Interior Museum Program Training: Instructions for Accessing DOI Learn Courses

DOI Employees
This only applies to learners who are on DOI’s payroll. If you are not being paid through DOI (e.g., a DOI
internship paid through an external program), go to the instructions for non-DOI employees.

Getting started with your account:
e You will be automatically registered for a DOI Learn account when you become an employee at

DOl and are added to the payroll. You should not have to do, register, or sign up for anything.

o Do NOT use the “Request a New Account” link on the DOI Learn login screen. Thisisina
bolded red font on the DOI Learn portal page, so it’s probably pretty important. I'll say
it again: Do NOT use the “Request a New Account” link on the DOI Learn login screen.

e You will receive an email with login instructions when your account is created.
o If you have not received this email after you have received more than one paycheck,

contact your Bureau Data Steward.
e It may take several weeks for your information to appear in DOI Learn.

Logging In:
e Go to DOl Learn. For your first time logging in, follow the instructions in the email with your
login information.

o You will be prompted to change your password. Change it.
o Make sure to update your profile information!

e Ingeneral, your login information should be something like:
o Username: Your full DOl email (e.g., John _Snow@ios.doi.gov)
o Password: The password you set on your first login (NOT the password you use to login

to your DOI computer account)

Enrolling in a course:
e The following screenshots have the appropriate buttons and links boxed in red.

o If you have already searched the Interior Museum Program’s Course Catalog and you know what

course you want to take:
o Use the link provided to go directly to the course page.
o Click “Enroll.” To take the course, click “Launch.” You do not have to take the course

immediately.
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B To launch a learning activity, click the activity name or select the activity and click the button. To return to the previous page,

click |Close Record|.
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o You're all set!
While we highly recommend using the IMP Course Catalog to find a course (it's much simpler
and the most complete record of IMP’s online DOI Learn courses), follow the following
procedures if you wish to search the catalog to find a course:
o Click on “Search the Catalog/Register for a Course” on the home screen. Next, click on
“Click here to continue to the Catalog.” The appropriate links are boxed in red.
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July 23, 2014 - Java Update

A new update to Java was released on July 15, 2014. If you find that you are having difficulties accessing or
completing onling training your browser may need 1o have the Java update installed  To verify the version of
Java currently running on your browser please visit the Java site. The latest compatible and recommended
version of Java is version 1.7.0_&3. If your browser is running an earlier or later version of Java
please contact your IT Help Desk for assistance with installation of the Java update.
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o Enter your search terms into the search bar and click “Go.” We recommend making
sure that the buttons for “Course Name,” “Course Code,” and “Course Description” are
checked.

Online courses:
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o Once you have selected a course, click on its name. Follow the procedures above to
enroll in it.

Non-DOI Employees (“External Learners”)

These instructions apply to people who are not DOl employees. Contractors, volunteers, interns, and

other interested parties should refer to these instructions. If you are a DOl employee, do not follow
these directions.

Getting started with your account:

To request an account, you must have a specific course in mind. Make sure to record the course
code for this course. To find a specific course, you can:

o Use the IMP’s Course Catalog. We highly recommend this option.

o Use the public DOI Learn catalog to find a course. This option is not recommended
because there is no “advanced search” feature, and not all available online courses are
listed on the online catalog. For instance, a search for “museum” turns up “Conducting
the DOI Inventory of Museum Collections” but not “Basics of Museum Collections Care.”
You are likely to miss some of our course offerings!

= [f you still wish to use the public DOI Learn catalog, use the “Show Options”

button to display more filters and changing “Results per Page” to 200 to show
more results.
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e Now that you have a course in mind, go to the DOI Learn login page. Click on “Request a new
account.”

e Fill out the form. Some things to note:

o The fields marked with a red asterisk are required.

o Inthe “Reason for Request” field, you MUST include the course name and the bureau
that is sponsoring the course you wish to attend. For the Interior Museum Program
courses, this should be “Office of the Secretary.” For courses offered by another
bureau, write that bureau.

o If you have previously been affiliated with DOI (e.g., contractor, volunteer, etc.), make a
note of that in the “Reason for Request” field. There may already be an account for you
in the system.

o Example:
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e C(Click “Create Account” at the bottom. You should receive an automatic email stating that your
request was received. All requests are approved manually, so the approval process may take up
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to three business days. When your request is approved, you will receive an email with your
username and password.

Logging In:
e For your first time logging in, follow the instructions in the email with your login information.
o You will be prompted to change your password. Change it.
o Make sure to update your profile information!

Enrolling in a course:

® Now that you have access to DOI Learn, follow the procedures outlined in “DOI Employees,
Enrolling in a Course” to enroll.



