
How to Register for an Event or Session in DOI Talent: 

*Please note that if you are a non- DOI employee that does not yet have a DOI Talent account, please first request an 
account here, https://doitalent.ibc.doi.gov/login/signup.php , then proceed with the following process once your account 
request has been approved and you have an active username and password. 

 
To register for a course in DOI Talent, please follow the instructions below: 

 
1) Log into DOI Talent. 
2) Make sure that your profile is current and that you have a supervisor listed. This is especially important for 

courses that require supervisory approval. To navigate to your profile, click your name in the upper right hand 
corner and click profile from the drop down menu. 

 
 
 
 
 

 
3) To enroll click on “Find Learning” on your navigation bar and select “Courses” from the drop down menu. 

 
 
 

https://doitalent.ibc.doi.gov/login/signup.php


4) You can search for a course multiple ways using the Course Name or the Course Shortname. Once you have 
filled in the appropriate field(s), click “Search”. 

 

 
 

5) Scroll through to find the course you are looking for and click on the course name which will then bring you to 
the available upcoming scheduled events. NOTE: Make sure you are clicking on the course name and notthe 

 
 

 
6) Find the event you are interested in, make sure you take note of the available seat capacity, and click “Request 

approval”. 

 
blue in front. 



7) Complete all required fields circled below and choose the appropriate response in the drop down menus. 
Complete any other fields as needed and click “Request Approval” at the bottom of the screen. NOTE: If you are 
a DOI employee, your manager should already be visible in the “Manager” field. For all non-DOI employees 
(external participants) follow the instructions in steps 8-12. DOI employees proceed to step 13. 

 
 



8) Instructions for Non-DOI Employees (external participants) “Manager” field. Click on “Choose Manager”. 
 
 
 

 
 

9) Click the “Search” tab. 
 



10) Type in FWS ADMIN and click “Search”. NOTE: All external user requests must have FWS ADMIN assigned as 
the manager. Your training request could take up to three business days to be approved. For questions, 
please contact nctc_training@fws.gov.  

 

 



11) Click on FWS ADMIN once it is retrieved and then click “Ok” at the bottom of the screen. 
 

 



12) Next, click “Request Approval” at the bottom of the screen. 
 

 



13) For courses that require manager approval you will then see a message at the top of the screen stating that 
the booking requires approval from your manager. Your manager should receive an email with instructions 
on how to approve or deny your request. You will also receive an email regarding your booking request (See 
example below). NOTE: Be aware that you have not been officially enrolled in a seminar until your manager 
approves your request. Non-DOI participants will not be officially enrolled until the FWS ADMIN approves 
your request. For questions, please contact nctc_training@fws.gov.  

 

 

Example: Booking Confirmation Email 



***If you are having trouble with DOI Talent, please contact the help desk: HRMS_Helpdesk@ios.doi.gov 
Phone: 1-888-367-1622, menu option 3, then 6 (Monday - Friday, 6:00 am - 5:30 pm, Mountain) 
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