
How  to  Log  In  and  Update  your  Profile. 
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Log into DOI Learn at: https://gm2.geolearning.com/geonext/doi/login.geo 

To login to DOI Learn for newly created accounts: 
Username and Password will be sent to you in two separate emails. 
You will be prompted to change your password. 

When your OLD password is requested, be sure to use the temporary password from the 
email. 

Please take note of the password requirements as they have changed. 
12 Characters total, it must include: 1 Capital Letter, 1 Special 

Character, 1 Number. 

After your initial login, if you forget your password, you can click on “Forgot Your 
Password?” and one will be sent to the email you provided in the system. 

Only External people or non employees with NO previous DOI LEARN account, should click 
on “Request a new Account.” 

Important: New Federal employees must receive their first paycheck from FPPS before they 
have an account in DOI LEARN. 
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Once you have logged in, PLEASE DO THE FOLLOWING. 
‐ Click Update My Profile icon. 
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When you get into your Profile: 
‐Make sure all the information is correct. 
‐ Update as many fields as you can, address, phone, etc.. 
‐ Set your Time Zone *Very Important* 
‐ If you approve training, make sure the “Approves Training “ is set to Yes. Otherwise you 

will not see the “My Employees” Tab. 

The rest of the Profile page will be shown on the next slide. 

Please keep your profile up‐to‐date. 
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Make sure you update as much information as you can. For the fields you cannot update, 
please email your DOI LEARN point of contact with corrections. 

Note: If you are a Supervisor or alternate approver, be sure to “tell” your employees to 
select you in their profile as you cannot select them. 

After you have updated your Profile: 
‐ Click Update. 
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If you did NOT update your Time Zone in your Profile, do it now. 

Click on the Update My Time Zone icon. 
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Make sure you select the correct time zone you are located in.
 

If you do not see your City, please choose one that is in your timezone.
 

Click Update.
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After you have updated your Profile and Time Zone, you will need to Add or Change your 
Supervisor(s) and/or Training Approvers IF you did not do this when you updated your 
Profile. You can do this now: 

Click on the Update My Supervisor icon. 
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Verify your Supervisor(s) that are assigned to you:
 
‐ To Remove, Select the radio button next to the person’s name.
 
‐ Click Remove to delete a name that is not your Supervisor.
 
‐ Click on Assign New Supervisors if you need to add a Supervisor.
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Once you click the Assign New Supervisors button, this screen will appear.
 
‐ Type your Supervisor’s last name in the Search field.
 
‐ Click Go.
 
‐ You can also use the Advanced Search to locate the name by email.
 
Note: If there are more than 10 records, you can change your “Results Per Page” and click
 
“Show.”
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Once you find the correct Supervisor, click the check box next to the person’s name. 

‐ If you wish to add more than one, you can utilize the Bucket feature by checking the box 
and selecting Bucket. 

‐ The Bucket will save and let you search for more names. 
‐ If you only add one name, you don’t need to use the Bucket feature. 
‐ After you have finished selecting the supervisors you would like to add, click the Next 

button. 
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Confirm the Supervisor(s) are correct on this page.
 
‐ Select Save.
 
‐ If the information is incorrect you can click the Previous button to go back.
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After you assign all your supervisors you need to Set your Direct Supervisor.
 

‐ Select the check box of the supervisor you wish to assign as your primary Supervisor.
 

‐ Click the Set / Remove Direct Supervisor button.
 

‐ You will receive a green confirmation bar and you can also look at the Direct Supervisor
 
field to make sure it has been assigned as Yes. 
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If you receive a green confirmation bar you have successfully set your direct Supervisor.
 

If you received a red bar at the top of the screen you will need to fix any errors made.
 

Click on Close Record when finished. 
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