
How  To  Approve  Training 
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    Log In: https://gm2.geolearning.com/geonext/doi/login.geo 
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‐ Click on the My Employees Tab.
 
Note: You need to change your role to Supervisor to continue
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‐ Click on the Approve Training Requests icon
 
Notice the “Payment Information” on the right for future use.
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Once you click on Approve Training Requests: 

‐It will default to the Pending My Approval tab. You may need to change it to All requests 
to see your employees requests. 

‐ Select the radio button next to the request you would like to approve or deny
 
‐ Click Edit
 

You can also search for the specific request in the Search fields.
 
You can change the results per page you see, but note that the more results per page to
 
show, the longer the loading time.
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Once you select the requests to edit, the Details screen will appear: 

‐ Regardless of your decision it is recommended that you fill in the Review Comments; 
these will appear in an email sent to the employee. 

‐ After filling in the review comments section, scroll down for more information and 
fields to fill in. 
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Continuation Screen:
 
‐ Even if there is NO cost, choose the Drop down next to Method of Payment and choose
 

No Payment Required 
‐ If there is a cost, choose a Method Of Payment. If you are using a Credit Card be sure to 

call the phone number located under the My Employees tab on the main screen to pay 
over the phone. 

‐ Type NONE in the Special Billing Notes or anything you need to tell the financial folks. 
This is a required field. 

‐ Click Update in lower right corner. 
Note: Click Update BEFORE clicking Approve/Deny. 

7 



                 
                 

                                
       

‐ The screen refreshes with Update Successful on a green banner. 
‐ Click Approve or Deny at the top right of the screen. 

If the screen errors in red you must read and correct the error before continuing. Then 
click Update again before Approve 
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‐ A green bar will appear at the top stating it was approved.
 
‐ You can print this confirmation for your records if you wish.
 
‐ After you are finished with the request, you must click on Close Request
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‐Click the My Employees tab to see the payment information on the right side of the screen 

We also have these slides and many more Helpful slides at this URL: 
http://www.usgs.gov/humancapital/ecd/ecd_trainingdoi.html 
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