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1. ACCESS DOI LEARN 

 
 You may begin by accessing the DOI Learn website at https://doilearn.doi.gov. 
 

 

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 

Log On to the DOI Learn system 
using the user name and password 
you created the first time you logged 
into DOI LEARN (You most likely 
created a user ID and password 
when you took the IT Security 
Awareness training.)   
 
Remember, in order to access DOI 
University’s Classroom Training 
you must have first completed the 
initial set-up process, as outlined 
in the log in tutorials. Click Log On to access 

your account. 

 
2. SEARCH FOR TRAINING 

 

To search for courses 
click Course Catalog 
to begin. 

1 

https://doilearn.doi.gov/


 

Click on the Catalog link 
indicated here. 
 
 

 

 

The DOI Learn Course Catalog 
screen will allow for basic and 
advanced searches as well as the 
ability to browse by categories.   
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For a basic search, type in a 
keyword in the text box. 
 
This search will match the keyword 
to the Course Name, Vendor 
Name and Description. 
 
Keep your search to single words 
for best results. 
 
To search all of the courses in the 
catalog, be sure Entire Catalog is 
selected. My Catalog will search a 
limited course list. 
 
Click the Search button to start 
your search. 
. 

 
 

 

To perform an advanced search 
click on the Advanced Search 
link. 
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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 My 
Catalog or the Entire Catalog.  

 

 

To perform a search by Vendor, 
select the down arrow indicated 
here.   
 
Note: 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 the key until you find your 
vendor.   
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3. VIEW COURSE DETAILS 

 

 

After completing your search, click 
on the course title to view the details.  
 
Click the Preview Schedule button 
to match your schedule and location 
(if available.) Select View Roster to 
view a roster for an instructor-led 
class (if available). 
 

 
4. REGISTER FOR A COURSE 

 

 

1. After reviewing the course 
description, enter the 
estimated travel, per diem 
and materials cost. (Do not 
use the dollar sign ($). These 
fields are required. Enter 0 if 
no cost is anticipated. 

2. Identify who is funding your 
participation. 

3. Click the Apply button. 
 
If the message appears stating 
"You are already registered for this 
course," the system will not allow 
you to register again. 
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If the course requires approval by 
your supervisor, you will see the 
message below. You and your 
supervisor will receive an email 
indicating that you have requested 
the course.   
 
You will not be officially 
registered for the course until 
your supervisor approves your 
registration in DOI LEARN.   
 
It is your responsibility to follow up 
with your supervisor to ensure your 
registration has been finalized.   
 
Once you are officially registered 
for a course, you will receive an 
email confirmation. 
 

 

 

If the course does not 
require supervisory 
approval you will see a 
message informing you that 
you are officially registered 
for the course.  You will 
receive a confirmation email 
soon after. 
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After you have completed 
the registration process you 
can either log off of DOI 
LEARN or click on a tab to 
continue on in the system. 
 

 
5. VIEW A LIST OF YOUR REGISTERED COURSES 

 

 

The My Courses page lists 
all of the courses and tasks 
for which a student has 
registered. To navigate to 
My Courses, click on the 
My Courses tab. 
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To access a list of courses you have 
registered for you can: 
1. Click the Online Courses link for your 

online training. 
2. Click the Instructor-led Courses link 

for the classroom training you have 
signed up for. 

3. Click to view your learning plan. 
4. Access all of the courses you’ve 

registered for by clicking on All 
Training.  

5. Access a list of all courses you have 
completed by clicking on Student 
Transcript. 

 
6. DROP A COURSE 
 

 

To drop an instructor-led course you 
have already registered for, you can: 
1. Click the Instructor-led Courses 

link under My Courses (see 
above).  

2. Click on the title of the course you 
want to drop.   

3. Click the Request to Drop link. 
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7. PRINT YOUR CERTIFICATE 
 

 

After you click on a link 
under the My Courses 
tab you will see a list of 
courses you have 
registered for and your 
completion status for 
each course.   
 
If you have completed a 
course, you can view and 
print out your certificate 
by clicking on 
Completion Certificate.  

 
 
 
If you continue to have technical difficulties with any of these tasks, please call 
the DOI LEARN helpdesk at 888-722-3647. 
 
 
 
 
 
 
 
 
 

9 


