
Classroom (ILT) Training Tutorial for Supervisors and/or Training Approval Officers 
 

In this tutorial you will learn how to identify your students, register for DOI University Classroom 
(Instructor Lead Training {ILT}), register students, check approval status, approve training and 
manage external transcripts. 
 
You may begin by accessing the DOI Learn website at https://doilearn.doi.gov as highlighted below. 

 
 

 

If you experience any problems 
with your initial login, please 
contact the DOI Learn Helpdesk 
at 888-722-3647 for assistance.  
Please remember that you must 
have received your user 
information prior to accessing the 
DOI Learn system. 

Log On to the DOI Learn system 
using the user name and password 
you created upon initial log on.    
 
Remember, in order to access DOI 
University’s Classroom Training 
you must first complete the initial 
set-up process, as outlined in the 
initial setup tutorials. 

Click Log On to access 
your account. 

 
 

https://doilearn.doi.gov/


Upon log on, you must first add your students if you haven’t already done so.   As a 
supervisor and/or as a training approval official, to register and approve training you must be 
identified as the supervisor in the DOI Learn system.   
 
First, click on the Administration tab, then the My Information tab to edit your profile.   
 
PLEASE NOTE:  DO NOT MODIFY ANY OTHER FIELD IN THIS SECTION EXCEPT THE 
FIELDS IDENTIFIED IN THIS TUTORIAL. 
 
Next, scroll down to the bottom of the page using your mouse.  

Locate the Approves Training field and select yes to 
approve training and yes in the Receives Supv Email to 
receive email notifications of student requests.  If you do 
not have the Supervisor’s Students section, you save 
first then scroll back down. However, if you do have the 
Supervisor’s Students section, Click the Plus (+) button 
to add the students as identified in the Initial Logon 
Tutorial for Supervisors located at 
http://www.doiu.nbc.gov/doilearn/ . The search criteria 
window will allow you to search for employee using any of 
the Search Criteria fields.  To narrow your search, use 
multiple fields. To search for groups of employees enter 
the Org Code. Then click the Search button. You can 
either select the employees you want from this list 
individually or you can select then all at one time. 
 
To select all the employees at once, click on the first 
name, hold down your Shift key and click on the last 
employee in the list to highlight everyone.  To select a few 
in the list not in sequential order, please click and hold the 
CTRL key and select employees as appropriate. To select 
one, just click on their name. Then click the Add Users 
button. 
 

http://www.doiu.nbc.gov/doilearn/


To search for classroom (instructor-lead training {ILT}), click 
on the Course Catalog tab to begin. 

Click on the Catalog tab or the link indicated here.   As a 
supervisor, you will also see the Approval Queue. 



The DOI Learn Course Catalog 
screen will allow for basic and 
advanced searches as well as the 
ability to browse by categories.   
 
To perform an Advanced Search 
click on the Advanced Search link 
indicated here. 

In the Advanced Search section, you 
can search by Keywords, Occurrence, 
Training Type, Location, Instructor, 
Bureau (sponsoring bureau), Vendor (for 
example, DOI University) and date range.  
You may also sort by Popularity and 
Alphabetically by course name in the My 
Catalog or the Entire Catalog.  



To perform a search by Vendor, 
select the down arrow indicated 
here.   

The vendor list is not entirely in 
alphabetical order; therefore, you can 
type the first initial of the desired 
Vendor, for example “d” for DOI 
University and keep pressing until 
you get your vendor.   
 
Then Click on the Search button to 
begin the search. 



To Browse the 
Catalog, click on the 
link indicated here. 

Your results will be displayed below. 

The Browse Catalog search criteria 
allow you to search by Category as 
indicated here. 



As indicated here, you may search by any 
keyword for classes or courses associated 
with those criteria. 

As indicated here, a search of the 
actual class name was performed.  
You may click on the class name 
to begin the registration process. 



Next, you will receive the Class 
Details page.  This page will 
include information pertinent to the 
class itself.  Please scroll down 
upon review. 

Please enter “0” in the Estimated Travel Costs, Estimated 
Per Diem Costs, and Estimated Materials Costs as 
indicated here if the information is not relevant.   
 
Next indicate, Who’s Funding by clicking the down arrow 
as appropriate.  



Upon completion of any comments, 
click the Apply button to submit the 
application to the training. 

Upon submission, you will receive a 
message indicating, “You have a 
request for this course awaiting 
approval.” 



You have just completed applying for a class in the DOI 
Learn system.  You may now go to your My Courses 
section to view the status of your request.  If the class is no 
approval necessary, it will appear once you have been 
enrolled.  If not, your approval request will go in the 
Approval Queue for supervisory/training approval officer 
approval. You will receive an email indicating your request 
and your registration once approved.   

As the applicant, you will receive an email for your 
Course Registration Request identifying the 
course name and class name indicated here.  
Please note you supervisor/training approval 
officer will receive this email as well.  



Upon approval, you will receive the Course 
Approval Request Response email 
indicating approval of request. 

To verify registration, you may click on the My Courses 
tab then the Instructor–Led Courses tab to verify 
registration in the class. 



To register your employees and/or students for 
training, select the Administration tab then User 
Management. 

To register more than one 
student in a class, (ILT – 
Instructor Led Course), click on 
the link Assign Multiple Users 
to an ILT Course link to begin. 



Classroom Scheduler appears 
with the Multiple Student 
Registration option.  Click on the 
down-arrow to select the course.  

You may scroll down to the desired course 
or click the first alphabet of the desired 
course until you get to the course.  Highlight 
the desired course as indicated here to 
select. 



This will open the Multiple Student 
Registration form for the desired 
course.  First, click on the down-arrow 
to view the class options and simply 
highlight your desired class. 

Next, perform a search by Bureau, org code or 
name.  The system will only provide you 
information on your identified student’s.  Below is 
an illustration of the Not Registered and Registered 
students in this class who have provided the 
system your supervisory information. 



To select all the employees at once, click on the first 
name, hold down your Shift key and click on the last 
employee in the list to highlight everyone.  To select 
a few in the list not in sequential order, please click 
and hold the CTRL key and select employees as 
appropriate. To select one, just click on their name. 
Then scroll down the screen to update the students.  
To register the students, ensure that the Status: 
indicates Registered, then click on the Update 
Students button. 

Your registration has been updated.  
Please scroll down to verify registered 
students. 



As indicated here, the students have 
been registered and you may also drop 
students if necessary, by first highlighting 
the desired students to drop, then 
selecting a Choose Drop Reason, then 
the Update Students button to update the 
registration status. 

To approve the student, go to Course Catalog, then Approval 
Queue to approve/deny and/or pay for the requested training.   



You may perform a search for a specific student 
or view all requests that are awaiting approval.  
You may scroll over to view the tuition, class 
dates, etc.  To continue, under Action header 
click on the Awaiting Approval link to begin the 
approval process. 

The Approval Queue screen will appear which has 
course/class information displayed.  Under the Action 
Taken, you may select approved, denied, etc.  However, 
when there is tuition, you must Select a Payment 
Method by clicking the down arrow. 



You have two payment methods, Credit 
Card and IPAC.  Select your choice as 
indicated here and click on the GO button. 

Upon selecting the Credit Card option, two 
messages will appear, for all DOI University 
classes you must click on the link 
http://www.doiu.nbc.gov/cc for payment 
prior to completing this form.  DOI University 
provides online credit card processing for 
your convenience.  Please print your receipt 
which indicates your authorization code. 

http://www.doiu.nbc.gov/cc


          

Upon completing the transaction, 
please complete the information 
requested here for the three 
required fields marked with the red 
asterisk (*). 

Upon submission both supervisor/training approving official and 
student will be notified via email.  To verify approval, return to the 
Approval Queue search by name and View Approved.   



Scroll over to view approval dates, etc. 

You are now ready to manage transcripts.  
Click on Administration, then User 
Management and search by name or 
user name as indicated here.  Please 
note the “%” is used as a wildcard for 
searches.    



Upon review of results, locate the user’s 
record and select the Edit link under 
Transcript to begin modification. 

Welcome to Transcript Administration.  
Here you will be able to add external training 
(training not provided in the department) 
records and certify training completed by 
alternate means.  Please note that special 
conditions such as inability to complete 
training due to extreme conditions may be 
allowed, however, must be approved prior to 
modification as special codes apply through 
the DOI Learn Bureau Data Steward.  
Mandatory training not performed in the DOI 
Learn system must have paper certification 
submitted to the DOI Learn Data Steward for 
certification in the system.  Please do not 
perform any certifications without prior 
approval.  To continue, please scroll down to 
enter an external transcript. 



To begin, click on the Add Extra Transcript Item button located at 
the button of the screen. 

A new window will open with fields to enter for Course Name, 
Class Name, Completion Status, Completion Date, Score 
(if any), Registration Date, then click on the submit button. 



As indicated below, the Extra Transcript Item will be 
added below.  Please scroll up upon review. 

You may now Log Off the system, by clicking the link 
indicated here. 



 

As indicated previously, we recommend that you contact the DOI 
Learn Helpdesk directly for assistance at 888-722-3647.  You may 
also reach the NBC Data Steward at the helpdesk line as well. 


