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Log In Home Page
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Weicome to DOI LEARN. You must have a user name and password o enter. On
5/6/2010, all passwords were changed for your security. Piease follow instructions on
the DOI LEARN portal page at: hittp:/Avww.dol govidoilearn/index cfm

Note *Required Fields
Login Form:

“Username: | ]

*Password: [ ]
Forgot your password?
Request a new account
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https://gm2.geolearning.com/geonext/doi/login.geo
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Select Submit External Training Request

The 1 and in the (No Fear) is now available. The deadline for all DOI to complete the No FEAR course is December 3¢
DOI Learn is in the midst of a face-lift! We have heard your comments about difficulty with finding things and are working to correct this. The left navigatio
gone. It was replaced with easy to see (and understand) icons. It's a work in progress...stay tuned!

Federal Information Systems Security Awareness (FISSA) training - The course is required to be taken annually. You can find it in the Course Catalog, click En
to activities and launch the course.
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Register for a Course

e W =

Access My Elective Training Access My Required Training Print Completion Certificates: Print Completion Centificates:  View My Training Requests
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Validate Training Completions
DOI Employees Only

Find Online Resources. What Mandatory Training ~ Job Aids, Desk References
Course Materials & Other Documents Do | Have to Take? and How-To's

Submit Extemal Training Reque:
SF-182 Training For

Click Submit External Training Request icon.

NOTE: It is recommended that you complete the SF-182 in DOI LEARN AFTER you have
attended training that is not in DOI LEARN.

You cannot cancel an SF-182 once the Supervisor approved it, so it sits on your transcript
as Incomplete.

Best Practice:

***|f you must use the SF-182 to pay for training, please go to
https://www.opm.gov/forms/pdf_fill/SF182.pdf and fill out the form to fax to the vendor
for payment and after the training, complete the SF-182 in DOI LEARN for a document of
record.***


https://www.opm.gov/forms/pdf_fill/SF182.pdf

Begin Submitting Request

LiJExternal Training Request Form (SF-182) [ZIExternal Training Request Instructions

DO NOT USE IF the course you are requesting can be External Training: Training that is submitted on the SF-182 form AND IS NOT listed in the DOI Learn catalog.
2 ‘You must complete the entire form in DOI Learn and submit it for approval. Once the tral is attended

found in the DOI Learn catalog. Printan SF-182 fomihe  and marked Complete by your supervisor, you must Validate Training Completion to finalize the process.

OPM website for code references PRIOR TO

External Training Requests - Submitting:
COMPLETING THIS REQUEST.
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bmit External Training Req

1. All External Training Requests require Approval

Use the home page link entitied, Submit External Training Request Form. This provides you access to an
automated SF-182

Complete the entire form and submit for approval as per your office or bureau instruction

If you would like, print the form for your records.

Follow payment procedures for the external vendor and your office.

‘You will get an e-mail that your training request has been approved. If it has not been approved, you must talk
with your training approver.
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External Training Requests - Completing:

Once you attend the training, your Supervisor must mark the training as Complete. using the Gradebook

‘You must then go into DOI Learn and Validate and Certify your Training Completion.

This provides a way for you to input your actual training costs

Use the home page link entitled, Validate & Certity My Training Completions.

NOTE: Unless you have authority from your bureau or office to submit a request on the benalf of others, do not
submit a request on behalf of others.

Any questions about fraining policy should be directed to your human resources offices.
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External Training Request - Cancelling:

1. You can only cancel an external training request if it has not been approved
2. Once an external request has been approved, you cannot cancel o edit this request in the system

Tips for Success With External Training Requests:

1. Make sure you discuss with your supervisor the training event prior to submitting the request and follow-up after
submission 1o ensure approval is obtained. It is your responsibility to communicate With your SUPENVISor prior 1o
completing an external training request

Become familiar with the government-wide SF-182 form and gather all the information you need to complete the
automated SF-182. The form and data elements are required by Office of Personnel Management. You can view
2 biank form at: hitp:/Aww.opm. govitorms/pd1_fiSF182.pdf

Seek assistance from your bureau or office training lead

Follow-up on training request
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Click Submit External Training Request to get started.

NOTE: Be sure to read all Instructions on the right side of the screen before continuing!



Begin Submitting Request

Submit Learning Request Wizard

Submit Learning Request
Introduction

Easlly submit a leaming request in minutes using this wizard. This 3 step process gives you the control and information you need to fill out a leaming request

¢
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Click on Begin to start your request.



Starting your Request

Submit Learning Request

Select a request form Step 1 of 3OO
Select a form from the table below
Request Forms
Select Name
©  SF-182- For Training

Description
External to DOI

This form is an electronic version of the SF-182. Use this form to submit a training request to attend training from a vendor or agency
not associated with DOI. It is a best practice for you to have a printed version of the form for reference

4 Previous

Click the radio button next to SF-182 Training External to DOI.
Click Next to start the wizard.



Completing the SF-182 form

Submit Learning Request &

RequestFields Step 2 of 3 M)

Please confirm the field Information below. Select to continue:
If there is no information to confirm, click [Next]

Request Fields:

* User Name: mkhood
* Last Name: HOOD

* First Name: MELANIE
*Name Of Vendor:
* Vendor Street Address1:
* Vendor City:
* Vendor State:
* Vendor Postal Code:

* Location of Training Site:

* Vendor Telephone Number:
* Vendor Email Address:
* Course Title:
* Course Code:
* Training Start Date: | EI
Enter date in format M/a/yyy

* Training End Date: | E]

Enter date in format Md@/yyy
* Training Duty Hours: o
* Training Non-Duty Hours: D

* Training Purpose Type: | (None) S

Complete the form. Every field with a Red Asterisk is required.

For definitions of each field, see the OPM web site:
http://www.opm.gov/forms/pdf fill/SF182.pdf

Or talk to your Administrative Officers.

Vendor Name Note: If the vendor name already exists, the system will ask you to import
the existing information. If you do not wish to do this, you must ensure the vendor name is
unique.

Course Code Note: The course code must be unique. Make it something original. For
instance, for a Chemistry class, put something like your last name before the course name
and the date of the course (ie. SMITH_CHEM101_081010) OR add your initials at the end
like CHEM101_081010_ kjs.


http://www.opm.gov/forms/pdf_fill/SF182.pdf

Completing the SF-182 form cont...

™ Training Type Code: | (None) ¥
* Training Sub-Type Code: (None) +
* Training Delivery Type Code: (None) W
* Training Designation Type Code: |(None) >
*CEU: |
* Training Credit Type Code: | (None) v

* Training Accreditation Indicator: | (None) v

c d Service A t (if required by course): | (None) ~

C Service A it Date: EI
Enter date in format M/d/yyyy
* Training Source Type Code: (None) v
* Training Objectives: [

* Training Category: | (None) v
* Direct Cost: TuitionandFees: [0 |
*Direct Cost: Books & Materials: [0 |

Direct Cost Total: 0
* Direct Cost Appropriation Fund1: [

*Indirect Cost: Travel: [0 |
*Indirect Cost: PerDiem:[p |

Indirect Cost Total: 0
* Indirect Cost Appropriation Fund1:

[ ]
# Total Training Non-Government Contribution Cost: [ ]
D urchase OrderiRequisiti | ]

[ ]

[ ]

* 8-Digit Station Symbol:

Billing Instructions:

Cancel 4 Previous || Next » I

This is just a continuation of the form.

Hours - Note: Hours must be in whole numbers only.

Training Credit Type Code Note: Choose semester if you are unsure.

Direct Cost Note: Do not use dollar signs or decimal points, round to the nearest dollar.
For the 8 digit station symbol, see your Administrative Officer.

Click Next.

It will error and tell you the problem if you miss a field or two.



Verify Information
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Training Duty Hours: 0

Training Non-Duty Hours: 0

Training Purpose Type: 01 - Program/Mission
Training Type Code: 01 - Training Program Area
Training Sub-Type Code: 03 - Scientific
Training Delivery Type Code: 02 - On the Job
Training Designation Type Code: 05 - N/A
CEU: 0
Training Credit Type Code: 01- Semester Hours
Training Accreditation Indicator: No
Conti d Service A (if required by course):
Conti d Service Ag it iration Date:
Training Source Type Code: 01 - Government Internal
Training Objectives: 12

Training Category: Engineering/Facilities Management
Direct Cost: Tuition and Fees:
Direct Cost: Books & Materials:
Direct Cost Total:
Direct Cost Appropriation Fund1:
Indirect Cost: Travel:
Indirect Cost: Per Diem:
Indirect Cost Total:
Indirect Cost Appropriation Fund1:
Total Training Non-Government Contribution Cost:

O 0o oo ooo oo

D urchase Order 3
8-Digit Station Symbol: 88888888
Billing Instructions:

Cancel 4 Previous

- Verify all information is correct.
- If any changes need to be made, click Previous.
- If all information is correct click Save.

- Warning: Once Saved, you cannot change it.

- NOTE: An email goes to your Supervisor (provided your profile has a Supervisor listed)
and asks them to approve/deny it.

IMPORTANT: It is important for your Supervisor to understand they must “approve” the
SF-182 request and “Manually Mark It Complete In Your Gradebook.”



More Information
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External Tr: ests

L External Training Request Form (SF-182) by Training

DO NOT USE IF the course you are requesting can be External Training: Training that is submitted on the SF-182 form AND IS NOT listed in the DOI Learn catalog.

i . You must complete the entire form in DOI Learn and submit it for approval. Once the training is attended
found in the DOI Learn catalog. Printan SF-182from (e and marked Complete by your supervisor, you must Validate Training Completion to finalize the process.
OPM website for code references PRIOR TO

External Training Requests - Submitting:
COMPLETING THIS REQUEST, 1. All External Training Requests require Approval
Use the home page link entitied, Submit External Training Request Form. This provides you access 10 an
automated SF-182
Complete the entire form and submit for approval as per your office of bureau instruction
If you would like, print the form for your records.
Foliow payment procedures for the external vendor and your office
You will get an e-mall that your training request has been approved. If it has not been approved, you must talk
with your training approver
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External Training Requests - Completing:

Once you attend the training, your r rk the training mpl

*You must then go into DOI Leam and Validate and Certify your Training Completion.
This provides a way fof you to input your actual training costs

Use the home page link entitied, Validate & Certity My Training Completions.

NOTE: Unless you have authority from your bureau or office to submit a request on the behalf of others, do not
Submit a request on behalf of others.

Any questions about training policy should be directed to your human resources offices.

Submit External Training Request
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External Training Request - Cancelling:

1. You can only cancel an external training request if it has not been approved.
2. Once an external request has been approved, you cannot cancel or edit this request in the system.

Tips for Success With External Training Requests:

Make sure you discuss with your supervisor the training event prior to submitting the request and follow-up after
submission to ensure approval is obtained. It is your respensibility to communicate with your supervisor prior to
completing an external training request

Become familiar with the government-wide SF-182 form and gather al the information you need to complete the
automated SF-182. The form and data elements are required by Office of Personnel Management. You can view
a blank form at: http /www.opm gov/ferms/pdi_filVSF 182 pdf

Seek assistance from your bureau or office training lead

Follow-up on training request
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Done J Trusted sites | Protected Mode: Off v Rio% v

For Training Request Instructions, please click on the Submit External Training Request
from the My Home tab.





