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GVI Learn: User Guide

A step-by-step walk-through of the learning platform — signing in, finding courses,
tracking progress, and managing your team.
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01 — Getting started

Sign in to GVI Learn and find your way around the home page.




01 GETTING STARTED

Sign in to GVI Learn

(AR om |

GVl Learn

e Open the GVI Learn link in your browser.
https://learn.vi.gov/learn

e Click SAML SSO to sign in to GVI Learn using your
GVI email username and password.

e Contact your agency’s IT or BIT administrator if
your SAML SSO access does not work.

Signin

Please insert your username and password to proceed

(required)

employee.email@gvivigov

1 (required)

O~ SAML 550

s

Government of the U.S. Virgin Islands | Division of Personnel
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02 GETTING STARTED

Get to know the
home page

e The Start Your Required Learning section =9re ((seror ok quetion ] LI
provides quick access to training assigned
Home

to you. If you do not have any new
required training to begin, a compass

labeled "What's Next?" will appear in this
section. Welcome to GVI Learn!

Explore learning opportunities that help you build skills. expand your knowledge. and support your success.

e The Continue Your Required Learning

section provides quick access to assigned

t ra | n | ng t h at is | n p rogress |f yo u d on ot Start Your Required Learning Continue Your Required Learning Featured Learning
have any required training to continue, a T Presenion i e Mindset Matters: Learning &
4 (Empleados Growth
Com paSS Iabeled "What's Next?" WI” - ) ! ); fr"‘:_ Develop a learning mindset, embrace growth, and
3 n A AT rasement Preverdion build the skills needed to adapt. improve. and
appear in this section. rioees -0 sesme

Lesrning pian | Sém 00s

Harassment Prevention for What's Next?
Employees

e The Featured Learning section highlights a
current learning topic.

Explore GVI Learn for opportunities to learn and grow.

EN | Edearning

-
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03 GETTING STARTED

Explore the rest of
the home page

e Channels provides access to content tailored

. =@Ys ([ seornorasca questen a) LA
to your role and learning. .
'ou need to be Comfortable being Unco: BADGES LEADERBOARDS
The Tolulope Emmanul My Channels
. ; Access channels tailored to your role and learning. Tow it ol balers
e My Career & Resources provides access to ¢ >~ ’ N o
learning opportunities, resources, and tools You need i no=
i CHOMEORTY A
that support your professional development. A L By career
Y
Explore learning opportunities to support your 7 3000300
career development. e e Wiy, il ot
e The Core Learning Centers section provides —
links to general topic-based course catalogs
available to all users. SoreSgNGR Erog

Discover key learning areas designed to help you build skills, expand your knowledge, and support your professional growth.

e Each Learning Center contains multiple
catalogs organized by subtopic.

e Users who supervise others also have
access to a separate Manager Supervisor
Development Center, which features
supervisory learning opportunities and is

visible only to those individuals with that
role.

-
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GETTING STARTED

04

Introduction to the
User Menu

e The User Menu provides access to
Learning Centers and features, including
those not available directly from the
homepage.

e (Click —to open the User Menu.

e Click [ to keep the User Menu open or

you can allow it close automatically.

-
V i\/’ "‘ GVI LEARN
4 Learning Management System
sonnel WU

q = @ v @ (Search or aska question ) Pl s
GVl Learn
Home
Welcome to GVI Learn!
Explore learning opportunities that help you build skills. expand your knowledge, and support your success.
Start Your Required Learning Continue Your Required Learning Featured Learning
3ame
. Mindset Matters: Learning &
o, UAT - Prevencicn del Acoso
PR Grvesdcs£5) Growth
J (4 | 2 months overdue.
= £5415 | Learing plan | S4m 00s Develop a learning mindset. embrace growth, and
build the skills needed to adapt. improve, and
UAT - Harassment Prevention succeed.
LR Empioyees EN)
RO o 2 orisovercos - -
Learning plan | 54m 00s EXPLORE
POBERR Horassment Prevention for What's Next?
Employees
| e Explore GVI Learn for opportunities to learn and grow.
I o Q [ Search or ask a question Q] Pl e
rome GViLearn
Home

My Courses and Learning Plans

My Channels

My Career & Resources

My Activities

Communication Learning Center

Customer Service Learning Center
Interpersonal Skills Learning

Microsoft 365 Essentials Learning

Microsoft 365 Extended Learning

Process Improvement Learning

Center

Project Management Learning
Center

Workplace Effectiveness Learning
Center

Workplace Safety & Security
Learning Center

Course Catalog

¢ What's new x

Newnsuigation ®

Welcome to GVI Learn!

Explore learning opportunities that help you build skills, expand your knowledge. and support your success.

Start Your Required Learning

oy
AT Prevencion gl Acoso
Empesaos- £
AT —Horassmen revention
(Er N)

v im 002

Hersssment Prevecon or
it

You need to be Comfortable being Uncos

The Tokiops Emmanel

Continue Your Required Learning Featured Learning

Mindset Matters: Learning &

Growth

Develop a learning mindset, embrace growth, and
build the skills needed to adapt, improve, and
succeed.

EXPLORE.
What's Next?

Explore GVl Learn for apportunities ta learn and grow.

LEADERBOARDS.

My Channels

Vour lsst awarded badges

Access channels tailored to your role and learning.

20 29
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Home | Supervisor GV Learn

05 GETTING STARTED
# My Team Home | Supervisor

More about the User
Menu

Welcome'to GVI Learn!

Explore learning, tools, and resources designed to help you lead effectively, develop employees, and strengthen team performance.

Start Your Required Learning Continue Your Required Learning Featured Learning

* Available menu options may vary based on
your role and permissions. For example,
My Team and Supervisor Development
Center are available only to users who
supervise others.

Mindset Matters: Learning &
Growth

Develop a learning mindset, er

buil

What's Ne)
Explore GVl Learn for opportune

* Some Learning Centers and features are
accessed through the User Menu rather
than the homepage.

Pl

|-
e
@

* Youcan collapse the User Menuatany e ey
time to create more space on the screen.

Home

Welcome to GVI Learn!
Explore learning opportunities that help you build skills, expand your knowledge, and support your success.

Start Your Required Learning Continue Your Required Learning Featured Learning

Mindset Matters: Learning &
Growth
and

What's Next?

Explore GVI Learn for cpportunites ta learn and grow,

You need to be Comfortable being Unco:
Tha Tolops Ermare

My Channels

Access channels tailored to your role and learning.

» EXPLORE
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02 — The guided tour

Let the platform introduce itself the first time you sign in.




06 GETTING STARTED

Use the navigation
menu

USER MENU o @W!W l?; [Se;mn or ask a question G\J pl 1 m

Home GVI Learn

Home

e With the User Menu expanded look to the
bottom of the list of items and look for
What’s New and the New Navigation.

Customer Service Learning Center

Welcome to GVI Learn!

Interpersonal Skills Learning
er

e Click on New Navigation to begin a brief

Explore learning opportunities that help you build skills. expand your knowledge. and support your success.

tour of the GVI Learn Landing Page.

Process Improvement t Learning

* You can also access a tour of the platform
through the My Profile menu (see section
on Your profile & alerts). D ——

Learning

Start Your Required Learning Continue Your Required Learning Featured Learning

Mindset Matters: Learning &
Growth

Develop a learning mindset, embrace growth, and
build the skills needed to adapt, improve, and
succeed.

Course Catalog

xR

What's Next? What's Next?

Explore GVI Learn for opportunitias to learn and grow. Explore GVI Learn for opportunitias to learn and grow.

> What's new X

New navigation ®

S\
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O 7 GUIDED TOUR

Start the
walkthrough

e Each tip highlights one part of the page.

e Read the tip, then select Next
to continue.

* Close the tip at any point to skip the tour.

K> o
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03 — Your profile and alerts

Keep your details current and stay on top of notifications.




08 PROFILE & ALERTS

Open your profile
menu

Select your profile icon (your initials or profile
picture) in the top-right corner to access the = @Ls

GVl Learn

&

following personal settings and account options:

Home

!

[ Search or ask a question

<) £

Test User
training@dop.yi.gov

&a My profile

e My Profile: View and manage your personal
information, preferences, and profile
settings, including your profile picture and
language preference (English or Spanish).

¢ My Gamification: View your badges, points,
and other achievements earned through
learning activities. Badges are digital awards
that learners can earn by completing specific
activities and achievements in GVI Learn.

e Cookie policy: Review information about
how cookies are used on the platform and
manage your cookie preferences.

e Show tour and hints: Restart the platform's
guided tips and walkthroughs to learn about
key features and navigation options.

e Sign out: Securely sign out of GVI Learn.

%

LJ
V Y "i GVI LEARN
Learning Management System

persornel W

Start Your Required Learning

You need to be Comfortable being Unco:

Welcome to GVI Learn!

Explore learning opportunities that help you build skills, expand your knowledge, and support your success.

Continue Your Required Learning

Explare GVI Learn for oppartunities to learn and grow.

What's Next?

Explore GVI Learn for opportunities to learn and grow.

BADGES LEADERBOARDS
My Channels
Access channels tailored to your role and learning. Nouriast swsrod Gaduns

Q@ My gamification
@ Cookie policy
Q" Show tour and hints

B Signout

S —

Featured Learning

Mindset Matters: Learning &
Growth

Develop a learning mindset, embrace growth, and

build the skills needed to adapt. improve, and
succeed.

Division of Personnel | GVI Learn: User Guide | 9.2026
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09 PROFILE & ALERTS Ho::

C h ec k yo u r Welcome to GVI Learn!
Explore learning opportunities that help you build skills. expand your knowledge, and support your success.
tificati

§

Start Your Required Learning Continue Your Required Learning Featured Learning

Mindset Matters: Learning &
Growth

Develop a learning mindset. embrace growth, and
build the skills needed to adapt. improve, and
succeed.

e Onthe home page, look at the toolbar in
[ ]

the top-right corner. What's Next? What's Next?

Explore GVI Learn for opportunities to learn and grow. Explore GVI Learn for opportunities to learn and grow.

e Select the bell icon; the badge shows how

many unread alerts you have.

X Notifications \

(I show only unread B v

e The Notifications panel opens on the right
with your latest alerts.

You have been enrolled in a course(s)

amonthago

You have been enrolled in a course(s)
onth ago

Course(s) you have yet to complete
amonthago

e Select an alert to open the related item, or
mark it read to clear it.

Course(s) you have yet to complete
nth ago

You have been enrolled in a course(s)
amonthago

You have been enrolled in a Session for the UAT Kickoff
Coursehttps://learn.vi.gov/Imsfindex.php?...

nth ago

You have been enrolled in a course(s)
amonthago

You have been added to a new Group

amonthago

Coursels) you have yet to complete
onth ago

You have been enralled in a course(s)
2months ago

You have been added to a new Group
2months ago

T 2
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04 — Finding learning

Search the catalog, open a course, and browse the learning centers.




FINDING LEARNING

10

Visit a Learning
Center

e Learning Centers organize related catalogs
by topic, making it easy to explore learning
opportunities in one place.

e Available to all users, each Learning Center
contains multiple catalogs focused on
specific subtopics.

* Click a catalog title to view all courses in
the catalog, or use the arrows to browse
courses featured in the catalog carousel.

-
V i\/’ "‘ GVI LEARN
4 Learning Management System

Personnel

UseR wiEny [ia]

Home

My Courses and Learning Plans

My Channels

My Career & Resources

My Activities

Communication Learning Center

Customer Service Learning Center

Interpersonal Skills Learning
Center

Microsoft 365 Essentials Learning
Center

Microsoft 365 Extended Learning
Center

Process Improvement Learning
Center

Project Management Learning
Center

Workplace Effectiveness Learning
Center

Workplace Safety & Security
Lesring Center

Course Catalog

#: What's new

New navigation

[ Search or ask a question

eys

) P waw

GVI Learn

Communication Learning Center

Communication Learning Center

Build the skills needed to communicate clearly, professionally. and effectively through writing, email, meetings. and presentations.

Enhance Your Writing

Learn Microsoft Word features that help you
create polished business documents and reports.

Writing Business
Letters

Craft Clear Communication Writing Business Letters

BN N

Basic Grammar Tips for
Business Writing : Proper
Grammar and Formatting...

Overcoming Writer's Block
for Business Writing

EN EN

) Edeamning

[ Edearning

o

, professional, and effective emails. Build skills for organizing messages, communicating ..

[ Edeaming [ Eleaming

" : O

'OPEN WORD CATALOG

Manage Email More Effectively
Learn Microseft Qutlook features that help you
organize email and communicate more
professionally.

Division of Personnel | GVI Learn: User Guide | 9.2026



11 FINDING LEARNING

Browse Course
Catalog in the User
Menu

e To view all available catalogs on one page,
select Course Catalog from the User
Menu. The catalogs displayed will vary
based on your role and permissions.

e Select a course card to view the course
page and learn more about the course.

o
V i\/’ "i GVI LEARN
Learning Management System

Personnel

USER MENU in]

Home

My Courses and Learning Plans

My Channels

My Career & Resources

My Activities

Communication Learning Center

Customer Service Learning Center

Interpersonal Skills Learning
Center

Microsoft 365 Essentials Learning
Center

Microsoft 365 Extended Learning
Center

Process Improvement Learning
Center

Project Management Learning
Center

Workplace Effectiveness Learning
Center

Workplace Safety & Security
Learning Center

Course Catalog

#: What's new

New navigation

GVI Learn

Course Catalog

Customized

Search or ask 3 question

Y 2

you are sble to enroll either freely. with spproval from your Administrator, or for a price.

= FILTERS | Search.

Brain Bites: Secrets of
Chats and Conversations
in Teams

N

Exceeding Internal
Customer Expectations

N

CARDS ~ NAMEA-Z ~

TrainingBriefs®
Leveraging the Power of
Emotional Intelligence

EN * 50

(£ E-leaming

Brain Bites: Secrets of

(£ Edearning

Exceeding Internal

[ E-learning

TrainingBriefs®

Chats and Conversations Customer Expectations Inappropriate Dress Leveraging the Power of Understanding

in Teams Emotional Intelligence Psychological Safety
N N EN EN * 50 N

[E) Elearning [E) E-learning 5] E-learning 5] E-learning [E) Edearning

Division of Personnel | GVI Learn: User Guide | 9.2026



12 FINDING LEARNING

Open a course page
and enroll

6 V ﬁ_ | Search or ask s question q'\ ?\ |

e Clicking on a course card opens its course
page, which shows the description and
format.

Craft Clear Communication

Edeaming  Created in: English

» Select Enroll/Request to add the course to Mmoo
your learning.

Course description

Learn to lead with the point and make your ask clear in seconds. Enroliment up[inns -
e Check the Course details panel for more
Courseylabus (==
training information. '
‘ \.\;/ :(Zzl:u[leal(ommumca(mn ‘ course detais R

e C(lick Add to Playlist to save the course to a

gy Contentmarketplace
This course comes from Docebo Content

personal playlist for easy access later. Suggested for you | tmetocmpe

O Unlimited access
Personal playlists help you organize courses QQ E : 0 e
ssesescescee

you want to take and can be accessed from S =
Telling the Story: 08. Writing a Note-Taking: Note-Taking Proper Grammar: Advanced Uses
the My Channels page' Proposal Strategies of the Comma
e The Suggested for You section at the bottom r— — o
of the course page recommends related
courses that may be of interest to you.
k> °

’ \Vi PVEIMI'HEA:'?VVN Division of Personnel | GVI Learn: User Guide | 9.2026
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05 — Tracking your learning

See what you have been assigned, what is in progress, and what is complete.




13 TRACKING LEARNING

My Courses and
Learning Plans

UsER MENU o | @Y § or ask a question & P e

GVl Learn

e The My Courses and Learning Plans page
provides a single view of every course and [ eisn ™| My courses and Learning lans

My Channels

learning plan you are enrolled in.

My Career &Resources _
= FILTERS a NEWEST TO OLDEST (ENROLLMENT) ~

My Activities
15 ktems

Communication Learning Certer Compires Complecad Compered Compiead

completed items. Skillz _Skillz . Skillz _Skillz . Skillz

Interpersonal Skills Learning

center UAT Kickoff Course UAT Historic Record UAT Historic Record ILT UAT Historic Record UAT Historic Record UAT - Harassment
Learning Plan Course 001 Course 002 Course 001 Prevention (Employees -...

e Select a tile to resume where you left off.

Microsoft 365 Extended Learning

e Filter by status to separate active and

Center EN = courses N EN EN 3 courses | 54m00s
e Learning plans group related courses into a Frswswamry | Presea—y | FEa— | Pr— || P N py—
Center
at h Project Management Learning MITRATECH [oem— MITRATECH T Notstarted |
. Center .
Harassment Prevencion
. Pravention ﬁ del Acoso
Warkplace Effectiveness Learning
Workplace Safety & Security Harassment Prevention TrainingBriefs® Bias and Feedback Survey: UAT - UAT - Prevencién del Prevencién del acoso TrainingBriefs® El sesgo y
Learning Center (Non-Manager Essentials) the Brain s i -ES) (Non-Manager Essentials) el cerebro
Course Catalog
EN | 40m 00s 50 EN | 10m 005 * 50 @EN:1 | 0amoos 5419 | 3 courses | 54m 00s ES419 | 40m 00s ES415 | 10m 00s
= Elearning. H 2 E-learning H [ Eearning H 2 Learning plan @ Eearning H = Edearning

W: What's new ﬁ

New navigation

Encuesta de Harassment Prevention Harassment Prevention
Retroalimentacién: UAT ... for Supervisors for Emplovees.

S\
ii CVILEAN Division of Personnel | GVI Learn: User Guide | 9.2026
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14 TRACKING LEARNING

My Activities page:
Statistics section

The My Activities page provides a central 0 @YS 8 Braan
location for managing and tracking your
learning activities. Access My Activities from B
My Career & Resources Test User 4
the User Menu. ‘ training@dop.vigov 5/11/2026 9/1/2026
| R 1’!:7‘I(Vl1:27‘a:m 8:5?:52an
e The Statistics section provides a snapshot of * ®
. .. Interpe. ¥ Leaming el 0
your learning activity and progress. e P e
r;n;;r[u;uftsesﬁsenua\sLearmng [ B
. . ® ol
© The PrOgress rng dISplays Vil e ﬂ 2) Progress See all activity within the last 12 months
learning activities by status: o ‘ oo 8em)
Completed, To Begin, and In Progress. ro T /\-
.. . oo 3 @sw)
o The activity graph shows your learning o
activity during the past 12 months.
Discover, Coach & Share overview
i L. # What's new x Questions made Answers, given i @ assetviews @ Shared sssets
Note: The My Activities page includes additional . :
tabs that are not covered in this guide. GVI Learn
will introduce additional learning features over
time, and future versions of this guide will include
updated instructions as those features become
available.
. °
N\
V ii AL Division of Personnel | GVI Learn: User Guide | 9.2026
Personnel




15 TRACKING LEARNING

My Activities page:
Courses section

The My Activities page provides a central
location for managing and tracking your
learning activities. Access My Activities from
the User Menu.

e The Courses tab displays your enrolled
courses and their current status.

o Track your progress and access
course details.

o Switch between Active
Enrollments and Archived
Enrollments to review your
learning history.

Note: The My Activities page includes additional
tabs and features that are not covered in this guide.
GVI Learn will introduce additional learning features
over time, and future versions of this guide will
include updated instructions as those features
become available.

V/ i\v/f GVI LEARN

Learning Management System
Personnel

USER MENU o

Home

My Courses and Learning Plans

My Channels

Project Management Learning
Center

Workplace Effectiveness Learning
Center

wor rity
Lea

Course Catalog,

w: What's new X
New navigation ®

eys

GV Learn

Search or ask a questian

Y ®an

external activities and more

Courses

COURSE CODE COURSE TITLE USER STATUS.

ENROLLED

L
Sdedaas

ENROLLED
ENROLLED

27fsbaTdazIn

59504750 253514045130
sbaz143dd319.

ODO3IT7-edER ST LeTES

TrainingBriefs® El sesgo y el cerebro ENROLLED

. ennoLLED
NP oo |
-

Flan
SN ENROLLED

UAT LT KickoffCourse UAT Kickoff Cours

Totak 12

Enroliment status | Active enrollments -

enroLLep EFIRATION  COURSE CREDITS TOTAL (oo
DATE COMPLETION  (CEUS)  TIME

&nza02e as

152028 s 000
72172026 os

772172026 os 000
712172026 o

71212026 72112028 o 000
71212026 72112028 o

72172026 7212028 os

72112026 os

772172026 o

72112026 o=

772172026 o

Division of Personnel | GVI Learn: User Guide | 9.2026




06 — My Team (Supervisor Feature)

Support the people who report to you.




16 MY TEAM (Supervisor Feature)

View your team
members under My
Team (Supervisors
only)

The team view lists each direct report as a
card.

e Each card shows assigned and completed
course counts.

e Use the filter bar to find a specific person.

e Select User Summary Report to open the
Activity table for each employee.

o
V Y "i GVI LEARN
Learning Management System

Personnel

USER MENU o

Home | Supervisor

'My Team

My Courses and Learning Plans

GVl Learn

My Team

Track and sUPpOrt your team members' progress and growth

TEAM MEMBERS COURSES LEARNING PLANS

Search or ask a question

<

CHECKLISTS REPORTS

E’I ¥ ™

My Career &Resources

My Activities

Manager & Supervisor
Development Cnter

Communication Learning Center

Customer Service Learning Center

terpersonal Skills Learning
nter

icrosoft 365 Essentials Learning
neer

= RE g3

icrosoft 365 Extended
enter
roject Management
enter

» a3 oo

rocess Improvement Leaming
Center

Workplace Effectiveness Learning
Center

Workplace Safety & Security
Learning Center

Course Catalog

© What's new

= FILTERS (1) | Search...

1 active members

TU

Test User
Learning plan (dashboard) .

Send email

Enroll to courses

Expired

certification £nroll to learning plans

User summary report

FRIORITY ~

Government of the U.S. Virgin Islands | Division of Personnel
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17 MY TEAM (Supervisor Feature)
Open the My Team
dashboard

e Managers see a summary of their team's
learning.

e The completion chart shows overall
progress at-a-glance.

e Filter by course, status or date range.

e Panels highlight overdue and upcoming
requirements.

-
V Y "i GVI LEARN
Learning Management System
e el

UsER MENU in]

Home | Supervisor

My Courses and Learning Plans

My Channels

My Career &Resources

My Activities

Manager & Supervisor
Development Center

A Search or ask 2 question

.

)

GVl Learn

My Team

Track and SUPpOIT your team members' progress and growth

TEAM MEMBERS COURSES LEARNING PLANS CHECKLISTS REPORTS

® ¢ 1™

o update notice
Please note that the data in this dashboard is not displayed in real time. Data updates may be delayed up to 24 hours.

= FILTERS  Course enroliment date 2025-08-01 - 2026-09-01 ~  Course completion date 2025-09-01 - 2026-09-01 ~

Filters
- X
Communication Learning Center 0 Active Filters
Customer Service Learning Center Association type v Enrollment status
Total number of course enrollments by status for the selected period
Interpersonal Skills Learning
Center Overdue status v
n progress
Microsoft 365 Essentials Learning (e
Center User additional fields v
Microsoft 365 Extended Learning
Center User status v
Project Management Learning Completed
s (25%)

Center Users -
Process Improvement Learning 1 2
Center . )

Course additional fields v
Workplace Learning
Center

Courses v Envolied

8(67%)

Workplace Safety & Security
Learning Center

Course types v
Course Catalog

Course enroliment types v v
w: What's new

CONFIRM

New navigation

Courses / Enrollments

Overdues
Total number of overdue courses for the selected period

No data to display

Data may be filtered out

Course / Overdues

CLOSE

Government of the U.S. Virgin Islands | Division of Personnel
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18 MY TEAM (Supervisor Feature)

Use the team tabs

e The reports table focuses on reports
courses, learning plans, certifications and
Instructor led Sessions.

e Each report will focus on the specific area
indicated in the description.

e Reports can be exported for follow-up.

i\/’ "‘ GVI LEARN
Learning Management System

UUUUUUUU 0| @Y% ((search oraska question ) P w

Home | Supenisar GViLearn

(ACT My Team

Wy Crannels TEAMMEMBERS ~ COURSES ~  LEARNINGPLANS  CHECKLISTS I REPORTS I

TvPE 7 ~ DESCRIPTION
V4 N
P T report shows the progress detals of the selected users for each course.
This r¢Bugt shows the progress detais of the selected users, for each learning plan.
4 This report the selected users,
/
7 This report shows the progigss detais of the selected users, for each ILT session.
V2 N
/ N
N
/ S
/ S
V4 N
N
7 N
7 N
/ S
7/ N
N
N
N
N
N
1-40fd \
Y
Government of the U.S. Virgin Islands | OwistW of personnel
N
~
hY
2 ( Y
= @ "Péfggflﬁé[' | Search within content & | .I:P | DR
PRODUCTION Environment
My Team
Track and support your team members’ progress and growth
TEAM MEMBERS COURSES LEARNING PLANS CHECKLISTS REPORTS

Users - Courses: This report shows the progress details of the selected users, for each course.
Users- Learning Plans: This report shows the progress details of the selected users, for each learning

plan.

Users - Certifications: This report shows the details of the selected users, for each certification

obtained.

Users - Sessions: This report shows the progress details of the selected users, for each ILT session.

Division of Personnel | GVI Learn: User Guide | 9.2026



19 MY TEAM (Supervisor Feature) Start in My Team, then use Enroll to assign the course

° ° ° eys (ornerasca st ) P
Assign training to a
team member (Section 1 of 3) R T
............
To assign training to one team member: w

e Click the ellipsis (three dots) in the lower-
right corner of the team member's card.

e Select Enroll to Courses.

‘Government of the .. Virgin Islands | Divison of Personnel

ors 8 P
To assign training to multiple team members:
e Select the team members by clicking the circle in the R g
upper-left corner of each team member's card. o mm||e =
e Click the CHOOSE ACTION button in the lower-right corner R B
of the page. el B Sl
e Select Enroll to Courses.
y N\
V }/i AL Division of Personnel | GVI Learn: User Guide | 9.2026
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20 MY TEAM (Supervisor Feature)

Assign training to a
team member
(Section 2 of 3)

«  Enroll to content

Select the content to which you want to enroll your team member
© courses selection Additional information
Search here.. Q

>

Cybersecurity: 17. Safely Sharing Information Online

Choosing the content to assign:

English

e Search to find the courses.

| o= ? Facilitating a Project Steering Committee Meeting

g
ud English

T3 Fadilitating a Brainstorming Session

e Select one or more courses from the

results list.

R

e Click Next.

@7 Embrace Uninviting

- :m S

™ cvade Trick Questions at Meetings

English

English

Alin Meetings: Preparation, Facilitation, and Follow-Through

English

CANCEL

. °
N\
V ii OVILEARN Division of Personnel | GVI Learn: User Guide | 9.2026
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21 MY TEAM (Supervisor Feature)

Assign training to a
team member (Section 3 of 3)

e Add a due date (optional).
* Review your selection before confirming.

e Click Confirm to finalize the enrollment.

Note: Enrolling a team member in a course does not
automatically make the course required. Only training
designated as required by GVI Learn administrators will
appear in the Start Your Required Learning or Continue
Your Required Learning sections.

Courses and learning plans assigned by a supervisor will
appear for the learner in:

* My Courses and Learning Plans

* My Activities

* New Invitations and Subscriptions

B>
V Y "{ GVI LEARN
Learning Management System

Personnel

Start in My Team, then use Enroll to assign the course

%  Enroll to content

Select the content to which you wa

@ Additional information

training@dop.vi.gov

to the following courses

You are enrolling the following team member(s):

Cybersecurity: 17. Safely Shar...

PREVIOUS

CANCEL  CONFIRM

Division of Personnel | GVI Learn: User Guide | 9.2026
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“Personnel

Need a hand?

e  Contact your manager or training contact about course content and due dates.

e  Restart the guided tour from the home page any time you want a refresher.

Revised 9.18.26 | DBD
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