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1 Introduction

1.1  Purpose

The intent of the Joint Knowledge Online (JKO) Learning Content Management System (LCMS)
Training Coordinator User’s Guide is to provide Training Coordinators with relevant information
to help them manage students, track enroliments/course completions, etc.

1.2 Audience/Roles

The intended audience for this user’s guide is Training Coordinators who use the JKO LCMS.
The JKO LCMS is a role-based system containing a total of eight associated roles. Assignment
of privileges occurs during or after the registration process and is contingent upon the role
assigned to the user. A user may have only one role in the LCMS. The non-administrator
privileged user roles are defined as follows:

1.2.1 Reports Manager

Reports Managers have the ability to run reports based on courses, students, organizations,
or any other parameter available for reporting.

1.2.2 Instructor

Instructors may be assigned by Training Coordinators or Course Managers to instruct
particular sections of courses. Instructors have the ability to customize section level emails,
administer homework, manage students — drop a student, manage section waitlist, etc. — and
manage student grade books.

1.2.3 Course Manager

Course Managers may be assigned by Training Coordinators to manage particular
courses. Course Managers have the ability to manage specific courses, create sections,
assign instructors for the sections, facilitate the enrollment process (drop student, manage
section waitlist, etc.) for all sections, customize course level emails, and run reports on
course(s) for which they are assigned course management responsibilities.

1.2.4 Training Manager

Training Managers are concerned with managing students within their given organizations and
assigning/tracking training for those students. They have the ability to modify the organizational
structure, modify student profiles, and manage training for personnel — including assigning
mandatory training, tracking enrollments/course completions, and developing directorate level
training plans. Training Manager privileges are scoped to the particular organizational sub-tree
to which the manager is assigned.

1.2.5 Training Coordinator

Training Coordinators are concerned with all aspects of training and education for their
respective organizations. They may create courses in the LCMS, perform all functions of
the roles previously described, and associate Course Managers and Instructors for
particular courses.
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1.3 Scope

This document covers procedures and supplemental information for LCMS functionality used
by Training Coordinators. The software is arranged by grouping gadgets within tabs. This
document explains functionality using the same tab/gadget taxonomy.

1.4 My Profile
The My Profile link at the top left of the screen opens the user’s profile.

Figure 1. My Profile Link

My Training : Course Catalog - : Announcements / Links T System Administration T Training Management :
EME Profile kﬂefresh Show/Hide Gadoets

The required data fields include:

e First Name
e Last Name
e Username

¢ Role
e Account Type
o Pay Grade

e Branch of Service
e Business Email

Figure 2. My Profile, Part 1

%

First Name: | JAME

Middle Name:

Last Name: DOE

Role: | Training Coordinater - Reset my Password

User Name: | JANEDOE.TC

Edipi:

Country of Citizenship: |_'._E: STATES v|

Account Type: Officer -

Pay Grade: 4 -

Branch of Service: Army -

Duty Station:
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Figure 3. My Profile, Part 2

Organizations

Primary Organization: UNASSIGNED  Select Pomary Organgation
Secondary Organization: None Assigned Add Secondary Organization

Audience Assoclation

Available Selected
ARCYBER CIV L
ARNORTH Supemvisors (11 Copy all
ISAF PRT o
Wzl |
JIEDDO ONLY - J3
JKDDC Ml 2
Joint Staff (JS) Contractors (JST) [ ¢ Remove All|
Joint Staff (JS) Contractors (JTS J9 MAC) _‘_l

Contact Information
Phone | Emall Information:

* Business Email: | Jane doe ctr@mall mil

1.4.1 Additional Features of My Profile

Country of Citizenship field. If courses are restricted to certain countries, the user will only see
those courses in the Course Catalog that his Country of Citizenship allows. The country
information is taken directly from the Common Access Card (CAC). At new account creation via
CAC login, the system will check the user’s nationality from the CAC and populate the Country
of Citizenship field. The field is read-only to non-administrator users. Only the roles of System
Administrator and Technical Administrator may change the field.

A user is not required to join an Organization or an Audience in order to take training on JKO.
However, by joining an Organization or an Audience, a privileged user may assign courses to
members of that Organization or Audience. By assigning training, those courses automatically
populate an Organization or Audience member’s list of courses to take, and can be tracked by
the privileged user who made the assignments.

1.4.2 Select an Organization

1. Choose the Select Primary Organization link.

Figure 4. Select Primary Organization Link

Organizations

Primary Organization: UNASSIGMNED | Select Primary Organization I
Secondary Organization: Mone Assigned Add Secondary Oroanization
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2. Click on the black arrow to the left of the (JKO) — Joint Knowledge Online folder to drill
down until you find the appropriate organization you belong to. Or, enter a keyword in
the Search field and select Apply Filter.

Figure 5. Joint Knowledge Online Folder

Find an Organization

| Pacom |

Apply Filter Clear Filter

* _ Indicates Inactive Organization.

El._l (JKQO} - Joint Knowledge Onling *
| J[AFRICOM) - US Africa Command
» | J(ARNORTH) - US ARKY WORTH (ARNORTH}
(ARSTRAT) - US Army Space and Missile Defense Command -
l—‘;ﬂlrn'r'.r Farces Strategic Command (USASMDC-ARSTRAT)
» | J[C4F) - COMUSNAWSO / CAF
(CENABY} - Army Corps of Engineers Morth Atlantic Division
Baltimore District
» |__J(CL-OB)-CL-ORGH
* | J(DISA)} - Defense Information Systems Agency

a

»

‘| [ — | 3

Select Organization Cancel b

3. Open the PACOM folder by clicking the black arrow to the left of the folder and continue
expanding the organization structure this way as necessary.

Figure 6. PACOM Folder

Find an Organization x |

PACOM

Apply Filter Clear Filter

* - Indicates Inactive Organization.

* ) immr8) - rudiQroZ o
» | (NGB} - National Guard Bureau (NGB}
» |__J(OSD P&R) - OSD P&R

) (PACOM} - US Pacific Command (PACOM}
» |__J(SOCOM} - Special Operations Command (SOCOM)
* |__J(SOUTHCOM) - US Southern Command (SOUTHCOM
» | J(5S1C)-Sean Testorg 1C
» |__JTestOrg2)-TestOrg2

» [ J{USA) - Army units - Expand to see list * a8

4| m | 3

Select Organization
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4. The PACOM folder will display all subordinate units.

Figure 7. PACOM Subordinate Units

Find an Organization x |
PACOM

Apply Filter Clear Filter

* - Indicates Inactive Organization.

= |__J[PACOM) - US Pacific Command (PACON}
. [PCM-J0% - JO - USPACOMN Bridge/Personnel and Special
Staffs t

» |__J(PCM-J1}-J1 - Manpower, Personnel & Administration
» | J(PCN-J2} - J2 - Inteligence

* | J[PCM-J3}-J3 - Operations

. [PCHM-J4} - J4 - | ogistics, Engineering & Security
Assistance

» |__J(PCM-J5} - J5 - Strateqgic Plans & Policy

* |__J[PCM-J8} - J6 - Communications System

e 0 “Siimirkl 1Ty 1T Teninimes and Cwnrminan

4 1 | 3

Select Organization
|

13

i
m

5. Continue to select the black arrow until you find your actual organization.

Figure 8. Drilling Down to an Organization

Find an Organization 4

PACOM

Apply Filter Clear Filter

* _ Indicates Inactive Organization.

= |__J(PACOM} - US Pacific Command (PACOM}
. [PCM-J0Y - JO - USPACOM Bridge/Persannel and Special
Staffs
| = (PCW-J004} - J004 - Inspector General

| = [(PCM-JOOCAG) - JOOCAG - Commander's Action Group
| = (PCW-JO1P) - JO1P - Protocol

| =/ (PCM-JO1PA) - JO1PA - Public Affairs

| =/ (PCM-102) - JO2 - Chief of Staff

| = (PCW-J04) - JO4 - Command History

| = (PCW-J05) - JOS - Comptroller * -
« 1 | »

Select Organization
|

»

i
n
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6. Once you find the correct organization, click on it to highlight it, and then click Select
Organization.

Figure 9. Select Organization Button

Find an Organization x

FACOM

Apply Filter Clear Filter

* - Indicates Inactive Organization.

« |_J(PACOM} - US Pacific Command (PACOHM}) -

- (PCM-J0% - JO - USPACOM Bridge/Personnel and Special
! gtaffs

(PCH-JO04) - JOOM4 - Inspector General

(PCH-JOOCAG) - JOOCAG - Commander's Action Group
(PCWM-JO1P} - JO1P - Protocol

(PCW-J01PA) - JO1PA - Public Affairs

(PCW-102) - JO2 - Chief of Staff

(PCW-J04) - JO4 - Command History

(PCM-J0OSY - JOS - Comptroller * 7
[l 1 | 3

Select Organization w

|

7. You have now selected your Primary Organization. Ensure you save your changes by
selecting the Save button at the bottom of the screen. You may select and de-select
your Secondary Organization the same way. A Secondary Organization is not required.

Figure 10. Saved Organization

Organizations

| Primary Organization: xJKOQO -= PACOM -= PCM-J0 -= PCM-J004-J004 - Inspector Generall Select Primary Organization
econdary Urganization. MNone ASsignea Add Secondary Organization

1.4.3 De-select your Organization and return to an UNASSIGNED status.

1. When a User departs an Organization, you will need to UNASSIGN him from your
Organization in JKO. This way, he will not continue to receive any assignments
associated with the Organization, and he will not show up on any of your JKO reports.

2. Select the red x (X) to the left of your Organization.
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Figure 11. De-select your Organization

Organizations

Primary Drganizatioﬂlﬁ -= PACOM —= PCM-J0 -= PCM-J004-J004 - Inspector General Select Primary Organization
Secondary Organizatiof=Mehe Assigned Add Secondary Organization

Figure 12. UNASSIGNED to any Organization

Organizations

Primary Organization: UNASSIGNED Select Primary Organization
Secondary Organization: Mone Assigned Add Secondary Organization

3. You have now de-selected your Primary Organization. Ensure you save your changes
by selecting the Save button at the bottom of the screen.

1.4.4 Join an Audience

An Audience functions much like an Organization, in that it is a way to deliver training to a
specific group of users who may not be joined together through membership in an
Organization. By joining an Audience, courses assigned to that Audience are automatically
delivered to your course listing in the My Training Tab.

1. From the Audience Association area in My Profile, select an Audience from the list of
Available Audiences on the left, and then select the Copy button to move the selected
Audience to the Selected Audiences area on the right.

Figure 13. Select an Audience, Part 1

Audience Association
Available (* locked from joining) Selected (* locked from dropping)

DDRCD Military
EEN EDGE 14 - All CoS and KMO |
Exercise KEEN EDGE 14 - All J2

Exercise KEEN EDGE 14 - All J3 and J5

Exercise KEEN EDGE 14 - All J4 [ bl bt
Exercise KEEN EDGE 14 - All USFJ Staff

4 T 3
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Figu

re 14. Select an Audience, Part 2

hmnm—l

Available (* locked from joining)

DDRCD Military

Exercise KEEN EDGE 14 - All J2
Exercise KEEN EDGE 14 - All J3 and J5
Exercise KEEN EDGE 14 - All J4
Exercise KEEN EDGE 14 - All USFJ Staff
Hanshaw Build 3

< I 3

Selected (* locked from dropping
o Exercise KEEN EDGE 14 - All CoS and KMO

2. You are now a member of that Audience and will automatically receive any training

assigned to that Audience.
at the bottom of the screen.

Ensure you save your changes by selecting the Save button

To remove a selected Audience, select the Audience from the Selected Audiences area

on the right and click the Remove button.

Figure

15. De-select an Audience, Part 1

— 1

Available (* locked from joining)

DDRCD Military

Exercise KEEM EDGE 14 - All J2
Exercise KEEM EDGE 14 - All J3 and J5
Exercise KEEN EDGE 14 - All J4
Exercise KEEN EDGE 14 - All USF. Staff
Hanshaw Build 3

< I 3

Selected (* locked from dropping_}

- l Exercise KEEM EDGE 14 - All CoS and KMO I

Figure 16. De-select an Audience, Part 2

— 1

Available (* locked from joining)

DDRCD Military
| Exercise KEEN EDGE 14 - All CoS and KMO |
—
Exercise KEEN EDGE 14 - All J2
Exercise KEEN EDGE 14 - All J3 and J5
Exercise KEEN EDGE 14 - All J4
Exercise KEEN EDGE 14 - All USFJ Staff

4 | m 3

Selected {* locked from dropping})

4. The Audience will then move back to the Available area on the left. Ensure you save
your changes by selecting the Save button at the bottom of the screen.
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2 My Training Tab

The My Training Tab is the main interface used by students to take courses. It displays all
courses and curricula which have been assigned to you by training staff, you have assigned
yourself, or you are in some state of enroliment (i.e. Enrolled, Waitlisted, Requested, or
Requires Test Review). It is also one of two locations from which you Enroll and Launch your
courses. The other location is from the Course Catalog, which will be discussed in Section 3.

Figure 17. My Training Tab

My Training Course Catalog Announcements / Links System Administration Training Management
Gh‘l){ Profile % Refresh ShowiHide Gadgets
Shown below are courses and curricula which have been assigned to you by training staff, you have assigned yourself, or you are in some state of enrollment {i.e.
enrolled, waitlisted, requested, or test review). Curricula must be expanded using the Show Course link to see the status of component courses, choose among
alternative courses when allowed, and launch component courses. Use the Refresh function above if the list does not update automatically after enrollments or
completions

-
Course Number ~ Title # Status # Status | Actions Due Enroliment Source + | Student
Date Date & Expiry Date & Tools
AFR-J30P-US850 VCAT Horn Of Africa Enrolled 71812013 71912014 Showd/Hide
J3TA-USD30 Combating Trafficking in Persons | Assigned 7192013 9/30/2013 Joint Staff
Course (CTIP} - (1 hr} 1S)
Government
Service
Civilians
JS-US006C Joint Staff Suicide Awareness and J Assigned 71972013 9/30/2013 Joint Staff
Prevention - Civilian only - (1 hr} 1S)
Government
Service
Civilians
Js-Us012 Joint Staff No Fear Act Training Assigned 71972013 9/30/2013 Joint Staff
Course - (1 hr} (J8)
Government
Service
Civilians
JS-Us013 Joint Staff Equal Opportunity Poli Assigned 7192013 9/30/2013 Joint Staff
Basic Training - (1hr} 1S)
Government
Service
Civilians
Js-Us021 Joint Staff Sexual Assault Assigned 71972013 9/30/2013 Joint Staff
Prevention and Response Training - 1S)
(1hry Government
Service
Civilians

2.1 Functions

The My Training Tab contains searchable fields to quickly locate your courseware by Course
Number, Title, and/or Enrollment Status. These fields are useful if a user is enrolled in or
assigned many courses. The course listing also displays useful administrative information such
as assignment Due Dates, Enrollment Expiration Dates, and Source of Assignments.

Joint Knowledge Online 9
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2.1.1 Launch and Withdraw from a Course

Students enroll in courses via the Course Catalog Tab. Students may also launch a course from
the catalog. Course Catalog functionality is discussed in Section 3.

Once a student has enrolled in a course, that course appears in the list of courses displayed in
the My Training Tab with a Launch button. Clicking this button will open the course in a new
window/tab. Students may also withdraw from an Enrolled course at any time by clicking on the
Withdraw button. The course will then be removed from the course listing. The Withdraw button
is only available when a student is Enrolled in the course.

Figure 18. Launch or Withdraw from a Course

Course Number -

AFR-J30P-USE50

Title #

VCAT Horn Of Africa

Status #

Enrolled

Status
Date ¢

71972013

Actions

Due
Date ¢

Enroliment
Expiry Date ¢

71972014

Source +  Student
Tools

Show/Hide

2.1.2 Enrollin an Assighed Course

Privileged Users may assign courses to students belonging to an Organization or Audience.

When they do this, the assigned courses appear in the course listing with an Assigned status in
the Status column. The Source column indicates the Source of the Assignment. To enroll in an
Assigned course, click the Enroll button. You will be prompted to confirm enrollment, and then a
Launch button will appear and the Status column will change to Enrolled. You may then launch

the course.

Figure 19. Enroll in an Assigned Course

Course Number # Title # Status # Status | Actions Due Enroliment Source # [Student
Date * Date * Expiry Date & ools
JS-US006C Joint Staff Suicide Awareness and | Assigned 719/2013 m Imauxzms Joint Staff
Prevention - Civilian onby - {1 hr} | (J5)
Government
Service
Civilians
Course Number ~ Title Status # Status | Actions Due Enroliment Source ¢  Student
Date & Date & Expiry Date s Tools
J5-US006C Joint Staff Suicide Awareness and | Enrolled 71912013 9/30/2013 | 71912014 JointStaff | Show/Hide
Prevention - Civilian anby - {1 hr} Js)
ithdraw Government
Senvice
Civilians

3 Course Catalog Tab

The Course Catalog Tab allows users to browse through the list of available courses, enroll in
and launch a course, and add a course to their course listing in the My Training Tab. The
Course Catalog is filterable by Course Number and/or Title.

Joint Knowledge Online
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Figure 20. Course Catalog Tab

Courses Curricula

Course Catalog
——

EJuy Profile 2 Refresh

Browse Course Catalog.
You may browse the Course Catalog below. Use the input and selection fields above each column to filter your results.

PAC-US002

PACJ7-US001-01

PACJ7-US001-07

PACJ7-U3001-08

PACJ7-U3S003

PACJ7-US006A

PACJ7-US012-7

PACJT-US012-8

PACJT-US012-9

PACJ7-US900

[Pac Keyword Search Field |
Course Number # Title #

USPACOM Sexual Azsault Prevention and Responge Training (1 hrj) Lnk™
USPACOM Overview Course Link™

PACOM OPSEC Awareness Link™

PACOM Social Metworking Awareness —Lnk™

HAWAIN 101 - (5 hr} Lnk™

HQ USPACOM Joint Staff Organization and Planning ~Lnk™%

TF12 Foreign Disclosure  Link™

TF12 Lessons Learned Collection - Joint Lessons Learned Information System W0k~
TF12 TPO-TPE, Joint Training Information Management System Lnk™

PACOM Joint Lezsons Learned Information System (JLLIS) Overview — Wnk™

Results per Page: 10

Exclude Enrolled Courses: |

g
g
g

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

-

Show/Hide Gadgets

0000000000

3.1 Search the Course Catalog

Searching the Course Catalog is accomplished by either paging through the catalog using the
scrolling pagination at the bottom of the page (only if your search results generate more courses
than the Results per page setting), or by entering search criteria in the filters above the Course
Number and/or Title fields, and then selecting Search. A list of courses matching your search
criteria will then display.

3.2 Enroll in a Course

A student enrolls in a course by clicking the Enroll button to the right of the course name. Select
Continue when prompted to confirm enrollment. The Course Status column updates to indicate
the student is Enrolled. See Figure 21. Once the student is enrolled in a course, that course

appears in the student’s course listing in the My Training Tab.

Refer to Section 2 for more information on the My Training Tab.

Joint Knowledge Online
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Figure 21. Enroll and Launch a Course from the Course Catalog

Courses

PAC

Eduy Profie 2 Refresh

Curricula

Browse Course Catalog.
You may browse the Course Catalog below. Use the input and selection fields above each column to filter your results.

Clear Search

Course Humber #

PAC-US002

PACJT-U3001-01
PACJT-US001-07
PACJT-US001-08
PACJ7-US003
PACJ7-US0O06A
PACJT-US012-7
PACJT-US012-8
PACJT-US012-9

PACJ7-US300

Title #

USPACOM Sexual Assault Prevention and Response Training (1 hry Lnk=
USPACOM Overview Course Lnk™

PACOM OPSEC Awareness Lnk™

PACOM Social Networking Awareness Lnk™

HAWAIN 101 - (.5 hr} Link™

HQ USPACOM Joint Staff Organization and Planning — Lnk™

TF12 Foreign Digclogure  Link ™

TF12 Lessons Learned Collection - Joint Lessons Learned Information System — Link™
TF12 TPO-TPE, Joint Training In formation Management System —Lnk™"

PACOM Joint L essons Learned Information System (JLLIS) Overview — Lnk™

Results per Page: 10

Exclude Enrolled Courses: |

Course Status

Launch

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

Enroll

m
=1
=
=
o
=

Enroll

Course Catalog | Announcements/Links | System Administration | Training Management '

Show/Hide Gadgets

-

Q00000000

3.3

Launch a Course

Once a student properly enrolls in a course, a Launch button appears in the Course Status
column. Clicking the Launch button will open the course in a new window/tab. The student may
also now launch the course from the course listing in the My Training Tab, as discussed in

section 2.1.1.

3.4

Add to My Training Icon

To the right of the Enroll button is the Add to My Training icon (9 ). Clicking this icon will add
the course to the student’s course listing in the My Training Tab, with an Assigned status. The
student can then Enroll in or Remove the course at any time. Refer to Section 2 for more

information on the My Training Tab.

4

Certificates Tab

The Certificates Tab allows the student to access the record of courses and Completion
Certificates which they have completed on the Passed tab, and all courses they have passed,
unsuccessfully completed, or dropped on the All tab.

Joint Knowledge Online
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Figure 22. Certificates Tab — Passed Tab

: My Training : Course Catalog : Announcements / Links T System Administration T Training Management :
Edmy Profie 2 Refrash Show/Hide Gadaets
Shown below are all learning/training activities in which you have been enrolled in the past.
® Show Individual Courses  Show Curricula
@ Transcripl
Passed All
prefic - - -
Course ID ¢ Title * Primary Instructor ¢ Mode ¢ Passed Date ¢ Certificate
PAC J7-US001-01 | USPACOM Overview Course Web Enabled 111222013 =3
PAC -US002 USPACOM Sexual Assault Prevention and Response Training (1 hr Web Enabled 112212013 a
PAC J7-US001-07 | PACOM OPSEC Awareness Web Enabled 111222013 &
HE k3 B 28
S — |

Figure 23. Certificates Tab — All Tab

Course Catalog Announcements | Links T System Administration T Training Management :
Eduy Profie 2 Refresh Show/Hide Gadgets
Shown below are all learning/training activities in which you have been enrolled in the past.
# Show Individual Courses  Show Curricula
@ Transcrip
Passed All
Clear Fi Results Per Page: 10 ™
prefic - hd - hd
Course ID ¢ Title + Primary Instructor # Mode # Status - Status Date + Certificate
PAC J7-US001- | USPACOM Overview Course Web Enabled Passed 112212013
[
PAC -US002 USPACOM Sexual Assault Prevention and Web Enabled Passed 112212013
Response Training (1 hr
PAC J7-US001- | PACOM OPSEC Awareness Web Enabled Passed 1112212013 &
o7
PAC -US002 USPACOM Sexual Assault Prevention and Web Enabled Dropped 112212013
Response Training (1 hr
PAC J7-US001- | PACOM Social Networking Awareness Web Enabled Dropped 1112212013
08
J30 P-MN0E2 The Revolution in Military Affairs Course Web Enabled Dropped 112212013
| HE L B 25
50 e X
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4.1  Obtain a Course Completion Certificate

To obtain a Course Completion Certificate, click on the ribbon icon ( R ) to the right of the
course information. A PDF file of the certificate will appear in a new window. This file can be
saved or printed.

Figure 24. Sample Course Completion Certificate

JOINT KNOWLEDGE ONLINE

JANE DOE

Has successfully completed

USPACOM Overview Course
11/22/2013

\74,0. Camacho, GS-15
Chief, Joint Knowledge Online Division
Deputy Director Joint Training, JS J7

——— ———————_—

4.2  Obtain a Student Transcript

To obtain a transcript of a student’s course completions, click the Transcript link on the right
side of the Certificates workspace. A PDF of the transcript will appear in a new window. You
may save or download the document.

Figure 25. Transcript Link

@ Transcript

Joint Knowledge Online
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STUDENT NAME:
ORGANIZATION:

Course #

FPAC
J7-US001-07

PAC
J7-US001-01

FPAC
-Usooz2

Figure 26. Transcript
ONLINE TRAINING TRANSCRIPT
Jane Doe GENERATED: 11/22/2013 at 10:18:19 AM
PCM-J004 - JO04 - Inspector
General

Course Name
PACOM OPSEC Awareness

USPACOM Overview Course

USPACOM Sexual Assault Prevention and
Response Training (1 hr)

Status Status Date
Passed 2013-11-22
Passed 2013-11-22
Passed 2013-11-22

5

Announcements/Links Tab

This Tab contains administrative announcements and links to common sites. It is updated
periodically and can be configured by organization. For example, JKO can put out an enterprise-
wide administrative announcement regarding the SERE 100 course that all users will see, while
PACOM can put out an announcement that only members of PACOM can see.

Figure 27. Announcements/Links Tab

EJuy profile 2 Refresh

Title Description

!

Announcements / Links

Searching for | When searching for JKO Courses, ensure you are inthe Course
JKO Courses | Catalog Tab. If you attempt to search for a course while in the My

System Administration

Announcements = Links

AtlasPro 2 Documentation

| | AtlasPro 2 Privieged Users Guide w4

) g . g

Show/Hide Gadgets

“

SERE 1001

Training Tab, the system will only display the courses you are
currently enrolled in or assigned.

The SERE 100.1 Level A Code of Conduct Training Course (J3TA-
JS022) can be easily found by entering SERE in the search box
above the Title column of the Course Catalog and select the
Search button. Select the Enroll button for the SERE course that is
displayed.

ae | & £ 28

AtlasPro2 Quick Start Guide for Students

| = User Account Instructions

Help

| = Help Desk COI

| = Svystem Requirements
Feedback

| =| LMS Courses in ATRRS

Joint Chiefs of Staff External Links

|=| U.S. Army

| =) u_s. Navy

U. 5. Air Force

| = Marine Corps

U. 5. Coast Guard

| | Joint Electronic Library
| =/ Intefink
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6 System Administration Tab

The System Administration Tab provides functionality associated with the following gadgets:

e User Management
e Audience Maintenance
e Organization Maintenance

This section of the manual provides an overview of each of the gadgets accessible from the
System Administration Tab. As a Training Coordinator, most of your attention will be focused
on tasks primarily associated with the User Management Gadget.

Figure 28. System Administration Tab

Course Catalog Announcements [ Links System Administration Training Management

H Profile Show/Hide Gadgets
User!ﬂanagement Organization Maintenance - I:I
User Search Shown below is your organizational structure. Left click any node to edit or
deactivate that node.
Use the search fields below to locate one or more user accounts you wish to
manage.
First Name:

Last Name: i

* - Indicates Inactive Organization.

User Name:
. L 11IS) - Joi
Primary Organization:  Select Organization *+ LJUS)-Joint Staff
Email:

Status: Actve -

Csearen 1 resei

Advanced Search

Audience Maintenance —

Audiences Audience Groups

Shown below are all audiences to which you have access. Please click on the
name of an audience to edit

Add Audience Apply Filters Clear Filters

Audience Hame ¢+ Description #

AFRICOM Al All AFRICOM

ARCYBER CIV ALL Civilians assigned under
ARCYBER command

ARNORTH Supervisors US Army North Supenisors

DD J7 Reserves Newcomers | This audience includes all persons
newly assigned to the DD J7
Reserves (TTHD)

DDRCD DA Civilian JIEDDO DDRCD for Army Civilians
DDRCD Miltary JIEDDO DDRCD Army personnel
Exercise AUSTERE HQ training audience for USEUCOM
CHALLENGE 11 exercise AUSTERE CHALLENGE 11
Exercise INTEGRATED Courses for all participants of 1A 13
ADWVANCE 13 - All participants
Exercise INTEGRATED Courses for 1A 13 05 and above
ADWANCE 13 - O5 and above | participants
JIOWC-JIOWC-CCA members of the JIOWC-CCA

e | & | 1 2 3 | » | =m
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6.1 User Management Gadget

The User Management Gadget is accessible on the System Administration Tab and provides
the ability to search for and manage user accounts.

Permissions by Role: The Training Coordinator and Training Manager Roles have access to

this gadget and the user search-related management functions. However, the permissions are
scoped to the individual's primary organization (e.g. a user at the PACOM command level may
modify any user at or below PACOM while a user at the PACOM J7 level may modify any user
at or below J7 only).

6.1.1 User Management Tabs

The User Search Tab is the only tab available to Training Coordinators in the User
Management Gadget. Users with additional rights have the ability to create and merge
accounts with this gadget.

6.1.2 User Management Tasks

The following sections explain the various functions associated with the User Management
Gadget that a Training Coordinator may perform.

6.1.2.1 Search for a User

Figure 29. User Search Tab, Minimized View (Default)

User Management - B8

User Search

Lise the search fields below to locate ane or more user accounts you
wish to manage.

First Name:
Last Hame:

User Hame:

Primary Organization: Select Organization

Email:
Status: |Acti-.-s "I
[searcn ] reset

Advanced Search

Use the following steps to find a user:

1. Onthe System Administration Tab, in the User Management Gadget, use any of
the following search criteria to locate a user:

e First Name —type a sequence of characters included in the user’s first name

e Last Name — type a sequence of characters included in the user’s last name

Joint Knowledge Online
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User Name — type a sequence of characters included in the user's JKO LCMS
username

Primary Organization — click the Select Organization link. A Find Organization
window opens. Expand and contract the organizational tree by clicking the black
arrow to the left of a folder icon (which indicates the organization has sub-
organizations). The filter may be used to search for any part of an organization name.
Select an organization by checking the box to the left of the name. An option to
include all sub-organizations in the search, vice just the immediate organizational unit
selected, will appear at the bottom of the window. Check the box if desired. Click the
Select Organization button to complete the selection.

Note: Leaving the Primary Organization field blank defaults the search to the
user’s entire primary organization.

Figure 30. Find an Organization

Find an Organization X

-

4

L i )
-~ Staffs

* | J|v |iPCcl-J1} - J1 - Manpower, Personnel & Administration

_J B (PCW-J2) - J2 - Intelligence

Apply Filter Clear Filter

* _ Indicates Inactive Organization.

- PCH-J5} - JS - Strategic Plans & Poli

[ (PACOM) - US Pacific Command (PACOM} i
[ (PCH-J0} - JO - USPACOM Bridge/Personnel and Special

m

| [ (PCM-J3} - J3 - Operations

] [ (PCM-J4) - J4 - Logistics_Engineering & Security
Asszistance

| [ rPCM_IRY - I - Communicatinns Swustem

Check to include all sub-organizations of J1 - Manpower, Personnel & Administration

Select Organization m‘

1 b

Email — type in the user’'s email address

Status — select a user’s status (active, inactive, or both)

By default, the minimized search includes Unassigned users (i.e. a user that has no
primary organization) in the searched user population. To exclude Unassigned users,
click the Advanced Search link or maximize the gadget.

Optional Search fields. Click Advanced Search or the gadget maximize button to
maximize the gadget and search by additional fields:
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o EDIPI — Enter a user’s EDIPI, a numeric string located on the back of the CAC.
When a user creates a JKO account with a CAC, the EDIPI is automatically
included in his JKO Profile.

e Roles —select a JKO LCMS user role

e Secondary Organization — click the Select Organization link and select the
organization as explained above for the primary organization.

¢ Include Unassigned Users — check the box to indicate whether unassigned
users should be included in the search population.

Note: Including unassigned users but not narrowing the search with some
field other than an organization will cause all unassigned users to be
included in the search results. If you are searching for a user that has
selected an organization, uncheck this box so as not to return large
numbers of unneeded records.

e Account Type — select an account type
e Pay Grade — select a pay grade
e Branch of Service — select a branch of service

Figure 31. User Search Tab, Maximized View

User Management =

User Search

Use the search fields below to locate one or more user accounts you wish to manage.

First
Name:

| User

I Last Hame: | Jones
Name:

EDIPIL: Roles: Select Role... - Status: Active -
Primary Select . =
Organization: Organization Include Unassigned Users: [v
Secondary Select
Organization: Organization
Email: Account Select Account Type... -
Type
Pay Select Pay Grade... = Branch of Select Branch of Service... -

Grade: Service:

o eeeet )

2. Click Search. A list of users meeting all entered search criteria displays in the Search
Results section of the maximized gadget. See Figure 32. In this example, only a
Last Name is entered as search criteria. The Reset button clears the search
parameters and the results from any previous search.
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Figure 32. User Search Tab Search Results

User Management
User Search
Use the search fields below to locate one or more user accounts you wish to manage.
First Last Name: | Jones User
Name: Name:
EDIPI: Roles: Select Role... - Status: Active
Primary Select . T
Organization: Organization Include Unassigned Users: v
Secondary Select
Organization: Oroanization
Email: #;;g“m Select Account Type... -
bay Select Pay Grade... - Bra".Ch of Select Branch of Service. .. hd
Grade: Service:

Search Results

Toreset a user's password or mandate a change upon next login, please click the ‘Manage Settings’ button beside that users account.

Search Results can also be exported to an xls format (Microsoft Excel). Please note that there is a 3000 record limit on this export.

=

Results Found: G763 Results per page: 10 ~

Settings Name ~ User Name ¢ Primary Organization Role Status

ADAMSJONES ALLISON ALLISOMN M ADAMSIONES Unassigned Student Active
View Desktop

Y

ADAMSJONES SANDRA SANDRAADAMSJONES Unassigned Student Active

6.1.2.2 Modify User Profile

User Profiles may be modified through the User Management Gadget. The most common
reasons to modify a User’s Profile are to update Organization affiliation, Career Information,
and email address. The User can do this too, but the Training Coordinator also has the
option to do it. The system notifies the user via email when the Profile is modified.

Use the following steps to modify a user Profile:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the user whose profile you would like to modify.

Note: For more information on searching for users, refer to Section 6.1.2.1.

2. Under Search Results, click the name of the user whose profile you would like
to modify. See Figure 33. AWS_Edit Account tab appears. See Figure 34.
The information on the WS_Edit Account tab is the same as in Section 1.4,
Figures 2 and 3, of this document.

3. Edit or update any of the available fields and save the changes using the Save button at
the bottom of the page.
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Figure 33. Open a User’s Profile

User Management &

User Search

Use the search fields below to locate one or more user accounts you wish to manage.

First Last Name: Jones User
Name: Hame:
EDIPIL: Roles: Select Role... - Status: Active -
. Primary Select . .
Click on the User’s name |organization: Oroanization "MelUde Unassigned Users: [
. Secondary Select
to open her Profile Organization: Oroanization
Email: #:;g“ nt Select Account Type... -
Pay Select Pay Grage... ~ Bran.cll of Select Branch of Service... hd
Grad Service:

searen ] reser

Search Results

Toreset ausers password or mandate a change upon next login, please click the ‘Manage Settings’ button beside that users account.

Search Results can also beexported to an xls format (Microsoft Excel). Please note that there is a 3000 record limit on this export.

=
Results Found: 6763 Results per page: 10 ~
Settings Name ~ User Name # Primary Organization ¢ Role # Status
N ADAMSJONES ALLISON ALLISON.N.ADAMSJONES Unassigned Student Active
A ADAMSJONES SANDRA SANDRAADAMSJIONES Unassigned Student Active

View Desktop

Click on the User’s name to open her Profile. See Figure 34.
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Figure 34. User’s Profile

WS_ Edit Account E

uh‘g Profile Show/Hide Gadgets

RED label indicates a required field

Test Email

Personal Data

First Name: ALLISOMN
Middle Name: N

Last Name: ADAMSJONES
Role:  Student -
User Name: ALLISON.M.ADAMSJONES

Edipi:

Country of Citizenship: Select Country... -

Career Information

Account Type: Officer -
Pay Grade: 2 -
Branch of Service: MNavy Reserve -

Duty Station:

Organizations

Primary Organization: UNASSIGNED Select Primary Organization
Secondary Organization: Mone Assigned Add Secondary Organization

Audience Association

Available (* locked from joining) Selected (* locked from dropping)
Abrams

ARCYBER CIV
ARMORTH Supenvisors
Bradley AT
Build 3 Audience A | ¥ hEemove |
Build 3 Audience b

A

4 1 »

1 »

The Training Coordinator is now able to edit select fields in the User’s Profile (except Country of
Citizenship, Username, Edipi, and Role. Only Administrators may edit these fields). Once you
have made changes, select Save. The User will get an email notifying him that his Profile has
changed.

6.1.2.3 Require User Profile Update

Use the following steps to require a user to update his profile at next login:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the user.

Note: For more information on searching for users, refer to Section 6.1.2.1.
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2. Under Search Results, click the Manage User Settings icon ( <) for the desired user.

The Manage Settings window appears.

Figure 35. Manage Settings Window, Require Profile Update

Manage Settings x

SMITH, JOHN (JOHNK.SKMTH})
Active: [v

| Require user to change password upon next login

I Reset user password now:

v Require user to update profile information upon next login

e

3. Select the check box for Require user to update profile information upon next
login.

4. Click Save.

Note: The box will remain checked until the profile is successfully saved, whether
by the subject user or by a privileged user updating the profile.

6.1.2.4 Require User Password Change
Use the following steps to require a user password change at next login:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the user.
Note: For more information on searching for users, refer to Section 6.1.2.1.

2. Under Search Results, click the Manage User Settings icon (“*) for the desired
user. The Manage Settings window appears.

Figure 36. Manage Settings Window, Require Password Change

Manage Settings x

SMITH, JOHN (JOHNM.SMITH}
Active: [«

[+ Require user to change password upon next login

[ Reset user password now:

[ Require user to update profile information upon next login

Save Cancel

L

3. Select Require user to change password upon next login.
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4. Click Save.
6.1.2.5 Reset User Password

Use the following steps to reset a user password:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the user.

Note: For more information on searching for users, refer to Section 6.1.2.1.

2. Under Search Results, click the Manage User Settings icon ( “*) for the desired user.
The Manage Settings window appears.

Figure 37. Manage Settings Window, Reset User Password Now

Manage Settings X

SKIMTH, JOHN {(JOHNK.SMITH)
Active: [v

[ Require user to change password upon next login
v Reset user password now:

Temperary token used to reset password has been generated: namnogpv3hrdpuasorst $

I Require user to update profile information upon next login

) ficn

3. Select Reset user password now. A “token” is generated and displayed to the right of
the text.

4. Click Save. The system sends an email to the user that contains the token. The user will
use the token to set or change their password from the JKO LCMS Login page.

6.1.2.6 Deactivate a User Account

As a general rule, users should not be deactivated, except for security reasons, or unless they
are leaving government-related service and thus will have no further need of the LCMS. A user
who transfers from an organization, but would have future need of the LCMS within the
enterprise, should have their Primary Organization set to Unassigned in their Profile.

Use the following steps to deactivate a user account:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the user.

Note: For more information on searching for users, refer to Section 6.1.2.1.

2. Under Search Results, click the Manage User Settings icon ( ™) for the user you
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want. The Manage Settings window appears.

Figure 38. Manage Settings Window

Manage Settings

SMITH, JOHN (JOHNM.SKMITH)
Active: [»

[ Require user to change password upon next login
[ Reset user password now:

™ Require user to update profile information upon next login

sae

3. Deselect Active.

4. Click Save. The account is how Inactive, but still searchable using the search
procedures described in Section 6.1.2.1.

6.1.2.7 View User Desktop

The View Desktop function allows the Training Coordinator to view a student’s assignments,
current training, and training history. It displays a modified view of the information contained in
the Student’s My Training Tab.

Use the following steps to view a user’s desktop:

1. Onthe System Administration Tab, in the User Management Gadget, search for
the desired user.

Note: For more information on searching for users, refer to Section 6.1.2.1.

2. Under Search Results, click View Desktop for the desired User. See Figure 39. A
workspace tab for that user appears with a view of their assigned courses, courses
currently enrolled in, and Training History. See Figure 40.

Joint Knowledge Online 25



Training Coordinator User Guide

Figure 39. View Desktop Button

User Management &

User Search

Use the search fields below to locate one or more user accounts you wish to manage.

First Last Name: Jones User
Name: Hame:
EDIPIL: Roles: Select Role... - Status: Active -
Primary Select . .
Organization: Organization Include Unassigned Users: v/
Secondary Select
Organization: Organization
- Account
Email: Type Select Account Type...
Pay Select Pay Grade... + Bran.cll of Select Branch of Service... -
Grade: Service:

searen ] reser

Search Results
Toreset ausers password or mandate a change upon next login, please click the ‘Manage Seftings’ button beside that users account.

Search Results can also be exported to an xls format (Microsoft Excel). Please note that there is a 3000 record limit on this export.

=
Results Found: 6763 Results per page: 10 ~
Settings Name ~ User Name # Primary Organization ¢ Role # Status
ADAMSJONES ALLISON ALLISON.N.ADAMSJONES Unassigned Student Active
vewoenion ||
A ADAMSJONES SANDRA SANDRAADAMSJIONES Unassigned Student Active

View Desktop

Select View Desktop to open a modified view of the information contained in the Student’'s My

Training Tab. See Figure 40.
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Figure 40. View User Desktop

: : Announcements | Links T System Administration T Training Management :

Show/Hide Gadgets

Courses | am Assigned shows all the courses associated to your organization, audience, or job. Courses | am Assigned is NOT related to your competency assessment.

Courses Curricula
Assigned courses listed here | - o irees
Course ID - Title ¢ Due Date ¢ Course Status
J3T A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4) 12112014 Available
" k4 B 28
(] ADA (] rainina

Shown below are all learningfraining activities in which you are currently enrolled, waitlisted, or awaiting approval of enrollment request. Click on the button to launch the
Course. You may also click the Title for Course Information. Please maximize this gadget for more options related to learningftraining activities.

® Show Individual Courses ~ Show Curricula

Courses currently Enrolled in listed here

Enrolled Waitlisted Requested All

Course ~ Title ¢ Primary Due Date ¢
Instructor #
PAC J7-US001-01 USPACOM Overview Course
PAC J7-US900 PACOM Joint Lessons Learned Information System (JLLIS) Overview
LS9 &« B BE
) [ ) raining ston
Shown below are all learningftraining activities in which you have been enrolled in the past.
" Show Individual Courses © Show Curricula ]
Completed courses listed here & Transcrin
Passed All
Course ID ~ Title + Certificate
PAC J7-US012-8 TF12 Lessons Learned Collection - Joint Lessons Learned Information System n
J7TO P-US1126 Introduction to JKO Mobile - {10 min} o
JAT A-Us022 SERE 100.1 Level A Code of Conduct Training Course n

ag | & kS 23

@ Transcﬁpt
3. Optional. Under Training History, click the Transcript icon ( ) to view or
print the user’s transcript.

4. Optional. Under Training History, click the Certificate icon ( _ ) to view a user’s
certificate for a particular course.
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6.1.2.8 Search for your Organization

There are times a Training Coordinator will want to view a list of all members of his Organization
who are in JKO, and compare that to those who are actually in the Organization. If the lists
don’t match, a User may not have selected the correct, or any, Organization in his Profile, or
does not yet have a JKO account. You can do this with the User Management gadget in either
minimized or maximized view.

Figure 41. Search for your Organization, Part 1

User Management =

User Search
Use the search fields below to locate one or more user accounts you wish to manage.
First Last Name: User
Hame: Name:
EDIPL: Roles: Select Role... - Status: Al -
Primary Select . . -
Organization: | Organization Include Unassigned Users:
Secondary elect
Organization: Oroanization
Email: Account Select Account Type... -
Type
Pay Select Pay Grade... « Bm“.Ch of Select Branch of Service. .. hd
Grade: Service:
[ searcn | _reset | ]

1. Click on the Select Organization Link.
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2. From the Find an Organization window below, use the arrows to drill down and find your
Organization, or use the Search field to enter a keyword. Place a check mark in the box

next to the chosen Organization. If you want to include all of the unit’s sub-
Organizations in the search, check the bottom box. Click Select Organization.

Note: For more information on searching for an Organization, refer to Section 6.1.2.1.

Figure 42. Find your Organization

Find an Organization b 4

PACOM D E———

* _ Indicates Inactive Organization.

* | " (NGB} - National Guard Bureau (NGB}
* [ (0sDPSRY - OSD PER

-l g (PACOMY - US Pacific Command (PACOMY L
r (PCM-J0} - J0 - USPACON Bridge/Personnel and

»

i

r [
~ Special Staffs
v [ [ (PCM-J1)- J1 - Manpower. Personnel & Administration
+ [ [ (PCh-J2) - 42 - Inteligence
v [ I (PCK-13} - J3 - Operations
SH r (PCM-J4) - J4 - Logistics, Engineering & Security
- Assistance &7
4 [Ti] | 3

\ Check to include all sub-organizations of US Pacific Command (PACOM

Select Organization

Figure 43. Search for your Organization, Part 2

User Management &

User Search
Use the search fields below to locate one or more user accounts you wish to manage.
First Last Name: User
Name: Name:
EDIPIL: Roles: Select Role... - Status: Al -
Primary . Select . .
Organization: U5 Pacific Command (PACOM) Organization Include Unassigned Users: [
Secondary Select
Organization: Organization
- Account
Email: Type Select Account Type...
Pay Select Pay Grade... = Bra".Ch of Select Branch of Service...
Grade: Service:
Search Reset

3. Your Organization is now the only search criteria entered. Select Search to view

results.
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Figure 44. Search Results

Search Results

To reset a user's password or mandate a change upon next login, please click the ‘Manage Settings’ button beside that user's account.
Search Results can also be exported to an xls format (Microsoft Excel). Please note that there is a 3000 record limit on this export.
=
Results Found: 5578 Results per page: 10 ~
Settings Hame - User Name < Primary Organization ¢ Role & Status
& ﬂ% ABARRA JOHNNYPAT JOHNNYPAT ABARRA US Pacific Command (PACOM) Student Active
N lj@n ABEL DAMIEL BAGBTE40 US Pacific Command (PACOM) Student Active
View Desktop
& ﬂ% ABELLERA WENUSTO VEMUSTO.ABELLERA US Pacific Command (PACOM) Student Active
N ngn ABERO TYRONE TYRONE.ABERO US Pacific Command (PACOM) Student Active
View Desktop
& ﬂ% ABEYAWARDENA CHARLES CHARLES .M ABEYAWARDENA US Pacific Command (PACOM) Student Active
& ngn ACASIO,RODNEY RODMNEY V.ACASIO US Pacific Command (PACOM) Student Active
View Desktop
~ % ACIERTO.GLEN T247194 LIS Pacific Command (PACOM) Student Active
& ngn ADAKS CARLTON CARLTON.W.ADAMS US Pacific Command (PACOM) Student Active
& ﬂ% ADAKS DANIEL DAMIEL ADAMS12 U5 Pacific Command (PACOM) Student Active
& ngn ADAKS DANIEL DAMIEL ERIC. ADAMS US Pacific Command (PACOM) Student Active
View Desktop
we | o« 1 @ | ®®

4. You can now view, and download using the export to Excel button (“-@), the results of
your search for all members of your Organization.

6.2 Audience Maintenance Gadget

The Audience Maintenance Gadget is accessible on the System Administration Tab. The
purpose of grouping users into Audiences is to assign and track training. An Audience is simply
an ad hoc group of users. Audience membership does not necessarily have any relation to
Organization membership. Audiences can address situations not suited to an Organizational
structure. An example use of an Audience is to create a group of watch officers pulled from the
various directorates of a command. Another use is to create a group consisting of all
participants in a major exercise, with participants being from various commands around the
world. Users may be members of multiple Audiences simultaneously.

The Audience Maintenance Gadget provides the ability to create Audiences, populate
Audiences with users, and to group Audiences together. An Audience Group is a group of two
or more Audiences. Courses may be assigned to Audiences using the Course Associations
gadget on the Training Management Tab, which is discussed later in this Guide. Students will
see the courses they are assigned in their course listing in the My Training Tab. In the Source
column, they will see the source of the assignment(s).
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Permissions by Role: The Training Coordinator and Training Manager roles have access
to this gadget and all of its related functions.

Figure 45. Audience Maintenance gadget, Minimized View (Default)

Audience Maintenance

Audiences Audience Groups

g to edit.

Add Audience

PACOM

Audience Name *

Exercize AUSTERE
CHALLENGE 11

Exercise INTEGRATED
ADWANCE 13 - All participants

Exercize INTEGRATED
ADWVANCE 13 - 05 and above

Exercize KEEN EDNGE 14 - All
CoS and KMO

Exercize KFEN EDGE 14 - All
12

Exercize KEEN EDGE 14 - All
J3 and J5

Exercise KEEN EDNGE 14 - All
44

Exercize KEEN EDNGE 14 - All
USF) Staff

JFHO-NCR Electives

JFHQ-NCR Mandatory

H 3 2

Apply Filters

Clear Filters

Description *

HQ training audience for USEUCOM
exercise AUSTERE CHALLENGE 11
Courses for all participants of 14 13
Courses for 1A 13 05 and above
participants

For all Cos and KMO

For all J2

For all J3 and J5

For all J4

Faor all USF.J Staff

JFHQ-MNCR Electives
JFHQ-MCR Mandatory

B BE

Shown below are all audiences to which you have access. Please click on the

B

6.2.1 Create an Audience

To create an Audience, select the Add Audience button at the top of the gadget. In the new

workspace that opens, fill in the mandatory information:

e Audience Name
e Description

There are also optional fields that allow you to place further controls on the Audience:

o Deactivation Date. By placing a deactivation date on the Audience, Users will no longer
be able to join it after that date. The Audience will not be visible or available in the list of

Audiences in the Audience Association area of the My Profile tab. However, the
Audience will still be visible in the Audience Maintenance gadget for your use if you
decide to use it again. It will remain there until you delete it.

o Allow to Join/Drop. You may restrict membership in this Audience by locking it. If you
choose to lock the Audience, a mandatory field appears requiring you to include a
message informing Users how to join the Audience.
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e Join/Drop Lock Message. Include a message to Users attempting to join the Audience.
A User will see this message at the top of the My Profile tab when he selects that
Audience and clicks Save in his My Profile. The message you create should include
clear instructions to the User on steps to join the Audience. Once Audience membership
is granted, a privileged user will then be required to manually add the User to the
Audience, as described in Section 6.2.2 below.

Figure 46. Create an Audience

I WS_ Edit Audience X l

3 1ty Profie

*Audience Name:

*Description:

PACOM Terminal Fury 13

J7 Paricipants

Allowed to Join/Drop:

Deactivation Date:

*Join/Drop Lock Message:

Dec 31,2013

Locked -

Contact MAJ Smith at (123)555-0000 for
instructions.

Save

My Trainina Course Catalog Announcements | Links System Administration Training Management

Mandatory fields

Optional fields

* Once you save, you will have the ability to add users to this audience in the space below.

Audience Members

Shown below are all users who are currently members of this audience.You may remove a user by selecting the checkbox for that user and clicking the "‘Remove User(s)

e click the ‘Add User(s) button.

Show/Hide Gadgets

Once you have entered all the mandatory and optional information, select Save to save the
Audience. The Audience is now available in the list of Audiences in the Audience Association
area of the My Profile tab. If the Audience is Unlocked, Users may freely joint the Audience
from their My Profile tab.

6.2.2 Add Users to an Audience

N

Section 6.1.2.1.

3. Inthe Search Results that generate, use the Add icon (9) next to the names to add
those Users to the Audience.

4. When you are done selecting Users, select the Save button in the Users to be Added
section. See Figure 47. Those Users are now members of the Audience and will
automatically receive any assigned courses in the course listing in their My Training tab.

5. If you would like to delete Users from the Audience, select the Delete icon next to the
User’s name and select Save.
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Figure 47. Add Users to an Audience

- 1s
WS EditAudience & ws_ Add User(s) &

B9 1y Profiie Show/Hide Gadgets

Add User{s) - PACOM Terminal Fury 13
Please use the User Search tools below to build a list of users you wish to add to this audience. When your list is complete, click the "Add User(s) to Audience”
button to add those users to the audience.

Users to be Added
Delete Name # User Name # Role # Primary Organization Status #
Q@ MARTINTAYLOR, TONY TONY MARTINTAYLOR Student US Pacific Command (PACOM) Active
Q@ BELLTAY1OR, STEPHANIE STEPHANIE.BELLTAYLOR Student US Pacific Command (PACOM) Active
Save

First . User

Name: I Last Name: |taylor I Name:

EDIPL: Roles: Select Role... - Status: Al -
Primary Select . )
Organization: Organization Include Unassigned Users: [~
Secondary Select
Organization: Organization

Email: GIEETTTH Select Account Type... -
Type
Pay Branch of N
Grade: Select Pay Grade... ~ e Select Branch of Service... -

Search Results

Please selectthe users you wish to add and click the "Select Users” button. The users you've selected will populate in the "Users to be Added” table at the top ofthis screen.

Number of records: 24  Results per page: 10 v

e
Add Hame t User Name Role Primary Organization Status
O BELLTAYL OR, STEPHANIE STEPHAMNIE.BELLTAYLOR Student US Pacific Command (PACOM) Active
0 MARTINTAYLOR, TONY TONY.MARTINTAYLOR. Student US Pacific Command (PACOM) Active
O MOORE-TAYLOR, FENESHA FEMESHALOREN.MOORE Student VIRGIMIA Active
o ROBLESTAYLOR, MARTIN MARTIN. ROBLESTAYLOR Student Special Operations Command (S0OCOM) Active
0 SCHONAUTAYLOR, JESSE JESSE.SCHOMAUTAYLOR Student Mawvy Education and Training Command Active
0 STOREYTAYLOR, ANNA G884100 Student Special Staff Active
) | TAYLOR, AARON AAROM.ETAYLOR Student Mational Guard Bureau (NGB) Active
o TAYLOR, AARON AAROMN.TAYLOR1S Student 4th Space Company Active
) | TAYLOR AARON 7068232 Student Air Force Component Active
0 TAYLOR, ADAM ADAM.CRAIG.TAYLOR Student OKLAHOMA Active

ae|« 1 2 3 4 5 6 7 8 9 10]» =
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Figure 48. Audience Information

HT’ Course Catalog - - ’Annwncenmnts.'Links - fSystemAdministmtiun - ’Tmining Management -

3 1y Profie

Show/Hide Gadgets
*Audience Name: PACOM Terminal Fury 13

*Description: J7 Participants -

Deactivation Date: Dec 31,2013 |

Allowed to Join/Drop: Locked

Contact MAJ Smith at (123)555-0000 for g

Join/Drop Lock Message: instructions. 1

* Once you save, you will have the ability to add users to this audience in the space below.

Audience Members

Shown below are all users who are currently members of this audience You may remove a user by selecting the checkbox for that user and clicking the "Remove User(s)'
button. To add additional users, please click the "Add User(s)’ button.

Add User(s) to This Audience

Hame # Username = Role # Primary Organization # Status =
&) MARTINTAYLOR, TONY TONY MARTINTAYLOR Student | US Pacific Command (PACOM) | Active
€) BELLTAYLOR, STEPHANIE STEPHANIE.BELLTAYLOR Student US Pacific Command (PACOM)  Active

The above view shows Audience information and members of the Audience you just created.
When you are done creating/editing this Audience, close out the workspace to return to the

Audience Maintenance gadget.
6.2.3 Search for an Audience

1. To find an Audience, either enter a keyword in the Search field and select Apply Filters,

or paginate through the list of Audiences using the pagination arrows and buttons at the
bottom of the screen.
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Figure 49. Search for an Audience

Audience Maintenance

Audiences

PACOM

Audience Name #

Exercize AUSTERE
CHALLENGE 11

Exercise INTEGRATED
ADWVANCE 13 - All participants

Exercise INTEGRATED
ADWANCE 13 - 05 and above

Exercise KEEN EDGE 14 - All
CoS and KMO

Exercize KEEN EDGE 14 - All
12

Exercise KEEN EDGE 14 - All
J3 and J5

Exercise KEEMN EDGE 14 - All
44

Exercise KEEN EDGE 14 - All
USF) Staff

JFHQ-NCR Electives

JFHQ-NCR WMandatory

Audience Groups

Shown below are all audiences to which you have access. Please click on the

name of an audien cedo.edi
Add Audience Apply Filters Clear Filters

Description *

HQ training audience for USEUCOM
exercise AUSTERE CHALLENGE 11
Courses for all participants of 1A 13
Courses for A 13 05 and above
participants

For all Cos and KMO

For all J2

For all J3 and J5

For all J4

For all USF.J Staff

JFHO-MCR Electives
JFHQ-MCR Mandatory

2. When you find the Audience you are looking for, select it by clicking on the Audience

name.

4 5 B B

BB

Figure 50. Audience Search results

Audience Maintenance

Audiences

name of an audience to edit.

PACOM

Audience Name =

PACON Terminal Fury 13

HE

Audience Groups

Shown below are all audiences to which you have access. Please click on the

Add Audience Apply Filters Clear Filters

Description #
J7 Participants

& k3 28

3. From the workspace that opens, you may now edit the Audience information and Add or

Delete Users as described above in Section 6.2.2.
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6.2.4 Delete an Audience

An Audience will remain available to join in the My Profile tab and visible in the list of Audiences
in the Audience Maintenance gadget until it is deleted. To delete an Audience, all members
must be removed (Deleted), and all assignments must be deleted. Deleting assignments is
outlined in Section 7 of this Guide.

1. To delete an Audience, search for and find it in the Audience Maintenance gadget as
described in Section 6.2.3 above. Click on the Audience name to open the Edit
Audience Workspace.

Figure 51. Edit Audience Workspace

rllmiililg -‘\T’erse&talu_] Y Y Announcements /Links | System Administration B rTmililg Management B

4

WS_ Edit Audience X

E3 1y Profie ShowiHide Gadaets

*Audience Name: PACOM Terminal Fury 13

*Description: J7 Participants

Deactivation Date: Dec31, 2013

Allowed to Join/Drop: Locked v

Contact MAJ Smith at (123)555-0000 for &

*Join/Drop Lock Message: instructions. )

* Once you save, you will have the ability to add users to this audience in the space below.

Save
Audience Members

Shown below are all users who are currently members of this audience You may remove a user by selecting the checkbox for that user and clicking the ‘Remove User(s)'
button. To add additional users, please click the ‘Add User(s) button.

Add User(s) to This Audience

Name # Username # Role #+ Primary Organization # Status =

IARTINTAYLOR, TONY TONY MARTINTAYLOR Student | US Pacific Command (PACOM) | Active
b BELLTAYLOR, STEPHANIE STEPHAMIE BELLTAYLOR | Student US Pacific Command (PACOM) Active

i

2. Remove Audience members by selecting the Delete icon (ﬁi) next to the User's names.
Close out the workspace once all Audience members are removed.
3. Maximize the Audience Maintenance gadget to make visible the Audience Delete icon

(@),
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Figure 52. Delete an Audience

Audience Maintenance &

Audiences Audience Groups

Shown below are all audiences to which you have access. Please click on the name of an audience to edit.

Add Audience Apply Filters Clear Filters 10 -

pacom

Audience Name # Description = Deactivation Date
& | PACOM Terminal Fury 13 J7 Participants 12312013

aE | & b BB

4. Select the Delete icon (ﬁ) and confirm you want to delete the Audience. The Audience
is now deleted and will no longer be visible or available in the Audience Maintenance
gadget.

6.3 Organization Maintenance Gadget

The Organization Maintenance Gadget is accessible on the System Administration Tab and
allows authorized users to define organizations. Once an organization is defined, courses
can be assigned to it through the Course Assaociation Gadget on the Training Management
Tab. Students see the courses assigned to both their primary and secondary organizations in
their course listing in the My Training Tab. In the Source column, they will see the source of
the assignment(s).

Permissions by Role: The Training Coordinator and Training Manager roles have access to
this gadget and all of its related functions. However, the permissions are scoped to the
individual’'s Primary Organization (e.g. a user at the PACOM command level may modify
anything under PACOM while a user at the PACOM J7 level may affect everything under J7
only). For purposes of this Guide, the Training Coordinator has PACOM as his Primary
Organization, and therefore sees PACOM and all subordinate units.
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Figure 53. Organization Maintenance gadget, Minimized View (Default)

Organization Maintenance

Shown below is your organizational structure. Left click any node to edit or
deactivate that node.

Add Organization I

Apply Filter Clear Filter

* _ Indicates Inactive Organization.

 |__J(PACOM) - US Pacific Command (PACOM) i
» |__J{PCM-J0} - J0 - USPACOM Bridge/Personnel and Special Staffs
¢ |__J[PCM-J1)-J1 - Manpower, Personnel & Administration
v | J[PCM-J2) - J2 - Inteligence
* |__J(PCM-J3)-J3 - Operations
v | |(PCM-J4) - J4 - | ogistics, Engineering & Security Assistance
» |__J(PCM-J5) - J5 - Strategic Plans & Policy
* |__|J[PCM-J8) - J§ - Communications System

» | I(PCKW-JT% - J7- Trainina and Exercises v
1| 1] | 3

m

6.3.1 Create an Organization

1. From the Organization Maintenance gadget, select the Add Organization button at the
top of the gadget. An expanded workspace will open.

Figure 54. Add an Organization, Part 1

Organization Maintenance &

Shown below is your organizational structure. Left click any node to edit or Details

deactivate that node.

Please enterfedit organizational information below. If you are adding a new
organization, it will be added as the last child of the parent organization you select
below.

Organization: () , Mode: Add

*- Indicates Inactive Organization. X .
* Indicates required fields

» |__J(PACOM} - US Pacific Command (PACOM} *Code:
* Name:

Parent Organization: PACOM Select Organization

Description:

Contact Email:

Fail Threshold:

Drop Threshold:
Allowed to Join/Drop Unlocked ~

Allow Profile Changes Unlocked ~

Active: v
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2. In the expanded workspace that opens, enter the mandatory and any optional
information.

a. Code. Organizational Code as determined by each command’s naming
convention.

b. Name. The name of the Organization you are creating.

c. Parent Organization. The default selection is set to your Primary Organization. If
you are creating an Organization directly subordinate to your Primary
Organization, you do not need to change this field. If you are creating an
Organization that is more than one level below yours, select the Select

Organization link to select a Parent Organization. Use the arrows to drill down to
an Organization and then select Save.

Optional. Description.

Optional. Contact Email.

Optional. Fail Threshold.

Optional. Drop Threshold.

Optional. Allowed to Join/Drop. By locking your Organization, unauthorized
Users will not be able to join the Organization from their My Profile.

Optional. Allow Profile Changes. By locking this field, Users will not be able to
change their Organization once they have joined this Organization.

se@~oo

3. Select Create when you have completed filling out the fields. The new Organization is
now available for Users to join in the selection of Organizations in the My Profile tab, and
has also been added to the list of Organizations in the Organization Maintenance
gadget. See Figure 55.

Figure 55. Add an Organization, Part 2

Organization Maintenance =
Shown below is your organizational structure. Left click any node to edit or Detailz.
deactivate that node.
Please enter/edit organizational information below. If you are adding a new
organization, it will be added as the last child of the parent organization you select
below.

Organization: ), Mode: Add

* - Indicates Inactive Organization. i .
* Indicates required fields

~ () (PACOM) - US Pacific Command (PACOM) *Code: |PCM-J07
~ |__J[PCM-JO) - JO - USPACOM Bridge/Personnel and Special Staffs
(PCM-J004) - JOO4 - Inspector General
(PCM-JODCAG) - JOOCAG - Commander's Action Group Parent Organization: PACOM Select Organization
{PCM-JO1P) - J01P - Protocol | -
(PCH-JO1PA} - J01PA - Public A ffairs Description:
PCM-02) - 402 - Chief of Staff

*Name: Surgeon

(PCHM-104) - J04 - Command History Contact Email:
(PCM-105) - J05 - Comptroller *

Fail Threshold:

Drop Threshold:

» |__J(PCM-JZ) - JZ - Intelligence Allowed to Join/Drop Unlocked -
» (PCM-J3} - J3 - Operations
— Allow Profile Changes Unlocked ~
* | J(PCM-14) - J4 - | ogistics, Engineering & Security Assistance
» () (PCM-J5) - J5 - Strategic Plans & Policy Active:
» || (PCM-J6) - J6 - Communications System I |
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6.3.2 Add Users to an Organization

When you selected the Create button above, additional buttons appeared in the window. You

will use the Show Users button to begin the process of adding Users to this Organization.

1. Click on the Show Users Button.

Figure 56. Add Users to an Organization, Part 1

Organization: (PCM-JOT) JOT - Surgeon , Mode: Edit

* Indicates required fields

*Code: PCM-JO7

*Name: J07 - Surgeon

Parent Organization: PACOM

Description:

Contact Email:
Fail Threshold:

Drop Threshold:

Allowed to Join/Drop Unlocked ~

Allow Profile Changes Unlocked ~

Active: [

|

Select Organization

2. Select the Add User button.

Joint Knowledge Online

Figure 57. Add Users to an Organization, Part 2

Organization: (PCM-JOT) JOT - Surgeon , Mode: Edit

* Indicates required fields

*Code: PCM-107

* Name: J07 - Surgeon

Parent Organization: PACOM

Description:

Contact Email:
Fail Threshold:

Drop Threshold:

Allowed to Join/Drop Unlocked

Allow Profile Changes Uniocked

Active: [v

Add User

Select Organization
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See Figure 58 for these steps:

3.

4.

From the Add Users to Organization workspace, search for and select Users as
described in detail in Section 6.1.2.1.

In the Search Results that generate, use the Add icon (O) next to the names to add
those Users to the Organization.

When you are done selecting Users, select either Save as Users Primary Org or Save
as Users Secondary Org in the Users to be Added section. Those Users are now
members of that Organization and will automatically receive any assigned courses in the
course listing in their My Training tab.

If you would like to delete Users from the Organization prior to saving, select the Delete
icon next to the User’s name.
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Figure 58. Add Users to an Organization, Part 3

W5_ Add Users To Organization &

Eduy Profie
Add User(s) - JOT - Surgeon
Please use the User Search tools below to build a list of users you wish to add to this Org. When your list is complete, click the "Save as Users Primary Org" or
"Save as Users Secondary Org” button to add those users to the Org.

Show/Hide Gadgets

Users to be Added

Delete Hame % User Name # Role # Primary Organization Status #
0 ICASIANO JOHNSON REMNEE REMEE.JOHMNSOMN12 Student Active
0 AIKEMNS-JOHMSOMN ERICA ERICALAIKEMNS-JOHNSON Student Active

Save as Users Primary Org Save as Users Secondary Org

Users Search

st Last Name: johnson ey

Hame: Hame:
EDIPI: Roles: Select Role... - Status: Al -
Primary Select - .
Organization: Organization Include Unassigned Users: [/
Secondary Select
Organization: Organization
Email: SEETTI Select Account Type... -
Type
Pay Branch of N
Grade: Select Pay Grade.. ~ e Select Branch of Service... -

Clear Fields
Search Results

Please select the users you wish to add and click the "Select Users” button. The users you've selected will populate in the "Users to be Added™ table atthe top of this screen.

Number of records: 9456 Results per page: 10 ~

Add lla£ 1 User Hame % Primary Organization Status
© | ICASIANO JOHNSON,RENEE REMEE.JOHNSON12 Student Undefined Active
©  AKENS-JOHNSON,ERICA ERICA L AIKENS-JOHNSOM Student Undefined Active
© | AJAYFIOHNSON KANDRA KANDRAV.HENDERSON Student Undefined Active
©  AJAYIJIOHNSONADEWALE ADEWALE.AJAYIJOHNSON Student Undefined Active
O ALLEMJOHMNSON YOLANDER 6959120 Student Undefined Active
O ARMSTROMGJOHNSOMN MARY 7226848 Student Undefined Active
© | ASHLEY JOHNSON,DEVAUGHN 7100691 Student Undefined Active
©  AUBREYJOHNSON,PHILIP PHILIP. AUBREYJOHNSON Student Undefined Active
© | BANJOJOHNSONJOEL 7191128 Student Undefined Active
)  BAPTISTEJOHNSON,SHARON S.BAPTISTEJOHNSON Student Undefined Active

s 1 2 3 4 5 6 EE 3 | a9
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Figure 59. Organization Information

Organization: (PCM-JOT) JOT - Surgeon , Mode: Edit

* Indicates required fields

*Code: PCM-JO7
*Name; | JOT - Surgeon

Parent Organization: PACOM Select Organization

Description:

Contact Email:

Fail Threshold:

Drop Threshold:
Allowed to Join/Drop Unlocked -

Allow Profile Changes Unlocked =

Active: [v
Add User
Name # Organization Type *
Renee lcasiano Johnson Primary
Erica Aikens-johnson Primary
L:£: 4 & B 23

|

The above view shows the Organization information and members of the Organization you just
added.

6.3.3 Search for an Organization
1. Inthe Organization Maintenance gadget, enter a keyword in the Search field and select
Apply Filters, or use the arrows next to the Organization in the window and drill down

until your Organization is visible. Click on the Organization to open the expanded
workspace. This can be done in minimized or maximized view.
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Figure 60. Search for an Organization

Organization Maintenance

Shown below is your organizational structure. Left click any node to edit or
deactivate that node.

Add Organization

surgeon

Apply Filter Clear Filter

* - Indicates Inactive Organization.

»

~ |__JI(PACOM} - US Pacific Command (PACOM}
¢ | J(PCM-J0) - JO - USPACOM Bridge/Personnel and Special Staffs
* | J(PCM-J1}-J1 - Manpower, Personnel & Administration
¢ [__J(PCM-J2) - J2 - Inteligence
¢ [__J(PCM-J3)- J3 - Operations
» | J(PCM-J4)- J4 - Logistics, Engineering & Security Assistance
» [ J(PCM-I5) - J5 - Strategic Plans & Policy
# [ J(PCM-J8) - J& - Communications System

» | I(PCM-J7) - J7- Training and Exercises
1| 1 | »

m

2. When you find the Organization you are looking for, select it by clicking on the
Organization name.

Organization Maintenance

Shown below is your organizational structure. Left click any node to edit or
deactivate that node.

Add Organization

surgeon

Apply Filter Clear Filter

* _Indicates Inactive Organization.

= |__J(PACOM) - US Pacific Command (PACOHM}
= |__J(PCW-JO} - JO - USPACOM Bridge/Personnel and Special Staffs
=l IPCM-JEIT;—JIJT-Sur;ennl

3. From the workspace that opens, you may now edit the Organization information and Add

Users as described above in Section 6.3.2.
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6.3.4 Delete an Organization

An Organization will remain available to join in the My Profile tab and visible in the list of
Organizations in the Organization Maintenance gadget until it is deleted. To delete an
Organization, all members must be removed (Deleted), and all assignments must be deleted.
Deleting assignments is outlined in Section 7 of this Guide.

1. Toremove members of the Organization, you must Unassign them from the
Organization, or move them to a different Organization. Searching for a User and
modifying his Profile are detailed in Sections 6.1.2.1 and 6.1.2.2 of this Guide. The User
can also Unassign himself from all Organizations or change his Organization.

2. To delete an Organization, search for and find it in the Organization Maintenance gadget
as described in Section 6.3.3 above. Click on the name of the Organization.

3. Select the Delete Organization button.

Figure 61. Delete an Organization

Organization: (PCM-JOT) JO7 - Surgeon , Mode: Edit

* Indicates required fields

*Code: |[PCM-JO7
* Name: | J07 - Surgeon

Parent Organization: PACOM Select Organization

Description:

Contact Email:

Fail Threshold:

Drop Threshold:
Allowed to Join/Drop Unlocked ~

Allow Profile Changes Unlocked ~

Active: [

Add User

Name # Organization Type #

B

Once the Organization is deleted, it will no longer be visible or available in the Organization
Maintenance gadget, or available for selection in the My Profile tab.
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7 Training Management Tab

The Training Management Tab provides functionality associated with the following gadgets:

Course Management

Course Associations

Courses | Teach/Manage/Administer
Training Locations

This section of the manual describes each gadget, which LCMS roles may access it, and its
associated functionality.

Joint Knowledge Online
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Figure 62. Training Management Tab

3

=--——T ——
System Administration Training Management Reporis

Show/Hide Gadgets

Course Management —

Shown below are all the Courses currently in the system. Click on the Mame of any

Instructor

Course to view/edit the details of that Course. Please click the "Create New
Shown below are all courses to which you have access as an instructor. This Course” button to create a new Course. Please maximize this gadget for more
minimized gadget shows only active sections for the current fiscal year. opfions.

Please maximize this gadget for more options. [ —

- Prefic- = Course Title Apply Filters Clear Filters
Apply Filters Clear Filters

USA-PHS-08 v1: Pashto Headstart 2 Military Module & - Defense « prefic v
Prefix Number S Title Actions
Section Start Date + End Date +  Enroliment = Section Utilities . . .
Ho. * ACC -001 Test Course 1 - Withdraw if h |'?=:I = e
enrolled
o 102012 913012020 365 .""E:I‘ h 3. = ACC -002 Test course 2 - Withdraw if ‘3 g = e
enrolled =
ACC -003 Test course 3 - Withdraw if 5| 3
enrolled h == e
ACC vi1.0 WNSF - Personally eS| Y
dentifiable Information (Pl 8500
ourse Associations
AFR -CMD-CR- USAFRICOM - RIMF: West h %‘I' =) e
- Africa Seminar =
Organization | Audience | Curriculum 0104118 Africa Seminar
AFR -CMD-CR- USAFRICOM - RIMTF: West ‘3 %_f =) e
Flease click on an organization or sub-organization below to manage its 0606114 Africa Seminar '
course associations.
AFR -CMD-CR- USAFRICOM - RIMTF: North g y
0606118 Africa and the © 850
Mediterranean Seminar
e e S
*_ Indicates Inactive Organization. 060611C SRR Bl S el
AFR -CMD-CR- ASTC 15: In-Resident = y
o = L=
» | S) - Joint Staff 062310 Discussion and Practical & & Y
Exercises
AFR -CMD-CR- USAFRICOM - Commander's = y
122210 Speakers Series ‘3 == e
s« |1 2 3 4 5 6 7 8 9 10| |»»

Training Locations

Shown below are all Training Locations currently in the system. Click on the Name
of any Training Location to view/edit the details of that Location. Click on the sort
arrows of any column to sort by that column.

Click 'Create Mew Location’ to enter a new location into the system.

Create New Location Apply Filters Clear Filters

Hame # City, State #
SOUTHCOM Room 1106 [l' <

7.1 Course Management Gadget

The Course Management Gadget is available in the Training Management Tab and provides
the ability to create courses in the LCMS and to manage all aspects of those courses. The
course list in this gadget is an enterprise view vice just those courses associated or scoped to a
particular organization. Also, the course list is comprehensive of all courses for which
completion records are retained in the LCMS.
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The Training Coordinator must not assume that a student can see a course in the Course
Catalog simply because the Training Coordinator sees the course listed in the Course
Management Gadget. For a course to be visible to students in the Course Catalog, it must have
an active version that has at least one active section in which students may enroll.

Permissions by Role: The Training Coordinator role has access to this gadget and all of its
related functions; however, for purposes of this training, we will not discuss in detail the Manage
Sections, Manage Tests, and Manage Course Emails functions. These are top-level actions that
if changed, affect Users enterprise wide. Below is a description of icons you will see in this
gadget.

Table 1. Course Management Icons

ICON FUNCTION

{:} Add — This icon adds the selected item.
Delete — This icon deletes the selected item.

W
Manage Gradebook — This icon allows you to access and edit an electronic grade book that

v automatically captures and tracks student course progress.
Manage Emails — This icon is a support tool that allows you to communicate with course
participants, such as providing email notification on the status of a course or section
expiration, start dates, enrollment, waitlists, drops, no-shows, unsuccessful completions,
and graduations.

. Manage Enrollment — This icon allows you to manage the enrollment of students in a

e course, including pass, drop, fail, extend, and waitlist.

e Search Enrollment — This icon allows you to search for student in courses/sections.

* Edit Email — This icon allows you to manage email content.
& Manage Sections — This icon allows you to manage section information such as enrollment,

administration, instructors, training locations, and schedules.

Manage Tests — This icon allows you to add a Terminal Learning Objective, Enabling
Learning Objective, a question, or a story list to an active course.

(AP

7.1.1 Course Management Views

The minimized Course Management Gadget view shows the following information:
e Prefix — displays the prefix for the course
e Number —displays the unique alphanumeric identifier for the course
e Suffix (S) — displays the course suffix, if applicable

o Title — displays the course title. Clicking the title link opens a WS_Course
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Information tab, allowing the user to view/edit course information, version

information, and section information.

e Actions — provides icons of available actions for managing each course

Figure 63. Course Management Gadget, Minimized View

Course Management

|

Shown below are all the Courses currently in the system. Click on the Name of any

Course to viewledit the details of that Course. Please click the "Create Mew

Course” button to create a new Course. Please maximize this gadget for more

options.

Create New Course
Apply Filters Clear Filters

-

Prefix Number 5 Title Actions

PAC -Usoo2 USPACOM Sexual Assault = )
Prevention and Response =
Training (1 hr}

PAC 666 PACOM test tracking course ﬁ Irg Y

PAC 667 PACOM test tracking course t—} =] )
2 =l |

PAC: 668 PACOM Operational &3 5] )
Security Annual Refresher =
Training

PAC J7 US001- JTIMS Training S =

JTIMG -

PAC J7-Us001-01 USPACOM Overview &3 5
Course =

PAC J7-Us001-03 HQ USPACOM Global Peace t—} o]
Operations Initiative Course -

PAC J7-Us001-04 HQ USPACOM Multinational h rj;‘l\-
Planning Augmentation =
Team Course

PAC J7-Us001-07 PACOM OPSEC Awareness S = )

PAC J7-US001-08 PACOMN Social Networking ﬁ g .
Awareness =L

wa « 1 2 3 ® | 2@

60 06066 606066 ©6

The maximized view of the gadget defaults to the Active Versions tab. It also adds access to the
Student Support Tools associated with each course.
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Figure 64. Course Management Gadget, Maximized View, Active Versions Tab

Course Management =
Shown below are all courses to which you have access. You may view/editthe details of any course by clicking on its title. You may also perform a variety of actions related to
the course using the "Actions” column.

Active Versions Inactive Versions H
Search Options

Apply Filters Clear Filters Results Per Page 10 ~

prefic -
Prefix # Number # Suffix +  SeqVersion +  Title ¢ Actions Student Support Tools
ARM JT-US031 1 Operations Security (OPSEC) 8509 Show/Hide

a Assignments [ Email ﬂm @ Forum Q_ Glossary & Library j News ’:‘E Notebook
ARM J7-Us032 1 DoD Ethics Training 3 E Show/Hide
ARM J7-US033 3 Law of War Training 509 Show/Hide
ARM J7-Us035 1 Alcohol and Substance Abuse Prevention 5} I":;T = e ShowiHide
ARM J7-US037 3 CCMRF Tactical Course 3 E Show/Hide
ARM J7-Us038 1 CCMRF Tactical Decision Making Exercise 509 Show/Hide
ARM J7-Us043 1 Adaptive Battle Staff. Current Operations Center 5} I":;T = e ShowiHide
ARMN JT-US044 1 Adaptive Battle Staff. Future Operations Center B Show/Hide
ARMN JT-US045 1 Adaptive Battle Staff; Future Plans Center 8529 Show/Hide
ARN J7-US046 1 Adaptive Battle Staff: Joint Sustainment Center U I":;T = e Show/Hide

a8 | & 9 ® || BB

Inactive Versions Tab

The Inactive Versions tab is available only in the maximized view. It provides information similar
to that of the Active Versions tab. Inactive Versions of courses are not available to students in
the Course Catalog.

7.1.1.1 Search for a Course

There are a number of ways to search for a course. If you know the Course prefix, select it from
the Prefix dropdown menu and then select Apply Filters. If you know a part of the course
number, enter it into the Number search field and then select Apply Filters. If you know any
part of the course Title, enter it into the Title search field and select Apply Filters. See Figure
64 above. Any of these methods will result in a list of courses generated based on your search
criteria. Once you have found your course, you may perform any of the Actions described
below in Section 7.1.2.

7.1.2 Course Management Actions

o Manage Sections %

e Manage Tests g

e Manage Course Emails
e Search Enrollment Q
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As a Training Coordinator, you will primarily be using the Search Enrollment function. All other
tasks in the Course Management gadget are primarily used by Courseware Developers.

7.1.2.1 Manage Sections

The Manage Sections function allows privileged users the ability to create and modify both
online and resident course sections. This includes determining resident training class size,
training locations, instructors, and scheduled classroom start and end dates. This function is
primarily used by trained Courseware Developers. A detailed description of how to use this
function is described in Appendix A, Create a Resident Course Guide. If you are not creating
resident classroom training, you will seldom use this function.

7.1.2.2 Manage Tests

The Manage Tests function is primarily used by Courseware Developers to create and edit tests
for online courses. Itis not used for resident classroom training. As a Training Coordinator you
will not be using this function.

7.1.2.3 Manage Course Emails

The Manage Course Emails function allows privileged users the ability to customize the
standard emails that the LMS sends to users. The most common emails include: Enrollment
Notification-Course Welcome; Graduation Notification; Dropped Notification; and Course
Starting Notification. For example, if you create a course and want more detailed class
information sent to the student automatically when he enrolls in a course, you would customize
the Enrollment Notification-Course Welcome email to include the detailed information. It is not
required to customize any emails, and this function is seldom used by the Training Coordinator.
By customizing emails, you are affecting Users enterprise wide.

7.1.2.4 Search Enrollment

The Search Enrollment function is initiated by clicking the Search Enrollment icon (e). This
function allows a Training Coordinator to search for a student in a specific course using the User
Search criteria, described in detail in Section 6.1.2.1. You may use any number or combination
of search criteria to conduct the search. Once you have found the User you are looking for, you
may then perform a variety of tasks as described below. As a Training Coordinator, this is
the most commonly used function.

Example — If you want to see who in your Organization has completed a mandatory course, you
would select your Organization using the Select Organization link as the search criteria. You
would then de-select the Include Unassigned Users checkbox so as not return results of Users
who are not in your Organization. Procedures for finding your Organization are described in
detail in Section 6.1.2.8. Select Search. The search results would show you who is Enrolled
and who has completed the course, among other useful information. See Figures below. You
also now have the opportunity to access an individual User's Gradebook to view and modify
lesson, enroliment, and completion information, discussed in Section 7.1.2.5.
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Figure 65. Search Enrollment by Organization

Training Management

Mv Trainina Y Conrse Catalog Announcements / Links System Administration

arch Enroliment =

Show/Hide Gadaets

E 1y Profie

Course Enrollment Search - PACJ7-US001-01
USPACOM Overview Course

Use the search fields below to locate one or more user enrollments for this course.

First s s User
Name: Name:
EDIPL: Roles: Select Role... - Status: Al -
J7-Training and Exercises, J73 - Simulation
Support Divison, J70 Deputy Director, J7TAB
Administration and Resources, J71 Training and
Primary Exercises Division, J717 Programs Branch, J716 Select T T e T T e |
‘Organization: Multinational Training Branch, J711 US Organizatio 9 .
Warfighting Exercise Branch, J714 Warfighting
Exercises Branch, J715 Training Branch, J712
TCP Exercises Branch
naary Belect
‘Organization: Organization
. Account
Email: Select Account Type... -
Type P
Pay - Branch of N -
Grade: Select Pay Grade... e Select Branch of Service...

Figure 66. Search Enroliment Results

Search Results

Sort Options L Filter Options L
Results Found: 15 s / A\
/ Show Al - ALL + | ALL - ALL
Hame ~ User Name = Roster Status Primary Organization FY Course Version  Section Humber
BARKER, JAMES JAMES. BARKER Passed J7-Training and Exercises 202 2 001 ﬁ.
BATCHELDER, CRAIG | CRAIG.BATCHELDER  Passed J71 Training and Exercises Division 2012 2 001 ﬁ.
CHUONG, SHANNOH | SHANMON.CHUONG Passed J71 Training and Exercises Division 202 2 001 ﬁ.
CORNELL, GERALD GERALD K.CORMELL | Passed J716 Multinational Training Branch 2012 2 001 @
DELL, RICHARD RICK.DELL Passed J71 Training and Exercises Division 202 2 001 g
ELLIS, JOHN JOHMN.DELLIS Unsuccessful completion | J715 Training Branch 2012 2 001 i5)
ESPIRITU, DANILO 7110075 Passed J711 US Warfighting Exercise Branch 2013 2 002 ﬁ
HUMMEL, TIMOTHY TIMOTHY HUMMEL Enrolled J715 Training Branch 2014 3 001 @
HUMMEL, TMOTHY TIMOTHY HUMMEL Passed J715 Training Branch 2012 2 001 @
LEE, HEATHER HEATHER.B.LEE Enrolled J71 Training and Exercises Division 2012 2 001 !.
ax |« |1 2 | » | =2
- |

Your search results may be reordered using the sort arrows next to the column Titles, or filtered
using any of the selections in the dropdown menus in the Roster Status, FY, Course Version,
and Section Number columns.
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7.1.2.5 Manage Gradebook

The Manage Gradebook icon ( * ) is accessed from the Search Enroliment results for a course.
See Figure above. Clicking the Manage Gradebook icon for a student opens the Manage
Gradebook screen.

Figure 67. Manage Gradebook

WS_ Gradebook X
By Profie Show/Hide Gadosts
PACJ7-US001-01: USPACOM Overview Course
Total Time Spent: 00:00:00
Total Score:
Souissliiomation Change Enrollment Status o
Student Hame: DANILO ESPIRTU Start Date: 10/31/2012
Student Phone: Expiration Date: 04/12/2014
Status: Passed - Completion Date: 04/12/2013
Reason: Course Section: 002
" Passedalltests ¢ Course Mastery Score: 0
Primary Instructor: Comments: .
Secondary Instructor: Provide reason for
status change here.
Save
Update Log »
Gradebook "
Leszons and Tests Export Detail To: E]
Results Per Page: 10
Show All - Show Al - Show All - Show All -
Lesson/Test Lesson Test Achieved Passing Start Completion Last Time Test
Hame # Status # Status Score #+  Score #+ Date # Date # Launched # Spent +  Source
Agenda passed 041212013 10:31 | 04M12/2013 10:48 41212013 02:23:13
3
Command Structure | passed 4= Cha nge a 04M2/201311:35 | 04/12/201311:39 | 4/112/2013 00:49:13
Area of Responsibility | passed 0411202013 11:39 | 04122013 1140 | 41212013 00:00:50
Lesson Status
Geography passed 04M 212013 11:41 | 041212013 11:41 4M212013 00:00:03
Command Channels passed 041212013 11:41 | 04122013 11:41 41212013 00:00:02
Mission Statement passed 041212013 11:41 | 04122013 11:41 41212013 00:00:03
Operating Environment | passed 041212013 11:42 | 041272013 11:42 41212013 00:00:03
Culture passed 041212013 11:42 | 04M12/2013 11:42 41212013 00:00:03
Environment passed 041212013 11:42 | 04M12/2013 11:42 41212013 00:00:02
Defense Treaties passed 04M2/2013 11:42 | 041272013 11:42 41212013 00:00:03
aw | o« 1 » | 2@

From the Manage Gradebook screen you can:

e Change the student’s enrollment Status (Dropped, Enrolled, Passed, Requires test
review, Unsuccessful completion)

e Provide a reason and comments for the status change
¢ Edit the Completion Date for the course

¢ Change the status of lessons and tests (Not Attempted, Completed, Incomplete)
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7.1.251 Change a User’s enrollment Status in the Gradebook

There are times when you will need to change a User’s course enroliment status. The most
common instances are changing Status from:

1. Enrolled to Passed. Do this when a User has completed an acceptable substitute
course for a course he is assigned as required training. An example would be that a
User successfully completed DoD OPSEC Awareness Training, and your command has
determined that the DoD course is an acceptable substitute for its own required training,
PACOM OPSEC Awareness Training. In this instance, the Training Coordinator would
need to give credit to the User and Pass him through the PACOM course. By doing this,
the User receives credit for completing the PACOM required training, and the User will
not show up on any LCMS reports indicating that he has not yet completed the training.

a. Search for the specific course in the Course Management gadget by following the
process described in Section 7.1.1.1.

b. Using the Search Enrollment process described above in Section 7.1.2.4, select the

Gradebook icon (# ) for the User you are going to Pass through the course.

Figure 68. Change Status from Enrolled to Passed, Part 1

Search Results

Results Found: 1
Enrolled A ALL = ALL ALL -
Hame ~ User Name & Roster Status # Primary Organization FY Course Version  Section Number

CHUONG, SHANNON | SHANMON.CHUONG § | Enrolled J71 Training and Exercises Division 2012 1 001 E

ae | & kS BB ‘*l

c. From the User’'s Gradebook, change the status in the Status dropdown menu from
Enrolled to Passed, provide a reason and a comment in the Comments box, and
select Save.
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Figure 69. Change Status from Enrolled to Passed, Part 2

- Sr
WS_ Search Enrollment WS5_ Gradebook X
B3 1y Profie

PACJT-US001-07: PACOM OPSEC Awareness
Total Time Spent: 00:00:00

Show/Hide Gadgets

Total Score:
Course Information
Student Name: SHANNON CHUONG Start Date: 2/1/2012
Student Phone: Expiration Date: 03152012
Status: Enroled - Completion Dgte:
Primary Instructor: | Bropped Coursecl;:;:: SZC:::::: "
Secondary Instructor:; |Enrelled W ’

Comments: § o dent completed DoD OPSEC b

Awareness Training on 08 MAR 12,
Suitable substitute for this course.

. (==

Requires test review
Unsuccessful co

Figure 70. Change Status from Enrolled to Passed, Part 3

Search Results

Apply Filter Clear Filter

Results Found: 1

Passed hd

ALL - ALL - ALL -
Name ~ User Name & Roster Status # Primary Organization FY Course Version  Section Nu
CHUONG, SHANNON | SHAMMOMN.CHUOMNG § Passed J71 Training and Exercises Division 2012 1 001

ag | @ kS 23

Results per page: 10 -

mber

d. User is now reflected as having Passed the course. The User will also have
completion certificate for this course in his Certificates Tab.

a

2. Enrolled to Dropped. Do this when you need to drop a User from being enrolled in a
course that he no longer needs to, or is required to, take. The User can also Withdraw

himself from the course from the course listing in his My Training tab.

a. Search for the specific course in the Course Management gadget by following the

process described in Section 7.1.1.1.

Using the Search Enrollment process described in Section 7.1.2.4, select the

Gradebook icon (é ) for the User you are going to Withdraw (Drop) from the
course.
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Figure 71. Change Status from Enrolled to Dropped, Part 1

Search Results

Apply Filter Clear Filter

Results per page: 10 ~
Results Found: 1

ax | & b BB

Enrolled AL - ALL - ALL -
Name - User Name = Roster Status & Primary Organization FY Course Version  Section Number
MILLER, JOSEPH | JOSEPH.SCOTT.MILLER § Enrolled J71 Training and Exercises Division 2012 1 oo

c. From the User’'s Gradebook, change the status in the Status dropdown menu from

Enrolled to Dropped, provide a reason and a comment in the Comments box, and
select Save.

Figure 72. Change Status from Enrolled to Dropped, Part 2

- ar
WS_ Search Enrollment WS_ Gradebook X

B3y Profile

PACJT-US001-07: PACOM OPSEC Awareness

Total Time Spent: 00:00:00
Total Score:

Course Information

Show/Hide Gadgets

Student Name: JOSEPH MILLER
Student Phone:

Status: Enrolled -

Primary Instructor:
Secondary Instructor:

Enrolled

Passed
Requires test review
Unzuccessful completion

Start Date:
Expiration Date:
Completion Date:
Course Section:

Course Mastery Score:

212012
08152012

001

Comments

User departed command and no -
Inoger required to take course.

Save

Figure 73. Change Status from Enrolled to Dropped, Part 3

Search Results

Apply Filter Clear Filter

Results Found: 1

Dropped -
Name ~ User Name # Roster Status ¢ Primary Organization
MILLER, JOSEPH | JOSEPH.SCOTTMILLER J Dropped J71 Training and Exercises Division

ALL -

FY
2012

Results per page:

10

ALL -

Course Version

1

ALL
Section Number

001

-

g

c. Useris now reflected as Dropped. The course will no longer be listed in the

course listing in the User's My Training Tab.
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7.1.25.2 Edit the Course Completion Date in the Gradebook

A Training Coordinator may backdate a course completion date when required. An example
would be when a User presents you with a course completion certificate for a course that is a
suitable substitute for a course that is mandatory and assigned by his Organization.

1.

2.

Search for the specific course in the Course Management gadget by following the
process described in Section 7.1.1.1.

Using the Search Enrollment process described in Section 7.1.2.4, select the Gradebook

icon ('¥) for the User you are looking for.

From the User’'s Gradebook, select the Completion Date link. In the Edit Completion
Date workspace that opens, select the Calendar icon to open the calendar and select
the new completion date for the course. This date should reflect the date the User
completed the acceptable substitute course that you are now giving him credit for.
Select Update on the Edit Completion Date workspace, and then Save in the User’s
Gradebook to complete the process.

Figure 74. Edit Completion Date

PACJT-US001-07: PACOM OPSEC Awareness

Total Time Spent: 00:00:00
Total Score
Edit Completion Date (PACOM OPSEC Awareness Section 001) X &

Current Completion Date: 12/2/2013

New Completion Date: |Mar g, 2012

W5_ Gradebook

Student Hame: SHANNON CHUONG Start Date: 2/1/2012
AT T

Completion Date:
Course Section: U0
se Mastery Score:
Comments:

DoD course completion date.

Comments:

R 1 Updat CHl
{11 jate jose
—

7.1.25.3 Change a Lesson Status in the Gradebook

Online courses are generally broken down into lessons. There may be times when a Training
Coordinator needs to pass or restart a lesson for a User due to technical or other reasons. To
change a lesson status, follow this process.

1.

Search for the specific course in the Course Management gadget by following the
process described in Section 7.1.1.1.

Using the Search Enrollment process described in Section 7.1.2.4, select the Gradebook

icon (') for the User you are looking for.
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3. From the User’'s Gradebook, select a lesson to update by clicking on its Lesson Status in
the Lesson Status Column. From the selection box that opens, select a new status for
that Lesson.

Figure 75. Change a Lesson Status in the Gradebook, Part 1

WS Search Enrollment | ws_Gradebook &

B3y Profie Show/Hide Gadgets
PACJT-US001-01: USPACOM Owverview Course

Total Time Spent: 00:00:00
Total Score:

Student Name: MESYAE ADDISU Start Date: 10/1/2008
Student Phone: Expiration Date: 03/06/2013
Status: Enrolled - Completion Date:
Primary Instructor: Course fon: 001
Secondary Instructor: Course Mastery Score: 0
Comments: o
Lessons and Tests v Export Detail To: [£] [x]
Results Per Page: 10~
Show Al - Show All - Show All - Show All -
Lesson/Test Lesson Test Achieved Passing Start Completion Last Time Test
Name # Status # Status Score # Score # Date # Date % Launched % Spent +  Source

Agenda passed 03/07/2012 12:58 | 03/07/2012 0113 3612012 03:49:49

Command Structure 00:00:00
Set to Mot Attempted
Area of Responsibility Setto Completed 00:00:00
Geography Setto Incomplete 00:00:00
Command Channels Update Status for Multi 00:00:00
Mission Statement Mot Attempted 00:00:00
Operating Environment | Hot Attempted 00:00:00
Culture Mot Attempted 00:00:00
Environment Not Attempted 00:00:00
Defense Treaties Not Attempted 00:00:00
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Figure 76. Change a Lesson Status in the Gradebook, Part 2

Gradebook I
Leszons and Tests Export Detail To: E
Results Per Page: 10 ~
Show All A Show All - Show All hd Show All -
Lesson/Test Lesson Test Achieved Passing @ Start Completion Last Time Test
Hame # Status * Status Score + Score #+ Date # Date # Launched # Spent + Source
Agenda passed 03/07/2012 12:58 | 03/07/2012 01:13 3/6/2012 03:49:49
ICommand Structure completed I 12/02/2013 07:41 | 12/02/2013 07:41 12/2/2013 00:00:00
Area of Responsibility | Mot Attempted 00:00:00
Geography Not Attempted 00:00:00
Command Channels Hot Attempted Status iS 00:00:00
Mission Statement Not Attempted u dated to 00:00:00
Operating Environment | Mot Attempted p 00:00:00
" ”
Culture Not Attempted Completed 00:00:00
Environment Not Attempted 00:00:00
Defense Treaties Not Attempted 00:00:00
wu | o« 1 ® | BB
i

4. The Lesson is now updated. The next time the User launches the course, he will
resume at the third lesson: Area of Responsibility.

7.2 Course Associations Gadget

The Course Associations Gadget is available on the Training Management Tab and provides the
ability to assign individual courses and curricula to Organizations and Audiences, and to group
courses into curricula. Courses are associated to Organizations and Audiences here and
subsequently become assignments for Users within those Organizations and Audiences.
Courses associated here will automatically populate a User’s course listing with a Status of
Assigned in the My Training Tab when he joins the Organization. This is the primary means by
which courses are assigned to Organizations and Audiences.

Your permissions are scoped to your Primary Organization (e.g. a user at the PACOM
command level may make assignments at or below PACOM, while a user at the PACOM J7
level may make assignments at or below J7 only).

If a member of your Organization has not joined the Organization with assignments associated
to it in his JKO Profile, he will not receive any of the assigned courses. Only by joining the
Organization or the Audience will a User automatically receive any assigned courses.

Note: Not all assignments are delivered immediately to Organization members. Users who join
the Organization from their My Profile will immediately receive the assignments in the course
listing in their My Training Tab. Users who are currently members of the Organization will
receive the assignments on the following day. This is because there are administrative tasks
that push assignments to Users that occur automatically every night. These are called
Scheduled Tasks.
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The Course Association gadget has three tabs:

Organization tab. Use this tab to associate courses to Primary and/or Secondary
Organizations.

Audience tab. Use this tab to associate courses to an Audience. Note — For an
Audience to be available here, it must be created in the Audience Maintenance gadget
within the System Administration Tab. See Section 6.2

Curriculum tab. Use this tab to create a Curriculum. Once you create a Curriculum, it
is then able to be associated to an Organization or an Audience through the
Organization and Audience tabs described above.

Figure 77. Course Associations gadget, Minimized View (Default)

Course Associations - B8

Organization Audience Curriculum

Please click on an organization or sub-organization below to manage its
course associations.

Apply Filter Clear Filter

* - Indicates Inactive Organization.

~ |_J(PACOMN) - US Pacific Command (PACOM)} -
v | J{PCM-JO) - 1O - USPACON Bridge/Personnel and Special Staffs
» | J(PCK-J1) - J1 - Manpower, Personnel & Administration E
v | |(PCM-JZ] - J2 - Inteligence
¥ |__|(PCM-J3] - 13 - Operations
» | J(PCW-J4) - J4 - Logistics, Engineering & Security Assistance
¥ | |(PCM-J5} - J5 - Strateqgic Plans & Policy
¥ |__|(PCM-JE] - J6 - Communications System
L v | IPCK-JTY - J7- Traininu”?nd Exercises : il

7.2.1 Associate a Course or Curriculum to an Organization

1. From the Organization Tab in the Course Associations Gadget, search for and select the

Organization from which the assignment will originate, and which Organization members
will receive.

In the workspace that opens, select a Business Rule associated to this assignment. For
purposes of the scope of this training, always select Business Rule 2A when making
assignments. A more detailed discussion of Business Rules is discussed in classroom
training. Once you make a Business Rule selection, the buttons to add courses to and
from this Organization appear at the bottom of the screen.
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Figure 78. Course Associations gadget, Maximized View

E3 1y Profile Show/Hide Gadaets

Course Associations

Organization Audience Curriculum

Organization: PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

*_ Indicates Inactive Organization. Business Rule: Level24 ~ h Select Business Rule 2A.
This rule applies to users in an org ourse is

n the assignment date) via this rule, evel;y user in the
JO - USPACOM Bridge/Personnel and Special Staffs ser coming into the organization later also gets it.

~ |__J[PACOM) - US Pacific Command (PACON

\ J0)- J0 - USPACOM «
dge/Personnel and Special Stiffs
. (PCM-J1}- J1 - Manpower, Personnel &
Administration
» [__J(PCM-J2}- )2 - Inteligence

» () (PCM-13)- J3 - Operations - making and receiving
(PCH-J4} - J4 - Logistics, Engineering &

Y L security Assistance Save @ the assignmentS.
|__J(PCM-J5) - J5 - Strategic Plans & Policy

|__J (PCM-JB} - JE - Communications System

|__J(PCM-JT7} - J7- Training and Exercises

. (PCM-J8} - J8 - Resources and = Show Courses  Show Curricula
Assessment

|__J (PCM-19} - 9 - Pacific Outreach
|__J (xPCM HQ} - PACOM Training HQ

click the ‘Add Courses’ button.
| = (PCM-AF) - Air Force Component
| = (PCM-AR) - Army Component

Add Courses to this Organization
| = (PCM-JIATF-W) - JIATF-W

|| (PCM-MC} - Marine Corps Component Edit Stats Course D ¢ Title ¢ Action

-

Description: \ Select the Organization

-

-

-

-

Shown below are all courses currently associated to this organization/business rule. To add courses, please

-

Ass=ign Courses from this Organization

| = (PCM-NA) - Navy Component
| =| (PCM-UP} - Unknown Personne!

Ll -Il (xIT)-leeTest2 | |

3. Select the Add Courses to this Organization button.

4. From the Course Search workspace, search for the course you want to assign by either
selecting a course prefix from the Prefix dropdown menu, or entering a keyword in the
Keyword search field. Click Search.

Figure 79. Course Search

WS_ Course Search X

B Wy Profile Show/Hide Gadgets

Organization: PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs
Business Rule: Level 2A

Course Search:
Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is
complete, please click the "Save’ button.

Courses to be Added

Prefix: All -

Keyword: | trafficking in persons I Title [+ Description
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Figure 80. Course Search Results

Course Search

Prefix: All -

Keyword: traffickingin persons v Title [ Description

seorn 1 rever ]

Search Results:
Flease selectthe courses you wish to add by clicking on the "Add’ button to the left of those courses. The courses you've selected will populate in the 'Courses to be Added
table atthe top of this screen.

Results Per Page: 10 ~

Add CourselD = Title =
0 J35 N-US189-HB Combating Trafficking in Persons Leadership Training
O J3T A-UUS030 Combating Trafficking in Persons Course (CTIP} - (1 hr} (C4)
© | J3TA-US0D34 Combating Trafficking in Persons (CTIP) for Law Enforcement - (1 hry
HE L B BB
E_——— d

5. From the course search results, select the Add icon (O ) next to the course you want to
associate to the Organization. The course will move up to the Courses to be Added
area. You may continue to search for, select, and add courses to this area.

Figure 81. Use the Add icon to associate a course to an Organization

Courses to be Added

Delete Course ID  Title
Q JAT A- Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4)
Us030
Mandatory: Auto Assigned Refresher Period Fixed Due * Duration Exemption Period:
& Enol T pate [Dec2 2013 , Date [~ (Daysk: None -
o= o ' {Months)
Save

Course Search

Prefix: All -

Keyword: |trafficking in persons v Title [+ Description

Csearcn 1 roset ]

Search Results:
Please select the courses you wish to add by clicking on the ‘Add’ button to the left of those courses. The courses youve selected will populate in the ‘Courses to be Added’
table atthe top of this screen.

Results Per Page: 10 ~

Add Course ID # Title #
O J35 N-US189-HB Combating Trafficking in Persons Leadership Training

J3T A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4}
. A-USD34 Combating Trafficking in Persons (CTIP) for Law Enforcement - (1 hr)

[
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6. Inthe Courses to be Added area, fill in the assignment information in the boxes and
select Save.

Figure 82. Courses Assignment Information

Courses to be Added

Delete Course ID  Title
[ %] J3T A- Combating Trafficking in Persons Course (CTIP)- (1 hr) (C4)
Us030
Mandatory:  Auto Assigned Refresher Period Fixed Due | Fixed Due Date: Exemption Period:
- C Enroll [ Date |Dec 3, 2013 (Months) Date [v Dec 31,2013 Completed since provided calendar date |L|
Yes HNo Mone

Completed ever
Completed since past number of days

— Completed since provided calendar date

There are many options to choose from to define this assignment:

e Mandatory: Yes or No. You can decide if the course you are associating to this
Organization is mandatory or not. Generally speaking, if you are assigning a course,
you want to make it mandatory.

e Auto Enroll. By checking this box, the User will automatically be enrolled in the course
when he receives the assignment in the list of courses in his My Training tab, as
opposed to receiving the assignment in an Assigned status and having to manually use
the Enroll button to enroll. This ensures all members of the Organization are actually
enrolled in the course, and also saves the User one step.

e Assigned Date. By entering today’s date here, the assignment will automatically be
assigned today. By entering a future date, the assignment will not show up in the User’'s
listing of courses in his My Training Tab until that future date.

e Optional. Refresher Period. By entering a number of months, this is how often the
assignment will be pushed to the User. For example, if there is a requirement to take a
certain course twice a year, you would enter “6” in the Refresher Period field. This
means that six months from the Assigned Date, the course would be assigned to all
Users again.

e Optional. Fixed Due Date. By checking this box, a calendar will appear that allows you
to select the Due Date of the assignment. The User will see this Due Date next to the
course in his listing of courses in the My Training Tab.

e Optional. Exemption Period. There are four Exemption Period options for you to
choose from:

o The Default option is None, meaning that the User will receive and be required to
complete this course even if he completed it the day before the assignment was
made.

o Completed ever. Use this option if you decide that Users who have ever
completed this course (in JKO) will not be made to take it again. Those Users
will not receive the course in their listing of courses in their My Training Tab, and
will be shown as Exempt on LMS Reports.

o Completed since past number of days. If you select this option, you must
input a number of days into a field. If you enter 180 days, the LMS will look at
the 180 days prior to the Assigned Date of this assignment. If there are any
members of the Organization who have completed the course within that time
frame, they will not be assigned the course. They will not receive the course in
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their listing of courses in their My Training Tab, and will be shown as Exempt on
LMS Reports.

o Completed since provided calendar date. By selecting this option, a calendar
will appear that allows you to select a date in the past. Anyone who has
completed this course between that date and the Assigned Date will not be
assigned the course. They will not receive the course in their listing of courses in
their My Training Tab, and will be shown as Exempt on LMS Reports.

o Deletelcon (E’). If you wish to Delete (cancel) this course from being associated to

the Organization, select this button. The course will then be removed from the Courses
to be Added area.

Figure 83. Course Associated to the Organization

Organization: PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Status: Active

Business Rule: Level2A -

This rule applies to users in an organization immediately and continuously. When a course is
assigned to the organization (i.e. on the assignment date) via this rule, every userin the
organization gets the assignment. Any user coming into the organization later also gets it.

-

Description:
(eset
Level 2A Courses Associated to this Organization/Business Rule "
= Show Courses  Show Curricula

Shown below are all courses currently associated to this organization/business rule. To add courses, please
click the "Add Courses” button.

Add Courses to this Organization Assign Courses from this Organization

Edit Stats CourselD = Title = Action

#7 || Stats JAT A-LIS030 Combating Trafficking in Persons Course (CTIP) - (1 hr} (C4) [ % ]

v

7. After you select Save, the course is how associated to the Organization, and will be
automatically assigned to all current members of the Organization, and all future
members who choose this Organization in their My Profile.

8. If you wish to delete the course association, select the Delete icon (a). This will cause

the system to automatically remove the assignment from the User’s course listing in the
My Training Tab.

9. If you wish to edit the assignment options, select the Edit icon (=) and change the
selections. Select Save when you are complete.
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Figure 84. Edit Assignment Options

Edit a Course x

*Prefic T

*Course: A-US030 Combating Trafficking in se (CTIP
Mandatory: * ves O Ho

Auto Enroll -

Fixed Due Date: v
Assigned Date Dec 3, 2013 m

=

Fixed Due Date: Dec 31,2013

Refresher Period: in Months

Due Duration: in Days
Exemption Period: Completed since provided calendar date ~
Exemption Days:

Exemption Date: | Jan 1, 2013 ™

Save

ol

10. Should you choose to assign this course to some or all subordinate Organizations,
select the Assign Courses from this Organization button.

Figure 85. Assign Courses from this Organization

Organization: PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Status: Active
Business Rule: Level24 -

This rule applies to users in an organization immediately and continuously. When a course is
assigned to the organization (i.e. on the assignment date) via this rule, every userin the
organization gets the assignment. Any user coming into the organization later also gets it.

"

Description:

® ShowCourses  Show Curricula

Shown below are all courses currently associated to this erganization/business rule. To add courses, please
click the "Add Courses’ button.

Add Courses to this Organization As=sign Courses from this Organization

Edit Stats CourselD # Title * Action
£ |Stats | 3T A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4) e
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11. Click the Select Courses link.

Figure 86. Select Courses to Push Down to Child Organizations

LCurrent Assignments

Select Courses

select Child Organizations

Confirm

Shown below are all parent organization courses assigned down to this child. Please remove any courses you do not wish
to be assigned to this child organization.

Courses Pushed Down to Child Organizations

Apply Filters Clear Filters

course prefic -

(%] Child Organization # Course ID # Title 4

|

12. Choose the course(s) you wish to push down to Child Organizations using the Add icon

(O).

Figure 87. Add Course

Current Assignments
Select Courses

Select Child Organizations

Confirm

Courses Associated to PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Please select the courses you wish to assign to child organizations. These courses will NOT be editable by the child
organization(s).

Course D  Title Mandatory Auto Enroll Refresher Period Due Duration
J3T A- Combating Trafficking in Persons Course Y false

Us03o (CTIP} - (1 hr) (C4}

ag | o« » | BB

Courses to be Assigned

Save and Continue
=

13. When complete, select the Save and Continue button.

Figure 88. Save and Continue

Current Assignments
Select Courses

Select Child Organizations

Confirm

Courses Associated to PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Please selectthe courses you wish to assign to child organizations. These courses will NOT be editable by the child
organization(s).

O Course D  Title Mandatory Auto Enroll Refresher Period Due Duration
0 J3T A- Combating Trafficking in Persons Course Y false
Us030 (CTIF} - (1 hr} (C4)
44 k4 B 28
Courses to be Assigned
@ Course D  Title Mandatory Auto Enroll Refresher Period Due Duration
E" J3T A- Combating Trafficking in Persons Course Y false

Us03o (CTIP} - (1 hr) (C4}
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14. You will now select any or all Child Organizations to push the assignment down to. If
you want the assignment to be assigned to all Child Organizations, select that check
box. If you only want certain Child Organizations to receive the assignment, select the
black arrow next to the Organization that is displayed to open a list of all Child
Organizations.

Figure 89. Select the Child Organizations

C t Assig it . . . . .
A ASSINTEns 4 [~ Apply assignments to all children of this organization
Select Courses Child Organizations of PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Select Child Organizations

Please selectthe child organizations to which to assign the courses selected above.
—) » [ J(PCM-J0)-JO - USPACOM Bridge/Personnel and Special Staffs

Confirm

Save and Continue

15. Place a check mark in the box next to all of the Child Organizations that you want to
receive the assignment. Select Save and Continue.

Figure 90. Select Individual Child Organizations

UITENl ASSIgNments [~ Apply assignments to all children of this organization

s Child Organizations of PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs
Select Child Organizations

Please select the child organizations to which to assign the courses selected above.
~ |__J(PCM-J0)-J0 - USPACOM Bridge/Personnel and Special Staffs
). ¥ (PCM-J004) - J004 - Inspector General
L ¥ (PCM-JODCAG) - JOOCAG - Commander's Action Group
™ (PCM-JO1P) - JO1P - Protocal
[ (PCM-JO1PA) - JO1PA - Public Affairs
I (PCM-J02) - J02 - Chief of Staff
I~ (PCM-J04) - J04 - Command History
I~ (PCM-J05) - J05 - Comptroller *

I~ (PCM-J0G)- JOG - Staff Judge Advocate
I~ (PCM-J0OT)-J07 - Surgeon

Save and Continue Cancel

Confirm

Figure 91. Confirm Selections on Summary Page

Summary Course Association for Child Organizations of PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Current Assignments

Select Courses Selected Courses
Select Child Organizations Course ID  Title Mandatory Auto Enroll Refresher Period Due Duration
Confirm J3T A- Combating Trafficking in Persons Course § Y,

Us020 (CTIP)- (1 hr) (C4) e Course to be pushed down

Selected Child Organizations

Code Name e Child Orgs to receive

PCM-J004 J004 - Inspector General

PCM-JOOCAG JOOCAG - Commander's Action Group the aSSIgnment'

ag || & » | B®
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16. Once you confirmed the assignment and select Finish, you are complete. The
assignment will now go to three Organizations:

1) PCM-JO. (This is the original Organization you made the assignment to)
2) JO04 — Inspector General. (Child Organization of PCM-JO0)
3) JOOCAG — Commander’s Action Group. (Child Organization of PCM-J0)

17. To assign a Curriculum to an Organization, select the Show Curricula radio button and
follow the same process as assigning a course to an Organization.

Figure 92. Assign a Curriculum to an Organization

Organization: PCM-J0-J0 - USPACOM Bridge/Personnel and Special Staffs

Status: Active
Business Rule: LevelZa ~
This rule applies to users in an organization immediately and continuously. When a course is

assigned to the organization {i.e. on the assignment date) via this rule, every user in the
organization gets the assignment. Any user coming into the organization later also gets it.

-

Description:

reser
Level 2A Courses Associated to this Organization/Business Rule

~ Show Courses | * Show Curricula

Shown below are all curricula currently associated to this organization/business rule. To add courses, please
click the "Add Curricula’ button.

I Add Curricula to this Organization I Assign Curricula from this Organization

5 5 Auto Assigned Refresher Due Fixed .
Edit | Tile | Mandafory | g g | e Period Duration  Due Date CXeMPtion Delete

7.2.3 Associate a Course or Curriculum to an Audience

Associating a course or curriculum to an Audience is similar to the process of associating one to
an Organization.

1. Inthe Course Associations gadget, select the Audience Tab. Search for and find the
Audience by using the pagination arrows at the bottom of the display, or by entering a

keyword in the Search field and selecting Apply Filters. When your Audience displays,
click on it to open the next workspace.
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Figure 93. Audience Tab, Course Associations Gadget

Course Associations B

Crganization Audience Curriculum

Please click on an audience below to manage its course associations.

Apply Filters Clear Filters

PACOM

Select to open
PACOM Terminal Fury 13 <G P
Patton new workspace
Cuick Test

Rob 7-387 Audience
Bob 7-387 Audience Case 3
Savannah Shield

Sean Test

SOCAFRICA JKO Managers

ag | o« ] 2 e 4 5 o

2. Select the Show Courses radio button and the Add Course(s) button.

Figure 94. Select the Audience to Associate a Course to

Course Associations =2

Organization Audience Curriculum

Please click on an audience below to manage

its course associations.

Apply Filters Clear Filters

PACOM

Abrams

ARCYBER CIV
ARNORTH Supervisors
Bradiey

Joint Knowledge Online

Audience: PACOM Terminal Fury 13

Description: J7 Paricipants

\wrmnmmmmm

® ShowCourses  Show Curricula

Shown below are all courses currently associated to this audience. To add courses, please click the "Add

Add Course(s)
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3. From the Course Search workspace, search for the course you want to assign by either

selecting a course prefix from the Prefix dropdown menu, or entering a Keyword in the
Search field. Click Search.

Figure 95. Course Search

WS_ Course Search &

B3y Protie
Audience:  PACOM Terminal Fury 13
Description: J7 Participants
Course Search:

Show/Hide Gadgets

Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is
complete, please click the "Save’ button.

Courses to be Added

Prefix: All -

Keyword: |trafiickingin persons [+ Title [~ Description

|

Figure 96. Course Search Results

Prefix: All -

Keyword: |trafficking in persons [+ Title [+ Description

Cscorcn ] eser

Search Results:

Please select the courses you wish to add by clicking on the ‘Add’ button to the |eft of those courses. The courses you've selected will populate in the 'Courses to be Added’
table atthe top of this screen.

Results Per Page: 10 ~

Add Course D # Title #
O J33 N-US189-HB Combating Trafficking in Persons Leadership Training
O JAT A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4)
O JAT A-LUS034 Combating Trafficking in Persons (CTIP) for Law Enforcement - (1 hr)
HE kS B 2B
S |
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4. From the course search results, select the Add icon (O ) next to the course you want to
associate to the Audience. The course will move up to the Courses to be Added area.
You may continue to search for, select, and add courses to this area.

Figure 97. Use the Add icon to associate a course to an Audience

Courses to be Added

Delete Course ID  Title
Q') J3T A- Combating Trafficking in Persons Course (CTIP)- (1 hr) (C4)
Us030
Mandatory: Auto Assigned Refresher Period Fixed Due * Duration Exemption Period:
c & Ewoll T | pate [Dec2, 2013 , Date [~ (Daysk None -
! {Months)
Yes HNo
Save

Prefix: All -
Keyword: | trafficking in persons [+ Title [« Description

= soaror ] reser

Search Results:
Please selectthe courses you wish to add by clicking on the *Add’ button to the |eft of those courses. The courses you've selected will populate in the *Courses to be Added”
table atthe top ofthis screen.

Results Per Page: 10 ~

Add Course D # Title =
© J3SN-US189-HB Combating Trafficking in Persons Leadership Training

J3AT A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4}
’ A-US0D34 Combating Trafficking in Persons (CTIP) for Law Enforcement - {1 hr}

L

5. Inthe Courses to be Added area, fill in the assignment information in the boxes and then
select Save. Detailed descriptions of the assignment information are found in Section
7.2.1., number 6.

Figure 98. Course Assignment Information

Courses to be Added

Delete CourselD Title
Q" J3T A- Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4)
Us030
Mandatory: | Auto Assigned Refresher Period Fixed Due | Fixed Due Date: Exemption Period:
(= C Enroll | Date | Dec 3, 2013 J (Months) Date v Dec 31,2013 I Completed since provided calendar date |LJ
Yes No None
Completed ever
Completed since past number of days
P— Completed since provided calendar date
o
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Figure 99. Course Associated to the Audience

Audience: PACOM Terminal Fury 13

Description: J7 Paricipants
Courses Associated to this Audience s

* Show Courses  Show Curricula

Shown below are all courses currently associated to this audience. To add courses, please click the "Add
Courses’ button.

Add Course(s)

Edit CourselD # Title # Delete

A JAT A-US030 Combating Trafficking in Persons Course (CTIP} - (1 hr} (C4) (%]

6. After you select Save, the course is now associated to the Audience, and will be
automatically assigned to all current members of the Audience, and all future members
who choose this Audience in their My Profile.

7. If you wish to delete the course association, select the Delete icon (B). This will cause
the system to automatically remove the assignment from the User’s course listing in the
My Training Tab.

8. If you wish to edit the assignment options, select the Edit icon (=) and change the
selections. Select Save when you are complete.

Figure 100. Edit Assignment Options

Edit a Course x

Prefix: Jar

Course: A-US030 Combating Trafficking in Persons Course (CTIP) - (1 hr) (C4)
Mandatory: = vez [ MNo

Auto Enrolk: n

Fixed Due Date: v

Assigned Date: Dec3, 2013

Fixed Due Date: Dec 31, 2013

Refresher period (months):

Due Duration (Days):

Exemption Period: Completed since past number of days -
Exemption Days: 180

Exemption Date:

Save Cancel
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7.2.4 Curriculum

A Curriculum is two or more courses grouped together. Curricula usually consist of courses
based on a similar topic or purpose, such as Pre-deployment training, mandatory annual
training, or Pre-exercise training. You can enroll in a Curriculum from the Course Catalog, and
a Curriculum can also be assigned to an Organization or an Audience, as described in sections
7.2.2 and 7.2.3 above. This section describes how to create and then search for a Curriculum
to edit.

7.2.4.1 Create a Curriculum

1. From the Course Associations Gadget, select the Curriculum Tab. Select Add
Curriculum to open new workspace.

Figure 101. Curriculum Tab, Course Associations Gadget

Course Associations - A

Organization Audience Curriculum

Please click on a curriculum below to manage its course associations.

Add Curriculum Apply Filters Clear Filters

45th Sustainment Brigade - 001AM Annual Training Curriculum for Military Members

A1 BBQO 3 JS courses

AFPAK Foundation el earning Course

ARNY NORTH - 2011 Annual Training for Civilians

ARKY NORTH 2011 Annual Training for Military

ARKY NORTH 2011 Reception and Integration Training

Afghanistand
Annual Training

EL- 9 = BB

il

2. Enter the following Curriculum information and then select Save:

e Title. This is the title that will appear in the Course Catalog.

e Description. Not mandatory, but helpful once the Curriculum is available in the
Course Catalog. By clicking on the Curriculum name from the Catalog, the User will
see the description you enter here.

o Identifier. Enter the Curriculum Title. The Identifier is converted to a URL available
in the Course Catalog, which you can send to Users who will be able to click it and
be taken directly to the Curriculum in the Course Catalog, without having to search.

e Completion order. If you require Users to complete the component courses of the
Curriculum in a particular order, click the radio button Specify a completion order for
the courses and/or curricula in this curriculum. You will then have an opportunity to
number the courses in the completion order you wish. Successive courses will only
become available as the course immediately preceding it in number is completed.

Joint Knowledge Online 73



Training Coordinator User Guide

Figure 102. Add Curriculum Details

Curriculum:

Please note that you can only add one (1) sub-curricula to any given master curricula. The system is not designed
to handle nested curricula’s more than one (1) level deep atthis pointin time.
*Indicates required fields

*Tithe: | PACOM Terminal Fury 13 Pre-Exercise Training

Description: Preparation for TF-13

Identifier: PACOM Terminal Fury 13 Pre-Exercise Training
Completion requirement: Student must complete all courses in this curriculum
Completion order: = No completion order

Specify a completion order for the courses andior curricula in this
curriculum.

| save [ Reset

|

3. After you select Save, you now have the ability to add component courses to this
Curriculum. Click the Add Courses button.

Figure 103. Add Courses to Curriculum

Curriculum: PACOM Terminal Fury 13 Pre-Exercise Training

Please note that you can only add one (1) sub-curricula to any given master curricula. The system is not designed
to handle nested curricula’s more than one (1) level deep at this pointin time.
*Indicates required fields

*Title: | PACOM Terminal Fury 13 Pre-Exercise Training

Description: Preparation for TF-13 o

Identifier: PACOM Terminal Fury 13 Pre-Exercise Training

Completion requirement: Student must complete all courses in this curriculum

Completion order: & No completion order
™ Specify a completion order for the courses and/or curricula in this
curriculum.

D

Courses Associated to this Curriculum

Shown below are all courses currently associated to this curriculum. Please use the buttons below to add

Add Course(s) Add Curricula

Delete Course ID * Title = Equivalency
B —

i
4. From the Course Search workspace, search for the courses you want to add to the

Curriculum by either selecting a course prefix from the Prefix dropdown menu, or
entering a Keyword in the Search field. Select Search.
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Figure 104. Search for Component Courses for Curriculum

r WS_ Curriculum Course X

E3 1y Profie Show(Hide Gadaets

Course Search:
Please use the Course Search tools below to build a list of courses you wish to associate to the selected organization, job, audience, or curriculum. When your list is
complete, please click the "Save’ button.

Courses to be Added

Prefix: All -

Keyword: | joint v Title [ Description

I Search I Reset
—d il

Figure 105. Component Course Search Results

Prefix: All -

Keyword: | joint v Title [+ Description

searcn ] neser |

Search Results:
Please selectthe courses you wish to add by clicking on the "Add’ button to the left of those courses. The courses you've selected will populate in the *Courses to be Added”
table atthe top of this screen.

Results Per Page: 10 ~

Add Course ID # Title #
o J20 P-US327 video JFIS Inteligence Operations in the Joint Environment
0 J20 P-US327HB Inteligence Operations in the Joint Environment (High Bandwidth) Course
o J20 P-US327LB Inteligence Operations in the Joint Environment (Low Bandwidth) Course
o J30 P-MNOTE The Combined Joint Task Force Course
o J30 P-MNOS1 Combined Joint Task Force Training Modules
o J30 P-MN1225 International Security Assistance Force (ISAF) Basic - (10 hrs)
o J30 P-MN1227 ISAF International Joint Command (WC} - (1 hr}
o J30 P-MN199 Introduction to NATO School Operational Planning Course
o J30 P-MN223 Introduction to NATO Conventional Targeting Course
o J30 P-US003 Joint Targeting Staff Course Introductory Training Course
w | « 1 2 3 4 5 6 7 8 8 AC » | 2w

4

5. From the course search results, select the Add icon (O ) next to the courses you want
to add to the Curriculum. The courses will move up to the Courses to be Added area.
You may continue to search for, select, and add courses to this area. Use the Delete

icon (ﬁi ) to delete the courses from the Curriculum prior to saving. When complete,
select Save.
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Figure 106. Use Add icon to add component courses to Curriculum

Courses to be Added

Delete CourseID + Title +
(%] J3OP-MNO7E | The Combined Joint Task Force Course

(%] J30 P-MN0S1 Combined Joint Task Force Training Modules
(%] J20 P-US327HE | Intelligence Operations in the Joint Environment (High Bandwidth) Course

Course Search

Prefix: All -

Keyword: |joint v Title v Description

searcn ] neser

Search Results:

Please selectthe courses you wish to add by clicking on the *Add’ button to the left of those courses. The courses you've selected will populate in the ‘Courses to be Added
table atthe top of this screen.

Results Per Page: 10 ~

Add Course ID # Title #

O J20 P-US327 video JFIS Inteligence Operations in the Joint Environment
@ J20 P-US327HB Inteligence Operations in the Joint Environment (High Bandwidth) Course
O J20 P-US327LB Inteligence Operations in the Joint Environment (Low Bandwidth) Course
E J30 P-MNOTE The Combined Joint Task Force Course

E J30 P-MNOS1 Combined Joint Task Force Training Modules

O J30 P-MN1225 International Security Assistance Force (ISAF) Basic - (10 hrs)

O J30 P-MN1227 ISAF International Joint Command (WC} - (1 hr}

O J30 P-MN199 Introduction to NATO School Operational Planning Course

O J30 P-MN223 Introduction to NATO Conventional Targeting Course

O J30 P-US003 Joint Targeting Staff Course Introductory Training Course

e | ® 2 3 4 5 6 7 8 9 10 » | »m

6. You have now created a Curriculum. This Curriculum is now available in the Course
Catalog. If you wish to delete courses from the Curriculum, simply select the Delete icon

(ﬁi)_ If you wish to add more courses to the Curriculum, select the Add Courses
button and follow the steps above to add more courses. Ensure you select Save.
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Figure 107. Component Courses of the Curriculum

Course Associations 2

Organization Audience Curriculum

Please click on a curricula below to manage its
course associations.

Curriculum: PACOM Terminal Fury 13 Pre-Exercise Training

Please note that you can only add one (1) sub-curricula to any given master curricula. The system is not designed
to handle nested curricula’s more than one (1) level deep at this pointin time.
lear riters

*Indicates required fields
*Title:  PACOM Terminal Fury 13 Pre-Exercise Training

Description: Preparation for TF-13 -
45th Sustainment Brigade - 001 AM Annual = . -
Training Curriculum for Military Members

A1BBQ 3 JS courses Identifier: PACOM Terminal Fury 13 Pre-Exercise Training

AFPAK Foundation eLearning Course = Completion requirement: Student must complete all courses in this curriculum

Completion order: i
ARMY NORTH - 2011 Annual Training for = ~DELI AT A
Civilians - Specify a completion order for the courses andlor curricula in this
ARMY NORTH 2011 Annual Training for =) EIELIT
ARMY NORTH 2011 Reception and =

Inteqgration Training - Courses Associated to this Curriculum

Afghanistand = Shown below are all courses currently associated to this curriculum. Please use the buttons below to add

Annual Training = courses.
Austere Challenge 11 Rgd Training = EORE ] Add Curricuta
B3 K1 . Delete Course ID # Title # Equivalency
B3 K1 f=
B3 K2 =, E J20P-US327HB | Inteligence Operations in the Joint Environment (High Bandwidth) Course
B3 K2 f=
B3 K3 = € | J30P-MNO76 | The Combined Joint Task Force Course
we|«[12 345678010/ -
[ %] J30P-MN091 | Combined Joint Task Force Training Modules
Save

7.2.4.2 Search for and edit a Curriculum

1. Within the Curriculum Tab, use the pagination arrows at the bottom of the gadget, or
enter a Keyword in the Search field and select Apply Filters.

Figure 108. Search for a Curriculum

Course Associations =

Organization Audience Curriculum

Please click on a curriculum below to manage its course associations.

Add Curriculum Apply Filters Clear Filters

PACOM

45th Sustainment Brigade - 001AM Annual Training Curriculum for Miltary Members

A1BBQ 3 IS courses

AFPAK Foundation el earning Course:
ARKY MORTH - 2011 Annual Training for Civilians

ARNY MORTH 2011 Annual Training for Wilitary

ARMY NORTH 2011 Reception and Integration Training

Afghanistand
Annual Training

4||
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2. Click on the name of the Curriculum you wish to open.

Figure 109. Curriculum Search Results

Course Associations

FACOM

Organization

Please click on a curriculum below to manage its course associations.

Add Curriculum Apply Filters Clear Filters

PACOM Annual Required Training

Audience Curriculum

PACOM Curriculum

PACOM J7 Newcomer (follow-on to Step 1)

PACOM Newcomer Step 14
PACOM Newcomer Step 1C

PACOM TF-12 Part A

PACOM Terminal Fury 13 Pre-Exercise Training

—

3. Edit the Curriculum as necessary. Ensure you select Save when complete.

Organization Audience Curriculum

Please click on a curricula below to manage its
course associations.

Add Curriculum Apply Filters
Clear Filters

PACOM

PACOM Annual Required Training =
PACOM Curriculum
PACOM J7 Newcomer (follow-onto Step 1} | [
PACOM Newcomer Step 14 =
PACOM Newcomer Step 1C =
PACOM TF-12 Part A =

PACOM Terminal Fury 13 Pre-Exercise =
Training

Figure 110. Edit the Curriculum

Curriculum: PACOM Terminal Fury 13 Pre-Exercise Training

Please note that you can only add one (1) sub-curricula to any given master curricula. The system is not designed

to handle nested curricula’s more than one (1) level deep at this point in time.
*Indicates required fields

*Title: | PACOM Terminal Fury 13 Pre-Exercise Training

i = -
Description: Preparation for TF-13
identifier: | PACOM Terminal Fury 13 Pre-Exercise Training

Completion requirement: Student must complete all courses in this curriculum

Completion order: & No completion order
‘ol

Specify a completion order for the courses andlor curricula in this
curriculum.

Shown below are all courses currently associated to this curriculum. Please use the buttons below to add
COUrSEs.

Add Course(s) Add Curricula

Delete Course D # Title # Equivalency

0 J20P-US327HB | Inteligence Operations in the Joint Environment (High Bandwidth) Course

6 J30P-MMO7TE | The Combined Joint Task Force Course
Q J30P-MM091 | Combined Joint Task Force Training Modules
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7.3 Courses | Teach/Manage/Administer Gadget

The Courses | Teach/Manage/Administer Gadget is available on the Training Management
Tab. The gadget displays courses or course sections the user has been designated to teach,
manage, or administer. This gadget groups together in one easy-to-access area all the courses
that you teach, manage, or administer. It simplifies the process of searching for your courses to
manage from the Course Management Gadget. Each tab within the gadget appears only when
a user has course duties assigned relating to that tab. For example, if you are assigned the
duties of an Instructor, the Instructor tab will be visible to you in the gadget.

In the Figure below, the User has all tabs visible, meaning she has been designated an
Instructor, a Manager, and an administrator for a course. If she managed more than one
course, you would see the additional courses listed. The Course Utilities icons are identical in
function to the Actions icons in the Course Management Gadget, as described in Section 7.1.2.

Permissions by Role: The Training Coordinator, Training Manager, Course Manager, and
Instructor roles have access to this gadget and its related functions.

Figure 111. Courses | Teach/Manage/Administer gadget, Minimized View (Default)

Courses | Teach/Manage/Administer =B

Manager Admin Instructor

Shown below are all courses to which you have access as a Course manager.
This minimized gadget shows only active versions. Flease maximize this
gadget for more options.

Apply Filters Clear Filters

-Prefix- -
Course * Title = Course Utilities
PAC J7- TF12 TPO-TPE, Joint Training Information 8855 @
Us012-9 Management System o

7.4  Training Locations Gadget

The Training Locations Gadget is accessible on the Training Management Tab and allows for
the creation and management of training locations and rooms. A training location is a physical
location (e.g. a school, building, or conference center) that contains one or more training rooms
in which you teach courses. Training locations do not apply to online courses. From the
Training Locations Gadget you can view, create, edit, and delete training locations and rooms.
Once you have created a room, it is available for selection when you build your resident course.
The maximized view of the gadget displays details about the given training location selected.
Both the minimized and maximized views allow training rooms to be associated with training

locations via the yellow doorway icon with the green arrow pointing into it ( -").

Permissions by Role: Training Coordinators have access to this gadget and its associated
functions.
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1. To create a Training Location, select the Create New Location button.

Figure 112. Training Locations Gadget, Minimized View (Default)

Training Locations - A
Shown below are all Training Locations currently in the system. Click on the Name
of any Training Location to viewledit the details of that Location. Click on the sort
arrows of any column to sort by that column.

Click ‘Create New Location’ to enter a new location into the system.

Name * City, State ¢

SOUTHCOM Room 1106 B|-

Defense Nuclear Weapons School (DNWS) []- -

USAFRICOM Kelley Club B -

DSCA San Antonio, TX [ | 3an Antonio, TX

DSCA Emmitsburg, MD [J- | Emmitsburg, MA

HO USPACOM B|-

Defense Connect Onling (DCO} l]- -

USAFRICOM Bldg 3315 fj- =

DSCA Colorado Springs, CO [J- | Colorado Springs, CO

DSCA Chesapeake, Vi [J- Chesapeake, VA
zx | = 1 2 3 4 5 ® | =@

|

2. From the workspace that opens, fill in the mandatory information and select Save.

Figure 113. Create a Training Location

*indicates required fields

I"Name: Pentagon I

\Vashington, DC
*Street Address: r’ ashington i

*City: |Washington |[State: | DC ] Zip: |20001

Country: | UNTTED STATES  [+]

Hotes: ‘

3. Your new Location is now saved. To edit any Location information, select the Location
Name from the gadget main page; make any changes, and select Save.

4. Create a New Room. Using the pagination arrows or page numbers at the bottom of
the gadget, or a Keyword in the Search field, navigate to the newly created Location in

the list of Locations and select the Go To Training Room icon (l]' ). The right side of
the screen will generate as shown below. Select the Create New Room button.

= |
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Figure 114. Create a New Room

E3 1y Profie Show(Hide Gadaets

Training Locations

Shown below are all Training Locations currently in the system. Click on the Training Rooms: Pentagon
Mame of any Training Location to view/edit the details of that Location. Click on - -
the sort arrows of any column to sort by that column. EHARVENELS
Please click the "Create New Location” button to create a new Training Location.
-
Room ID # Name # Status # Capacity #
Name « City, State #
PACOM bidg 700 3 -
I Pentagon [JHWashington, DC
SOUTHCOM B2 23-249 B wer,
SOUTHCOM Room 1106. 23-249 3 -
Test CR 2209 - | Suffolk,
US SOUTHCOM 3 -
USAFRICOM Bidg 3308 B -
USAFRICOM Bidg 3309 []- Stuttgart, Germany,
USAFRICOM Bldg 3315 B -
USAFRICOM Kelley Club 3 -
(e <1+ 2 577 5[5 6]

5. Fill in the mandatory information and select Save.

Figure 115. Create Room Details

3 iy profie ShowiHide Gadgets
Training Locations =2
ROOM DATA *indicates required field Training Rooms: Pentagon

Create New Room Apply Filters Clear Filters
*ID: |1E816

*Name: |Pentagon JTC Roomo

Room ID # Name # Status # Capacity +
*Activellnactive ACTVE -

Capacity: 35

Notes:

POINT OF CONTACT

Contact Name: | John Smith
Phone: | 703-555-1234 Fax:

Email:

. e i
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6. The Room is now saved. The Location and Room are now available as selections in the

LOCATIONS dropdown menus when building a resident course. To edit any Room

information, select the Room Name, make changes, and select Save.

Figure 116. Room Created

B3y Profie

Shown below are all Training Locations currently in the system. Click on the
Mame of any Training Location to view/edit the details ofthat Location. Click on
the sort arrows of any column to sort by that column.

Please click the "Create New Location” button to create a new Training Location

Create New Location Apply Filters Clear Filters

Name ~ City, State +
Test CR 2209 [ | Suffolk,
SOUTHCOM Room 11065. 23-245 |]- =
SOUTHCOM B2 23-249 B | wer,

I Pentagon |]-|Washingt0n,DC
PACOM bidg 700 -
J5-Hampton Roads - | Suffolk, VA
JPRA @ | Ft. Belvoir, VA
Joint Warfighting Center (JWC) B | Suffolk, VA
Joint Staff Training Center |]- Arlington, VA
Joint Staff Suffolk VA = Suffolk, VA

ex | e | 1 2 2 4 5 | s |us

Show/Hide Gadaets

Training Locations &

Training Rooms: Pentagon

Apply Filters Clear Filters

Create New Room

RoomID #  Name # Status #
1E&816 Pentagon JTC Room Active 35

Capacity *

8 Reports Tab

The Reports Tab provides various canned reports that are available within the JKO LMS. The

tab contains various reports for analyzing and displaying data that assist you in managing the

usage of the LMS. While all reports are available from this tab, your JKO role determines which

reports are available to you.

Each report has the following sections:

e Description — a description of the data included in the report

e Filters —the filters section includes all of the report selection options for the data to

be included in the report

o Report Data —when the report is initially generated, the data will be displayed in this

area for preview. This section also includes links for exporting the data to other formats.
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Figure 117. Reports Tab

B3y Profie ShowiHide Gadasts
Shown below are all predefined reports to which you have access. Please click on the name of a report to run that report or run Pentaho reports from here.

Report Name # Description

Enrolled Graduated Report This report shows users who have enrolled and completed courses and curricula.
Student Status Report Information of student first acknowledged of his/her enrollment

Survey Question Report Survey Question Report

Test Bank Report Questions Question Types and Choices of a Course.

Test tem Analvsis Report Studenttestresponses

Test ftem Analysis Summary Questions Question Types and percentage of Choice responses

Test Question Report Student Test Questions

L L4 » | 2B

8.1 Reports

The Enrolled/Graduated Report is probably the single most useful report available in the LMS,
and the only one described in this Guide. It allows a privileged user to search any course for
which there are records in the database, whether the course is currently active or not, for
current enrollment and past completion data, as well as access to completion certificates.

8.1.1 Generate Enrolled/Graduated Report

1. Onthe Reports Tab, click Enrolled Graduated Report. A WS_Enrolled Graduated Report
tab appears. Fill out the mandatory fields and any optional fields to narrow your search.
Many Training Coordinators enter their Organization as the main search parameter so
that they generate a report showing the enrollment and completion status of their entire
unit.
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Figure 118. WS_Enrolled Graduated Report Tab

WS5_ Enrolled Graduated Report &

Ul.‘g Profile Show/Hide Gadaets
cotlse |

Flease enter report filters below.
Course Information

*Prefix: PAC -

*Title: J7-US001-03 HQ USPACOM Global Peace Operations Initiative Course -

Date Information

Enrolled Since:

Graduated Since:

Users Search

First Name: Last LET
Name: Name:
Status: All -
Primary . Select . -
Organization: US Pacific Command (PACOM) BT Include Unassigned Users:
Pa Branch
Account Type: Select Account Type... - ¥ Select Pay Grade... - of Select Branch of Service... -

Crade Service:

Generate Report
i

2. Select the Prefix and Title of the course for which you want completion data. The only
required fields in the report parameters are the Prefix and Title of the target course,
selected from the appropriate drop-down menus. The Title field, which shows both the
course number and course title, is populated from the database based upon the Prefix
chosen. Generating a report with only the Course Information populated will show every
current enrollment and every graduation from all versions of the course.

3. Optional. Enrolled Since. — This optional parameter limits the report results to those
records for which enrollment in the course occurred on or after the specified date.

4. Optional. Graduated Since — This optional parameter limits the report results to those
records for which there is a completion date on or after the specified date.

5. Optional. First Name, Last Name, User Name. These parameters limit report results
to those records containing the specified text.

6. Optional. Status. This parameter defaults to Active user accounts. However, Inactive
or All (i.e. both Active and Inactive) may be chosen.

7. Optional. Primary Organization. This parameter defaults to the entire list of
organizations in the LMS. The search may be narrowed by selecting specific
organizations for the search. Click Select Organization to find a specific Organization.

8. Optional. Include Unassigned Users. This parameter is set by default, meaning the
search includes all accounts not associated with an Organization in the LMS.
Approximately 95% of all accounts fall in the Unassigned category.

9. Optional. Account Type, Pay Grade, Branch of Service — These parameters allow
narrowing the search to the service category (e.g. officer, enlisted, government service
civilian or federal contractor), associated pay grade, and branch of service.
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10. Click Generate Report. The data appears in the Report Data section below the Users

Search box.

a. The report provides the student’'s Name and LMS Username, Primary Organization,

Roster Status, Version and Section of the course, Enrolled Date, Completed Date,

and Completion Certificate. A blank Primary Organization field indicates the student

is Unassigned. The Completed Date field and the Transcript icon are blank or
unavailable for currently enrolled students.

b. The results may be sorted by clicking on the black up/down arrows in the various
column headers.

c. Further filtering may be applied using the drop-down menus above the Roster
Status, Course Version, and Section Number columns.

d. Generated as of — Report results are pulled from pre-populated report tables in the

database for efficiency. The report tables are repopulated each night East Coast
time. The “Generated as of” date tells the user the last time the task last ran to
update the report table. So, running a report at 1600 EST time will yield no
completions accomplished earlier that same day.

Figure 119. Enrolled/Graduated Report Data

Report Data
Export Full Report to: @ Flease note thatthere is a 3000 record limit on this export. Results Found: ¥ JResults Per Page: 10
| Generated as of 2013-12-04 12:00:00 AM |
Al - Al v Al

FirstName ¢ LastName ¢ Username Primary . Roster Course | Section  Enprolled , Completed ,  Certificate/
Organization ~ Status Version Number Date T Date T Transcript

THOMAS BAXINDINE US Pacific Command Passed 2 001 08/26/2009 | 09172008 | & M
(PACOM) -

BRAD DOBOSZENSK] | BRAD.DOBOSZENSKI | US Pacific Command Passed 2 0o 03/07/2011 | 0310/2011 @ 0
(PACOM) .

DOMALD KYLE 743520 US Pacific Command Passed 2 001 09/19/2009 | 09/19/2009 @ A
(PACOM) .

ROY MATSUO ROY MATSUD US Pacific Command Passed 2 001 12/04/2009 | 12/04/2009 - ﬁ
(PACOM) .

JOHNCURTIS | QUATTRINI JOHN.QUATTRINI US Pacific Command Enrolled 2 001 04/05/2011 @
(PACOM)

DAVID SMITH DAVID.J.SMITHE US Pacific Command Enrolled 2 001 1000712011 =
(PACONM)

WILLLAM SWOVELAND | WILLIAM.SWOVELAND | US Pacific Command Passed 2 001 09/02/2011 | 09/02/2011 @ R
(PACOM) i

11. Username link — Clicking on a username link in the Username column opens a User

Information window containing the student’s profile information as shown in the next

Figure. This feature allows the privileged user to differentiate between students when his

search yields multiple users with the same first and last names.
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Figure 120. User Information Window

First Hame: THOMAS
Last name: BAXINDINE
Middle name: HARRY
Username: THOMAS.H.BAXINDINE
Account Type:

Pay Grade:

Branch of Service:

Primary Organization: US Pacific Command (PACCON)
Secondary Organization: -

Email Address: NeoEmail@ijko.jten.mil

12. Optional. Click the Adobe PDF icon (|) to export the full report to an Adobe PDF file.

13. Optional. Click the Excel icon ([@) to export the full report to an Excel spreadsheet.

14. Optional. Click on the Transcript icon () or the Certificate icon ( R ) to view the
student’s full transcript or course completion certificate.

9 Other

9.1 | Need Help

The JKO Help Desk is available to assist with issues involving obtaining or updating a JKO
account, locating and enrolling in courses, and other areas.

JKO Help Desk Information:

Hours: Monday — Friday, 0700-2300 Eastern Time
jkohelpdesk@jten.mil

(757)203-5654

DSN 668-5654
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APPENDIX A. Create a Resident Course Guide
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CREATE A NEW RESIDENT COURSE

Creating a course such that it will appear in the Course Catalog involves two parts. You
must create an active version and an active section.

1. Create the course entity — This is the top level course information, such as course
Prefix, Number, Title, Description, and Approval Type. This step also requires you to
determine the course Delivery Mode, Duration, and Start Date. This is also the location
where course content is uploaded, if applicable. For Resident, or Classroom courses,
there is no course content uploaded. Changes in the Delivery Mode or course content
warrant creating a new version of the course. Making the new version the active version
allows currently enrolled students to complete the version in which they are enrolled
while routing new enrollments to the new version. Only one course version may be
active at a given time.

2. Create an active section of the active version — Students are grouped into sections for
scheduling and for association with an instructor. There must be an active section for
students to be able to be enrolled in the course. For Resident courses, multiple
sections can be used to differentiate the same course at different times and locations.

In the following pages, you will learn how to build a Resident course with active sections.
Because there are multiple implementations of the JKO LCMS using a common code
base, there are some fields within the course, version, and section information that exist
at the request of users other than JKO and are not used by JKO.
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1. Onthe Training Management Tab, in the Course Management Gadget, click Create
New Course.

Trainin gement 1
Show/Hide Gadgets
- B8
Shown below are all the Courses currently in the system. Click on the Mame of any
Course to viewledit the details of that Course. Please click the "Create New
I Course” button to create a new Course. Please maximize this gadget for more
options.
Create New Course Migrate Te=st Bank
prefix El

Prefix Number 5 Title Actions

AFR -AFDL-010112 APC 01: Joint Planning t} Il‘é'l" =] @ _‘,J
Overview -

AFR. -AFDL-010212 APC 02: Joint Operational b IIEI' =] @ )
Planning h

AFR -AFDL-010312 APC 03: Security t*, .'i:l' =] @ By
Cooperation B

AFR -AFDL-010412 APC 04: Command and t;, B = @ i
Control -

AFR -AFDL-010512 APC 05: Communications t} Il‘é'l" =] @ _‘,J

AFR -AFDL-010612 APC 06: Lifecycle of the JTF b IIEI' = @ _\.J
- Overview h

AFR -AFDL-010712 APC OT: Lifecycle of the JTF | g S N= @ &)
- Plan and Form B

AFR -AFDL-010812 APC 08: Lifecycle of the JTF h I%'l‘ = @ JJ
- Deploy and Redeploy a

AFR -AFDL-010912 APC 09: Lifecycle of the JTF t;, Ilij" = @ )
- Employ

AFR. -AFDL-011012 APC 10: Lifecycle of the JTF &3 II%'I" =] @ _‘,J
- Transition B

e |« |1 2 3 4 5 6 TF &8 8 10| =2 | ==
I n

2. Select Classroom Only in the Course Type drop-down menu and then click the
Continue button.

Select the Course Type x

Pleaze zelect the appropriate course type and click continue.

*Course Type: | Classroom On
Claz=zroom Only

- Ha 0 I
[ P : Page Turner with Confirmation

SCORM 1.2
SCORM 2004

SCORK 2004, Version 3
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3. The WS_Course Information Tab appears and defaults to the Identifying Info Tab.
Green boxes indicate mandatory fields and are the only required inputs to build a
Resident Course in this tab.

Announcements / Links System Administration Training Management

E3 1y Profie Show/Hide Gadgets

Add/Edit Course Data

Each ofthe following tabs contain attributes related to the course. Only the first tab has required information. Please click on each tab to view the related attributes.

Course version information is displayed below the course information in every tab.

Identifying Info Manage Admins Prerequisites Pre/Post Course Access
*Prefix: PAC  ~ pA~OM
* Course Number: | J7-US-505

Suffix

I * Course Title: | PACOM J7 Indoctrination Course I

Description:

I Course Mode: ﬁwm Enabled

Objectives; Add an Objective

Career Field: -
Completion Certificate: -

Available Selected:
PDS 1
FDs2 [ Copy all
FDS 4

PDS Codes:

I * Enrollment Approval: Self Approval I

Course Length (Hours). |8

Survey:  No Survey -

Student View Certificate: & Yes ~ MNo

I Organization Access Control List Select organizations authorized to view course in c*lng

Unassigned US Personnel: T

Unassigned Multi-national Personnel: [~
New orgs automatically get access to this course: [

a. Select a Prefix for the course. Prefixes designate command-specific courses (e.g.
PAC for PACOM; NNC for NORAD and USNORTHCOM; EUC for EUCOM, etc).

b. Type a number in the Course Number field. The number should be set according to
the particular customer command’s numbering convention.

c. Optional. Type a suffix in the Suffix field.

d. Type atitle in the Course Title field.

e. Optional. Type a brief description in the Description field.

f. Inthe Course Mode box, select Resident for a Resident course or Web Enabled for

an online course. Since we are building a Resident course, select Resident.
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>

Optional. Click Add an Objective and type course objectives in the entry box that
appears.

Optional. Select an option in the Career Field. Note: JKO does not use this field.
Optional. Choose a Completion Certificate. The default setting is for the JKO
certificate. Command-specific certificates may be added to the list by contacting JKO.
Optional. Select PDS Codes to add to this course. Note: JKO does not use this
field.

Select Enrollment Approval type to be Self-Approval or Manager Approval.
Manager approval means the enroliment request sits in a pending status until a
Course Manager approves or denies the request.

Optional. Type a number in the Course Length (Hours) field. This field is the
actual number of classroom or online training hours involved in the course.

. Optional. Select a Course Survey. Contact JKO to add new surveys to the list.

Optional. Select Yes or No to allow student to view the Completion Certificate.
Organization Access Control List.

i. The Access Control options allow you to: Determine which Organizations will be
able to see a course (in the Course Catalog); whether or not Unassigned U.S. or
Multi-National users will be able to see the course; and whether or not newly
created Organizations will automatically be able to see the course.

ii. Click Select organizations authorized to view course in catalog. A window
displays showing all top-level organizations in JKO. If you want all Organizations
to be able to see your course, select the checkbox Select All Organizations. If
you want less than all Organizations to see your course, scroll through the list of
Organizations and put a check in the box next to each Organization’s name.
When you are done, click Select. Now, only those Organizations you allowed to
see the course will see it in their Course Catalogs.

Organization Access Control List

ISeIemAII Organizations [

[ US European Command (EUCOM)
[ US Forces Korea (USFK)
EJS Pacific Command (PACOM)
| US Southern Command (SOUTHCOM)

[ US Strategic Command (STRATCOM)

m

[ US Transportation Command (TRANSCOM) i

4 1L

iii. The Unassigned US Personnel and Unassigned Multi-national Personnel
parameters are read-only for non-administrator roles; only the Technical
Administrator and System Administrator roles may change these parameters.
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iv. New orgs automatically get access to this course. Checking this box means
that any new top-level Organizations created in JKO after you create this course
will automatically be able to see your course in their Course Catalogs.

4. Fill in appropriate Course Version information and select Save. Green boxes indicate
mandatory fields and are the only required inputs to build a Resident Course in this
section of this tab.

e

Version Number: 1 Date Created: 12/6/2013

Course Type: Classroom Onl
I * Delivery Mode: Classroom - I

Maobile Device Acessible: [

Disable the launch capability for this course: [~

Launch Disabled Message:

Course Version Enrollment

I * Waitlist Type: First Come, First Serve I

Enrollment Password:

-

Passwaord Instructions:

If you would like to require that students enter password in order to enroll in this course, please enter it there. This password must be sent to the students before
they can register. If a student wishes to enroll and does not have this password, he/she will be instructed to contact the instructor to request it.

Duration And Credit

I * Duration {(Days): |1 I

Credit:

Learning Points:

Auto Fail: [~

Technology Used:

Who Should Attend:

MNotes:

SubmitView CR: [

| - startpate: |Jan 27, 2014 |

e

a. Select the Delivery Mode and related parameters as follows: Classroom for
Resident training; or Self-Paced and Web Enabled for online training.
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o

Optional. If the course was created to be taken via mobile devices, use the next
three options.
Select Waitlist Type from the following choices:

i.  First Come, First Serve — the student who has been on the Waitlist
the longest automatically fills the first available open slot for the
course. If there is space, the student will get in.

ii.  Priority — the Course Manager is able to set priorities for
students on the Waitlist.

iii.  Not processed — the Course Manager must move and enroll students

from the Waitlist manually.

Optional. Type a password in the Enroliment Password field. Students must enter
this password as part of enrolling in the course. This password must be sent to the
students before they can register.
Optional. Type instructions in the Password Instructions field.
Type a course Duration. The Duration is the number of days it is expected or
allowed for the student to complete the course. For Resident courses, Duration is
the length of the course. For online courses, Duration is the amount of time allotted
for the student to complete the online course. The default value is 30 days.
Optional. Type in a number in the Credits field. Continuing Education Credits may
be assigned to courses as desired by the course owner.
Optional. Type in a number in the Learning Points field. Learning Points may be
assigned to courses as desired by the course owner.
Optional. Auto Fail. Note: JKO does not use this field.
Optional. Technology Used. Note: JKO does not use this field.
Optional. Who Should Attend.
Optional. Notes. Note: JKO does not use this field.

. Optional. Submit/View CR. Note: JKO does not use this field.

Enter a Start Date. This is the date the course will start showing in the Catalog, not
the Start Date of the course.
Select Save when complete.
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5. Optional. Selectthe Manage Admins Tab to add Course Managers, Administrators,
and Reviewers. One or more privileged users may be assigned to manage the course.
Users with the LCMS roles of Training Coordinator, Training Manager, and Course
Manager populate the availability list for this function. (JKO does not use the following
functions: Course Administrators, Course Reviewers, or Course Manager Regional
Representatives.) When a User’s name is designated a Course Manager or Course

Administrator, this course will populate their Courses | Teach/Manage/Administer
Gadget.

" Course Catalog

r WS5_ Course Information Izl‘

E3 1y Profie

Show/Hide Gadgets
Add/Edit Course Data
Each ofthe following tabs contain attributes related to the course. Only the first tab has required information. Please click on each tab to view the related attributes.

Course version information is displayed below the course information in every tab.

Identifying Info Credits Manage Admins Prerequisites Pre/Post Course Access

Course Managers: iUy

Please click on the "Search & Add™ button to search for and add course managers.

Course Administrators: LI 00

Please click on the "Search & Add” button to search for and add course administrators.

Course Reviewers: ity

Please click on the "Search & Add” button to search for and add course reviewers.

Course Manager Regional Representatives:

Region Course CMRR(s)

Region 1 Mo Representative
Region 2 Mo Representative
Region 3 Mo Representative
Reqion 4 Mo Representative
Region 5 Mo Representative
Region 6 Mo Representative
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6. Optional. Select the Prerequisites Tab to assign any courses the student must take
prior to enrolling in this course. The system automatically notifies the student of the
prerequisite when s/he attempts to enroll in this course. You must select a Prefix and

then select the Search button. In the Search Results, click the Add icon () to the left
of your choice to add that course as a prerequisite. For more detailed results, choose a
Keyword prior to selecting Search.

Click the Delete icon (a) for an existing prerequisite to delete it from the list.

My Training Course Catalog Announcements / Links System Administration Training Management

WS5_ Course Information =

Wy Profile Show/Hide Gadgets

Add/Edit Course Data

Each ofthe following tabs contain attributes related to the course. Only the first tab has required information. Please click on each tab to view the related attributes.
Course version information is displayed below the course information in every tab.

|dentifying Info Manage Admins Pre/Post Course Access

Prerequisites are courses a student must complete before he or she can be enrolled in this course.

Course Search

I Prefix: PAC  ~  Keyword: | overview I|7Tille [+ Description

Prerequisite Courses:

Course ID # Title =
PAC J7-US001-01 USPACOM Overview Course
E PAC J7-US001-07 PACOM OPSEC Awareness

Search Results:
Please selectthe courses you wish to add by clicking on the ‘Add’ button to the left of those courses. The courses you've selected will populate in the ‘Courses to be
Added table atthe top ofthis screen.

Course D # Title *
0 PAC -UIS002 USPACOM Sexual Assault Prevention and Response Training (1 hr)
PAC J7-US001-01 USPACOM Overview Course
E PAC J7-US001-07 PACOM OPSEC Awareness
0 PAC J7-US001-08 PACOM Social Metworking Awareness
O PAC J7-US003 HAWAII 101 - (.5 hr)
O PAC J7-US006A HQ USPACOM Joint Staff Organization and Planning
O PAC J7-US012-7 TF12 Foreign Disclosure
O PAC J7-US012-8 TF12 Lessons Learned Collection - Joint Lessons Learned Information System
sl « [1 2 [» ] a»
- i
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7. Optional. Select the Pre/Post Course Access Tab to enable student access to course
materials and browsing. The default setting is No. After all selections, Select Save at
bottom of page.

Course Catalog

= B |
WS5_ Course Information X

B 1y Profie Show/Hide Gadgets

Add/Edit Course Data

Each of the following tabs contain attributes related to the course. Only the firsttab has required information. Please click on each tab to view the related attributes.

Course version information is displayed below the course information in every tab.

Identifying Info Credits Manage Admins Prerequisites I Pre/Post Course Access I

For any sections with non-rolling admission, do you want to:

[~ Allow students to access course materials before or after the start and end dates?

[~ Allow students to browse this course content before they are enrolled (from My Training or Course Catalog)?

L | .‘
8. Create a Section. There must be an active section for students to be able to be enrolled
in the course. Select the Manage Sections icon (t#) to create your first section.
Version s Delivery Mode # Course Type Manage Sections
1 Classroom Classroom Only ] E
9. Inthe WS_Manage Sections Tab, select Add a Section.
" WS_Course Information &
£ 1y Profie Show/Hide Gadaetsl|
Manage Sections PAC - J7-US-505
PACOM JT Indoctrination Course
Version: 1 ~ Version Status: Active Fiscal Year: Al -
Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the 'Add a Section’
button to create a new section.
Active Inactive Completed Cancelled
Section No. # Section Mode # Instructor # Start Date = End Date # Admission Type Track Enroll t Enroll t Actions Tools
| Lsal e | 2 | 22| " |
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10. In the WS_Manage Section Details Tab, select Create a New Section. After you create a
section, it will be listed here. As this is your first section, there are no other sections

displayed.

Show/Hide Gadgets

Ed 1y Profie
Once you save the Course Information, the Course Version panel will appear and you may create and enter information about the Course Version. Once you save the

Course Version, you may create and enter information about Sections.

Course Information - PACJ7-US-505 PACOM J7 Indoctrination Course
Please select a version below to view all sections of that version. You may select a section to view/edit the details of that section. To create a new section, please

click the "Create a Mew Section” button.

Create a New Section

Section: - Section Number -

Version: 1= Fiscal Year: -

* indicates required fields.
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11. The WS_Manage Section Details Tab expands and requires you to input mandatory
information. You have the option to input optional information. Once complete, select Save

Section at bottom of page.

Show/Hide Gadoets

4 iy Profie
Once you save the Course Information, the Course Version panel will appear and you may create and enter information about the Course Version. Once you save the
Course Version, you may create and enter information about Sections.

Course Information - PACJ7-U5-505 PACOM J7 Indoctrination Course
Please select a version below to view all sections of that version. You may select a section to view/edit the details of that section. To create a new section, please

click the "Create a New Section” button.

Version: 1 Fiscal Year: - Section: - Section Number- Create a New Section

*indicates required fields.

* Section Number: 001 * Status:  Active M Date Created: 06-Dec-2013
ENROLLMENT
*Section Delivery Mode: Resident - I *Admission Type: MNon-roling ~ I

*Track Enrollment: & Yes  No

*Min Class Size: 5 Optimum Llass Size: 25 I *Max Class Size: 40 I

ADMINISTRATION

*Fiscal Year: 2014 - *School: United States Pacific Command -
LOCATION

Training Location: USPACOM Pacific Warfighting Center - Training Room: JECG-Ioint Exercise Control Group
INSTRUCTORS

Primary Instructor: Add Primary Instructor

Secondary Instructor(s): Add Secondary Instructors
Tertiary Instructor(s): Add Tertiary Instructors
SCHEDULE
I *Start Date: |Jan 27, 2014 m *End Date: |Jan 27,2014 m I
Start Time: |0800 End Time: | 1600 Please use military time format, e.g. 1300
Time Zone: (UTC-10}Hawaii -

Clicking "Cancel’ will close this workspace tab. Your changes will not be saved.
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a. Select a Section Delivery Mode. As this is a Resident course, Resident is the only
option.
b. Select an Admission Type:

i. Rolling: For the duration of the section, students may enroll automatically in
available slots as soon as they become available (i.e. when a student graduates
and opens a slot in the class), provided there is enough time left in the section to
complete the course work (i.e. the course duration fits in the time remaining in the
section).

ii. Non-rolling: Once the enrollment reaches the maximum seats allotted,
Students may not join the class once the section begins without instructor or
course manager action to enroll them. Resident courses use this admission

type.

c. Select Track Enrollment. This allows a privileged user to see how many students are
enrolled in a section.

d. Select Minimum and Maximum Class Size. Optimum Class size is Optional.
e. Select a Fiscal Year.

f. Select a School. This item will generally be the user’s organization name.

g. Optional. For a Resident section, select Training Location and Training Room. The
Training Location drop-down menu shows all locations in the system. Once a location is
selected, the Training Room drop-down menu populates and shows all rooms in that
location. It is permissible to have a location but no room. Note: Training Locations and
Rooms must be created prior to this step in the Section-creation process in order to
populate in the drop-down menus above. To create a Training Location and Training
Room, see Section 7.4.

h. Optional. Assign primary, secondary, or tertiary Instructors. Click the link for the
category of instructor desired. An Instructor Search window opens. Search by name or
view the list of all eligible personnel by searching with the Name fields empty. Click Add
for the desired Instructor. The window closes and the Instructor name is listed in the
Instructor field. For the Instructor you designate, this course will now appear in his
Courses | Teach/Manage/Administer Gadget.

i. Select a Start Date and an End Date using the Calendar icon () for each field.
Note: There is a relationship between the course duration and a section end date. For a
student to be able to enroll in the section, the course duration must fit in the remaining
time for the section. So, for example, the system will not let students enroll in a section
with four days remaining to the end date if the course duration is five days.

j.  Optional. For a Resident section, set Start Time and End Time for the classroom
sessions.

k. Select Save Section.

Joint Knowledge Online 100



Training Coordinator User Guide

After you select Save Section (above), your saved section displays in the WS_Manage
Sections Tab as shown below. Create another section for an additional class at a different time
and location by selecting Add a Section. Repeat actions in Steps 10 and 11 above to add a
new section.

: My Training : : : T System Administration : .Training Management .
- E -

. W5_ Course Information IE WS5_ Manage Sections X

3 1y Profile Show/Hide Gadgets

Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course

Version: 1 = Version Status: Active Fiscal Year: 2014 - Apply Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.

| Add a Section I

Active Inactive Completed Cancelled
Section No. +  Section Mode # Instructor #  Start Date = End Date # Admission Type Track Enrollment Enrollment Actions Tools
oot Resident 01/2714 08:00 | 0142714 16:00 | Non-rolling Y 0/40 \gg. (= | Show/Hide

(UTC-10)Hawaii | (UTC-10)Hawaii

" k4 B B8
Ll L .
When you have completed creating a second section, both sections display as shown below.
. System Administration T Training Management .
. W5_ Course Information E WS5_ Manage Sections X
B4y Profie Show/Hide Gadgets
Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course
Version: 1 - Version Status: Active Fiscal Year: 2014 -
Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.
Active Inactive Completed Cancelled
Section No. #  Section Mode # Instructor #  Start Date # End Date # Admission Type Track Enrollment Enrollment Actions Tools
o1 Resident 01/2714 08:00 | 01/271416:00 | Non-rolling Y 0740 \gﬁ. (= | ShowiHide
(UTC-10)Hawaii | (UTC-10)Hawaii
oz Resident 02/0314 09:00 | 02/031417:00 | MNon-rolling Y 0730 \gﬁ. (= | ShowiHide
(UTC-10)Hawaii | (UTC-10)Hawaii
:4:4 k4 B 28
LL L .
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12. Optional. Edit a section. In the WS_Manage Sections Tab, click on the Section Number.

: My Training : : : T System Administration : .Training Management .

. W5_ Course Information E WS_

e Sections =

E3 1y Profie Show(Hide Gadaets

Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course

Version: 1 -~ Version Status: Active Fiscal Year: 2014 - Apply Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.

Add a Section

Active Inactive Completed Cancelled

Section No. #  Section Mode #  Instructor #  Start Date # End Date # Admission Type Track Enrollment Enrollment Actions Tools
o001 Resident 01/2714 08:00 | 01/2714 16:00 | Non-rolling Y 0/40 \53. (= | ShowiHide
(UTC-10)Hawaii | (UTC-10)Hawaii
([
o2 Resident 02/03/14 09:00 | 02/031417:00 | Non-rolling Y 0/30 \53. (= | ShowiHide
| Ha— | (UTC-10)Hawaii | (UTC-10)Hawaii

ag | & » | BB

Joint Knowledge Online 102



Training Coordinator User Guide

In the WS_Manage Section Details Tab, make any changes to the section and select Save
Section. In this example, Max Class Size has been changed from 30 to 40.

' ' T T : 'Training Management '

-~ 5 3
WS_ Course Information | WS_ Manage Sections ®  VWS5_ Manage Section Details &

E My Profile Show/Hide Gadgets

Once you save the Course Information, the Course Version panel will appear and you may create and enter information about the Course Version. Once you save the
Course Version, you may create and enter information about Sections.

Course Information - PACJ7-U5-505 PACOM J7 Indoctrination Course
Please select a version below to view all sections of that version. You may select a section to view/edit the details of that section. To create a new section, please

click the "Create a New Section” button.

Create a New Section

Version: 1 - Fiscal Year: 2014 - Section: 00z -

*indicates required fields.

* Section Number: 002 * Status;  ~otive - Date Created: 06-Dec-2013 l
ENROLLMENT
*Section Delivery Mode: Resident - *Admission Type: Non-roling ~

*Track Enrollment: & Yes  No

*Min Class Size: 2 Optimum Class Size: |20 *Max Class Size: 40

ADMINISTRATION

*Fiscal Year: 2014 - *School:  United States Pacific Command -
LOCATION

Training Location: USPACOM Pacific Warfighting Center - Training Room: JECG-loint Exercise Control Group =
INSTRUCTORS

Primary Instructor: Add Primary Instructor

Secondary Instructor(s): Add Secondary Instructors
Tertiary Instructor{s): Add Tertiary Instructors.

SCHEDULE
*Start Date: Feb 3, 2014 m *End Date: Feb 3, 2014 m
Start Time: |0900 End Time: |1700 Please use military time format, e.g. 1300
Time Zone: (UTC-10)Hawaii -

[
Cli{:king ‘Cancel’ will close this workspace tab. Your changes will not be saved.
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Section information is now updated to reflect 40 as the maximum class size.

My Training .

. WS_ Course Information IE r WS_ Manage Sections X

E3 1ty Profiie Show/Hide Gadgets

Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course

Version: 1 = Version Status: Active Fiscal Year: 2014 - Apply Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the ‘Add a Section’
button to create a new section.

Add a Section

Active Inactive Completed Cancelled
Section No. #+  Section Mode # Instructor +#  Start Date + End Date # Admission Type Track Enroliment Enroliment Actions Tools
o1 Resident 01/2714 08:00 | 01/27/14 16:00 Mon-rolling Y 0/40 E]’?. [:';; Show/Hide
(UTC-10)Hawaii | (UTC-10)Hawaii
(T [ s |
02 Resident 02/0314 09:00 | 02/03/11417:00 | Non-rolling Y 0/40 \E[.?. (= | Show/Hide
| SSS (UTC-10)Hawaii | (UTC-10)Hawaii —

e | & b 29

S ————————————————————
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USER EXPERIENCE ENROLLING IN THE COURSE YOU JUST CREATED

A student will perform the following actions to enroll in the course:

1. Search for and Enroll in the course from the Course Catalog Tab.
corncaes

EAuy Profie 2 Refresh

" My Training

' Announcements / Links :

Courses Curricula

Browse Course Catalog.

You may browse the Course Catalog below. Use the input and selection fields above each column to filter your results.

Results per Page: 10 ~
PAC indoctrination Exclude Enrolled Courses: |
Course Number # Title # Course Status
!F‘ACJT—US—SUS PACOM J7 Indoctrination Course  Link™ !

o

2. Select Continue to select a Section to enroll in.

Course Enrollment - PACJT-US-505

Would you like to select a section in which to egroll?

3. Enroll in the Section of his/her choice.

rw _— rw .- V%
Course Catalog Announcements / Links WS_ Select A Section X

EA 1y Profie
Select Section No. « Section Mode #+ Start Date + End Date + Time and Location Admission Type Track Enrollment Enrollment
|]U1 Resident 01/2714 01/2714 Detaile MNan-rolling Y 0/40
_m 002 Resident 02/0314 02/0314 Details MNan-rolling Y 0/40
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The course now appears in the course listing in the student’s My Training Tab.

&l et et
[ My Training Course Catalog Announcements / Links

EJ iy Profie 2 Refresh

Shown below are courses and curricula which have been assigned to you by training staff, you have assigned yourself, or you are in some state of enrollment (i.e.
enrolled, waitlisted, requested, or test review). Curricula must be expanded using the Show Course link to see the status of component courses, choose among
alternative courses when allowed, and launch component courses. Use the Refresh function above ifthe list does not update automatically after enrollments or
completions

Clear Search

Course Number Title ¢ Status ¢ Status Actions Due Enroliment Source ¢ Student
Date + Date + Expiry Date ¢ Tools
PACIT-US-505 PACOM J7 Indoctrination Course Enrolled 120512013 112712014 Show/Hide

4. Additional Course details are available when selecting the course Title.

View Details X

PAC J7-US-505-PACOM J7 Indoctrination Course-Section 001

»

Description:
Course Manager: Delivery Mode: Resident
Primary Instructor: Secondary Instructoris):

School: United States Pacific Command

Start Date: 1/27/2014 End Date: 1/27/2014

m

Location: USPACOM Pacific Warfighting Center | Room: Jloint Exercize Control Group

Address:
City: PearlHarbor State: HAWAI Zip Code: 96350
JQos: Learning Points:

Prerequisites:

Objectives:
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STUDENT EXPERIENCE WHEN ATTEMPTING TO ENROLL IN A SECTION
THAT IS FULL

A student will encounter the following when attempting to enroll in a section that is full:

1. Search for and Enroll in the course from the Course Catalog Tab.

|r Course Catalog ] Certificates T Announcements / Links .

E3 1y profie 2 Refresh

" My Training

Courses Curricula

Browse Course Catalog.
You may browse the Course Catalog below. Use the input and selection fields above each column to filter your results.

Results per Page: 10 ™
PAC indoctrination Exclude Enrolled Courses: |
Course Number # Title # Course Status

PACJ7-US-505 PACOM J7 Indoctrination Course ~ Link™ -I 3
e

2. Select Continue to select a Section to enroll in.

Course Enrollment - PACJT-US-505

Would you like to select a section in which to enroll?

3. Enroll in Section 1. Notice Enrollment is full: 3/3.

" CourseCatalog " Announcements/Links = WS_ Select A Section &

EA 1y Profie
Select Section No. « Section Mode # Start Date + End Date + Time and Location Admission Type Track Enrollmen
313

001 Resident 01/2714 01/2714 Details Mon-rolling Y

e | 002 Resident 02/0314 02/0314 Details MNon-rolling Y 0/40
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4. Course Status changes to Waitlisted.

T Announcements /Links

Certificates

—— =
My Training Course Catalog
By Profie 2 Refresh

Courses Curricula

Browse Course Catalog.
You may browse the Course Catalog below. Use the input and selection fields above each column to filter your results.

Clear Search Results per Page: 10 ~

pac indoctrination Exclude Enrolled Courses: |
Course Number 3 Title # Course Status
PACJIT-US-505 PACOM J7 Indoctrination Course  Link™ Waitlisted J‘
5. Inthe course listing in the student’s My Training Tab, the course is shown as Waitlisted.
I My Training || CourseCatalog " Announcements | Links
Eduy Profie 2 Refresh
Shown below are courses and curricula which have been assigned to you by training staff, you have assigned yourself, or you are in some state of enrollment (i.e.
enrolled, waitlisted, requested, or test review). Curricula must be expanded using the Show Course link to see the status of component courses, choose among
alternative courses when allowed, and launch component courses. Use the Refresh function above if the list does not update automatically after enroliments or
completions
Course Number Title ¢ Status # Status Actions Due Enroliment Source + Student
Date + Date + Expiry Date ¢ Tools
PACJT-US-505 PACOM J7 Indoctrination Course Waitlisted 121612013
| | | | | | ol

Joint Knowledge Online 108



Training Coordinator User Guide

6. The student receives an email from JKO stating s/he is on the Waitlist for this course.

Dear JASON BOURNE:

This email is to notify you that you have been placed on a waitlist for this course. You will be
notified via another email when you have been enrolled.

Enrollment Information

PACJ7-US-505 PACOM J7 Indoctrination Course - Section - 001

Course Start Date: 27-Jan-2014

Course End Date: 27-Jan-2014

Course Time: 08:00 - 16:00 (UTC-10)Hawaii

Course Location: USPACOM Pacific Warfighting Center - Joint Exercise Control Group - JECG

Help Desk Information:
JKOHelpDesk@jten.mil
(757)203-5654
(757)203-5654
668-5654(DSN)

Hours 0700-1900 Mon-Fri EST
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PRIVILEGED USER EXPERIENCE

You can move a student from Waitlist status to Enrolled status. Note: There is more than one
way to perform this task. The following pages will describe two ways to accomplish this.

Option 1

1. Gotothe Course Management Gadget in the Training Management Tab. Locate the
desired course using any of the Search fields. Select the Search Enrollment icon (@).

Note: If the privileged user has been designated an Instructor or Course Manager, the
course will also display under the Courses | Teach/Manager/Administer gadget. The
functionality is exactly the same and the privileged user can do this in either gadget.

Course Catalog Announcements / Links System Administration Training Management N Reports
14y Profie Show/Hide Gadaets
Courses | Teach/Manage/Administer Course Management
. Shown below are all the Courses currently in the system. Click on the Name of any
Manager
: . Admi {psinuciop Course to view/edit the details of that Course. Please click the "Create New
Shown below are all courses to which you have access as a course manager. Course” button to create a new Course. Please maximize this gadget for more
This minimized gadget shows only active versions. Please maximize this opfions.
gadget for more options.
-Prefic- -
FAC - 505
Course # Title = Course Utilities
PAC J7- TF12 TPO-TPE, Joint Training Information I‘;‘g’,‘ = 3 .
Us015.0 Janagement Sustem ©E00 Prefix  Number s Title Actions ‘
PAC J7-U5- PACOM J7 Indoctrination Course ‘3 Il‘,-‘g'l‘ [ m PAC J7-US-505 BACOM J7 Indoctrination © |'?=i|‘ [ @
505 - = Course el
A o B BB
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2. Inthe WS_Search Enrollment Tab, search for the student by using his name or other
identifying information, enter it in the search field(s) and select Search. For a complete list
of student enrollment, leave all fields blank and select Search.

rch Enroliment =

My Profile
Course Enroliment Search - PACJ7-US-505

PACOM J7 Indoctrination Course

Use the search fields below to locate one or more user enrollments for this course.

First jason Last Name: |bourne

Name:

EDIPL: Roles: Select Role... -
Primary .
Organization: US Pacific Command (PACOM)
Secondary
‘Organization:

Email:
Pay - Branch of N
Grade: Select Pay Grade... e Select Branch of Service...

Show/Hide Gadgets

User
Name:

Status: Al -

Select N
O:Znizaﬁnn Include Unassigned Users: [

Select
Organization
Account

Select Account Type...
Type

A complete record of student enrollment generates in the Search Results. Under the Roster
Status column, you can identify the Waitlisted student(s). To manually enroll the Waitlisted

N . .
student, select the Re-enroll icon ( * ) in the far right column. Note: To filter to show only
Waitlisted students, select the Roster Status drop-down menu and select Waitlisted and

Apply Filter. Only Waitlisted students will display.

Search Results

Apply Filter Clear Filter

Results Found: 2

ax |« B 23

Joint Knowledge Online

Show Al -
Name - User Name Roster Status Primary Organization
BOURNE. JASON | JASOM BOURNE Dropped US Pacific Command (PACOM)

BOURNE, JASON  JASON.BOURNE § Waitlisted U35 Pacific Command (FPACOM)

Results per page: 10 -

ALL ¥ ALL ¥ ALL ¥
FY Course Version Section Number
2014 1 001 &

2014 1 001 y
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3. Inthe WS_Manage Sections Tab, the Enroliment column now reflects the fourth person
enrolled. The newly enrolled student also receives an Enroliment Notification email.

: Comrea Catalog

' WS_ Manage Sections l

£ my Profile

Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course

Show/Hide Gadgets

Version: 1 ~ Version Status: Active Fiscal Year: 2014 ~

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.

Add a Section

Active Inactive Completed Cancelled
Section No. #+  Section Mode #  Instructor #  Start Date = End Date # Admission Type Track Enrollment | Enroliment BActions Tools
o1 Resident JANE DOE 01/27M14 08:00 | 012714 16:00 | Non-rolling Y 413 \33. [~ | Show/Hide
(UTC-10)Hawaii | (UTC-10)Hawaii
ooz Resident 02/03M14 09:00 | 02/031417:00 | Mon-rolling Y 0/40 \Eﬁ. [~ | Show/Hide
(UTC-10)Hawaii | (UTC-10)Hawaii
HE L4 B 25
I I '
Option 2

1. Go to the Course Management Gadget in the Training Management Tab. Select the
Manage Sections icon (t#).

- Course Catalog - - Announcements / Links T

System Administration 1 Training Management 1 Reports

BMI Profile Show/Hide Gadgets
Courses | Teach/Manage/Administer Course Management —
. Shown below are all the Courses currently in the system. Click on the Name of any
Manager
8 Admin Instructor Course to viewledit the details ofthat Course. Please click the "Create New
Shown below are all courses to which you have access as a course manager. Course” button to create a new Course. Please maximize this gadget for more
This minimized gadget shows only active versions. Please maximize this options.

gadget for more options. Create New Course
A Filte Clear Filte
ear FIErs Apply Filters Clear Filters

-Prefix- =
PAC - 505
Course # Title = Course Utilities
PAC J7- TF12 TPO-TPE. Joint Training Information 5| =) -
usn12-9 Management System b' - e Prefix Humber S Title Actions
inati ‘ PAC J7-Us-505 PACOM J7 Indoctrination =
PAC J7-US- PACOM J7 Indoctrination Course t} Ili,_-'l' =) e o | S e
505 —
HE k4 B BB
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2. Inthe WS_Manage Sections Tab, select the Manage Enrollment icon (ﬁ) of the
section that you want to work in.

S~ S talog . . Announcements / Links T System Administration T Training Management .

WS_ Manage Sections X

E9 1y profie Show/Hide Gadgsts

Manage Sections PAC - J7-US-505
PACOM J7 Indoctrination Course

Version: 1 - Version Status: Active Fiscal Year: 2014 - Apply Filters

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.

Add a Section

Active Inactive Completed Cancelled

Section Ho. +  Section Mode #  Instructor #  Start Date ¢ End Date # Admission Type Track Enrollment Enrollment Actions Tools
[ s |

o001 Resident JANEDOE | 01/2714 08:00 | 01/27M1416:00  Non-rolling Y 313 - by () | Show/Hide
e (UTC-10)Hawaii | (UTC-10)Hawaii

002 Resident 02/0314 09:00 | 02/03/1417:00 | Mon-rolling Y 0/40 T !. (= | Show/Hide

(UTC-10)Hawaii | (UTC-10)Hawaii

aa | & b 23
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3. Inthe WS_Section Enroliment Tab, select Show All from the Status dropdown menu and
then Apply Filters. A complete list of student enrolliment in that section will display. Under
the Status column, you can identify the Waitlisted student(s). To manually enroll the

b
Waitlisted student, select the Re-enroll icon ( J) in the far right column. The student’s
status will change from Waitlisted to Enrolled.

My Training .

' WS_ Manage Sections IZI i ction Enroliment ]

Show/Hide Gadgets

E 1y Profie

Manage Enrollment - PACJ7-US-505
PACOM J7 Indoctrination Course
Section: 001 Instructor: JAME DOE

Shown below are all students currently enrolled in this section. You may select one or more students to move to another section, drop from this section, or extend the
expiration date. To enroll additional students, please click on the "Enroll New Student(s)" button.

Enroll New Student(s)

Move Drop Extend Waitlist Pass

Apply Filters Clear Filters Results Per Page: 10 ~

 ALL IShuw Al vI

Name # User Name # Status # Enrolled Expiration Organization #
Date + Date +
e |
e JASON BOURME JASON.BOURNE Waitlisted Dec 6, 2013 | Jan 27, 2014 | US Pacific Command (PACOM) | &
S
9 JASON BOURNME JASON.BOURNE Dropped Dec 6, 2013  Jan 27, 2014 | US Pacific Command (PACOM) ed
e STEPHEN ADAMSSMITH 7155334 Enrolled Decd, 2013  Jan 27, 2014 b
e ZACHARIE ANDREWSNMIMTH | ZACHARIE.C AMDREWSMITH | Enrolled Dec, 2013 | Jan 27, 2014 @
e ROCKY ARASMITH ROCKY ARASMITH Enrolled DecB, 2013 | Jan 27, 2014 @
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4. Select the WS_Manage Sections Tab at the top of the page to view the enrollment
changes to the section. The Enroliment column reflects the fourth person enrolled. The
newly enrolled student also receives an Enrollment Notification email.

'HvTraininu . .err.ecmalog :

l WS_ Manage Sections X 1

Manage Sections PAC - J7-US$-505
PACOM JT7 Indoctrination Course

Version: 1 ~ Version Status: Active Fiscal Year: 2014 =

Shown below are all Sections currently in the system. Click on the name of any Section to view/edit the details of that Section. Please click the "Add a Section’
button to create a new section.

Add a Section

Active Inactive Completed Cancelled
Section No. #  Section Mode #  Instructor #  Start Date # End Date * Admission Type Track Enrollmentf Enroliment JActions Tools
o001 Resident JANE DOE 01/27/14 08:00 | 01/271416:00 | Non-rolling Y 413 \53. (=) | Show/Hide
(UTC-10)Hawaii | (UTC-10)Hawaii
o2 Resident 02/03M14 09:00 | 02/031417:00 | Mon-rolling Y 0/40 \3‘3', (= | ShowHide

(UTC-10)Hawaii | (UTC-10)Hawaii

E3 1y Profie Show/Hide Gadge
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APPENDIX B. Obtain a JKO Username and Password
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FOR USERS WHO HAVE AN EXISTING JKO ACCOUNT:

1. Log on to JKO at https://jkodirect.jten.mil and click OK on the DoD Warning Banner.
Within the Login to Virtual Campus area of the LCMS Login Page, click the
Forgot Password? link.

= JOINT KNOWLEDGE ONLINE

Welcome to the Joint Knowledge Online (JKO)
Learning Content Management System (LCMS)

Login to Virtual Campus

Login Options larr=
Login with CAC (Internet Explorer onhy} TS
Returning student, used CAC before but want a username/password login
First Time Student, no CAC
lhave a .MIL, GOV, NPS.EDU or DODEA.EDU address
Ldo NOT have s MIL or GOV address Do

Received a token? Click here.

Internet Explorer 9 and 10 Users
Check System Reguirements

. . - CAC Login
Transition GPS$ Virtual Curriculum Users

Click here for Printable Instructions Login using my CAC
Transition TGPS Introduction Video

JKO Help Desk

Monday - Friday 0700-1900 EST

kohelpdeski@iten mil

COMM: 757-203-5654

DSN: 668-5654

2. Enter your JKO Username and Email address. Select Submit.

F |

e JOINT KNOWLEDGE OMLINE

You can reset your password by entering your Username followed by your email address into the fields below.

Once you have entered the necessary information, click the "Submit’ button and a new password will be e-mailed to you.
*indicates required fields

Important: The email address used must match the Business Email address within your LMS
Profile. Users can update their LMS profile for either their work or home email address. All
LMS system generated emails are sent to this email address. These emails will contain
Tokens, course enrollment, and course graduation notices.
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3. The system will inform the User that a temporary Token has been emailed to them. The
Token is a one-time use tool that allows the User to reset or create their password to
something they can easily remember. The Token is only valid for 24 hours from time of
issuance. The Token is emailed to the Business Email address from the User's LMS
profile.

© A temporary token has been emailed to the user to help reset the password. Please check your mailbox. If message has not been received, re-enter your
information and try again. Call the HELP DESK if additional assistance is needed.

4. Upon receipt of the System Generated email containing the Token, return to the Login to
Virtual Campus area of the LMS Login Page and select the Received a token? Click here.
link.

|

] A [ ]
) JOINT KNOWLEDGE ONLINE

Welcome to the Joint Knowledge Online (JKO)
Learning Content Management System (LCMS)

Login to Virtual Campus

Login Options e
Login with CAC (Internet Explorer onby} Password:
Returning student, used CAC before but want 8 username/password login
First Time Student, no CAC
lhave a .MIL, GOV, NPS.EDU or DODEA.EDU address
Ido NOT have a MIL or GOV address Forgot Username? _ Forgol Password?

Received a token? Click here

Internet Explorer 9 and 10 Users
Check System Reguirements

Transition GPS Virtual Curriculum Users Gt

Click here for Printable Instructions Login using my CAC
Transition TGPS Introduction Video

JKO Help Desk

Monday - Friday 0700-1900 EST
jkohelpdeski@iten. mil

COMM: 757-203-5654

DSN: 668-5654

5. Enter your JKO Username and Token. Select Submit.

] [ ]
= O|NT KNOW LEDGE ONLINE

If you have received your token please enter your user name and token to reset the password

5

Note: There is less chance for error if you Copy and Paste the Token from the email you
received.
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6. Enter a Password of your choice, confirm the Password, and select Reset Password.
You may not reuse a Password you have used in the past. You will be notified that your
Password change was successful and returned to the DoD Warning banner. Click OK.

Your new password must be at least 15 characters in length and must include at least:
- one lowercase alphabetic character

- one uppercase alphabetic character

- one non-alphanumeric (special) character B§%& () +- 1 ==?@[*_"{[}

- one numeric character

commuewemae [ ]

———" JOINT KNOWLEDGE ONLINE

Please enter a password of your choice. You may not reuse a password you have used in the past. Upon successful password change, you will be redirected to the Login Page
to login with your new password. You should also receive an email confirming your password change. For any additional assistance, please call the HELP DESK.

=

7. You will be directed to the JKO Login Page. In the Login to Virtual Campus area, you
may now log in with your Username and newly created Password. Select the Login

button.

Welcome to the Joint Knowledge Online (JKO)
Learning Content Management System (LCMS)

Login Options
Login with CAC (Internet Explorer onhy)
Returning student, used CAC before but want a username/password login

First Time Student, no CAC
lhave a .MIL, .GOY, NPS.EDU or DODEA.EDU address
I do NOT have a .MIL or .GOV address

Internet Explorer 9 and 10 Users
Check System Reguirements

Transition GP S Virtual Curriculum Users
Click here for Printable Instructions
Transition TGPS Introduction Video

JKO Help Desk

Monday - Friday 0700-1900 EST
jkohelpdeski@iten. mil

COMM: 757-203-5654

DSN: 668-5654

= JOINT KNOWLEDGE ONLINE

> |

Login to Virtual Campus

Username:

Password:

ll

Forgot Username?  Forgot Password?
Received a token? Click here

CAC Login

Login using my CAC

[&]]

8. You are now logged in to the JKO LMS and may begin training. If you need further
assistance contact the JKO Helpdesk via email at jkohelpdesk@jten.mil or via phone at

Comm: 757-203-5654 or DSN: 68-5654.
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APPENDIX C. JKO Non-Disclosure Agreement
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EMAIL DIGITALLY SIGNED FILE TO: william.d.shanley.civ@.mail.mil

Certificate of Nondisclosure

This certificate addresses individuals handling Privacy Act data on the Joint
Knowledge Development and Distribution Capability (JKDDC) Joint Knowledge
Online (JKO) Learning Content Management System (LCMS).

I have been instructed and understand my obligation to safeguard information contained within the JKDDC JKO
LCMS and not to divulge information within the JKDDC JKO LCMS to anyone unless authorized to do so. | have
been instructed and understand that I am not to disclose my JKDDC JKO LCMS access password to anyone. | have
also been instructed that | am to use the JKDDC JKO LCMS information and data for official business purposes
only and | may not falsify or alter student personal information.

I have been instructed that some information and data maintained within JKDDC JKO LCMS is considered personal
information protected by the Privacy Act. | understand that I am responsible for safeguarding this information. By
my signature below, I acknowledge that 1 am personally responsible for taking all precautions necessary to avoid
unauthorized disclosure or dissemination of personal information within the JKDDC JKO LCMS.

I have also been advised and understand that any unauthorized disclosure of information or data contained in the
JKDDC JKO LCMS or any failure by me to protect this information or data may result in adverse administrative or
disciplinary action against me and/or (for contractors) my employer. | also understand that unauthorized disclosure
of information protected by the Privacy Act may result in a personal fine of up to $5000 for each file or name
disclosed illegally.

Excerpt from Privacy Act of 1974...

“This system is covered by the Privacy Act of 1974 and all users must abide with the following instructions: The
Privacy Act of 1974, 5 U.S.C. section 552(a) established safeguards concerning the right of privacy by regulating
the collection, maintenance, use and dissemination of personal information by federal agencies where information is
maintained in records retrievable by the name of the individual or some other personal identifier. As a general rule,
no personal information from a record or record system shall be disclosed to third parties without the prior written
request or consent of the individual about whom the information pertains unless: (1) the information is made
available to personnel within DoD with an official need to know in; (2) the information is needed by civil and
criminal law enforcement agencies of government agencies in the United States; (3) the information is needed in
emergencies where the health or safety of a person is imperiled; (4) the information is requested by a member of
either the House of the Congress of the United States or any committee or subcommittee thereof; (5) when
complying with an order from a court of competent jurisdiction by a state, federal or local court judge; (6) required
to be release under FOIA; (7) disclosure is made for a routine use that has been declared and published in the
Federal Register; (8) disclosed to consumer reporting agencies as defined by the Federal Claims Collection Act of
1966; (9) or disclosed to the Bureau of the Census, National Archives or Comptroller General. Unauthorized
disclosure of information protected by the Privacy Act may result in a fine of up to $5000 for each file or name
disclosed illegally.”

Signature Date

Print Name Phone

JKO Username MIL/CIVICTR (w/employer)
Organization Supported Email

Joint Knowledge Online 125



mailto:william.d.shanley.civ@.mail.mil

Training Coordinator User Guide

This page intentionally left blank.

Joint Knowledge Online 126









	Structure Bookmarks
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure


