HOW TO LOCATE AND APPLY FOR A TEL CLASS IN DOI LEARN

Before you apply for a TEL course, you first need to contact your TEL Site Manager to see if
they can provide the training. If you do not know who this person is, go to the TEL website @
http://www.nps.gov/training/tel/tel_sites.htm and locate the email address. TEL Site Managers
can not provide this training for you unless you notify them of your interest.

Current listing of TEL classes can be found @ http://www.nps.gov/training/tel/schedule.htm.

Log in to: https://doilearn.doi.gov/

How to login, first time user instructions and misc. reference documents can be located @
http://inside.nps.gov/waso/custompages.cfim?prg=63&id=4144&Iv=2&pqid=1530

1. Once logged in, select Course Catalog.

NP5 DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | Help

Welcome SUEANN BENSON [Student)

Welcome My Courses Communication Course Catalog Administration Help Desk
[Welcome] | |
Welcome About |—|Course Catalog
Welcome i
1. Click on Course Catalog
Wielcome to the National Park Service DOV LEARN Management Portal.

DOl LEARM is an internetiweb-hased, automated system designed to capture, manage, view and report
information specific ta training, both on-line and instructor led, for all DOl employees.

2. Click on Catalog

NPS DOI LEARN Management Portal Log Off | My Courses | Cataleg | Enable Text-Only | Help

e
e

Welcome SUEANN BENSON [Student)

Welcome | My Courses | Library | Communication | [ERTtRutSeY | Administration | Help Desk

About | | cataloog|
. A“T Bs.

Course Catalog

o al

Wielcome to the Course Catalog! H = —
ﬂ% Click on Catalog

How to Apply for a TEL Class in DOI Learn revised Nov 7, 2006 Page 1




To locate TEL classes, there are 3 recommended searches. Use the course code, class title or
search by location. If you search by course code or class title, the specific class will be displayed.
If you searched by location, you will see all TEL classes available for registration.

SEARCH BY LOCATION:

3. Click on Advanced Search

NPS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | Help

Welcome SUEANN BENSON (Student)

Vielcome | My Courses | Library | Communication | QESTGHMEVSLEN | Administration | Help Desk

About | | catalog | |

NPS DOI LEARN Course Catalog

g?;svr;ceegastganr;hQ Click on Advanced Search

O My Catalog ) Entire Catalog

B nstructor-led Course

[E] Online Course

Search Results Displaying records 1 - 10 of 471 - Page 1 of 48

=< First = Previous 1234 56 Mext= Last ==

@ 2006 Federal Information Systems Security Awareness

Training Type: Online Training

Vendor Information: DO| University (1584)

Duration: 60 minutes

Description: This course was designed specifically for users ofthe Department of the Interior (DO Federal computer systems
This Web-hased training product expl...[more]

@ Introduction to the Freedom of nformation Act (FOIA) (2
Training Type: Online Training hd

4. Change the Location to: NPS-TEL (Satellite TV Broadcast);
a. Click on the drop down arrow, press the letter O; locate and highlight NPS-TEL
Satellite TV Broadcast.
5. Click on the Search button — go to Step 10.

NPS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | Help

" S— LT Al course catalog [V FETEE T J 4. Click on the dropdown arrow; press the
about | [catalog] | letter O, then locate and highlight
NPS DOI LEARN Course Catalog NPS-TEL (Satellite TV Broadcast)

Keyiord: Ocecurrence in: | Any

Training Type: @ al O online O Instructor Led Twise
Catalog

Instructor: | Any Instructor e

Bureau Any Bureau 4
Vendor: Any Vendor ~
Date

Range O 30days O 60 days O 80 days @ All days

Sort: @ by Popularity ' Alphabetically by Course Name
Searchin O My Catalog @ Entire Catalog

Search
\—}Y. Click the Search buttonj
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SEARCH BY CLASS TITLE:

6. Type in the class title
7. Click on the Search button — go to Step 10.

6. Type |n the C|6.SS Tltle NPS DOT LEARN Management Portal Log Off | My Courses | Catalog | H

wuelcome | MyCourses | Library | Communica Course Catalog

About | |catalog | |

‘XNPS DOI LEARN Course Catalog

Ethics Trainin: Search Advanced Search
9 - Browse Catalog
O My Catalog @& Entire Catalog

Ogo| Instructor-led Course 7, Click on the
@] Online Course Search button

Search Results Displaying records 1-5 of 5 - Page 1 of 1

Ethics Training - BROADCAST

Training Type: Instructor Led Training

‘Vendor Information: National Conservation Training Center ( )

Duration:

Description: This will be a live interactive satellite broadcast Matt Costello of the Departmental Ethics Office and Stephanie
Langseth of the Bureau of Land Mana..[more]

Objectives: To give viewers a general overview of the Federal ethics regulations, as well as provide specific guidance on Fund-
raising in the workplace, Post-Employment restrictions and teaching, speaking and writing related to your official duties. Viewing
locations: This training will be available atthe BLM, FWS and NPS satellite downlink sites listed at:

hitp:/idistancelearning.fws. govilocation.htm Please use the listed sites point of contact to schedule a site use. For Broadeasts
hested by FWS, information regarding dewnlinks, broadcasttimes, and a copy of the instructor's Powerpoint slideset can be
found at hitp.//distancelearning.fws.govisch_events.htm

SEARCH BY COURSE CODE:

8. If you know the course code, type it in the Keyword box (example = NPS-LAW2000)
9. Click on the Search button

NPS DOI LEARN Management Portal Log OFf | My o

8. If you knOW the course Code Welcome | My Courses | Library | Communication | [ESPESGETSEEY | Administration | Help Desk

- About | | catalog | |
type in the Keyword box. S DOI LEARN Course Catalog

Keywaord NPS-LAYZ000 Oceurrence in: | Any 3

Training Type: @& Al O online O Instructor Led
Instructor Led Course Filters

Basic Search
Browrse Catalog

Location: | Any Location v
. Instructar: | Any Instructor b
9. Click the Search button — 3
Vendor. Any Wendor '
Date Range: O 30 days O 60 days O 90 days @ Al days
Sort @ by Popularity O Alphabetically by Course Narme
Search in: O Wy Gatalog @ Entire Catalog

'g'_‘ Instructor-led Course

@] Online Course

Search Results Displaying records 1 - 1 of 1 - Page 1 of 1

Legal Update
Training Type: Instructor Led Training
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On the below screen information, notice the “Displaying records 1-8 of 8 — Page 1 of 1 when you
searched by Location? This means there are 8 TEL classes available for registration.

10. Using the right side scroll bar, scroll down until you locate the class.
11. Click on the class title.

NP5 DOI LEARN Management Portal Log OFf | My Courses | Catalog | Enable Text-Only | Help

Administration Help Deslk

Welcome | My Courses | Library | Communication

About | | catalog | |

NPS DOI LEARN Course Catalog

Course Catalog

10. Use the
scroll bar to
scroll down

Keyword: occurrence in: | Any b . and-See all
) Basic Search
Training Type: @ Al O Online O Instructar Led Browse Catalog available
Instructor Led Course Filters
Location: | NPS-TEL (Satellite T Broadcast) v TEL classes
Instructar. | Any Instructor W
Bureau: Any Bureau 4
“endor, Any Yendor b
Date Range: O 30 days O 60 days O 90 days @& Al days . 3
Sort @ by Popularity O Alphabetically by Course MName D|Sp|ay|ng records 1 — 8 of 8 — Page

Search in: O My Catalog & Entire Catalog

o 1 of 1 indicates there are 8 TEL

classes available for registration

11. Locate and click on the class title

B mstructor-tec course
@ Online Course
Search Results Displaying records 1 -8 of 8- Page 1 of 1
Introduction to the Sendcewide Comprehensive Budget Call (SCC) -

Trainina Tunar Inctrictar | ad Traininn
—
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10. Now you should see the specific Class Details. If this same class is being offered on
multiple dates, you will need to scroll down and locate the class date you are interested in.

To apply for the class, you must enter in:

oo

Estimated Travel Costs:
Estimated Per Diem Costs:
Estimated Materials Costs:
Who’s Funding:

0 (if you have no travel costs that you will be reimbursed)
0

0

Select Agency

11. Click the Preview Schedule button

Categories:
Course Objectives:

Target Audience:
Course Tuition:

Class Dates:
Classroom {Location):
Primary Contact:

Secondary Contact:
Other Contact:
Students Registered:
Prerequisites:
‘Estimated Travel Costs:

‘Estimated Per Diem Costs:
‘Estimated Materials Costs:

‘Wha's Funding:

~Denotes a required field

This course does not require supervisory approval,
Business Administration & Financial Management

Atthe end ofthis course, participants should be able to: --Understand what the SCG is --|dentify
and understand the actions which take place during the SCC --Understand what resources they
need to consult during the 3CC and who they can consult for assistance with their questions --
Identify and understand a parkfunit's respansibilities during the SCG --Identify and understand a
region's responsibilities during the 3CC --ldentify and understand a WuAS0 program area's
tespaonsibilities duting the SCC

Any MPS employee who uses PMIS or has an interestin learning about it

H0.00

10772006 - 10/ 7/2006 Tu

TEL Broadcast Site iNPS-TEL (Satellite TV Broadcast)

Name: SUEARNN BEMNSON
Email: sue_benson@nps.gov

e 10. FOR TEL CLASSES:

Mot Available

N Estimated Travel Costs: 0

Nane Estimated Per Diem Costs: 0

0 Estimated Materials Costs: 0

0 Who’s Funding: Select Agency
1]

Agency

&. Click on Preview Schedule }_"

12. On this next screen, to sign up for the class, click on Apply.

Welcome My Courses

About | |catalog | |

Library

NPS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | Help

walconme SUEANN BENSON (Studant)

Communication Course Catalog Administration Help Desk

# Class Name/Course Name

1. FWS-2006-0629-1TV & WEBCAST Early Detection Surveillance for Avian Influenza  06/29/2006 - 06/29/2006
Avian Disease Distance Learning

2. NPS-2006-0824-NCTC ADMG634
Introduction to MPS DOl LEARN for Training Administrators

3. FWS-2006-0907-NCTC (Ethics Broadcast)
Ethics Annual Training BROADCAST

4. NPS-2006-1017-TEL

Introduction to the Servicewide Comprehensive Budget Call (SCC)

Dates Time

11:00 Ph- 11:45 P

Days
Tr

Options
Prnt SF-182 >

08/24/2006 - 025/2006  8:00 A - 4:00 P TrF | Print SF-182 =

Survey(s) >

1001362006 - 1001 3/2006  1:00 PM - 2:30 PM F Request to Drop >

Print SF-182 >

1072006 - 10/ 7/2006 1:00 PM - 3:00 PM

Tu

Apply =

12. Click on Apply

Frivscy Act  Accessibility
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13. You are registered for the TEL class.
14. You may also want to check “My Courses” — click on the My Courses link
For TEL classes, locate and click on Instructor-Led courses.

NPS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | Help

Welcome SUEAMN BENSON (Student)

Welcome | My Courses | Library | Communication | [RUIEERETSIEGY | Administration | Help Desk

| \\ Class Registered: — 13, Class Registered
| \ .
#  Class Name/Course Name

1. FWS-2006-06291TV & WEBCA
Avlan Disease Distance Ly

2. neszo06-0824ncTc Al 14, Click on |\/|y Courses

Dates Time Days Options

qon Surveillance for Avian Influenza | 06/28/2006 - DB/29/2006 11:00 PM-11:45PM Tr -
Print SF-182 >

08/24/2006 - 09/25/2006 .00 AM- 400PM  TrF  Prnt SF-182 =

Introduction to NPS DOI Survey(s) >

3. PWS-2006-0907-NCTC (ET 1001372006 - 1061372006 1:00 PM - 2:30 Pt F Request to Drop
Ethics Annual Training BROADCAST Print SF-182 =

4. NPS-2006-1017-TEL 101772006 - 101772006 1:00 PM - 3:00 PM Tu Request to Drop >
Introduction to the Servicewide Comprehensive Budget Call (SCC) Print SF-182 >

5. NPS-2006-1019-TEL 10/18/2006- 10192006 1:00FM-3:00PM  Tr Request to Drop >
Ermployee Due Process Print SF-182 >

6. NPS-2006-1025-TEL 10/25/2006 - 1 0/25/2006 1:00 PM- 300 PM W Request to Drop =
PMIS IIl - Creating an Effective PMIS Entry Print 5F-182 >

7.| NPS-2006-1129-TEL 11/289/2006 - 11529/2006 1:00 PM - 4:00 Pt W Request to Drop
Hiring Flexbility: Mavigating Through the Hiring Process Print SF-182 =

15. You will receive an automated email confirmation from govsupport.

QPVSUPPD"@QEDIEE' To: [sue_benson@nps.gov
ning.com ¢

10042006 01:34 Fid B

AST Subject. |Fegiztration Confirm ation

L X

The training centers of the Bureau of Land Management, U3 Fish and Wildlife Serwvice, DOI University and COffice of
Surface Mining are in the process of implementing a newv training tracking systewm called, DOI LEALRN.

This commnication is intended onlvy to acknowledge that SUELNMN BENSON's registration for the
COURSE MNAME: Introduction to the Servicewide Cowprehensiwve Budget Call (3CC)

CLAZSS MAME: MNP3-2006-1017-TEL

START DATE: 10/17/2006

LOCATICN: NPS-TEL (Zstellite TV Broadocast) — TEL EBroadcocast Site

has been entered into our new tracking system.

Tou may have already received enrollment information frow the Course Manager. This email does not supercede that
information. If vou haven't received anvy confirmation from wvour Course Manager wet, vou will be hearing from them
prior to the class start date. Please do not make any travel arrangements based on this email.

Mo response from you is reguired based on this email.

EEPUEBK &

Thank you!

Please note that the majority of TEL classes do not require supervisory approval. However, if a
TEL class does require supervisory approval, the TEL class you apply for will not appear until
your supervisor has approved the class.

Supervisor instructions can be located @
http://inside.nps.gov/waso/custompages.cfm?prg=63&id=4144&Iv=2&pgid=1530
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