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Introduction

The updated version of the Job Corps Learning Management System (LMS) serves as a central location for
training materials, documents, and other resources for Job Corps staff nationwide.

The LMS is a web-based system designed to present learning and knowledge-sharing opportunities. In the LMS
environment, staff will learn through online course offerings. Consolidated transcripts of all completed training
will also be a resource available for Job Corps staff.

Accessing the LMS

All staff with Citrix accounts have access to the Job Corps Learning Management System (LMS).

When staff enter the URL https://Ims.jobcorps.org/ , they will be redirected to the Job Corps Sign In page to
authenticate with their Citrix credentials.

Q Job Corps - Sign In X + Q =
& C & webauthjobcorps.org Q & % »

to O

access LMS -Prod Test

Connecting

Sign-in with your Job Corps accol

— -

You have accessed a United States Department of Labor, Job Corps Computer System, which may be used only for official
Government business by authorized personnel. Use of the system without authorization or for purposes for which authorization has
not been granted is a violation of Federal law and can be punished with fines or imprisonment (Public Law 99-474).

All information on this computer system may be intercepted, recorded, read, copied. and disclosed by and to authorized personnel
for official purposes, including criminal investigations. Access or use of this computer system by any person whether authorized or
unauthorized constitutes consent to these terms. Logging in signifies that the user has read, understands, and will abide by the Job
Corps Network Rules of Behavior.

&

National Job Corps Web Authentication

Remember me
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LMS Homepage

The functionality of the updated LMS Homepage is similar to the previous version of LMS. The new page
includes a toolbar at the top of the page where staff can view their Current Training and Transcripts from
trainings completed. The toolbar also includes a link to the Catalog and Search box that are used to locate
training courses.

LMS Homepage: http://lms.jobcorps.org/

@ lome Current Training Transcript - Catalog Q e @ -

Welcome to the new Job Corps
Learning Network!

Current Training Find More Training Recent Announcements

LMS Startup Guide
Title Started/Begins Due/Ends Action

Bloodborne Pathogens Mot Started Mo Due Date View | - -
(=) View View All

View All

Completed Training

Past 30 Days Past 60 Days Past 90 Days
Title Type Status Score  Action
CDES Overview Online Completed View Certificate

Announcement  Completed

nity (EQ) Training FY Announcement  Completed

Building Numeracy and Literacy in Job Corps Document Completed

View All

Recently Added

Test Course - Equal

The training courses staff are currently enrolled in are displayed in the Current Training section. Staff can click
the course name link to view the course information page or select to View/Cancel Enrollment in the Action
drop-down list. The Completed Training section at the bottom of the screen displays the course history, similar to
the information displayed in the staff’s Transcript. Recent Announcements from the JCDC administrator are
displayed on the right of the screen. The Recently Added section can be found at the bottom of the screen. New
training courses and documents added by the JCDC administrator will be displayed here.
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Searching for a Course

On the LMS homepage, you can use the Search box or browse the Catalog using the link at the top of the screen
to locate trainings.

Using the Search Box

1. Inthe Search box at the top of the screen, enter keywords and click the magnifying glass. The LMS will
attempt to auto-complete by matching what is in in the catalog.

Attendd] Q e @ v

CIS-3G Attendance  Online

||;|| Home Current Training Transcript o

Welcome to the new Job Corps
Learning Network!

Current Training Recent Announcements

No records found.

Title Started/Begins  Due/Ends Action
Financial Management System (FMS) - Part 1 Not Started No Due Date View | -
Overview

Qnline

CTS for Contract Managers Mot Started No Due Date View
Online

View All

2. If more than one course matches the keywords entered, the Search Results will display a list of trainings
with a description for each. Scroll thru the list and click the name of the training you would like to view.

Catalog  Search Results

Search Results

il
HE

2 results for attendance in Catalog
v Cat i
ategones [0 Show available content only « < Page | 1 oL LR
IT-CIS (2)

CIS-3G Attendance

‘ online  InIT-CIS

[ Online (2} This training provides information on how te record tardies and absences for

~ Content Type

students, which can be done by class or instructorint...

~ Course Provider English (United States)

[J None (2)
CIS-3G Accountability

‘ Online InIT-CIS

This training provides information on how to perform the Morning Attendance

3. Ifthere is only one course that includes the keyword that is entered, the course information page will
display.
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Catalog  CIS-3G Attendance

< Search Results

Enroll to get started

CIS-3G Attendance

Online Enroll

Overview I Save

Description

This training provides information on how to record tardies and absences for students, which can be done by class or instructor in the Attendance module.

More like this .
>
Student Leave Changes in CIS Introduction to E-Folder CIS-3G ID Badge
Online Online Online

The screen includes the name of the training, course description, and Enroll button. The More like this section at
the bottom of the page displays training courses similar to the selected training.

Browsing the Catalog

Trainings in the updated LMS Catalog are grouped by category which mirrors the previous order in the older
version of the LMS.

1. Click the Catalog button in the toolbar to browse training content by category.

@ lome Current Training Transcript - | Catalog I Q 2] @ -

Welcome to the new Job Corps
Learning Network!

Current Training Recent Announcements

LM

startup Guide

Titla Started/Begins Due/Ends Action
Bloodborne Pathogens Mot Started No Due Date View | - View All
Curriculun
e
View All

Completed Training

Past 30 Days Past 50 Days Past 90 Days
Title Type Status Score  Action
CDEE Moo Dinlin Comploted
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2. Click a category to view a list of trainings pertaining to the selected topic.

Browse by Category

IT-CDSS (12) IT-CIS (23) IT - Citrix (2) IT-CTS (4)
IT - EPMS (2) IT - FMS (7) IT-FTMS (1) IT - MS Office Suite (12)

IT - Network (1) IT - OASIS (5) IT - Security (2)

IT - Web Site Maintenance (1) IT- NEMO (1) JC - Disability (29) JC - National Office (ss)

Li]

Physical Security (s

3. Scroll thru the search results and click the name of the training you would like to view.

Catalog Search Results

Search Results

66 resultsin Catalog JC - National Office

v NIRRT (] Show available content only « { Page 1 of7 > »
[ Online (23
[ Test(21)

] Curriculum (15) Asbestos Safety

[J Document (7) . Online  In Safety, JC - National Office
This training covers basic asbestos safety information including: OSHA
Standards Products Containing Asbestos Hazards A ...

~ Course Provider
English (United States

[ None (66

Asbestos Safety

Curriculum I Safety, JC- Na

This training covers basic asbestos safety information including: OSHA
Standards Products Containing Asbestos Hazards A ...

yifice

English {United States]

Ashestos Safety (Spanish) Quiz

iz Test  In Safety, JC-National Office

Asbestos Safety (Spanish) Quiz

English {United States|
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Enrolling in a Training Course

1. Once you have clicked the training course information page, click the Enroll button.

Catalog  CIS-3G Attendance

£ Search Results

Enroll to get started

CIS-3G Attendance

Online Enroll

Overview Hl Save

Description

2. You will notice the page now displays a Start button.

Cataleg  CIS-3G Attendance

< Search Results

CIS-3G Attendance Start

Online
Cancel Enrollment

Overview  History [ Save

Description

3. OPTIONAL: Click the Cancel Enrollment link if you enrolled in the selected course in error.

4. Click the Start button to begin the training. The course will open in a pop-up window.

Job Corps
=]

0,02 /1333 Mirutes
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5. Click the Close button when you have completed the training or want to stop the training and return to it
at a later time.

6. Once the course window is closed, the screen will update with the completion date and a display a View
Certificate button.

Note: If you closed the course window without finishing, this screen will display a Continue button. You can go back
and continue viewing the training from where you left off.

Catalog  CIS-3G Attendance

£ Search Results

You completed this item on 7/20/2021.
CIS-3G Attendance & View Certificate

Review
Online
Retake

Overview  History [1 Save

Description

This training provides information on how to record tardies and absences for students, which can be done by class or instructor in the Attendance module.

More like this .

Student Leave Changes in CIS Introduction to E-Folder CIS-3G ID Badge

Online Online Online

7. OPTIONAL: If you have previously completed a training course and need to retake it (ex. Job Corps
SafetyNet Toolkit Training), click the Retake button. This will create a new entry in your Transcript with
a new completion date.

8. OPTIONAL.: Click the History tab to view dates you enrolled, started, and completed the selected course.

Catalog CIS-3G Attendance

€ Search Results

CIS-3G Attendance

Continue
Online

Qverview  History [l Save | ¢ EditContent

1/4/2021 G Restarted View All Attempts
12:45PM

12/17/2018 o Completed View Details
3:26 PM

8/17/2016 ° Started
2:38 PM

Note: The Edit Content button on the screenshots in this guide are only available to JCDC administrators.
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Completing a Training Curriculum

Several of the required National Office training courses have been compiled into curricula. An example is the Job
Corps SafetyNet Toolkit Training that consists of 3 training videos and 3 quizzes. The different sections can be
completed in any order, but must all be completed to receive the certificate of completion for the training.

Catalog  Job Corps SafetyNet Toolkit

£ Search Results

Job Corps SafetyNet Toolkit

Curriculum

P Continue

Overview Content History Ll Save | # EditContent
~ Job Corps SafetyNet Toolkit # required Complete 6 in any order 0/6
Bullying Prevention Enrolled Start
Online
-Bu:l)ring Prevention Quiz Not Started Start
Suicide Prevention Enrolled Start
Online
-Sfilcide Prevention Quiz Enrolled Start
Violence Prevention Not Started Start
Online
Violence Prevention quiz Not Started

Start
Test

The training course information page displays a list of the videos and quizzes. Each part of the training will
display the status (Enrolled, Not Started, Started, and Completed).

To view the training video or complete the quiz, click the Start button at the end of the line.

Once everything in the list is completed, a link to the certificate will be available on this page and in the
Transcript.

Taking a Quiz

1. On the training course information page, click the Start button located next to the quiz. The quiz will
open in a pop-up window.
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Catalog  Job Corps SafetyNet Toolkit

€ Search Results

Job Corps SafetyNet Toolkit

Curriculum

Overview Content History

~ Job Corps SafetyNet Toolkit # required

Bullying Prevention
Online

Bullying Prevention Quiz
Test

Suicide Prevention

Complete 6 in any order

Enrolled

Not Started

Enrolled

» Continue

[l Save = # EditContent

Start

Start

@ Course Player - Google Chrome

[J c. MNever agree to meet face to face.

[ d. Allofthe above.

1. What advice should you give a victim of cyberbullying?

[J a. Don’terase phone, email, or social networking messages
that contain cyberbullying.

[J b. Keep arecord of bullying incidents, in case actions
escalate and law enforcements needs to intervene.

- [m] X

fscorm/scorm12player.cshtml?k=6b54bcb366a5b1d88b1cf9c75159b2fod7516e8c7920...

% Close "y

2. Answer each of the questions.

3. After you have answered the last question, click Submit.

® True

O False

10. Being a victim of bullying is a risk factor for suicide.

4. The test results will display with your score.
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YOUR SCORE IS 100%. YOU PASSED THE EXAM.

Click Close to close the window.

1. What advice should you give a victim of cyberbullying?

a, Don't erase phone, email, or social networking messages

To close and exit the test, click the Close button.

Viewing Your Transcript

The transcript includes all completed training, including courses that were taken in the previous version of LMS.

1.

On the LMS homepage, click Transcript from the header menu.

@ Home Current Training | Transcript I- Catalog Attendi Q

e ©-

CIS-3G Attendance  Online

Welcome to the new Job Corps
Learning Network!

Current Training

Title

ool Mmoo e O

icnach

Doty

Started/Begins Due/Ends

Find More Training

Action

Recent Announcements

No records found.

2. The transcript displays the user’s complete training history. Click a column heading to sort the transcript.
A filter may be applied, as well.

All Training Curriculums External Learning Training Assignments Certifications More~
All Tra|n|ng = Print [3 Save as PDF
Type Status From To
All Training v All
Filter
41 Items & < Page 1 ofs > ¥
Title Type Status Score Start Date Completion Date Expiration Date Credits  Action
Access Control System Overview - Gallagher Online  Completed 9/24/2019  9/24/2019 View Certificate
Access Control System Overview - Gallagher Online  Started 6/8/2020
Adobe Sign for OASIS Forms Online  Completed 6/8/2021 6/8/2021 View Certificate
Bullying Prevention Online  Completed 5/21/2019  5/21/2019 View Certificate

Job Corps Data Center




Job Corps LMS Startup Guide

3. Click the Print button on the right side of the screen to print the transcript. Optionally, you can also click
the Save as PDF button to save a copy of the transcript.

Note: The Expiration Date and Credits columns on the Transcript page will not be used by Job Corps at this time.

Accessing a Document

The LMS also contains various training documents. There may be instances where you wish to view one of the
documents. To search for a document, perform the same steps you would when you search for courses.

1. When you click the document link, the information page will display.

Catalog  Frequently Asked Questions ...

€ Search Results

Frequently Asked Questions about PII

Open ltem
Document

Overview W Save

Description

Frequently Asked Questions about PlI

More like this .

2. Click the Open Item button view the document.

Catalog  Frequently Asked Questions ...

€ Search Results

=  Microsoft Word - FAQ_PII_rev.doc 1 /170 - 100% + B

Frequently Asked Questions about Pl

Does this policy pertain to student PII only?
No, the policy pertains to both staff and student P11

What about state issued software for SHIMS?
We will be auditing applications that exist within the boundaries of Job Corps.

Can we still have third-party applications as long as they don’t contain any PII
information? (If we can’t have our applications, we need better reports, we need reports
that we want, reports formatted how we want them, center-specific reports. 1f we had
usable reports, there would be no need for third-party applications.)

Yes, you can maintain third party applications temporarily, as long as protected PII has
been removed. You will receive a "Pass-Conditional" status during the audit, which
means you will have 60 days to provide the Data Center the requirements for
icorporating this functionality within CDSS.

Which third-party applications are not allowed to be used with sensitive student
information?

No third-party applications that contain protected PII are to be used.

How do I use CDSS to let my nurses print out labels and still keep the label information

caved in a datahace file?

IF08N Mark Complete
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3. When you are done with the document, click the Mark Complete button. The document will now appear
Complete on your transcript.

4. OPTIONAL: Click the Exit button to close this screen without updating your transcript.
Accessing Technical Help
Help Desk

Live technical support is available for the Job Corps Learning Management System (LMS) by calling the JCDC
Technical Assistance Center (TAC). However, always contact your Point of Contact (POC) before contacting the
TAC.

e Phone (800) 598-5008, Option 5 (TAC System), 7:00 AM - 7:00 PM Central time
e Email helpdesk@jobcorps.org
e Fax (866) 226-8657

Help Menu
As you navigate the system, each page contains a help icon (blue question mark) in the toolbar bar.

@ lome Current Training Transcript r Catalog Q I e I @ -

Select this icon to obtain information in reference to where you are in the system and the actions you can perform
from your current location. Many help pages have a "Related Topics" section, which includes links to information
associated with tasks you are attempting to perform.
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