FLEET CARD TRAINING
FOR CARDHOLDER/APPROVING OFFICIAL
(DETAILED INSTRUCTIONS)

Step 1: Access DOI Talent (https://doitalent.ibc.doi.gov/) and enroll
in course

(Recommended Browsers: Use the Chrome or Edge browsers when accessing DOI Talent. Do

not use IE 11).

1. Click on the Find Learning tab.

€ G @ O nps/doilentibedo e PP

2. Type the course name, Fleet Card Training for Cardholders/Approving Officials!, or a

shorter variation such as Fleet Card Training for, and click on Search?.

Use the Search Box on the right to enter your search criteria. You can use Key Words, a Course Title, or a course shortname to find a course. Using "quotes around phrases” will search for the exact text entered.

Find learning

Category All v fleet card training for X ‘ Q ‘



https://doitalent.ibc.doi.gov/
https://doitalent.ibc.doi.gov/

3. Scroll down, click on the course tile: Initial Fleet Card Training for

Cardholders/Approving Officials

Find learning
Category All *

FILTERS

RESPONSIBLE BUREAU
Bureau of Indian Affairs
Bureau of Indian Education
Bureau of Land Managemsnt

Bureau of Ocean Energy
Management

Bureau of Reclamation

Bureau of Safety and
Environmental Enforcement

Bureau of Trust Funds
Adrministration

Interior Business Center
National Park Service

Office of Surface Mining

Upta 5 tems

Initial Fleet Card Training
for
Cardholders f Approving...

Course Type: E-leaming

Office of the Secretary
Short name: DOI-CCtrng-Fleet-_..

Category: Business Administrati..
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FBMS Smart Pay 3 Charge
Card CBT

Course Type: E-learning
Office of the Secretary
Short name: FEMS-5MP2-CC-C8T

Category: Finandal and Busines..

Click on the Go to Course button.
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Card CBT

FBMS Non-Fleet Aviation

FBMS Non-Fleet Aviation
Services CBT Course

Office of the Secretary

Short name: FBMS-AMD NON F..

Category: Financial and Busines...

27 oa

Services CBT Course
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DOIAccess Card Manager

Course Type: Blended
Office of the Sacretary
Short name: DOTAcces

Category: PIV DOI Access/USAc.
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Short name: DOIA
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FBMS Fleet Utilization
CBT Course

Course Type: E-learning
Office of the Secretary
Short name: FBMS-FL UTIL CBT

Category: Finandal and Busines..
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FBMS Fleet Utilization

CBT Course

CardMgr

Initial Fleet Card Training for Cardholders/Approving Officials

You can enroll in this course

Category: Finandal and Bu:

&nr

Course Type: E-learning
Office of the Secratary

Short name: FBMS-FL UTIL CBT




5. (_31ick on the Enroll me button.

<« O o 8 https//doitalent.ibc.doi.gov/enrol/index.php?id=20293

Enrollment options
Initial Fleet Card Training for Cardholders/Approving Officials

w Course administration Target Audience:

& Enrollment options All Department of the Interior (DOI) fleet card cardholders, Approving Officials (AQ), and
Agency/Organization Program Coordinators (A/OPC).

Goals and Objectives:

This course will introduce you to the DOI Fleet Card Program so you can legally and ethically use your
Government Fleet Card for official business. This course is intended to teach you about your responsibilities
and give you the resources you will need in the performance of your duties.

Objectives:

At the end of this course, you will be able to:

1. Use fleet cards only for authorized purchases according to the Fleet Card Program Policy.

2. Identify and apply laws, regulations, and policies to all fleet card transactions.

3. Accurately review and approve fleet card transactions and statements in accordance with the Fleet Card
Program Policy.

4. Prevent fraud, misuse, abuse, and collusion.

You will take an exam after the course. You must pass the exam with a score of at least 80% to receive

w Self enrollment (Learner)

No enroliment key

6. Click on the Select Here to Begin Course.

Home ' My courses | DOI-CCirng-Fleet-2022

Your progress @
Initial Fleet Card Training for Cardholders/Approving
Officials

> PBII'FIE!paﬂtS . MNOTICE: If you have previously completed a Fleet card course, you may not need to

» Initizl Fleet Card Training for complete this course right away. Please check your Record of Learning/Certifications tab

Cardholders/Approv... to confirm when you are required to re-certify Fleet Card Training. It is required every 3
years.

Target Audience:

All Department of the Interior (DOI) fleet card cardholders, Approving Officials (A0), and
Agency/Organization Program Cosrdinators (A/0PC).

» Course administration Goals and Objectives:

|#*Reports . o .
This course will introduce you to the DOI Fleet Card Program so you can legally and ethically use your

Government Fleet Card for official business. This course is intended to teach you about your
responsibilities and give you the resources you will need in the performance of your duties.

Objectives:
At the end of this course, you will be able to:

1. Use fleet cards only for authorized purchases according to the Fleet Card Program Policy.

2. Identify and apply laws, regulations, and policies to all fleet card transactions.

3. Accurately review and approve fleet card transactions and statements in accordance with the Fleet
Card Program Policy.

4. Prevent fraud, misuse, abuse, and collusion.

14 Helpful Hints for Fleet Card Use

[% PDF of Fleet Card Training for Cardholders & Approving Officials Course



Step 2: Complete Fleet Card Training for Cardholders & Approving
Officials

1. Click on the arrow to begin. This course should take about 45 minutes to complete.

Fleet Card Training for Cardholders & Approving Officials

2. When you have completed the course, it will take you to the Fleet Card Certification Exam.

Click on the Fleet Card Certification Exam link to take you to Exam Instructions.

“DOITalent  Home My Learning - Performance - Find Learning  Reports  Help  External Requests - @ 2

Home My courses  DOI-CCtrng-Fleet-2022

Your progress @
B e e ros 1 B Initial Fleet Card Training for Cardholders/Approving

Officials

» Participants
» Initial Fleet Card Training for
Cardholders/Approv...

NOTICE: If you have previously completed a Fleet card course, you may not need to
complete this course right away. Please check your Record of Learning/Certifications tab
to confirm when you are required to re-certify Fleet Card T g. Itis required every 3
years.

Target Audience:

GORIE RN All Department of the Interior (DOI) fleet card cardholders, Approving Officials (A0), and

Agency/Organization Program Coordinators (A/OPC).
w Course administration
~Reports

Goals and Objectives:

This course will introduce you to the DOI Fleet Card Program so you can legally and ethically use your
Government Fleet Card for official business. This course is intended to teach you about your
responsibilities and give you the resources you will need in the performance of your duties.

Objectives:

At the end of this course, you will be able to:

1. Use fleet cards only authorized purchases according to the Fleet Card Program Policy.

2. Identify and apply laws, regulations, and policies to all fleet card transactions.

3. Accurately review and approve fleet card transactions and statements in accordance with the Fleet
Card Program Policy.

4, Prevent fraud, misuse, abuse, and collusion.

take an exam after the course. You must pass the exam with a score of at least 80% to
our Fleet Card Training certification.

@ Select Here to Begin Course )
[# Fleet Vehicle Check Out Template

[ Helpful Hints for Fleet Card Use

% PDF of Fleet Card Training for Cardholders & Approving Officials Course

% Resources for Fleet Card Training for Cardholders & Approving Officials

Fleet Card Certification Exam I @

#Certificate - Fleet Card Training for Cardholders/Approving Officials

¢ Feedback - Course Title



3. At the bottom of the Exam Instructions click on Attempt quiz now.

EXAM INSTRUCTIONS

Once you are ready 1o Purthase Card Cortication Luam
finish the exam, select the o oyl mngs

Submit all and finish - - o
button at the bottom of the =

summary page. o

You will receive a -
confirmation page. You will . -
select the Submit all and 2 =T
finish button again to ——
confirm you are ready to - —
submit your exam attempt.

EXAM INSTRUCTIONS

‘You will have a chance to review your answers.

The Quiz Navigation Box will indicate the questions
answered correctly with a green box, and the questions
answered incorrectly with a red box.

If you did not pass the exam, you may review the material
again before attempting the exam again. You can use the
downloadable POF of the course or return to the
electronic version of the course.

If you are still unable to achieve a passing score in the allotted attempt amount,
contact DOl Talent's support by finding your bureau's contact person on this list (see
link below) to unlock your course. Read the course material completely before
attempting the exam again.

List of Talent's Support [%

DOI Talent's support contact list.
Attempts allowed: 5

Grading method: Highest grade

s [ cempt quiz now

4. Once you have completed and submitted your answers you will receive your score. Once you

have finished reviewing the results, click on Finish Review.

Started on Thursday, February 2, 2023, 2:38 PM
State Finishad
Completed on Thursday, February 2, 2023, 2:42 PM

@@@@@@ Time taken 4 mins 3 secs
@@@@@@@ Grade 20 out of 20 (100%)

Show one page at a time
Question 1

Finish revien o — ot

1 paints out

QUIZ NAVIGATION




This will take you back to the Fleet Card Certification Exam Instructions.

On the left side, click on Certificate — Fleet Card Training for Cardholder.. to print/save a copy
of your certificate.

Home = My courses = DOI-CCtrng-Fleet-2022 © Initial Fleet Card Training for Cardholders/Approving Officials © Fleet Card Certification Exam

INITIAL FLEET CARD TRAINING FOR «w | Fleet Card Certification Exam

CARDHOLDERS/APPROVING OFFICIALS

EXAM INSTRUCTIONS

¥ Participants
w Initial Fleet Card Training for The cedification exam will be available in DOI Talent after you exit the course, It
cardholde rs.-’App rov... consists of 20 multiple choice questions. Select the one option that best answers the

question.
@ Select Here to Begin Course

4 Fleet Vehicle Check Out Template ) A
. If at any time you want to retumn to a previeus question, you can select the number in

4 Helpful Hints for Fleet Card Use the upper left cormer o return to that question. :

4 PDF of Fleet Card Training for

Cardholders & Approving Officials

Course

“ou will have § attempts 1o reach the passing score of 80% or higher.

% Resources for Fleet Card Training for
Cardholders & Approving Officials
= Fleet Card Certification Exam
T Certificate - Fleet Card Training for
Cardhalders/...

E. FEEEEBCK = Course '|E e

—

Summary of Previously Received Certificates
Issued

Thursday, February 2,
2023, 2:12 PM

Click the button below to open your certificate in 3 new browser window.

ﬁ Get your certificate

From this point, you can click the Initial Fleet Training for Cardholders/Approving Officials link

in the upper navigation menu to return to the course overview and to view your completion
status.

Home My courses  DOI-CCtrng-Fleet-2022 I Initial Fleet Card Training for Cardholders/Approving Officals | Certificate - Fleet Card Training for Cardhelders/Approving Officials

L R G TR T @ | Summ of Previously Received Certificates

CARDHOLDERS/APPROVING OFFICIALS

Issued
» Participants

w Initial Fleet Card Training for
Cardholders/approv...

. Click the button below to open your certificate in a new browser window,
@ Select Here to Begin Course

t4 Fleet Vehicle Check Out Template

4 Helpful Hints for Fleet Card Use

14 POF of Fleet Card Training for

Cardholders & Approving Officials Course
Y Resources for Fleet Card Training for

Thursday, July 7, 2022,
12:54 PM




Step 3: Access the Course Overview to view your completion status and
download certificates

At any time, you can view your status and certificates by visiting the Course Overview page.
Go to the Home Page in DOI Talent.
Go to Find Learning.
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‘doitalent.ibe.doi.gov/totara/catalog/index.phg
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In Course Name, enter Fleet card training for and then click on the Search icon.

L

Find learning

Category All v

fleet card training for | Q

Once the training course appears at the bottom of the screen, you will see your progress
indicated. Click on the course tile to view more information. Click on the view button to open

the course.

Category All ¥

FILTERS
RESPONSIBLE BUREAU
Bureau of Indian Affairs
Burezu of Indian Education
Bureau of Land Management

Bureau of Ocean Energy
Management

Bureau of Reclamation

Bureau of Safety and
Environmental Enforcement

Bureau of Trust Funds
Administration

Interior Business Center
Mational Park Service
Office of Surface Mining

Office of the Inspector
General

Office of the Secretary

Office of the Solicitor

Office of the Special Trustes
U.S. Fish and wildlife Service

U.5. Geological Survey

COURSE TYPE
Blended

E-learning

Up to 5000 tems

Initial Fleet Card Training
for
Cardholders/Approving...

Short name: DOI-CCtrn

Category: Busine:
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FBMS Smart Pay 3 Charge
Card CBT

Course Type: E-learning

Office of the Sec

Short name: FBM

FBMS Non-Fleet Aviation
Services CBT Course

Office of the Secretary

Short name: FBN NON F

Category: Financial and Busines...

e a

fleet card training L e]

Initial Fleet Card Training for Cardholders/Approving Officials

Sort by Relevance ¥

FBMS Fleet Utilization
CBT Course

Course Type: E-learning

Office of the Secratary

Short name: FEMS-FL UTIL CBT

Category: Finandial and Busines..

eﬁ =

You have completed this course

Target Audience:

All Department of the Interior {DOI) fleet card cardholders, Approving Officals (A0), and Agency/Organization
Program Coordinators (AfOPC).

Goals and Objectives:



https://doitalent.ibc.doi.gov/

4. This will bring you back to the Course Overview page. Make sure you have two check marks on

the right-hand side.
If you forgot to print/save your certificate you can also do that from this screen.

Home / My courses /| DOI-CCirng-Fleet-2022

Your progress @

T RES Chnp e POk M| Initial Fleet Card Training for Cardholders/Approving

Officials
' Pa.rFl cipants . NOTICE: If you have previously completed a Fleet card course, you may not need to
¥ Initizl Fl ee{l Card Training for complete this course right away. Please check your Record of Learning/Certifications tab
Cardholders/Apprav... to confirm when you are required to re-certify Fleet Card Training. It is required every 3
years.

Target Audience:

ADMINISTRATION All Department of the Interior (DOI) fleet card cardholders, Approving Officials (A0), and
Agency/Organization Program Coordinators (A/OPC).

* Course administration Goals and Objectives:

|#*Reports . - .
This course will introduce you to the DOI Fleet Card Program so you can legally and ethically use your

Government Fleet Card for official business. This course is intended to teach you about your
responsibilities and give you the resources you will need in the perfermance of your duties.

Objectives:

At the end of this course, you will be able to:

1. Use fleet cards only for authorized purchases according to the Fleet Card Program Policy.

2. Identify and apply laws, regulations, and policies to all  fleet card transactions.

3. Accurately review and approve fleet card transactions and statements in accordance with the Fleet
Card Program Policy.

4, Prevent fraud, misuse, abuse, and collusion.

You will take an exam after the course. You must pass the exam with a score of at least 80% to
receive your Fleet Card Training certification.

& Select Here to Begin Course #@
[ Fleet Vehicle Check Out Template
[ Helpful Hints for Fleet Card Use
[ PDOF of Fleet Card Training for Cardholders & Approving Officials Course
.

|* Resources for Fleet Card Training for Cardhelders & Approving Officials

[Z Fleet Card Certification Exam

¥ Certificate - Fleet Card Training for Cardholders/Approving Officials I

¢ Feedback - Course Title

5. Log out of DOI Talent
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