DOI LEARN TUTORIAL 1.1
How to Update Your User Profile

In this tutorial, you will learn, step-by-step, how to update your DOI LEARN user profile.

Step 1: Begin by accessing the DOI LEARN website. You will see the opening log in screen below.
Enter your user name and password and select “Log On”. If you have any vision impairment, be sure
to select “Yes” for “Turn on 508 Compliance”.
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Welcome to the Department of the Interior's Learning Management System

DOI LEARN

Please enter your Lser Mame and Password to access the web site.
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Hint: If you haven’t done so yet, “Favorite” this page for future use. (Click on “Favorites”, “Add to
Favorites”, “OK”")



Step 2: At the “Welcome” screen, select on the “Administration” tab.
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Welcome

YWelcome to the Minerals Management Services DOl LEARN Management
Portal.

DOl LEARNM is an internetiveb-based, automated system designed to capture,
manage, wiew and report information specific to training, both on-line and instructor
led, for all DOl employees.

Supervisars will find their approval queue to act on employee training requests by
clicking on the Course Catalog tab.

What does DOILEARN help me accomplish?

« Youwill enter your own training requests.
« Youwill take any Departmeantally mandated on-ling training from this
Systarm.
« YOU can print your personal training history (transcripts) amytime
from any computer with an internet browser, —
« Your training history will follow you to any news position within DO
(Bureau/Office).
« You can search training catalogs and register for online and
instructor-led training offered by Departmental training
organizations.
« You can complete an Individual Development Plan. This function is =
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Step 3: The below screen appears. Select the “My Information” tab or link.
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This area is where employees and supervisors
» maintain their mailing address and special needs requirements.

+ assign their superisors and training approval officials.
+ change their passwords.

This area iz where supervisors

= assign or delete their employees.
» access the User Management area in arder to views and repart on assigned employees training
records. The User Management area is not availahle to Mon-supervisars
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Step 4: When the below “Edit User Profile” screen appears, enter as many fields as you know. Use
only your work information and never your personal/home information. Many fields are pre-loaded
into DOI LEARN, so be sure double check that they are correct. There are some fields you don’t
know the information for, so skip them, but be sure to fill in the critical fields, which are your work
address, work contact number and primary supervisor.

Note: If you see errors in the pre-loaded data, you will need to have your HR Office correct them
through FPPS.

IMPORTANT: Scroll to the bottom of the screen and select “Save” before you close out of DOI
LEARN, or your entries won’'t store.

2 Minerals Management Services DOI LEARN Management Portal : Administration - My Information - Microsoft Int...
File Edit View Favorites Tools Help | &

@Back T \ﬂ \ELI ;\1 ‘ /'.-jSearch \;n:(Favorites & Lr k?, w| - _] el
Address |€] https:/ / doilearn.doi.gov /training,/ newuserforms, index.cfm?userid= 122058&fu5eacti0n=home.edj £ Go Lirks ” % e

—
alcome o o bra 0 Administration Help Desk *
About | My Information | My Preferences |

Edit User Profile (Please remember to click 'Save’ at the bottam of the screen to save any changes.)
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For help editing your profile, contact your OS Data Steward at: 866-466-1998
For help with system specific problems, contact the vendor at: doilearn@geolearning.com

Hint: Always log off DOI LEARN using the “Log Off” option and not the “X” at the upper top right corner of
your browser window. You may still be running if you don’t and slowing the system down.



