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%% Welcome
Welcome to this TEL
(Technology Enhanced
Learning) event. We are excited that
you will be joining us today for
Servicewide Training and Development:
New Tools and Opportunities, and we

look forward to helping you to get as
much out of this time as possible.

Don’t hesitate to ask —if you have a
question, there are probably several
others in the class who have the same
question — you might as well be the
one to ask! It is our goal that you leave
class today with no unanswered
questions. The presenter will let you
know how the Q& As will be handled.

How To Interact with the
Instructor

We encourage you to ask questions
and share your comments with the
presenters throughout this TEL event.

If you were physically in the classroom
with the instructor, you would raise
your hand to let her/him know you
had a question or comment. Then you
would wait for the instructor to
recognize you and ask for your
question. We are all familiar with that
“protocol” for asking questions or
making comments.

With TELNPS courses there is also a
“protocol” to follow to ensure that you
can easily ask questions and others can
participate as well. It may seem a little
strange at first asking a question of a
TV monitor. Remember, it is the
people you are interacting with and
not the monitor. As you ask more
questions and participate in more TEL

events, you will soon be focusing only
on the content of your question and
not the equipment you are using to ask
it.

As part of the TEL station equipment
at your location, there are several
push-to-talk microphones. Depending
on the number of participants at your
location, you may have one directly in
front of you or you may be sharing one
with other students at your table.

When you have a question, press and
hold down the push-to-talk button,
maintaining a distance of 12-18
inches, and say,

“Excuse me [instructor’s first name], this
is [your first name]

at [your location]. I have a question (or I
have a comment).”

Then release the push-to-talk button.
This is important.

Until you release the button, you will
not be able to hear the presenter.

You will be acknowledge and you
then ask your question or make yor
comment. Stating your name and
location not only helps the presenter,
but also helps other participants who
have joined at different locations to get
to know their classmates.

There is a chance that two individuals
will talk at once. Watch the monitor
and if you see the presenter holding up
a time-out sign with their hands, STOP
talking and wait to be acknowledged.
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Agenda

. Introduction

Dorothy Printup and Paula Molloy

lI. Tracking Training at All Levels

Dorothy Printup and Christine MacDonald

l1l. Introduction to DOI LEARN

Geoff McKim and Paula Molloy

IV. DOILearn Migration

Paula Molloy and Geoff McKim

V. Competencies: The Learning Place --
and Migration to DOILearn

Geoff McKim
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. Introduction

Dorothy Printup and Paula Molloy

e Introduction and Overview

e Annual Report Summary

Capture your notes here /
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Tracking Training at All Levels

Dorothy Printup and Christine MacDonald

Outline

o Motivations

0 Benefits
= More comprehensive transcripts,
*= Reporting

= Competencies and human resources development,
performance management

DOI Mandates (CFRS)
o Transition to DOI LEARN

* Importance of getting information into MLM, migration of
transcripts to DOl LEARN

= Capturing Park and Region Training Activities
Processes
Detailed Procedures and Guidance will be forthcoming
Mandatory Training for FY2006

= Content: IT Security, Recordkeeping, Privacy Act

= Timeframe for training completion

Advantages to Using a Learning Management System

Sharing of Training Resources
Return on Investment
Address Competency Gaps

Reporting Requirements
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Tracking Training

=  Transcripts

Linked Competencies

Centralized Training Repository

= |IDP

Reporting

Mandatory Online Training
*Records Management Awareness
*|T Security

*QOrientation to the Privacy Act

Capture your notes here /
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l1l. Introduction to DOI LEARN

Geoff McKim and Paula Molloy

Outline

o Demonstration
= Establishing a username and password (password issues)
= |dentifying supervisor
= |dentifying the e-course
= Launching the course from My Courses

o Request for Feedback

Benefits for Learners

= Employee training histories will follow them to any new position
within DOI (Bureau/Office).

= Users can search training catalogs, register for online and
instructor-led training, attend Webcast learning, and search a
learning library for resources.

=  Employees will complete an Individual Development Plan and will
be able to view the competencies and learning requirements for
their positions.

Benefits for Managers

» The system supports strategic alignment of agency mission,
performance management, and employee development.

» Robust assessment and reporting tools allow improved workforce
planning through competency gap analysis.

= Supervisors and managers will be able to align their employees’
Individual Development Plans with required competencies to
achieve excellent performance and results.
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= Accessing DOI LEARN

= Accessed using an Internet-connected Web browser

= Address: http://doilearn.doi.gov

= Can be accessed from anywhere

o Office — Home - Hotel

= Does NOT require you to be behind NPS firewall

Welcome to th f Interior's Ly System

DOI LEARN

Default Username and Password for DOI LEARN

o Username:

0]

0]

0]

0]

First letter of first name +
First 4 letters of last name +
Full birth date (ddmmyyyy)
Example: kmuel02251966

o Password:

o ChangelT!

o You will have the opportunity to change both the default
username and password
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o Establish your
permanent username

o Enter your e-mail

= address
SN vy _ o Identify your
T supervisor to the
Ceor) system
o Establish your new
password

Supervisor Selection
Learners will have to select their own supervisor
Supervisor approves training (same as MLM)

DOI LEARN uses the same list of supervisors as MLM (from FPPS)

O O O o©O

If one’s supervisor does not show up in the list, the supervisor must
contact THEIR supervisor to have them authorized as an approver of
training

DOI LEARN Main Menu
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Course Detalls
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NPS DOI LEARN Course Catalog

SHarch
© wyCatsiog @ Grtes Catsiog
Grientation to the Privacy Act

Vesslon Wfvamars D0 Usivarsty (448
Comsa Code: NECDORMOLTA 443

ricators , Emisamental Fregulasons

nnnnnnnnn 9, Outrinich and Public ARuiry , Sadely, Viesr Uty

Comue Ttsore 50
Fretequine Comsas: Nont

Applying for the Course

‘Estimanad Travel Coste: ()

‘Cstimnated Per Diemn Costs: ()

“Estimated Materhals Costs: |
W' el | spancy vl

Commints:

*Denotes & required feld

T TN
(o D Inkeenct )

Enter:
0 estimated travel
0 perdiem
0 materials costs
o who is funding

Data is aggregated and
reported to OPM.
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I\VV. DOI LEARN Migration

Paula Molloy and Geoff McKim

Outline
o Vision/benefits

o Important dates and events
o Terminology (DOI LEARN vs. MLM)

o0 Where to Get Information/Documentation

Terminology: My Learning Manager
vs. DOI LEARN

My Learning Manager DOI LEARN
Administrator Instructor
Catalog Item Course
Event Class
Self-Paced Course Online Course
System Administrator Data Steward (Rich
(Rich Arnold) Arnold)
Capture your notes here /
N
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V. Competencies: The Learning Place -- and
Migration to DOl LEARN

Geoff McKim

Outline
o Definitions
o Competencies, tasks, portfolio, career fields
o The Learning Place
o Exxceeds:
o NPS Lead Bureau
o IDPs

o Competency assessments: supervisor and
employees, 360

Why Competencies?
0 Allows Servicewide Training & Development to plan training more
targeted to the needs of the workforce
o Allows employees to identify training opportunities that are more
appropriate to their job/career needs

o Allows NPS to better assess the return on its investments in
training

www.nps.gov/training

The Learning Place Website
2.« Role:

— To Make Competency-
based Training
Information Accessible
to the NPS Workforce

» Accessible to

— NPS employees

— Partner agencies

— Volunteers

— The general public
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Competency Management in
the Future
¢ New DOlLearn Career Management
Module (MyPlan)
¢ Third-party module: Exxceed
¢ NPS lead bureau in implementation
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DOI LEARN Career Management
= Promotes Competency-Based Learning

= Competency Assessment:

1. Assess your competencies against those required for your current
job role(s)

= Self-Assessment
= Supervisor Assessment
= 360 Assessment
2. ldentify gaps in competencies
3. ldentify learning opportunities to address those competencies

4. Build an individual development plan (IDP) to gain the identified
competencies
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Career Management
Allows you to perform the 4 steps:

» Assess competencies
= |dentify gaps
= |dentify learning opportunities
= Build an IDP

against both:
= Current position

= Other positions/job roles

Capture your notes here

>
L"" -
Servicewide Training & Development: New Tools & Opportunities Page 14

Rev. Date 1/31/2006



Appendix A - Accessing DOI LEARN for the First Time

This document is meant to be used as a guide to help you through logging into DOI LEARN for
the very first time.

The steps for changing your browser settings should be used on every computer that you intend

to use to access DOI LEARN. The login instructions are for use ONLY upon your first login to the
DOI LEARN system. After you've completed these instructions you will log in to the DOI LEARN

system using the User Name and Password that you establish here.

Before you access DOI LEARN, you will need to make adjustments to your computer to optimize
its performance while using the application.

Before You Access DOI LEARN

Before you access DOI LEARN, you will need to make adjustments to your computer to optimize
its performance while using the application.

This document will show you how to:
= Check Internet Explorer 6.0 for Cookies and Scripting,

= Disable your Pop-Up blocker for the DOI LEARN site,
= Clear the Cache Using Internet Explorer 6.0,

= Add DOI LEARN URL to the trusted sites area,

= Configure your browser e-mail client, and

= Adjust your monitor resolution.

First, the DOl LEARN minimum requirements:
= QOperating System Win 95/98/NT4
= Internet Explorer 5.0 (or higher); Netscape Navigator 4.7 and above

= Cookies, Java, and JavaScript enabled (must support Java version 1.02 and JavaScript
1.0)

= 133 MHz or higher processor
= 16MB RAM (32MB recommended)
= 800 x 600 resolution at 32-bit color depth

Some courses and features require special multimedia plug-ins and players (see Plug-in

Installation Center in DOI LEARN), or require specific operating systems, browsers and java.
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Check Internet Explorer 6.0 for Cookies

1. Under the Tools menu, select Internet
Options.

2. Click the Privacy tab located on the top of

g
the window. < () :Blocks gty cookies that use personaly dariiabl

3. Move the slider to Medium. If no slider
exists, click the Default button.

Click the Advanced button.
Check the Override automatic cookie....

Check the radio buttons to Accept First-
party Cookies and Block Third-party
Cookies and Always allow session
cookies.

7. DON'T CLICK ‘OK’ YET!

Check Internet Explorer 6.0 for
Scripting

1. Click the Security tab located on the top of
the window.

2. Click the Custom Level button.

3. In Security Settings dialog box, in the Reset to
drop-down list, select Medium.

4. Click the Reset button.

5. At the prompt, click Yes to confirm the change.

6. Click the OK button.

Internet Options @E|

General | Secuty | Prvacy Content | Connections | Programs | Advanced
Seltngs
o Move the chdes to celect & prvacy settng for the Intemet
Tone.
M edsum
- Blocks thad-paity cookies that do not have & compact
micrmation willout pour mpbcil consent

- Resincts (pafpaiy cockies thal use personally identifiable
without impilcit consent

| Sites. ] L@

Pop-up Blocker
@ Prevent most pop-up windows from appesng

[ Block popups

(oK J[ Concst J[ v ]

Advanced Privacy Settings

P ‘You can choose how cookies are handled in the [ntamet
B » zone. Thiz overides automatic cookie handling.

‘ [#]idwen¥e automatic cockie handing
arty Cookies Third-party Cookies
ept () AcNpt
=TBlock ) Blg

(3 Praompt () Prompt

Aluys allaw session cookies

[ 0K ] [ Cancel

r

Security Settings
Settngs:
@ Bk ontrols and plug-ins »

[’:] Aukomatic prompting For Activel controls
Disable B
Enable
@ Binaty and script behaviors
Adrrinistrator approved
Disable

(@) Enable
@ Download signed Activel controls

Cisable
Enable
Prompt

@ Download unsigned tetivel contrals
L B Ty 1 P —

< |

| ™

Hesek custom Sertngs

Reset to: | Medium vl[ Reset |

[ [l 8 l[ Cancel l
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If you have the Internet Explorer Pop Up Blocker enabled please disable
Pop-ups for the DOI LEARN site

21
1. CI|Ck the PriVacy tab Generall Security  Pivacy ICDntent' Connections' Programs | Advancedl
2. Click the Settings button. [ Setings _ _ _

F To use the slider to set privacy level instead of using custom

=8 settings, cick the Default button.

3. Type https://doilearn.doi.gov in the ‘Address
of Web site to Allow’ field Custon

. - Advanced or imported settings
Click Add.

Click Close to save your settings.

Pop-up Blocker Settings il

- Exceptiors:

Import.. | Adyanced..l Dielaul |

Pop-ups are currently blocked. You can allow pop-ups from spectic
Wb sites by adding te site to the list below. r~ Popup Blocker

A Prevent most pop-up windows fram 4 f
LT s of Wweb site to am ™ @ R = T
( Ihtlps-!!dmlaam doi gov Audd I > ¥ Block pop-ups Settings... |
I~ A - L
e

*.iian. ibeam, com Bemove |
164.153.195.217 oK | Cancel |
otis. fees. gow Remove All |

Al |

i~ Maotificaticns and Filter Level
¥ Play 3 sound when a pop-up is blocked.

¥ Show Information Bar when a pop-up is blocked
Eiler Level.

L

IMEdium Block mast automatic pop-ups

Pop-up Elocker FAG Cloze |

You may have additional software in your browser like the Google toolbar which also includes a
popup blocker. These toolbars may be hidden in Internet Explorer. Check this by right-
clicking on the empty "grey" toolbars to see all toolbars available to you.

Google and Yahoo Popup blocker administration

Arrs Leggin - Micioriall Intenmt Deplongr pravided by che Batkonal Park Seivice

Fs [ Vew Fyorbs Took e L
N [l . ~— = T W
G’“’“ = s B | | e ""‘":':_ﬁ_' 2 l-'lgmmm W w.‘ﬁlﬂr &
ajuw--qvmmw;mu-hmruxbmeﬁ,mn” b3 .l.'n:-
Google - w s v @Y, T ey | F e v 5 ek - B osmone F
b w Sewihiweh v o4 T e (D Cfstweh s COMsl v My tshoot ¢ B Persns i Hotite = [jGamas = *
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Keep Cache Cleared — change your settings

If the system is very slow or locks when trying to launch an application or course, you may need
to clear your content cache.

To Clear the Cache Using Internet
Explorer 6.0

1.
2.

Click the General tab.

Under the Temporary Internet files section, click the
Settings button.

In the settings dialog box, select the Every visit to
the page option.

Click the OK button.

Under the Temporary Internet files section, click the

Settings @gl

mgof stored pages:

T
@ Ewery visit ko the page

OEvcry time ywou skart Intgefct Explorer

Temporary Internet files Folder

Current location:  C\Documents and
SettingsidknudsoniLocal
Settings\Temporary Internet Files',

Amount of disk space to use:

j 2187 5| me
[ Move Folder .. ] [ Wiew Files.., ] [ Wiew Objects... ]
[ OF l [ Cancel ]

Delete Files button. You can check the “Delete all offline content if you wish.

Click the OK button. You may see an hourglass to wait for this step to complete. It may

take a few minutes if you've never done this before.

Under the History section, set the Days to keep

pages in history to 0.

General | Security | Privacy | Content | Connections | Programs | Advanced

Home page
% *f'ou can change which page to use for your home page.

Temporary Intermet files
< Pages you view on the Internet are stored in a special folder
@& Y for quick viewing Iaﬁ

History

The Hiztary folder contains linkz o
quick access to recently viepfed

Address: Rk fanena, Frois , oo

[ Use Curent ] [ Usze Default ] [ Usze Blank ]

[Delete Eod&s...] I Delete Files... I [ Eﬂings... ]
v

quve visited, for

Days to keep pages in histgy:

Colors... ] [ Fonts... ] [ Languages... ] [Accessibility...]

| Ok H Cancel ]
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Add the DOI LEARN URL to the Trusted Sites zone

1. Click the Security tab.
Click the Trusted Sites icon.

Click the Sites button.

A WD

Uncheck the “Require server
verification (https)..."check box.

5. Under Add this Web site to the zone
type the following web address:
https://doilearn.doi.gov: Click ADD then
type: http://doilearn.doi.gov Click ADD

6. Click the OK button.

Servicewide Training & Development: New Tools & Opportunities
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Internet Options

PIX

| General | Secuity 1Privacy | Content | Connections | Programs | Advanced

Select a'Web content zone to specify its security settings.

Localiniahgt Trusted sites _Mestricted
sites |
Internet

A This zone containg all Web sites you
haven't placed in other zones

Trusted sites

‘ou can add and remove Web sites from this zone, Al Web sites
in this zone will use the zone's security settings.

<' Add this Web site to the zone: \

J hittp: i dailearn. doi. gov) / | [ Add ]
R —
eb sites:

Remove

hp,l’,l’ Fws.gov .
https:/fdatamart.nbc, gov

—~—

[F] chui} server verification {htkps: ) For all sikes in this zonc

oK ] [ Cancel
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To Set Your Browser E-mail Client
1. Click the Programs tab.

2. Click the drop-down arrow after E-mail.
Chose the appropriate email client.

3. Click Apply. (if already set correctly, skip
this step)

4. Click OK to close your browser.

At Last...

Adjust Your Monitor Resolution
1. Minimize any open windows.

2. Right click on your computer desktop.
3. Select Properties.
4

In the Display Properties dialog box, click on
Settings tab.

Adjust slider to 1024 x 768 resolution.
Click Apply then OK.

Launch Internet Explorer.

Whew! Good work!

Internet Options

General | Security | Privacy | Content | Connections | Programs |Advanced

Intermet progranns

%4 Y'ou can specify which program Windows automatically uses
@’} for each Intemet service.

HTML editor.  [wotepad v]
E-mail:

Newsgroups: | Qutlaok Express b |
Internet call ||\|etMeeting b |
Calendar: | b |
Contact list: |Address ook, n |

. “Y'ou can rezet Internet Explorer to the default
Reset Web Settings.. | | - " L d search ey
M Add Enable or disable browser add-ons installed on
S L your computer.

[ Intemet Explarer should check ta see whether it is the default browser

Ok ] [ Cancel Apply

Oicplay Properties 0 S 21X

Backgvurd | Screen Savw | Acpmsncs | Wb | Effects Seing: |

D iplay
Hitachi CHE) on WVIDIA GeFerce2 GTS

Now you’re ready. Continue on to the next page for information on how to access the DOI
LEARN Learning Management System for the first time...

NOTE: This system employs Email Approval functionality where your supervisor will be
required to approve your registration before it moves forward. It is highly recommended
that your Supervisor or other Training Approver step through the Initial log-in instructions
before you attempt to reqister for training. Feel free to complete your own Initial log-in,
following the guidance below and test drive the system.
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How to Log-In to DOI LEARN for the First Time

1. Open your Internet browser and go to the URL: https://doilearn.doi.gov

2. Login with your pre-set User Name and Password

Your pre-set User Name will consist of your SN,

first initial, the first four characters of your I +

last name, and your birth date in a

MMDDYYYY format_ For example: James Welcome to the Department oTIEtEr‘iAo;sNLearnin Management System

Smith whose birthday is October 31, 1955
would use the following User Name:

jsmit10311955

User Name is not case sensitive.

Your pre-set password (first time logon
only) is set to:

IChangelT!

Password field IS case sensitive.

If you require the use of an Assistive Device to help you with Internet access you can
check the radio button to turn on 508 compliance to allow you to use your screen reader.

Otherwise, leave the selection to “No”.

Click the Log On button.

Please enter your User Name and Password to access the web site

Select to view open cataloq learning opportunities

“i Please Log On:

User Name: |

Paseword. |
Turn on 508 Compliance?
OYes GiNo

Iforgotmy password

DEVeIopment

GREAT
DOl Employees

3. Establish/create a NEW Username. Do not use empty spaces in your new username.

GREAT
DOl Employees

2 Please Log On:

Mew Usermarne: (i

Email: | |
Supervisor Last Name: |enter a value to search |
Training Approval Official: I----F'Iease select the correct training 3

Mew Passward: | |

If populated, please delete the
provided Username here and
create one of your choosing.
DO NOT USE the same one
that was pre-populated.

Caonfirm F'assword:| |

Servicewide Training & Development: New Tools & Opportunities
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4. Enter your correct internet email address. , )
Type in your Supervisor’s
5. Search for and select your supervisor. Last Name and click GO.
Once the screen refreshes, T
click on the down arrow next
to the ‘Please select the
correct training...” and

i Please Log On:

New Username: |dwelty

Email:|dnnna_we|ty@fv\rs.gmr |
Supenisor Last Narne: |christensen |

Training Appraval Official: |————F'Iease select the correct training approval official----
——--Please selaect the correct training approval official----
CHRISTENSEN KARIN, NCTC-DIV OF FACILITY OPERS, 97310
Confirm Password: lCHRlSTENSEN BRET, DlVSION OF CONSERVATION PLANNING AN, 70133

Mew Password:

If your supervisor’s name doesn’t appear, check to see that you've spelled it correctly. If you
still don't find your supervisor’'s name, your supervisor may need to be designated as a Training
Approver in the system. See Appendix A of this document for details.

6. Create and confirm a new strong password. The last step is to create a password
and confirm it. Remember that your
password must conform to the
standard rules for a good password.
That is,

i Please Log On:

MNew Username: |dwe|ty |

Email:|dnnna_we|1y@fws.go\t |

= At least 8 characters

Supervisor Last Marne: |christensen L] Contains one special character
Training Approval Official: CHRISTENSEN KABKS, WETC-DIV OF FA (i,e., @#$!) AND
New Password; [eesrecees & 7] = Contains one number

Confirm Password: |---u.... K |

7. Now, click Log On and if you've done all that's required, you'll see a Rules of Behavior
screen that you must agree to before moving on. These Rules of Behavior are scheduled to
reappear every 90 days. As you read through these rules you will scroll down to the bottom
page. Once you've finished, click Accept Rules.
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8. If you see this alert, click Yes to move on.

Security Alert E|

“i'ou are about to be redirected o a connection that iz not
FECLIE,

The infarmation you are gending to the curent zite might
be retransmitted lo a nonzecure site. Do pou wish bo
continue?

9. Last step: update your contact information. Click on the Administration tab then click the
My Information link. Update empty phone and address fields with your Business contact
information.

10.With the exception of Address and Phone fields, the information contained in this screen is
pre-populated from the data contained in our FPPS system. The data is updated every two
weeks. If you see information in this screen that is incorrect, please contact your servicing HR
office to make the corrections. Any corrections you try to make here will be overwritten in two
weeks when the next update occurs.

11.Update any Special Needs you may require when attending ILT training as well. This
information will be passed to the Course Coordinator so they can accommodate your needs.

12.Click Save to apply your updates.

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

Welcome PAULA MOLLOY (5

" User Name prolloy
Password Confirm

All passwards (except auto-generated passwords) must follow these rules
= Atleast B characters in length, with a maxlength of 64 characters.

* Atleast1 nurmber

» Atleast1 special character

"First Name palUL * Last Name MOLLOY Middle Initial M
" Email Address paula_molloy@nps.gov

Office Phone Ext (if req'd)

Congratulations! You’'ve just logged on to DOI LEARN!

Note: If you're a supervisor, your log-in will show you as a “Student,” but you will have
access to approve your employees’ training requests.
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To Retrieve a Lost or Forgotten Password

This process will generate a new password and send it to the user by e-mail. The user will have 3
days to log in before the password expires.

1. Launch Internet Explorer.
2. Type in the URL https://doilearn.doi.gov to access DOl LEARN

3. Click the Forgot My Password link. To request a new password, follow these steps:

a. Inthe field provided type in your internet email address.
b. Click the Send Password button.
4. Click the Back link to return the log in page.

5. You will receive an email from the GovSupport team at GeolLearning. You must log in to the
system within 3 days of the password being newly generated otherwise it will expire and you
will have to request another password.

6. Please take note. If you have more than one user account, that is, an Administrator account
as well as a general user account, this process will reset BOTH accounts.
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Appendix B: Designating a Supervisor (Training Approver)

Sometimes a learner cannot identify their supervisor in DOI LEARN because their supervisor is
not identified as a supervisor in FPPS. There are several reasons why this could occur:

e The learner’s supervisor does not supervise enough people to be coded in FPPS as a
supervisor.

e The learner’s supervisor has recently changed positions, and the supervisor's FPPS
supervisor is incorrect.

e The learner may be mistaken about who is their actual supervisor of record.

In the example below, Rich Arnold is the supervisor of Geoff McKim. However, Rich Arnold is not
coded as a supervisor. Rich Arnold’s supervisor, Ken Mueller, must designate Rich as the
Training Approver for Geoff McKim:

1. The second-line supervisor logs on to DOI LEARN.

2. Choose Administration / User Management.

3. Enter the last name of the person whom you want to designate as a Supervisor/Training
Approver (in this case, “Arnold”), and click the Search button.

& ]Mational Parks Service DOl LEARN Management Portal : Administration - Microsoft Internet Explorer =TS
© Fle Edit Wiew Favorites Tools Help ;'?

F = F

Q Back - Address Ej https: {jdoitr aining. geolearning .comjtraining/newuserforms findex . cfm?fuseaction=home  SelectUser@roomaction=users v a =t : Links

NPS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | 7

Welcome KENNETH MUELLER (Student)

~—m
Welcome My Courses Library Comr wunication Course Ca‘al g Administration T Help Desk
p . \ |

About | My My a: User Managementyf SF- 122 v fleports

User Management

Options:

Assion Multiple Users to an OLT Course
Assion Multiple Users to an LT Course

Search Criteria:
Where:! | Search All V Containk Text: | armold

User Type: | Search All Il
User Grouping: | Search All _".

Bureg Earch ~
Search
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4. Click the Edit link in the column labeled “Edit”

#]National Parks Service DOl LEARN Manag nt Portal : Administration - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

: » :
3 G Back ~ : Address ﬂj https: {{doitr aining. geclearning, comtrainingnewuser formsjinde:x. cim?Regquest Timeout=300

NP§ DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only | 7

Welcome KENNETH MUELLER

Welcome Communication Course Catalog Administration Help Desk

About | My Inf i | My Pref es | |User Management | | SF-182 Admin | Reports |

User Management

Search Criteria: Options:

Assign Multiple Users to an OLT Course

Where: | Search All [+ | | amaold
2] Contains Text Assign Multiple Users to an ILT Course

User Type: | Search All Il
User Grouping: | Search All v
Bureau: | Search All [v]

Displaying 1~1 of 1 records.

1. ARMOLD  RICHARD Richamz

<
o
=
[=
o
=
=
o
=
|rn
=
|5
I
=

Active  Edit

richard arnold@@nps. ol

Privacy Act  Accessibility

ﬁi] é 0 Intetnet
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5. Make sure to select yes for both the Approves Training and Receive Supv Email? radio

buttons.
&1 Mational Parks Service DOl LEARN Management Partal : Administration - Microsoft Internet Explorer =J2ES
File Edit Yiew Favorites Tools Help :;'
» :
G Back ~ Address |§'| https: J/doitraining .geolearning. comjtr aining/newuserforms/index. cfm?fuseaction=home. editusertd_serld=225058ser Type=5 [V] (=) Links
Entry on Management [“]
Contractor Name
Special Needs
Group | Select An Option - [VI
Student’s Supervisors [B — Assigned Supemisors —
MUELLER, KEMMETH
Approves Training @yes Ono
Receive Supv Email? @yes Ono
Supervisor's Students [a — Assigned Students —
MCKIM, GEOFF
Library Access Codes [ non-Assigned LACS - A |- Assigned LACE - -
BlA-NO-SUPY-APP-REG (BlA) DORMO-SUPY-AFPP-REQ (DO L
BLM-MNO-SUPY-APP-REQ (BLM) l&-Karta courses (Kara) 1
BR-MO-SUPY-APP-REQ (BR) 14-NETg Courses (MNETG)
Custom Courses (CUCOU) [V] 14-Skillsoft Business courses (S5-8) [V]
st
*-Indicates a required field, 1
[ Reset ] [ Save and send User Name and Passwaord in email ]
Privacy Ac  Accessibility|¥ ]|

@1 Done

@ ' Internet

6. Click on the “+” button next to Supervisor’s Students, and enter the last name of the learner

(in this example, “McKim”), and click Search.
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7. Highlight the name of the learner and click Add Users.

#1National Parks Service DO LEARN Management Portal :: Administration - Micros... g@

Search Criteria:

Where: | Search All Containg Tesxt [mokim

TTzer Grouping: | Search All M
Bureaun: | Search All M

1 Students Not Assigned
MCKIM, GEOFF
\/

—

[ Add Users H ‘9|DSE Wirid oo
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8. You will see the name of the learner in the Supervisor’s Students box:

&1 Mational Parks Service DOI LEARN Management Portal : Administration - Microsoft Internet Fxplorer =J2ES
File Edit ‘iew Favorites Tools Help 4'
» ;
e Back - Address |féj https: /{doitraining .geolearning, com/trainingnewuserforms findes .cfm?fuseaction=home . edituseréUserld=2 25058 User Type=5 [V] Qo Lirks
Entry on Management [A]
Contractor Name
Special Needs
Group | Select An Option — [V]
Student’s Supervisors [B — Assigned Supervisars —
MUELLER, KENMETH
Approves Training gy . () ng
Receive Supv Email? @yee Ono
Supervisor's Students @ — Assigned Students —
MCKIM, GEOFF
Library Access Codes [ non-Agsigned LACS - || - Aggigned LACS — -
BlA-NO-SUPY-APP-REG (BIA) DO-NO-SUPY-APP-REQ (DO [
BLI-MO-SUPY-APP-REQ (BLM) |A-Karta courses (Karta) 1
BR-NO-SUPY-APP-REQ (BR) IA-METy Courses [NETG)
Custom Courges (CUCOUY V] 1A-Skillzoft Buginess courses (S5-B) [V]
'S [acive ]
igates 3 required field, I
st [ / Save and send User Name and Passwaord in email
PBrivacy Act  Accessibility|¥|

@ Dione

é 0 Inkernet

9. Click the Save button.

Essentially, what has happened is that Rich Arnold’s supervisor, Ken Mueller, has told DOI

LEARN that:

e Rich Arnold is a supervisor, and should be able to approve training.

e That Rich Arnold is Geoff McKim'’s supervisor, and will receive and approve all training

requests by Geoff McKim.
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