
GVI Learn: User Guide

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



What's inside

01 Getting started

Sign in, home page, navigation menu

02 The guided tour

Built-in walkthrough of the key areas

03 Your profile and alerts

Account settings and notifications

04 Finding learning

Course catalog, course pages, learning centers

05 Tracking your learning

My Courses and Learning Plans page, My Activities page

06 My Team (Supervisor Feature)

My Team, assigning training
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01 — Getting started

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



01 G E T T I N G  S T A R T E D

Sign in to GVI Learn

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

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

• Contact your agency’s IT or BIT administrator if 
your SAML SSO access does not work.
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02 G E T T I N G  S T A R T E D

Get to know the 
home page

• The Start Your Required Learning section 
provides quick access to training assigned 
to you. If you do not have any new 
required training to begin, a compass 
labeled "What's Next?" will appear in this 
section.

• The Continue Your Required Learning 
section provides quick access to assigned 
training that is in progress. If you do not 
have any required training to continue, a 
compass labeled "What's Next?" will 
appear in this section.

• The Featured Learning section highlights a 
current learning topic.
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03 G E T T I N G  S T A R T E D

Explore the rest of 
the home page

• Channels provides access to content tailored 
to your role and learning.

• My Career & Resources provides access to 
learning opportunities, resources, and tools 
that support your professional development.

• The Core Learning Centers section provides 
links to general topic-based course catalogs 
available to all users.

• Each Learning Center contains multiple 
catalogs organized by subtopic. 

• 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.

Division of Personnel  |  GVI Learn: User Guide | 9.2026



04 G E T T I N G  S T A R T E D

Introduction to the 
User Menu

Division of Personnel  |  GVI Learn: User Guide | 9.2026

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

• Click          to open the User Menu.

• Click to keep the User Menu open or 
you can allow it close automatically.



05 G E T T I N G  S T A R T E D

More about the User 
Menu

• 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.

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

• You can collapse the User Menu at any 
time to create more space on the screen.
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Supervisor  User  Menu

Employee User  Menu



02 — The guided tour

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



06 G E T T I N G  S T A R T E D

Use the navigation 
menu

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

• Click on New Navigation to begin a brief 
tour of the GVI Learn Landing Page.

• You can also access a tour of the platform 
through the My Profile menu (see section 
on Your profile & alerts).
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07 G U I D E D  T O U R

Start the 
walkthrough

• Each tip highlights one part of the page.

• Read the tip, then select Next 
to continue.

• Close the tip at any point to skip the tour.
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03 — Your profile and alerts

Keep your details current and stay on top of notifications.



08 P R O F I L E  &  A L E R T S

Open your profile 
menu
Select your profile icon (your initials or profile 
picture) in the top-right corner to access the 
following personal settings and account options:

• 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.

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

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

• Sign out: Securely sign out of GVI Learn.
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09 P R O F I L E  &  A L E R T S

Check your 
notifications

• On the home page, look at the toolbar in 
the top-right corner.

• Select the bell icon; the badge shows how 
many unread alerts you have.

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

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

Division of Personnel  |  GVI Learn: User Guide | 9.2026



04 — Finding learning

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



10 F I N D I N G  L E A R N I N G

Visit a Learning 
Center

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

• 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.
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11 F I N D I N G  L E A R N I N G

Browse Course 
Catalog in the User 
Menu 

• 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.

• Select a course card to view the course 
page and learn more about the course.
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12 F I N D I N G  L E A R N I N G

Open a course page 
and enroll

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

• Select Enroll/Request to add the course to 
your learning.

• Check the Course details panel for more 
training information.

• Click Add to Playlist to save the course to a 
personal playlist for easy access later. 
Personal playlists help you organize courses 
you want to take and can be accessed from 
the My Channels page.

• The Suggested for You section at the bottom 
of the course page recommends related 
courses that may be of interest to you.
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05 — Tracking your learning

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



13 T R A C K I N G  L E A R N I N G

My Courses and 
Learning Plans

• The My Courses and Learning Plans page 
provides a single view of every course and 
learning plan you are enrolled in.

• Filter by status to separate active and 
completed items.

• Select a tile to resume where you left off.

• Learning plans group related courses into a 
path.
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14 T R A C K I N G  L E A R N I N G

My Activities page: 
Statistics section

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

• The Statistics section provides a snapshot of 
your learning activity and progress.

o The Progress ring displays your 
learning activities by status: 
Completed, To Begin, and In Progress.

o The activity graph shows your learning 
activity during the past 12 months.
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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.



15 T R A C K I N G  L E A R N I N G

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.

• 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.
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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.



06 — My Team (Supervisor Feature)

Support the people who report to you.



16 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

View your team 
members under My 
Team (Supervisors 
only)

• The team view lists each direct report as a 
card.

• Each card shows assigned and completed 
course counts.

• Use the filter bar to find a specific person.

• Select User Summary Report to open the 
Activity table for each employee.
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17 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

Open the My Team 
dashboard

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

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

• Filter by course, status or date range.

• Panels highlight overdue and upcoming 
requirements.
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18 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

Use the team tabs

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

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

• Reports can be exported for follow-up.
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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.



19 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

Assign training to a 
team member (Section 1 of 3)

To assign training to one team member:

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

• Select Enroll to Courses.

Start in My Team, then use Enroll to assign the course
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To assign training to multiple team members:

• Select the team members by clicking the circle in the 
upper-left corner of each team member's card.

• Click the CHOOSE ACTION button in the lower-right corner 
of the page.

• Select Enroll to Courses.

Daily Breakfast



20 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

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

Choosing the content to assign:

• Search to find the courses.

• Select one or more courses from the 
results list.

• Click Next.
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21 M Y  T E A M  ( S u p e r v i s o r  F e a t u r e )

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

• Add a due date (optional).

• Review your selection before confirming.

• Click Confirm to finalize the enrollment.

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



Need a hand?

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

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