
Interior Museum Program Training: Instructions for Accessing DOI Learn Courses 

 

DOI Employees 

This oŶlǇ applies to leaƌŶeƌs ǁho aƌe oŶ DOI’s paǇƌoll.  If Ǉou aƌe Ŷot ďeiŶg paid thƌough DOI ;e.g., a DOI 
internship paid through an external program), go to the instructions for non-DOI employees. 

 

Getting started with your account: 

 You will be automatically registered for a DOI Learn account when you become an employee at 

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

o Do NOT use the ͞ReƋuest a Neǁ AĐĐouŶt͟ liŶk oŶ the DOI LeaƌŶ logiŶ sĐƌeeŶ.  This is iŶ a 
ďolded ƌed foŶt oŶ the DOI LeaƌŶ poƌtal page, so it’s pƌoďaďlǇ pƌettǇ iŵpoƌtaŶt.  I’ll saǇ 
it again:  Do NOT use the ͞ReƋuest a New AccouŶt͟ liŶk oŶ the DOI Learn login screen.   

 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. 

 It may take several weeks for your information to appear in DOI Learn. 

 

Logging In: 

 Go to DOI 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! 

 In general, your login information should be something like: 

o Username: Your full DOI 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: 

 The following screenshots have the appropriate buttons and links boxed in red. 

 If Ǉou haǀe alƌeadǇ seaƌĐhed the IŶteƌioƌ Museuŵ Pƌogƌaŵ’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 CliĐk ͞EŶƌoll.͟  To take the Đouƌse, ĐliĐk ͞LauŶĐh.͟  You do Ŷot haǀe to take the Đouƌse 
immediately.  

 

 

http://www.doi.gov/doilearn/datastewards.cfm
https://gm2.geolearning.com/geonext/doi/login.geo
mailto:John_Snow@ios.doi.gov
http://www.doi.gov/museum/upload/IMP-Training-Courses-and-Descriptions-as-of-8-7-2014.pdf


o You’ƌe all set! 
 While we highly recommend using the IMP Course Catalog to fiŶd a Đouƌse ;it’s ŵuĐh siŵpleƌ 

aŶd the ŵost Đoŵplete ƌeĐoƌd of IMP’s oŶliŶe DOI LeaƌŶ ĐouƌsesͿ, folloǁ the folloǁiŶg 
procedures if you wish to search the catalog to find a course: 

o  CliĐk oŶ ͞“eaƌĐh the Catalog/Registeƌ foƌ a Couƌse͟ oŶ the hoŵe sĐƌeeŶ.  Neǆt, ĐliĐk oŶ 
͞CliĐk heƌe to ĐoŶtiŶue to the Catalog.͟ The appropriate links are boxed in red. 

 

o EŶteƌ Ǉouƌ seaƌĐh teƌŵs iŶto the seaƌĐh ďaƌ aŶd ĐliĐk ͞Go.͟  We ƌeĐoŵŵeŶd ŵakiŶg 
suƌe that the ďuttoŶs foƌ ͞Couƌse Naŵe,͟ ͞Couƌse Code,͟ aŶd ͞Couƌse DesĐƌiptioŶ͟ aƌe 
checked. 

 

 

 

http://www.doi.gov/museum/upload/IMP-Training-Courses-and-Descriptions-as-of-8-7-2014.pdf


 

o Once you have selected a course, click on its name.  Follow the procedures above to 

enroll in it. 

 

 

 

 

 

Non-DOI EŵploǇees ;͞EǆteƌŶal LeaƌŶeƌs͟Ϳ 

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

other interested parties should refer to these instructions.  If you are a DOI 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 Ŷo ͞adǀaŶĐed seaƌĐh͟ featuƌe, aŶd Ŷot all aǀailaďle oŶliŶe Đouƌses aƌe 
listed oŶ the oŶliŶe Đatalog.  Foƌ iŶstaŶĐe, a seaƌĐh foƌ ͞ŵuseuŵ͟ tuƌŶs up ͞CoŶduĐtiŶg 
the DOI IŶǀeŶtoƌǇ of Museuŵ ColleĐtioŶs͟ ďut Ŷot ͞BasiĐs of Museuŵ ColleĐtioŶs Caƌe.͟  
You are likely to miss some of our course offerings!  

 If Ǉou still ǁish to use the puďliĐ DOI LeaƌŶ Đatalog, use the ͞“hoǁ OptioŶs͟ 
ďuttoŶ to displaǇ ŵoƌe filteƌs aŶd ĐhaŶgiŶg ͞Results peƌ Page͟ to 200 to shoǁ 
more results. 

http://www.doi.gov/museum/upload/IMP-Training-Courses-and-Descriptions-as-of-8-7-2014.pdf
https://gm2.geolearning.com/geonext/doi/opensite.geo?nav=OpenSiteHome


 

 Now that you have a course in mind, go to the DOI Learn login page.  CliĐk oŶ ͞ReƋuest a Ŷeǁ 
aĐĐouŶt.͟ 

 Fill out the form.  Some things to note: 

o The fields marked with a red asterisk are required. 

o IŶ the ͞ReasoŶ foƌ ReƋuest͟ field, you MUST include the course name and the bureau 

that is sponsoring the course you wish to attend.  For the Interior Museum Program 

Đouƌses, this should ďe ͞OffiĐe of the “eĐƌetaƌǇ.͟  Foƌ Đouƌses offeƌed ďǇ aŶotheƌ 
bureau, write that bureau. 

o If you have previously been affiliated with DOI (e.g., contractor, volunteer, etc.), make a 

Ŷote of that iŶ the ͞ReasoŶ foƌ ReƋuest͟ field.  Theƌe ŵaǇ alƌeadǇ ďe aŶ aĐĐouŶt foƌ Ǉou 
in the system. 

o Example: 

 

 CliĐk ͞Cƌeate AĐĐouŶt͟ at the ďottoŵ.  You should ƌeĐeiǀe an automatic email stating that your 

request was received.  All requests are approved manually, so the approval process may take up 

https://gm2.geolearning.com/geonext/doi/login.geo


to three business days.  When your request is approved, you will receive an email with your 

username and password. 

 

Logging In: 

 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 LeaƌŶ, folloǁ the pƌoĐeduƌes outliŶed iŶ ͞DOI EŵploǇees, 
EŶƌolliŶg iŶ a Couƌse͟ to eŶƌoll.  


