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Step 1 
 

Go to https://de.usalearning.gov and select the "Log in" button to access your account. 

Step 1 

Step 2 

Once on your dashboard, you will select the "Course Registration" button to begin the 

nomination process. 
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Step 3 

Step 3 

You are required to fill in your supervisor information so that the supervisor can approve 

the course registration request.  

 

If the supervisor does not have an account in the system already, this will create an account 

for them. 

Step 4 

Once the request is sent to the supervisor, you may return to the dashboard by clicking the 

"Back to Dashboard" button. 

 

You will also receive an email informing you that the request has been sent to the 

supervisor and when you return to the dashboard, you will see the course status as 

"Pending". 

 

Your supervisor will receive the following email where they will approve or deny your 

request. 
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Your Supervisor will complete an assessment on you.  Once that assessment has been 

completed a notification will be sent to you via email. 
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Step 5 

Once your nomination request has been approved by the supervisor, you will see the 

status change to Accepted.  

 

Step 6 

Next, you will also receive an email with a link to the course offering page. 

 

Step 7 

When you access the Course Offering page, you will see a list of course offerings that are 

currently available to you at this time. You should coordinate with your supervisor to see 

which course offering you should request registration for. 
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Step 8 

You will then select "Confirm Request" to complete the course enrollment request and 

return to your dashboard. 
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Step 9 

 You will receive an email with a link to the payment site - if you do not see the email, 

refresh the dashboard and click the available link. 

 

Next Steps 

Refer to Job Aid 

• Payment 


