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User Quick Reference Guide   
Learning Management System (LMS)  



 Security Banner: 
 Logging into learnDOJ: 
 Forgotten Password or User ID: 
 News Page:  New training is displayed on a banner after you log in. 
 To Do-List : The list of tasks that you need to complete has been combined into one consolidated To-Do List.  It contains all mandatory 

training, assessments (if applicable), surveys, registrations, and information about upcoming external training. 
 Features of To-Do List:  Search for a specific course on your To-Do List. Show Everything or choose All Learning, Registrations, Online 

Courses, or SF182’s. 
 List View or Card View: This gives you the option of having a list view or card view of your dashboard.  You can change the appearance 

to meet your preference. 
 Change Password:  Change your password before it expires. 
 Check System Alert: You will see a red ! advising that your computer does not meet system requirements. 
 Launching an Online Course:  Find the course on the To-Do List, hover over the course title, then click “Go To Content”. You can also 

remove a course or view the details. 
 External Request (SF-182): Easy Links, External Requests (SF-182) and click on “New Request”.  There is a new feature in learnDOJ—you 

can now save a draft of your SF-182 and come back later to complete it. Vendor search has changed. 
 Viewing History : To view your History, click the Status Pod “History” and a list of learning events will appear. You can also obtain your 

History by clicking on the Reports Easy Link. 
 Catalog: Browsing and searching for items in the Catalog remains the same. 
 Calendar of Offerings: Found under Catalog tab.  Provides an overview of training that is currently being offered. 
 Registering from the Calendar: 
 Reports: 
 Time Expiration Warning: You will receive a Time Expiration Warning when your session is about to expire. 
 Supervisors: Supervisors in learnDOJ 
 Approval Notifications: 
 Approvals: 
 Signing Out: Properly Signing out of learnDOJ 

learnDOJ Quick Reference User Guide 
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Read the DOJ IT Security Warning to familiarize 
yourself with DOJ's Security Policy and Click the 
“Accept” button 

Return to Highlights Page 
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Logging into learnDOJ 
•Open your Internet Browser and navigate to: 
                                      learnDOJ users -  www.learndoj.gov 

OLE/NAC users-  www.nac.justice.gov 
      ATF users -  www.learnATF.gov 

                                             USMS users -  www.learnusms.usmarshals.gov 
                         DEA users (on Firebird) -  www.DEALS.gov 
                   DEA Users on the internet -  www.learnDOJ.gov 
 
•  Federal Employees enter your User ID (First Letter of your first name, Middle Initial, First four of your last 
name  and last four of you Social Security Number) and your learnDOJ password. Your password is case-
sensitive. If you do not know your log-in credentials or you are a contractor, please contact your 
components training coordinator of respective help desk 

 

IMPORTANT NOTE: LearnDOJ has a user unlock feature. If this is the first time you are logging in, you will be 
prompted to establish a security question and answer. You will use this security question to unlock your 
account if you forget your password. If you do not complete this step, you will not be able to unlock your 
account in the future without calling an administrator. 

Return to Highlights Page 
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Recovering a Forgotten Password or User ID 

Select the link of the option you want to perform and follow the steps. 
 
Note: You will have to answer you Security question for the system to send you your user ID or to reset 
your password 

Return to Highlights Page 
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News Page 
Return to Highlights Page 
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Easy Links 

History 
(Formerly 

Learning History) 

To Do List 
(Formerly Learning Plan) 

Check System 
Alert 

Status Pods 

List View 

Admins Only can 
switch between 

User/Admin  Views 

Return to Highlights Page 
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Card View 
Return to Highlights Page 
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Search your 
To-Do List 

Choose what you 
want to view on 
your dashboard 

Return to Highlights Page 
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Options and 
Settings 

Return to Highlights Page 

Click on 
“Password” to 
change your 

password 

Changing Passwords and Security Questions 
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To change your password, click on Options and Settings in the Easy Links section. Then click 
on the word Password (in blue font) to enter your old password and change to a new one  
or change your Security Question in the area beneath the password field. 



System Check-You will see a red ! advising that your computer does not 
meet system requirements 

Return to Highlights Page 
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Launching an 
Online Course 

Return to Highlights Page 
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Return to Highlights Page 

An SF-182 request is required for all training that is provided by an external organization 
or vendor, is attended during work hours and is either funded by DOJ or lasts one hour 
or more. These requests must be approved by your first and second line supervisor, 
Funds Manager and Registrar. To submit an SF-182, click on the External Requests (SF- 
182) Easy Link and then scroll down and click on the New Request button. 

External Request (SF-182) 
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View History from 
Status Pod 

Return to Highlights Page Viewing History of learning 
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Return to Highlights Page 
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Reports: Reports allow user to get a snapshot of the 
learning they have taken 



Calendar of Offerings- 
Overview of currently 

offered training 

Return to Highlights Page 
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Calendar of Offerings overviews what instructor 
led training is available to the user 



1. Click “Register” 
2. Click “Confirm” 

Registering for a class from the Calendar of Offering 
Return to Highlights Page 
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Browsing/searching 
the catalog remains 

the same 
View Calendar of 

Offerings 

Return to Highlights Page 
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Session Expiration 
Warning 

Return to Highlights Page 
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Session Expiration- A session will expire after 20 
minutes of inactivity on the system 



Return to Highlights Page 

Supervisors- If you are designated as a supervisor in learnDOJ you 
will have the “My Employees” Tab which will allow you to: 
-View Employees 
-Manage Employee learning 
-Run Reports on Employees 
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Approval Notifications- When a user submits a request for training a supervisor will 
receive an email to approve the request.  Supervisors can click the link below to start 
the approval process. 

Return to Highlights Page 
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Approvals- Supervisors can Approve, Deny, or Skip an Approval Return to Highlights Page 



Signing Out 
Click Sign out on the top right of the screen 

Return to Highlights Page 
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