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Introduction 

The intent of the Joint Knowledge Online (JKO) Learning Content Management System (LCMS) Training 
Coordinator UǎŜǊΩǎ Guide is to provide Training Coordinators (TC) with relevant information to help them manage 
student records, track enrollments and course completions, make organizational training assignments, generate reports, 
and many other functions to enhance your individual training program. 

The Guide is intended to complement the online Training Coordinator Course in the LMS and the in-person 
training session.  This Guide should be a resource for Training Coordinators to use to refresh their memories of certain 
tasks and procedures.   

The Guide is arranged by major function, or tab, as we refer to them in the LMS.  Tabs are selectable topic 
headings in the LMS that group similar functions.  When you select a tab, gadgets are then available which group a 
further refinement of similar functions.  The tabs available to a Training Coordinator are shown below. 

 

The tabs are briefly described below.  The gadgets available in each tab are discussed in detail in their Section 
of the Guide.  Click on a tab Name below to go directly to it in the Guide.   

- My Training.  This is the landing area every time you log in to the LMS.  My Training contains: Alerts, both 
system-wide and Organization-specific (if any); Organization-specific Training Information (if any); any courses you 
electively enrolled in through the Course Catalog; and all your assigned training, if applicable.   

- Course Catalog.  Contains the library of courses and curricula available for enrollment. 

- Certificates.  Contains all your course and curricula completion certificates and transcripts, as well as a record 
of any Dropped courses. 

- Community.  Contains topical communities of interest on a variety of subjects.  Communities may contain 
videos, documents, links, and much more.  The creators of each Community determine which Organizations will have 
access to the Community.   

- Community Management.  This tab is only displayed to users designated as Community Managers.  This is 
the interface whereby Community Managers design and build their Communities.  Communities are built here, but 
display in the Community tab. 

- System Administration.  Contains gadgets where you can create, edit, and maintain Audiences and 
Organizations.  It also contains the User Management gadget where you can search for and view information on 
members of your organization. 

- Training Management.  This tab is where the majority of course-related information and functionality is 
found.  You can locate user training records for any course and make course assignments to your Organization through 
this tab. 

- Report Builder.  Contains a ƭƛōǊŀǊȅ ƻŦ ƘŜƭǇŦǳƭ ǊŜǇƻǊǘǎ ǘƘŀǘ ǿƛƭƭ ƘŜƭǇ ȅƻǳ ǘǊŀŎƪ ȅƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀƛƴƛƴƎ 
status. 

- SEJPME.  Offers students direct links to the EJPME New Student Orientation Course and the EJPME I and II 
Curricula.  The tab also includes pertinent information affecting Enlisted Joint Professional Military Education and 
provides individuals with additional professional readings and case studies. 

- Exercises.  This tab contains content to support the Joint Force, to include JETS (JKO Exercise Training 

Support) and SGST (Small Group Scenario Trainer).   The combatant command links in JETS map to a Learning Category 
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in the Catalog which includes Exercise-specific courses to support that exercise.  SGST is a web-based collaborative 

work environment for staff and small-team training.  SGST provides tailored scenarios where participants must form as 

a team to solve the problem as well as practice techniques and procedures along the way.  SGST participation is by 

assignment only.  If you are not assigned to an exercise or event, no information is available to you in the tool.   

- VCLASS.  VCLASS stands for the JKO Virtual Classroom.  VCLASS provides an interactive online classroom 
environment for instructors and students.  Courses are typically composed of a series of modules scheduled over a 
period of days or weeks.  The classroom mirrors the classroom learning environment at most academic institutions.  
/ƻǳǊǎŜǎ Ƴŀȅ ōŜ ƭƛƴƪŜŘ ǘƻ WYh [a{ ŎƻǳǊǎŜǎ ŀǘ ǘƘŜ LƴǎǘǊǳŎǘƻǊΩǎ ŘƛǎŎǊŜǘƛƻƴ ǘƻ ǘǊŀŎƪ ŎƻǳǊǎŜ ŎƻƳǇƭŜǘƛƻƴǎ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
training history.  Contact the JKO POC listed on the VCLASS tab for more information. 

Profile 

Access your Profile through the Profile link on the upper right of any page.  Fields with an asterisk are required.   

In the Personal Data section, you do not have permissions to change your User Name, Role, EDIPI, or Country 

of Citizenship.  These fields were set when JKO created your account.  If you created your account with your CAC, some 

fields in the Personal Data section will be automatically populated by information on your CAC, including: First Name; 

Last Name, User Name; EDIPI; Role, and Country of Citizenship.  If the information collected from your CAC is incorrect, 

you must have that corrected through DMDC channels.  JKO cannot update your CAC.  If JKO changed any fields in your 

Profile that pull from your CAC, they would be overridden by your CAC information the next time you logged in.   

You must manually fill in the required fields in the Career Information section.  Duty Station and Clearance 

fields are not required, and are not authoritative.  Users with the LMS role of Student cannot enter or edit text in the 

Clearance field.  
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As a Training Coordinator, your access to Users, course records, and other content is tied to your Organization.  

Therefore, when you are initially given the role of Training Coordinator, you were put into a Primary Organization, 

shown in the Organizations section of your Profile. 

Note:  JKO requires that Training Coordinators are a member of an Organization.  However, for Student-role 

LMS Users, joining an Organization is not a required field.  The purpose of joining an Organization is to receive course 

assignments, and for tracking and reporting purposes.  This is discussed in more detail later in this Guide.      

  

If you attempt to change your Primary or Secondary Organization, you will be downgraded to the Student 

role if you select the Yes button in this Confirmation popup box below.  When this happens, you will lose all your 

Training Coordinator rights and functions.  Select the No button to cancel the action. 

 

 The purpose of tying your access to your Organization is so that you cannot manipulate the Users or records of 

other Organizations.  Similarly, it means that Training Coordinators of other Organizations cannot manipulate the Users 

and records of your Organization.  In later sections of this Guide, we will demonstrate the functions and limitations of 

your access to your Organizational ties.  If you have a need to change Organizations, contact the JKO Help Desk for 

assistance. 

 Joining an Organization is important for two reasons:   

¶ Organizational membership is the primary means to assign courses to members of your Organization.  

While most courses are available in the Course Catalog to manually enroll in, joining an Organization 

where course assignments are attached automatically delivers those courses to each member of your 

Organization through the My Training tab.  We will discuss course assignments in detail later in this 

Guide. 

¶ Accurate reporting is possible when members of your Organization are in the right Organization in their 

Profile.  The LMS has a robust Reports capability that will help you track the detailed training status of 

each member of your Organization.  
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Note:  When a member of your Organization leaves, remove their Organization in their Profile.  If that User 

continues to be listed as a member of your Organization, your reporting will be skewed and that User will continue to 

get assignments, emails, etc.   

 Joining an Audience in the Audience Association section is not required.  Audiences function much like 

Organizations, in that they are a primary means to assign and deliver training to a specific group of Users who may not 

be joined together through membership in an Organization.  For instance, members of many Organizations may come 

together on a temporary basis to participate in an Exercise.  That Exercise may require all its participants to complete 

training prior to meeting.  In this case, the Exercise leadership would create an Audience, assign courses to that 

Audience, and require all Exercise participants to join that Audience.  Once each participant joins the Audience, training 

is automatically delivered to each participant to the Assigned Training gadget in the My Training tab, and the Exercise 

leadership can track the training status through our Reports capability. 

 

 Contact Information.  Keeping an up to date email address in your Profile is critical.  You must have access to 

this email address if you ever want to change your Password.  All LMS-generated emails are sent to this one email 

address.    

 

 Administrative Notes.  This is not a required field, but can be used by Training Coordinators to enter notes in 

ǘƘŜ tǊƻŦƛƭŜǎ ƻŦ ǘƘŜƛǊ hǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳŜƳōŜǊǎΦ  Training Coordinators can view and edit these notes any time they access 

the Profile of a member of their Organization (through the System Administration tab, described later in this Guide).  

Users with the LMS role of Student cannot see the Administrative Notes in their own Profiles.   

 

My Training Tab 

The My Training tab is the landing area each time you log in to the LMS.  From here you can access all other 

LMS functions and products via the tab links at the top of the page.  Throughout this Guide, tabs are outlined in images 

with a bright Green box.  The Training Management tab displays all courses and curricula that may have been assigned 

to you or that you have enrolled in yourself, along with detailed information on the source of your assignments, Due 

Dates, administrative information, and course Launch and Withdraw buttons.  My Training displays up to four gadgets.  
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gadgets are separate areas or blocks of information on the page that contain specific training data.  The gadgets 

available in My Training are shown in the blue boxes in the image below, and include: 

¶ Alerts  

¶ Training Information 

¶ Assigned Training 

¶ Elective Training 

As described in more detail below, not all gadgets may display in your My Training tab.  gadgets only appear if 

there is data or training actively associated with that function.  Do not be concerned if you do not see one or more 

gadgets. 

 
 

Alerts gadget.  Alerts are either system-wide or Organization-level announcements that are usually 

temporary and are meant to convey something important.  System-level Alerts (denoted with an asterisk in the Title) 

are usually generic and appear to every user in the LMS, regardless of their Organization.  Organization-level Alerts are 

announcements that specifically apply to your Organization.  You only see Organization-level Alerts if you belong to 

that Organization in your Profile.  Those users not in your Organization will not see your Organization-level Alerts.  The 

Alerts gadget only appears if there is either a system-wide or Organization-level Alert.  If there is no Alert, the gadget 

will not appear.  As a Training Coordinator, you can create Alerts for your Organization only.  Click here to jump to that 

section of this Guide. 
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Training Information gadget.  This gadget is specifically tied to your Organization and is meant to 

display specific information to only your Organization.  It is like an Alert, but this gadget can contain much more 

information within it and appears as a more permanent fixture to the My Training tab than an Alert.  You only see the 

Training Information gadget if you belong to that Organization in your Profile, and there is information entered into it.  

Only then will the gadget display in the My Training tab.  If there is no Training Information, the gadget will not appear.  

As a Training Coordinator, jump here to create Training Information for your Organization. 

 

Assigned Training gadget.  The Assigned Training gadget displays courses that are assigned to you 

by your Organization or Audience.  You must be a member of that Organization or Audience in your Profile to receive 

the courses.  If you do not belong to any Organization or Audience, or your Organization or Audience has not assigned 

any courses, this gadget will not appear.  Each time your Organization or Audience assigns a new, or another course, 

the LMS will send an email to the email address in your Profile.  As a Training Coordinator, you can create Assignments 

for your Organization, shown here in this Guide. 

 

A. To Enroll in an assigned Course, select the Enroll button to the left of each Course Number and Title.  Once 

you acknowledge the Academic Integrity Notice, the button will then turn in to a Launch button.  Click the Launch 

button to open and start the course. 

Note:  You do not have the option to withdraw from assigned courses.  Assigned courses are generally 

mandated by your Organization or Audience, so the only option is to enroll in and then complete them.  If you are no 

longer a member of the Organization or Audience, remove either or both from your Profile.  Assigned courses that you 

Source of assignment 
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have not yet enrolled in will no longer display.  If you enrolled in an assigned course, it will now be in the Elective 

Training gadget (described in the next section).  You now have the option of withdrawing from the course if you no 

longer need to take it.   

B. To identify the Source of the assigned course and other information such as Due Date, see the information 

on the right side of the screen.  From the image above, you can see that the course is assigned by Joint Staff (JS) 

Government Service Non-Supervisor Civilians (Audience). 

C. Courses will remain in the Assigned Training gadget until you complete them, even if it is after the Due Date 

identified to the right of the course.  However, a visual indication will display showing you are Past Due.  Should you 

enroll in a course and then leave the Organization or Audience (through your Profile) that assigned it to you before you 

have completed it, the course will move down to the Elective Training gadget until you complete it or withdraw from it.   

Elective Training gadget.  This gadget displays courses that you manually enroll in through the 

Course Catalog.  From here, you can begin the course by clicking the Launch button or withdraw from the course by 

selecting the Withdraw button.  Courses will remain in this gadget until you complete them or withdraw from them.  

There is no Due Date for courses you electively enroll in, but they generally expire after one year (Enrollment Expiry 

Date).  This is an administrative function to remove Users who do not intend to complete the course.  However, that 

ŘƻŜǎ ƴƻǘ ƳŜŀƴ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŎƻƳǇƭŜǘŜ ŀ ŎƻǳǊǎŜ ƴŜȄǘ ǿŜŜƪ ƛŦ ȅƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴ ǊŜǉǳƛǊŜǎ ƛǘΦ  Wǳǎǘ ōŜŎŀǳǎŜ ƛǘ ƛǎ 

not an assigned course in the Assigned Training gadget does not necessarily mean your Organization does not require 

you to complete it. 

 

Course Catalog Tab 

The Course Catalog contains the library of content available to Users.  Content is separated into two areas:  

Individual Courses and Curricula.  The default view of courses is listed in numeric and then alphabetical order by 

Course Prefix (far-left column for individual courses).  The default view of curricula is listed in numeric and then 

alphabetical order by curricula name.  Each Course Name and Curriculum Name is selectable and will open a window 

describing the course or curriculum. 
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A curriculum is a group of individual courses.  The Curricula section is displayed below the Individual Courses 

section.  To view a list of the individual component courses in a curriculum, select the Expand icon .  Click the 

collapse icon ǘƻ ƘƛŘŜ ǘƘŜ ŎǳǊǊƛŎǳƭǳƳΩǎ ŎƻƳǇƻƴŜƴǘ ŎƻǳǊǎŜǎΦ   

 

Enroll in a Course or a Curriculum.  There are several ways to locate a course or curriculum in the 

Course Catalog: 

A. First, you can use the pagination functions at the bottom of the Individual Courses list or the Curricula list to 

advance by one or several pages.   

 



 

TRAINING COORDINATOR USER GUIDE                           April 2022                                                                       Page 12 

B. To view more courses or curricula per page view, click on the Results per Page drop-down menu above the 

column and choose to view up to 50 courses or curricula per page.  The default view is 5 courses or curricula displayed 

per page. 

 

C. You can also use any of the multiple search functions available to locate a course or curriculum.  Each search 

method is described below. 

 

i. Use the Course Prefix drop-down menu to search by Course Prefix.  In the Individual Courses section, 

all courses with the selected Prefix will display.   
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Any curricula containing courses with the selected prefix (highlighted in yellow below) will 

display in the Curricula section.  Select the Expand Curricula icon to view those courses.  Click the collapse icon 

ǘƻ ƘƛŘŜ ǘƘŜ ŎǳǊǊƛŎǳƭǳƳΩǎ ŎƻƳǇƻƴŜƴǘ ŎƻǳǊǎŜǎΦ  

 

ii. Enter a Partial Course Number in the Course Number search field.  In the Individual Courses section, 

all courses with that partial course number will display.   

 

Any curricula containing courses with that number (highlighted in yellow) will display in the Curricula section.  

Select the Expand Curricula icon to view those courses.  Click the collapse icon ǘƻ ƘƛŘŜ ǘƘŜ ŎǳǊǊƛŎǳƭǳƳΩǎ 

component courses. 

 






































































































































































