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Here are a few tips to help make your DOI LEARN experience as easy as possible. 
‐ From the Learner “My Home” page you can use the HELP at the top of the screen to 

search on any topic. 
‐ If you are looking for more advanced help, the top right of your screen will have a HELP 

feature. If you have any questions about the system we recommend that you start here. 
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When you select help at the top right of the screen this will appear. As you will notice, the 
very first page is how to use the system help feature. This feature has screen shots when 
applicable and step‐by‐step instructions. 

You will notice that there are two ways to search the help for the specific field in which you 
need help, there is a quick search and a Search all topics. The Quick Search will search 
within the topic you open and the Search all topics will search the whole system. 

Note: The system help appears in a new window or tab (depending on the browser) so you 
can keep the help open while browsing DOI LEARN. 
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‐ In several different locations around DOI LEARN there are boxes with question marks in 
them. If you click on the question mark you will access the HELP feature for that specific 
area. 

‐ The PIN feature will make it so the HELP feature will be open every time you go to that 
section. 
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In anything you can search on in the system there is a Basic Search 
To do a normal search you can type information into the Search Field and select Go 
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If you select Advanced Search: 
‐ To do an Advanced Search you need to click on the Advanced Search button. 
‐ You will be able to search on specific fields by typing the Keyword in the search box in 

and selecting the proper Search Fields (You can select multiple boxes). 
‐ After completing the Fields you can select the appropriate filter. 
‐ To search select the Go button. 
‐ If you get too many results you can change the Results per Page and click Show. 
‐ If you go back to the regular search, you must clear out the Advanced Search and click 

Search again before clicking “Close Advanced Search.” 
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When trying to select multiple items on different pages you are able to utilize the Bucket 
feature 

‐ To use the Bucket select an item, and select Bucket. This will keep the item even when 
you advance pages. 
‐ Note: When using the Bucket in some cases you will be unable to edit as many things as 
you could if you select only one item. 
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On top of the help feature there are many more tools you can utilize for additional 
information. 

‐”My Employees” – is  a feature for supervisors. In this tab you can find payment 
information for courses, as well as graphs to track your employees usage of DOI LEARN. 
DOI LEARN has a manual payment process at this time so this tab shows the phone number 
to dial in and provide payment. 

‐”Training Request Instructions” – Is a step by step instruction on how to request a 
training. 

‐”Mandatory Training Information” – Lists  all mandatory training, the frequency of the 
trainings and who needs to take the training. 
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The vendor knows the filter is clugy. You just need to try different words, different filters. 
For Skillsoft questions, please call: 202‐208‐6278 which is DOIUniversity who manages the 
licenses. 
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