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Accessing DOI LEARN for the First Time

This document is meant to be used as a guide to help you through logging into DOI
LEARN for the very first time.

The steps for changing your browser settings should be used on every computer that
you intend to use to access DOI LEARN. The login instructions are for use ONLY upon
your first login to the DOI LEARN system. After you’'ve completed these instructions
you will log in to the DOI LEARN system using the User Name and Password that you
establish here.

Before you access DOI LEARN, you will need to make adjustments to your computer to
optimize its performance while using the application.

Before You Access DOI LEARN

Before you access DOI LEARN, you will need to make adjustments to your computer to
optimize its performance while using the application.

This document will show you how to:
e Check Internet Explorer 6.0 for Cookies and Scripting,
e Disable your Pop-Up blocker for the DOI LEARN site,
e Clear the Cache Using Internet Explorer 6.0,
e Add DOI LEARN URL to the trusted sites area,
e Configure your browser e-mail client, and

e Adjust your monitor resolution

First, the DOl LEARN minimum requirements:

e Operating System Win 95/98/NT4
e Internet Explorer 5.0 (or higher); Netscape Navigator 4.7 and above

e Cookies, Java, and JavaScript enabled (must support Java version 1.02 and
JavaScript 1.0)

e 133 MHz or higher processor
e 16MB RAM (32MB recommended)

e 800 x 600 resolution at 32-bit color depth
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*Some courses and features require special multimedia plug-ins and players (see Plug-
in Installation Center in DOI LEARN), or require specific operating systems, browsers
and java.

A. Check Internet Explorer 6.0 for Cookies it 7%

General | Securty| Prvacy  Content | Connections | Programs | Advanced

1. Under the Tools menu, select Internet Options.

Seltngs
P Move the chdet to select & prvacy settng for the Intemet
~ 2one

2. Click the Privacy tab located on the top of the S
window.

- Blocks thrd-paity cookies that do not have a compact

¥Ston without implcit consent

3. Move the slider to Medium. If no slider exists, click

the Default button.
—=E b
4. Click the Advanced button. Popp Blocker
! Prheﬂmtmwwﬂwh«nm

5. Check the Override automatic cookie.... Elfener e
6. Check the radio buttons to Accept First-party o) coos J{ sov )
Cookies and Block Third-party Cookies and
Always allow session cookies. T ——— PR
7 C||Ck OK to C|Ose the Privacy Set“ngs W|ndOW « “fou can chaose how cookies are handled in the Intermet
- ) =) zone. This overides automatic cookie handling.
Cookies
< [¥]Qvemde autamatic cookie handling
B. Check Internet Explorer 6.0 for Scriptin
p p g jzt-party Cookies part_l,l Cookies
cept () Accept
1. Click the Security tab located on the top of the # [Hssks I Bless
WindOW () Prampt () Prompt
) ays allow seszion cookiez
2. Click the Custom Level button. S
| Security Settings
3. In Security Settings dialog box, in the Reset to Settings:
. @ A als and plug-ins A~
drop-down, Select Medlum . W] (Agtomatic prompngfor Actives controls
@) Disable
Cﬁl Enable
. @ Binary and script behaviors
4. Click the Reset button. 3 finsreor epprcved
(:-_;:Zl Enable
@ ?Ewn.load signed Activel controls
5. At the prompt, click Yes to confirm the change. ((: bl
@ Eé;v:?EZEZnsigned Activel controls 2
6. Click the OK button. - =
Resel custom settings
Resef to: | Medium v
Ok ] [ Cancel ]
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If you have the Internet Explorer Pop Up Blocker enabled please disable Pop-ups
for the DOI LEARN site

1 . C|ICk the Prlvacy tab Generall Securty Privacy I Content I Connectionsl Pragrams I Advancedl
2. Click the Settings button. [eetine _ _ _ _
€ To uze the slider to set privacy level instead of uzing custom

=8 cettings. click the Default button.

3. Type https://doilearn.doi.gov in the ‘Address of
Web site to Allow’ field Custom

- Advanced or imported seftings
4. Click Add.
5. Click Close to save your settings.

Pop-up Blocker Settings x|

[ Exceptions

Imnpat.... | Adganced...l Default |

Pop-ups are currently blocked. vou can allow pop-ups from specific
‘wieb sites by adding the site to the list below. — Pop-up Blocker

Ao of el e g @ Prevent most pop-up windows from appearing. g

https: //doilearn. doi. gov Add . N
I — ¥ Block pop-ups Seftings... | >
Allowied sites:

= \ 4’

*iian.ibeam.com Bemove
164.159.195.217 —I ] | Cancel | Apply |
oliz.frez.gov Femowve Al

~ Motifications and Filter Lewvel
¥ Flay a sound when a pop-up is blocked
¥ Show [nformation Bar when a pop-up is blocked.

FEilter Lewvel:

IMed\um: Block most automatic pop-ups j

Pop-up Blacker FAQ LCloze

Keep Cache Cleared — change your settings

If the system is very slow or locks when trying to launch an application or course, you
may need to clear your content cache.

To Clear the Cache Using Internet Explorer 6.0

BCk For newer versions of stored Pag

. (%) Every visit ko the page
1. Click the General tab. q e et
() automatically
ONever
2. Under the Temporary Internet files section, click the o e e e
Settings button. St L i

Settingsi Temporary Internet Files)

Amount of disk space to use:

3. In the settings dialog box, select the Every visit to the J 2187 || ve
page optlon [ Move Folder. .. ] [ ‘iew Files, .. H Wiews Objects... ]
[ Ok H Cancel ]

4. Click the OK button.
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5. Under the Temporary Internet files section, click B retOpTions 2%

the Delete Flles bUtton You Can CheCk the General |Security Frivacy | Content | Connections | Programs | Advanced
“Delete all offline content if you wish. —
% *f'ou can change which page to use for your home page.
Address: kD i, Fres, gov)|
6. Click the OK button. You may see an hourglass to (L Use Curent ] [ Use Defaut ] [ Use Blank
wait for this step to complete. It may take a few e
mlnutes |f you’ve never done thlS before. ‘_‘ E?%Zsicykoﬂi:‘isiv:golr;tteIntemet are stored in a special folder
Delete CookNg... | | Delete Files. .. Setftings...
H H History
7' Under the HIStory SeCtlon’ SEt the Days to keep % Th_e History folder contains_ link.z to pages you've visited, for
pag eS N hlstory to 0 quick access to recently viewed pagee
Days to keep pages in higtory: m
Add the DOI LEARN URL to the Trusted Sltes Zone [ Colors... ] [ Fonts... ] [ Languages... ] [Accessibility...]
Almost there... T
1. Click the Security tab. iieznel Options ?IX]
| General | Security EF’rivacy Content | Connections | Programs | Advanced
2. Click the Trusted Sites icon. Select a Web content zone ta specify its security settings.
3. Click the Sites button. O Q

Intemet Local intrdhge

4. Uncheck the “Require server verification

" Internet
(httpS) ..."check box. - This zone contains all Web sites you
haven't placed in other zones

5. Under Add this Web site to the zone
type the following web address:

https://doilearn.doi.gov: Click ADD
then type: http://doilearn.doi.gov Click ADD

Trusted sites

6 . CIle the O K button . You can add and remaove ‘Web sites from this zone, All Web sites
in this zone will use the zone's security settings,
Add this Web site ka the zane:
| http: f{dailearn.daoi.gowy | [ &dd ]
'eb sites:

hittps i doilearn, doi, goyv
https:ifotis.Fws, gov —

https:f/datamart. nbc.gov

f—\

[CIrequire server ve’ﬁcation {https:) For all sites in this zone
[ o

] ’ Cancel
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To Set Your Browser E-mail Client

1.

2.

Click the Programs tab.

Click the drop-down arrow after E-mail.
Chose the appropriate email client.

Click Apply. (if already set correctly, skip
this step)

Click OK to close your browser.

At Last... THIS STEP IS OPTIONAL!

Adjust Your Monitor Resolution

1.

2.

Minimize any open windows.
Right click on your computer desktop.
Select Properties.

In the Display Properties dialog box, click on
Settings tab.

Adjust slider to 1024 x 768 resolution.
Click Apply then OK.

Launch Internet Explorer.

Whew! Good work!

Internet Options

_.Generaul | Security | Privacy | .Eontent | Eonnections| Programs |Advanced.:

Intermet programs

“Y'ou can specify which program *Windows automatically uses

“4y  for each Internet service.

HTML editar: |Notepad N |

E-mail:

Newsgroups: | Qutlack Express b |

Internet call: | MetMeeting b |

Calendar: | v |

Contact list: |Address ook, n |

. “Y'ou can reget Internet Explorer to the default
Reset Web Settings... | | - " each e
M Add Enable or disable browser add-ons installed on
S o your computer.

[] Intemet Explarer should check to see whether it is the default browser

QK ] [ Cancel Apply

Display Properties F

Backgourd | Scen Siw | Acpesinca | Web | Effects  Setingt |

D iplay
Hitachs CHEID oo MDA GaForca2 GTS

21X

Now you're ready. Continue on to page 6 to access the DOI LEARN Learning
Management System for the first time...

NOTE: This system employs Email Approval functionality where your supervisor

will be required to approve your registration before it moves forward. It is highly
recommended that your Supervisor or other Training Approver step through the
Initial log-in instructions_before you attempt to reqgister for training. Feel free to

complete your own Initial log-in, following the guidance below and test drive the

system.
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How to Log-In to DOI LEARN for the first time.

1. Open your Internet browser and go to the URL: https://doilearn.doi.qov

2. Login with your pre-set User Name and Password

T o
o 7,
B -
S e,

Your pre-set User Name will consist of i~ =

your first initial, the first four characters of C

your last name, and your birth date in a Welcome to the Department ofln:;:izl:'s Learning Management System
MMDDYYYY format. For example: James LLERRE

Smith whose birthday is October 31, 1955 PR R A NP e AR

Select to view open cataloq learning opportunities

would use the following User Name:

it Please Log On:

User Name:

jsmit10311955

Password. |
Turn on 508 Compliance?
. . OYes GiNo
User Name Is not case sensitive. I forgot my password

Your pre-set password (first time logon
only) is set to:

W EXEEpinm
FAUEVE|bprient:
¥or;
GREAT

DOl Employees

IChangelT!

Password field IS case sensitive.

If you require the use of an Assistive Device to help you with Internet access you
can check the radio button to turn on 508 compliance to allow you to use your
screen reader. Otherwise, leave the selection to “No”.

Click the Log On button.

3. Establish/create a NEW Username. Do not use empty spaces in your new username.

GREAT
DOl Employees

i Please Log On:

If populated, please delete the /“/e”;::iA%\Jf populated, please delete the
provided Username here and Last Narne st 2 v o somen|[69)| PrOVided Username here and
create one of your choosing. DO L oficiat| —rieass saleet e consct v CrEALE ONE 0Of YOUr choosing. DO
NOT USE the same one that was |fpasswers. | NOT USE the same one that was
pre-populated. Password: pre-populated.
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4. Enter your correct internet email address.

5. Search for and select your supervisor.

i Please Log On:

Mews Usernarne: |dwe|ty |

Email:|donna_welty@fws.gov | choose vour supervisor.
Supenvisor Last Name: |christensen |
Training Approval Official: |—---F'Iease select the corr®t training approval official---- v|

New Passward: ----Please select the correct training approval official----
|CHRISTENSEN KARIM, NCTC-DIV OF FACILITY OPERS, 97310
Canfirn Password: [CHRISTENSEN BRET, DIVEION OF CONSERVATION PLANNING AN, 70133

Type in your Supervisor's Last
Name and click GO. Once the
screen refreshes, click on the
down arrow next to the ‘Please
select the correct training...” and

6. Create and confirm a new strong password.

i Please Log On:

MNew Username: |dwelty |

Email:|d0nna_we|ty@fws.gov |
Supervisor Last Marne: |christensen

The last step is to create a password and confirm it.
Remember that your password must conform to the
standard rules for a good password. That is,

At least 8 characters
Contains one special character (i.e. @#$!) AND
Contains one number

Training Appraval Official; | CHRISTENSENM Kag(, NCTCEMY OF FACILITY OPERS, 97310 v|

Mew Password: (essssssss

Confitrm Password: | essssssss

7. Now, click Log On and if you've done all that's required, you'll see a Rules of
Behavior screen that you must agree to before moving on. These Rules of Behavior are
scheduled to reappear every 90 days. As you read through these rules you will scroll
down to the bottom page. Once you've finished, click “Accept Rules”.

8. If you see this alert, click ‘Yes’ to move on.

Security Alert

?. sECUre.

cohtinLe?

0 'ow are about to be redirected to a connection that iz not

The infarmation you are gending ko the current site might
be retransmitted to a nongecure site, Do you wizh to

3
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9. Last Step! Update your contact information. Click on the Administration tab then
click the My Information link. Update empty phone and address fields with your
Business contact information.

10. With the exception of Address and Phone fields, the information contained in this
screen is pre-populated from the data contained in our FPPS system. The data is
updated every two weeks. If you see information in this screen that is incorrect, please
contact your servicing HR office to make the corrections. Any corrections you try to
make here will be overwritten in two weeks when the next update occurs.

11. Update any Special Needs you may require when attending ILT training as well.
This information will be passed to the Course Coordinator so they can accommodate
your needs.

12. Click Save to apply your updates.

FWS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only |

‘User Name dyelty
Password Confirm
All passwords (except auto-generated passwords) must follow these rules
w» Atleast 8 characters in length, with 3 maxlength of 64 characters.

» Atleast 1 number
» Atleast1 special character

"First Name DORMA * Last Name YWELTY Middle Initial J
' Email Address donna_welty@iws .oy

SSN [

Office Phone Ext {if req'd)

@] é @ Inkernet

Congratulations! You've just logged on to DOI LEARN!
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Retrieve a Lost or Forgotten Password

This process will generate a new password and send it to the user by e-mail. The user
will have 3 days to log in before the password expires.

1. Launch Internet Explorer.

2. Type in the URL https://doilearn.doi.gov to access DOI LEARN

3. Click the Forgot My Password link.

a. To request a new password, follow these steps:
I. In the field provided type in your internet email address.
ii. Click the Send Password button.

4. Click the Back link to return the log in page.

5. You will receive an email from the GovSupport team at GeolLearning. You must
log in to the system within 3 days of the password being newly generated
otherwise it will expire and you will have to request another password.

6. Please take note. If you have more than one user account, that is, an
Administrator account as well as a general user account, this process will reset
BOTH accounts.


https://doilearn.doi.gov/
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