to improve
teamwork + Use effective tools for decision-making and problem solving + Communicate with integrity and resolve ethical dilemmas
My Requests objectively - Learn appropriate methods of applying power, authority, and influence to build support and/or consensus for achieving
organizational goals - Develop methods and tools for developing leadership capacity in others
Target Audience:
My Waiver Managers, supervisors, and anyone who performs supervisory functions
Requests Prerequisite Courses: None
i Delivery Type: Instructor Led
C,E.d,, Course Code: NBC/DOIU-MSD-7030
Vendor: DOI University
My Transcript GRU:0
o Duration: 40 hours
é/ Cost to Learner: $0.00
My
Validations of «Back

Verify this is the course you would like to assign
Click on Scheduled Classes tab
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X Close Record
Metrics Home

Details || scheduled Classes

WMy Required || [ To view class details, enroll, or put yourself on a waitiist, select the class below and click [View Details|. To see how a class below fits into your schedule, select the
Leaming

class below and click |View My Class Schedule

® | : o
My Ereetve ||| SPIYING records 14 ofa total of 4. Results per Page:
Leamning Select . Class Name Class Schedule Location(s) Instructor(s) Number of Open Seats Request Required
a 7] DOIU-2011-0808-12-  8/8/2011 - 8/12/2011, 8:00 AM -  Denver Leadership and John Doe 0 Yes
DLc 400PM* Performance Center
Cataly
2009 |l DOIU-2011-0613-17- 6/13/2011 - 6/17/2011, 8:30 AM - Albuquerque Leadership and John Doe o Yes
ALPC 430 PM* Performance Center
DOIU-2011-0620-24-  6/20/2011 - 6/24/2011, 10:00 AM Anchorage Leadership and John Doe 14 Yes
My Requests AKLPC -6:00PM " Performance Center
DOIU-2011-0919-23-  9/19/2011 - 9/23/2011, 8:00 AM - Denver Leadership and John Doe 18 Yes
DLc 430PM* Performance Center
My Waiver
Requests
e |§V\sw Detais | La View My Class Schedule | |Lﬁ.‘5ubmm Request | [[%
Calendar Pages: 1

Once you see there is a class available,

Highlight the class you would like to Submit a Request for.
Click on Submit Request
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|

T L i @ Resource Center 2 Universal Search @) End.user Tutorial (&} Settings and Preferences
9
. Submit Learning Request Wizard

Leamingand | Sybmit Learning Request

Metrics Home

Introduction
Mz Reﬁgired Easily submit a leaming request in minutes Using this wizard. This 3 step process gives you the control and information you need to fill out a leaning request
earning
|1 am submitting this request for myself.
My Elective
Learning I am submitting this request on behalf of other learners.

-
Catalog
Begin»

4

My Requests

Wy Waiver
Requests

Click I am submitting this request on behalf of other learners radio button

Click Begin to get the Wizard started
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H My Home || My |[ H ]| Training Request Instructions/How To's ” Mandatory Training Info \

R —
@ Resource Center 2 Universal Search |Gl End-user Tutorial @ Settings and Preferences

Page v Safety~ Tools~ )+

Leamingand | Submit Learning Request
Metrics Home

@ Assign User Step 1 of4 RODOO
My Required User Table || Users By Group
Learning
Select users to assign a Leaming Request for
My Elective ‘ Search for [ ||G_°L [2 Advanced Search |
Learning
6 Displaying records 1-1 of a total of 1 Results per Page: |10 ~||[ Show [
Catalog Select Username Last Name First Name Email Address . Status Groups by Manual Groups by Rule
| ]  extmjsurvey Doe John oeddoileamn@usgs gov Active DOl Employees
My Requests
2 k=
My Waiver Pages: 1
Requests
)
=

Cale ';1 -Cancel _ Previous -Nex\)
alendar

Select the learners name you would like to submit the request for. If you do not see the
learners name on the first page you can change your Results per Page to show more of
your employees. [f you still don’t see the name, it is because they either don’t have a DOI

LEARN account or they did not Select you as their Supervisor in their profile. This must be
done before you can assign a class to them.

Click Next
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Role: Supervis B notes

s elp End-user Tutorial ContactUs Log Off

Logged in as: John Dot
learn

||_Training Request Instructions/How To's || Mandatory Training Info | seach [ o
B RS ed & Resource Center . Universal Search [ End.user Tutarial  (©) Settings and Preferences
& Submit Learning Request Wizard
Leaming and | Sybmit Learning Request &
Metsics Home
Select a request form Step 2 of 4 MMCIC)
My Required Select a form from the table beiow.
Learning
| Request Forms
My Elective Select Name Description
Learning @] NEW DOl Empioyee For use by DOI Fed and Interns. This course requires a single level of approval. This form submits this request o anyone listed in
- Training Request 5-15-11  your profile My Supervisors tab. Print this form upon submission for additional guidance regarding tuition payment process.
Catalog

-
F}ﬁ

Click the radio button next to DOl Employee Training Request Form

Click Next




Completing Form

Submit Learning Request Wizard

Learni d i
Leamingand | Submit Learning Request 1Y

Request Fields Step 3of 4 HEED
My Required @ Piease confinm the field information below. Select 1o continue.
LG I there is no information to confirm, click [Next].
My Elective

Applicant's Name: JohnJ Doe

£
Learning

Q‘ Request Fields:
Catalog

Course Title 40-Hour Supenvision: Level Il
Course Code NBC/DOIU-MSD-7030

My Requests Responsible Bureau Office of the Secretary
Class Name DOIU-2011-0808-12-DLC
My Waiver Class Start Date 8/8/2011 8:00:00 AM
L e Class End Date 8/12/2011 4:00:00 PM
] Approximate Duration 40
Calendar Class Cost to Learner 0.00
Additional Class Tuition
< Information
My Transcript 2
Class Description
é/ Special Class Information 1 This class is FREE to DOI Employees
My i
Valldatonsal Special Class Information 2
Training Special Class Information 3
Completion
Method of Payment (None)
@ *is this course on your IDP?
DOI Organizer

Cancel 4 Previous

Fill in the required fields that are marked with a red asterisk
Fill in the Method of Payment

Fill in the Special Billing Notes, if there are not any type in “NONE”
Click Next



Saving Form

My Home || My Il Il || Training Request Instructions/How To's || Mandatory Training Info | Search:|  |Is9
@ Resource Center 2 Universal Search |G End-user Tutorial  Settings and Preferences |
Submit Learning Request Wizard
A
Learning and i i
Leamingand | Submit Learning Request Y
Confirm Information Entered Step4of 4 HEEE
Mt Required Please review the information you provided below. To make changes, click 10 go back to the appropriate step. Click to submit for approval
eaming
Field Information
My Elective Applicant's Name: Johi
by Elactn pplicant's Name: JohnJ Doe
Course Title: 40-Hour Supenvision: Level I
Camboy Course Code: NBC/DOIU-MSD-7030
] Responsible Bureau: Office of the Secretary
My Requests Class Name: DOIU-2011-0808-12-DLC
Class Start Date: 8/8/2011 8:00:00 AM
My Walver Class End Date: 8/12/20114:00:00 PM
Requests Approximate Duration: 40
) Class Costto Learner: 0.00
Calendar Additional Class Tuition
Information:
é/ Class Description:
Sy ATnecing Special Class Information 1: This class is FREE to DO| Employees
4/ Special Class Information 2:
My Special Class Information 3:
Validations of
Training Method of Payment:
& s
anion Is this course on your IDP?: No
001 Onganicer

Verify your information, you cannot change it once saved.
If you need to change information click on the Previous button
If no changes need to be made click on Save

Reminder: You need to approve this request in the Approval Manager as the Supervisor
even though you just submitted on behalf of your employee(s).



