
How  to  Register  for  a  Course  and  Enroll  in  a  Class 

1 



                         
                       
                 

                             
       

                   

                                 
                       

                           
       

                               
       

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
 
Password: Is “!ChangeIT!” The system will prompt you to change your password.
 

When your OLD password is requested, be sure to use the “!ChangeIT!” and not your
 
password from the old system.
 

Please take note of the password requirements as they have changed.
 

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

Only External people or non employees with NO previous DOI LEARN account, should click
 
on “Request a new Account.”
 

Note: New employees must wait for FPPS to create their account in DOI LEARN before they
 
can attempt their Initial Login
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Only after you have logged in for the first time and Updated you profile completely, can
 
you Register for a Course and Enroll in the Class.
 
(See How to Log in and Update My Profile slides for more information)
 

This will be what your My Home Screen will look like after you have logged in.
 
‐ Click on Search and Register for a Course
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Click on Click here to continue to the catalog
 

Notice some Featured Courses on the right, your class might be listed here.
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Once you select the Catalog:
 
‐ Type in the Search for: field for the course you are looking for. You can also search using
 

the Advanced Search. 
‐ Select Go. 
‐ If you get too many results, you can change the Results per Page and click Show. 
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If you open the Advanced Search: 
‐ You will be able to search on specific fields by typing the Keyword in the Search for: field 

and selecting the proper Search Field(s) 
‐ After completing the Fields to search on, you must click Go 
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When you have filtered your search:
 
‐ Select Details to make sure this is the class you are interested in.
 
‐ Select Scheduled Classes to see any upcoming classes.
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When you find the course you want:
 
‐Check the course information
 
‐Check when the Scheduled Classes occur (Note: If the Scheduled Classes tab is not there,
 
there may not be any Scheduled Classes)
 
‐Submit a Request for permission from your Supervisor if the course requires permission.
 
‐If no supervisor approval is required, you will see a Register button where the Submit
 
Request button is. Clicking on Register will take you to enrolling in a class (more on this
 
later).
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This will show any open classes. 

‐ Select the radio button next to the class you would like to Submit a Request or Enroll in 
this Class. 

‐ Click on Submit Request if it requires your Supervisor’s approval, if not, you can select 
Enroll in this Class. 
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When you select Submit Request you will be prompted to start the Learning Request 
Wizard. 
‐ A Wizard is a tool to guide you through the steps of a process or task by asking a series 

of questions or presenting options. 
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Click on Begin to start your request
 
Note: Notice the pink wizard hat above “Begin” …. This tells you there are steps to follow.
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‐ Select a radio button next to the Request form. 
Note: There may be more than one request form in the future. 

‐ Click Next 
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‐ Fill out all the Mandatory field – “Is  this course part of your IDP?” 
‐ Verify all the pre‐filled information is correct. 
‐ Even if there is NO cost, choose the Drop down next to Method of Payment and choose 

No Payment Required 
‐ If there is a cost, choose a payment method, if you know how this will be paid. 
‐ Type NONE in the Special Billing Notes or anything you need to tell the financial people. 

(Filling in the last 2 fields will help your Supervisor in approving) 
‐ Click Next 

IF THE SCREEN ERRORS IN RED, READ THE ERROR, MAKE THE PROPER CHANGES 

‐After you complete these steps, click the Next button. 
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This page is for verification purposes only. If you notice anything that is incorrect, you can
 
click the Previous button.
 
If all the information is correct, click the Save button to complete the Wizard.
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‐ When you are finished with your request form and click Save, this screen will appear: 
‐ An email goes to the Supervisor listed in your profile asking them to approve/deny the 

request. If approved you are automatically enrolled in the class you selected. 
‐ To view all of your learning requests, you can select View My Training Requests. 
‐ Click Close when finished. 
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To check on the progress of any of your Learning request forms, you can also go back to the 
main “My Home” Page and select View My Training Requests. 
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Once approved by your supervisor, you are enrolled in the class. 

To exit out of this page click on the My Home tab. 
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