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Introduction

The intent of the Jdnt Knowledge Online (KO) Learning Content Management System (LOMS) Training
CoordinatorUa S Bdidaisto provide Training Coordinatod C)with relevant information to hep them manage
student records track enrollments and carsecompetions, 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 angetts®im
training session. ThGuide should be a resource for Training Coordinators teousdresh their memories of certain
tasks and procedures.

The Guide is arranged by major functiontads, as we refer to them in the LMSabsare selectable topic
headings in the LMS tharoup similar functions. When you selediad, gadgetsare then available which group a
further refinement of similar functions. Thabsavailable to a'raining Coordinatoare shown below.

Thetabsare briefly described belw. Thegadgetsavailable in eachab are discussed in detail in their Section
of the Guide. Click ontab Namebelow to go directly to it in the Guide.

- My Training This is the landing area every time you log in to the LMSTrMyging containsAlerts, both
systemwide and Organizatiospecific(if any) Organizatiorspecific Training Informatiofif any) any courses you
electively enrolled in through the Course Catalagdall your assigned trainingf applicable

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

- Certificates Containsall your course and curricula completion certificates and transcriggswell as a record
of any Dropped courses.

- Community. Contains topicatommunities of intereson a variety of subjects. Communities may contain
videos,documents, links, and much mor&he creators of each Community determine which Organizations will have
access to the Community.

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

- System Administration Contains gadgets wheggu cancreate edit, and maintairAudiencesand
Organizationslt also contains théJser Managemengadget where you can search for and view information on
members of youbrganization

- Training Management Ths tab is wherelie majority of courseelated information and functionality is
found. You can locate user training recofaisany courseand make course assignments to your Organization through
thistab.

-Report Builder Containsd A 6 NI NB 2F KSf LJFdzZ NBLR2NIA OGKFG oAt
status.

- SEJPMEOffers students direct links to the EJPME New Student Orientation Course and the EJPME | and Il
Curricub. The tab also includes pertinent information affecting Enlisted Joint Professional Midagation and
provides individuals with additional professional readings and case studies.

- Exercises This tab contains content to support the Joint Force, téuise JETS (JKO Exercise Training
Support) andSGSTSmall Group Scenario Trafh The combatant command links in JETS map to a Learning Category
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in the Catalog which includes Exeresgecific courses to support that exerciseGSTs a webbased collaorative

work environment for staff and smateam training. SGST provides tailored scenarios where participants must form as
a team to solve the problem as well as practice technigues and procedures along the way. SGST participation is by
assignment onyl. If you are not assigned to an exercise or event, no information is available to you in the tool.

- VCLASSVCLASS stands for the JKO Virtual Classroom. VCLASS provides an interactive online classroom
environment for instructors and students. Coessare 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.
/| 2dzZNESa YIe& 0SS fAY1SR (2 WwWYh [ a{Nl ©@3F dzE2 SaNBISG O REI ISy a @1
training history. Contact the JKO POC listed on the VCLASS tab for more information.

Profile

Access your Profile through thirofile link on the upper right of any pagd=ields with an asterisk are required.

Inthe Personal Dataection, you do not have permissions to change ydser NameRole EDIPJor Country
of Citizenship These fields wergetwhen JKO created your account. If you created your account with yousGAE,
fieldsin the Personal Dataectionwill be automaticallypopulated by information on your CA@cluding: First Name;
Last Name, User Name; EDIPI; Role, and Country oh€ltige If the informationcollected from youCAds incorrect,
you must have that corrected througbMDCchannels. JKO cannot update your CAC. If JKO changed any fields in your
Profile that pull from your CAC, they would be overridden by your CAGniafion the next time you logged in.

You must manually fill in the required fields in Bareer Informatiorsection. Duty StationandClearance
fields are not required, andre not authoritative. Users with the LMS role of Student cannot enter or &t in the
Clearancdield.

JOINT (CHIEFS OF STAFF JoINT TRADNZS

|
B

My Training Course Catalog Certificates Community System Administration Training Management Report Builder SEJPME Exercises VCLASS WS_ My Profile

Show/Hide Gadgets]

WS_ My Profile*

“ Required field

Personal Data = il

First Name Middle Name: Last Name: * User Name: *
JACQUES LEON RENAULT

EDIPI PIV Common Name Role: * Country of Citizenship

Career Information — iI

Account Type: * Pay Grade: * Branch of Service: * Duty Station

Government Service Civilian |= 12 - Army - J7 South
Clearance
Secret

Note: Clearance information is NOT
authoritative and should NOT be
used for access determination. |
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As a Training Coordinator, your access to Usensrse recordsand other contents tied to your Organization.
Therefore, when you are initially given the role of Training Coordinator, you were put into a Primaryz@igan
shown in theOrganizationssection ofyour Profile.

Note: JKO requires that Training Coordinators are a member of an Organizatibowever, for Studentle
LMS Users, joining an Organization is not a required figthdé: purpose ofgining an Organization te receive course
assignments, and for tracking and reporting purposes. This is discussed in more detail later in this Guide.

Organizations l =

Primary Organization: X JKO -> ]S-Joint Staff Select Primary Organization

Secondary Organization: None Assigned  Add Secondary Organization

If you attempt to change your Primary or Secondary Organizatipoy will be downgraded to theSudent
role if you select theYesbutton in this Confirmatiomopupboxbelow. When this happens, you will lose all your
Training Coordinator rights and functionSelect theNo button to cancel the action.

Confirm xi‘

The primary,/secondary
organization or country has
changed which will cause the role
of this account 1o be downgraded
to a student. The downgrading of
this account will affect courses that
the individual is assigned to as an
instructor/course manager. Before
you proceed, please re-assign any
courses this account is assigned to.

Do you want to proceed?

Yes Mo (Cancel)

The purpose of tyingour access to yourr@anization is so that you cannot manipuldte Users or records of
other Organizations. Similarly, it means that Training Coordinators of other Organizations cannot manipulate the User:
and records of your Organizatioim later sections of this Guideie will demonstrate the functions and limitations of
your access to your Organizational tidyou have a need to change Organizations, contact the JKO Help Desk for
assistance.

Joining an Organization is important for two reasons:

9 Organizational membership is the primary meanassigncourses 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 automaticallijvdes those courses to each member of your
Organizatiorthrough the My Training tabWe will discuss course assignments in detail later in this
Guide.

9 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 Organizatiteaves, 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 thudience Asodation section is not required. Audiences function much like
Organizations, in that they are a primary meansissign andleliver taining to a specific group ofsérs who may not
be joined together through membership in an Organization. For instanembers of many Organizations may come
together on a temporary basis to participate in an Exercise. That Exercise may adigtsnearticipants to complete
training prior to meeting. In this case, the Exercise leadership would create an Audiesige,cagirses to that
Audience, and require all Exercise participants to join that Audiencee €ach participant joins the Audience, training
is automatically delivered to each participantthe Assigned Training gadget in the My Training &atal the Eercise
leadershipcantrack the training status through our Reports capability.

I Audience Association l

Associations: Add Audience(s)

X Joint Staff (JS) Covernment Service Non-Supervisor Civilians

Contact Information. Keeping an up to date email address in your Profile is critiaill must have access to
this email address if you ever want to change your PasswAld_LMS&jenerated emails are sent to this one email
address.

I Contact Information I =

User's Email- * jacques.renault.tc.test@mail mil Test Email

Administrative Notes. This is not a required field, but can be used by Training Coordinators to enter notes in
GKS t NRPFAESE 27F G KShamindQo&Edingtard caidvi ahd/e@itithede Bores &nEme 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 owr®rofil

I Administrative Notesl - I

0 of 500 characters used

My Trainingrab

TheMy Trainingtab is the landing area each time you log in to the LMS. From here you can access all other
LMSfunctions andproducts via theab links at the top of the pagelhroughout this Guidgabs are outlinedn images
with a bright Green box. Theraining Managementab displays all courses and curricula that nia@ye been assigned
to youor that you have enrolled in yourself, along with detailed information on the source of your assignibeats,
Dates,administrative information, and course Launch and Withdraw buttdvig. Trainingdisplays up to fougadgets.
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J] O I N T K N O W L E D G E O N L I N E

gadgetsare separate areas or blocks of information on the page that contain specific training datgadgets
available inrMy Traning are shown in thélue boxes in the image below, and include:

T Alerts

1 Training Information
9 Assignedlraining

9 ElectiveTraining

As described in more detail below, not géldgetamay display in youMy Trainingtab. gadgetsonly appear if
there is data or training actively associated with thatction. Do not be concerned if you do not see one or more
gadgets

My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SEJPME Exercises VCLASS

Z Refresh Show/Hide Gadgett

My Training

d

Alerts

New Exercises Tab * 01/20/2022 - 03/31/2022

The new tab replaces SGST and reflects the expansion of content available to support the Joint force, to include JETS (KO Exercise Training Support). The combatant command links in JETS map to a Learning Category
in the Catalog which includes Exercise-specific courses to support that exercise. view

Joint Staff Annual Training 02/01/2022-12/31/2022

Attention JS members: Annual Training is now available in your Assigned Training gadget below. Please complete by the Due Date indicated for each course. view

“ Denotes a System Alert

Training_Information = .

ATTENTION JOINT STAFF MEMBERS: CY 2022 Mandatory Training is assigned to you, and displays in the Assigned Training gadget below. You do not need to search for these courses in the Course Catalog. You wil also get an email to your JKO Profile email address indicating you have new training
assignments

To receive your J$ assignments, you MUST be in one of the following Audiences in your JKO Profile. Each Audience has its own unique course assignments:
— Joint Staff (JS) Government Service Non-Supervisor Civilians

— Joint Staff (JS) Government Service Supervisor Civilians

— Joint Staff (JS) Military

If you are not a member of the Joint Staff, go to your JKO Profile and update the Organization and/or Audience Association sections

Assigned Training +
Elective Training

AIertsgadget Alerts are either systerwide or Organizatiotevel announcements that are usually

temporary and are meant to convey something important. Systeuwel Alerts (denoted with an asterisk in the Title)
are usually generic and appear to every user in the LMS, regardless of their Organization. Orgdevehiderts are
announcements that spedifally apply to your Organization. You only see Organizéiaa Alerts if you belong to
that Organization in youpProfile. Those users not in your Organization will not see your OrganiZatiehAlerts. The
Alerts gadgetonly appears if there is thier a systerrwide or Organizatiotkevel Alert. If there is no Alert, thgadget
will not appear.As a Training Coordinator, yeancreateAlerts for your Organizatioonly. Clickhereto jump to that
section of this Guide.
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I Alerts I = I
New Exercises Tab * 01/20/2022 - 03/31/2022

The new tah replaces SGST and reflects the expansion of content available to support the Joint force, to include JETS (JKO Exercise Training Support). The combatant
command links in JETS map to a Learning Category in the Catalog which includes Exercise-specific courses to support that exercise  view

Joint Staff Annual Training 02/01/2022 - 12/31/2022

Attention JS members: Annual Training is now available in your Assigned Training gadget below. Please complete by the Due Date indicated for each course. view

“ Denotes a System Alert

Training Informatiomadget Thisgadgetis specifically tied to your Organization and is meant to
display specific information to only your Organization. likesan Alert, but thiggadgetcan contain much nre
information withinit andappears as a more permanent fixture to thy Trainingtab than an Alert You only see the
Training Informationgadgetif you belong to that Organization in yoBrofile, andthere is information entered into it.
Onlythen willthe gadgetdisplayin the My Trainingtab. If there is ndraining Information the gadgetwill not appear.
As a Training Coordinatqump hereto createTrainingInformation for your Organization.

Training_Information I = I

ATTENTION JOINT STAFF MEMBERS: CY 2022 Mandatory Training is assigned to you, and displays in the Assigned Training gadget below. You do not need to search for these courses in the Course Catalog. You will also get an email to
your JKO Profile email address indicating you have new training assignments

To receive your JS assignments, you MUST be in one of the following Audiences in your JKO Profile. Each Audience has its own unique course assignments
-- Joint Staff (JS) Government Service Non-Supervisor Civilians

- Joint Staff (JS) Government Service Supervisor Civilians

- Joint Staff (JS) Military

If you are not a member of the Joint Staff, go to your JKO Profile and update the Organization and/or Audience Association sections

Assigned Trainirgadget TheAssigned Trainingadgetdisplays courses that are assigned to you
by your Organizationr Audience. You must be a member of that Organization or Audience ifPyofiie to receive
the courses. If you do not belong to any Organization or Audience, or your Organization or Audience has not assigned
any courses, thigadgetwill 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 Yyofile. As a Training Coordinator, yoancreate Assignments
for your Organizationshownherein this Guide.

Assigned Training I = l

Search Sort by: Due Date | Name | Source

Status: Assigned

Js-usos2 Source of assignment Status Date: 02/22/2022

DOD Mandatory Controlled Unclassified Information (CUI) Training (1 hr) \ Due Date: 5/31/2022
Source: Joint Staff (JS) Covernment Service
Non-Supervisor Civilians

A.To Enroll in a assignedCourse, select thEnrollbutton to the left of eaciCourse NumbeandTitle. Once
you acknowledge the Academic Integrity Notidee button will then turn in to daunchbutton. Click theeaunch
button to openand startthe course.

Note: You do not have the option to withdraw from assigned courses. Assigned courses are generally
mandated by your Organization or Audience, so thly aption is to enroll in and then complete thenf.you are no
longer a member of the Organization or Audience, remove either or both from your Profile. Assigned courses that you

TRAININGCOORDINATOHSERGUIDE April 2022 Paged



have not yet enrolled in will no longer display. If you enrolled in aigaed course, it will nowe inthe Elective
Traininggadget (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 theSourceof the assigned course and other information suclbas Date see the information
on the right side of the screen. From the image above, you can see that the course is assigned by JdiB} Staff
Government ServicBon-SupervisoCivilians (Audience)

C.Courses will remain in the&ssigned Trainingadgetuntil you complete them, even if it is after tlizue Date
identified to the right of the courseHowever, a visual indication will display showing you are Past Sleuld you
enroll in a course and theleave the Organization or Audience (through yBuofile) that assigned it to you before you
have completed it, the course will move down to tBkective Traininggadgetuntil you complete it or withdraw from it.

Elective Trainingadget Thisgadgetdisplays courses that you manually enroll in through the
Course Catalog From here, you can begin the course by clickind-thenchbutton orwithdraw from the course by
selecting thewithdraw button. Courses will remain in thimdgetuntil you completehem or withdraw from them.
There is no Due Date for coursgsu electively enroll inbut they generally expire after one year (Enroliment Expiry
Date). This is an administrative function to remove Users who do not intend to complete the course.eH sty
R2Sa y2G YSIty (KIFId @2dz R2y Qi KI @S (2 O2YLX SGS I O2dzNZ
not an assigned course in tRessigned Trainingadgetdoes not necessarily mean your Organization does not require
you to compéte it.

Elective Training = il
Search Sort by: Expiry Date | Name
Status: Enrolled
Launch DOD-US1364-22 Status Date: 02/22/2022
Withdraw Department of Defense (DoD) Cyber Awareness Challenge 2022 (1 hr) Enrollment Expiry Date: 02/22/2023
Student Tools X

Course Catalogab

TheCourse Catalogontains the library of content available to Usef3ontent is separated into two areas:
Individual CoursesandCurricula The default view ofourses idistedin numeric and theralphabetical order by
Course Prefix (fdeft columnfor individual courses The default view of curricula is listed in numeric and then
alphabetical order by curricula namé&achCourse Namand Curriculum Namas selectable and wiipen a window
desaibingthe courseor curriculum
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My Training Course Catalog Certificates Community Community Management System Administration Training Management Report Builder SEJPME Exercises VCLASS

2 Refresh Show/Hide Gadgets

Course Catalog

Learning Category = .
All

00 JTE Certification 00 Language & Culture SOUTHCOM

Search Catalog

Note: Search results are displayed in both gadgets below to match the search criteria entered

Course Prefix: Course Number: Course or Curriculum Name: ATRRS:
All - Partial Course # Title or Name Key Word ALL =
- .
Number of Records: 1,869 5 =
Prefix ¢ :: dlise Number Name ¢ Course Status ATRRS ¢

Show Availability

HQJ0-0000- R " " . 2
ge Elite Mindset Keynote Presentation
081 0184-CLA Warrior's Edge Elite Mindset Keynote Presentation Link
HQI0-0000 Show Availability
081 0185-CLA Warrior's Edge Elite Mindset Training Link

- | . A !

A curriculum is a group of individual courses. Thericulasection is displayed below the Individual Courses
section. To view a list dfie individualcomponentcourses in a curriculunsglect theExpandicon(-) . Click the
collapseicoi¢ii 2 KARS GKS OdzNNA Odzt dzyQa O02YLRySyid O2dz2NASa®

Curricula I = I

Note: The Curricula Names displayed below match the search criteria or contain courses/ sub-curricula that match the search criteria entered.

Number of Records: 17 5 -
Ex!land Name ¢ Status ATRRS ¢
Curriculum
l b 4 I 001 HIPAA... click on this title for instructions Link &' Enroll
The courses and subcurricula below are part of the curriculum 001 HIPAA__. click on this title for instructions
Identifier Title Status
| J5-Us002 ‘ Joint Staff Privacy Act Awareness (FOUQ) - (30 mins) ‘ Assigned |
| J5-Us003 ‘ Joint Staff Counterintelligence Awareness and Reporting (CIAR)_(FOUQ) - (30 mins) ‘ Available |
I @ I Annual Security Education, Training, and Awarness (SETA) Link (2 Unavailable
@ IMESI - CGSC Elective A409 (Healthcare Management Independent Study ). Link (2 Enroll
@ JMESI - CGSC Elective A410 (Healthcare Management Independent Study II) Link (2 Enroll
@ JMESI - Clinical Nurse OIC and NCOIC Leader Development Course (Phase 1) - Distance Learning Link (£ Enroll
(1 of 4) - 2 3 4

Enroll in a Courser a Curriculum There areseveral ways to locate a coursecurriculumin the
Course Catalag

A. First,you can us the pagination functions at the bottom of thedividual Coursedist or the Curriculalist to
advance by one or several pages.

(1of11) 4 o 2 3 45 6 7 8 9 10 = =
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B. To viewmore course®r curriculaper page view, click on theesults per Pagdrop-down menu abovehe
columnand choose to view up t60 coursesor curriculaper page.The default view i8 courses or curricula displayed
per page.

C.You can alsase any othe multiple search functions available to locate a cownseurriculum Each search
method is described below.

0

Search Catalog

Naote: Search results are displayed in both gadgets below to match the search criteria entered

Course Prefix Course Number Course or Curriculum Name: ATRRS

All - Partial Course # Title or Name Key Word ALL =

i. Use theCoursePrefixdrop-down menu to search by Course Prefim.the Individual Coursesection,
all courses with the selected Prefix will display.

Search Catalog

Note: Search results are displayed in both gadgets below to match the search criteria entered

Clear Search 3§

Course Prefix: Course Number: Course or Curriculum Name:
JS - Partial Course # Title or Name Key Word

Individual Courses

Number of Records: 45

promc « | Gt e
Js EQJTLSQOOLO‘]’ JTLS - Enrollment Application Process Link
JS -OT-1000 OTREQUIRED READING: National Security Strategy (NSS) Link
JS -0OT-1001 OTREQUIRED READING: Sustaining U.S. Global Leadership: Priorities for the 21st Century Defense Link
Js -0OT-1002 OT REQUIRED READING: National Military Strategy (NMS) Link
JS -OT-1003 OTREQUIRED READING: Capstone Concept for Joint Operations (CCJO) Required Reading Link
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Any curricula containing courses with the selected prgfighlighted inyellow below) will
display in theCurriculasection. Select the Expand Curricula icorto view those coursesClick the collapse icc 3§
G2 KARS GKS OdzNNRA Odzf dzyQa O02YLRySyid O02dz2NASa®

Curricula =
Note: The Curricula Names displayed below match the search criteria or contain courses/ sub-curricula that match the search criteria entered
Number of Records: 3 5 -
Expapd Name ¢ Status ATRRS ¢
Curriculun
b 4 001 HIPAA... click on this title for instructions Link &' Enroll
The courses and subcurricula below are part of the curriculum 001 HIPAA__ click on this title for instructions
Identifier Title Status
—_—
J5-Uso02 Joint Staff Privacy Act Awareness (FOUO) - (30 mins) Assigned
J5-Us003 Joint Staff Counterintelligence Awareness and Reporting (CIAR) (FOUQ) - (30 mins) Available
@ Annual Security Education, Training, and Awarness (SETA) Link (! Unavailable
@ Joint Sustainment Exercise Planners Seminar (JSEPS) Pre-requisite Curriculum Link (2! Enroll

ii. Enter a Partial Course Number in tBeurse Numbesearch field.In the Individual Coursesection,
all courses withihat partial course numbewill display.

Anycurricula containing courses with that numbgighlighted inyellow) will display in theCurriculasection.
Select the Expand Curricula icon to view those coursesClick the collapse icc) i 2 KA RS G KS OdzZNNR C
component courses.

I

O

TRAININGCOORDINATOHSERGUIDE April2022 Pagel3

























































































































































































































































