
Learning Management System (LMS) 
Portal Registration Tutorial

DCJS On-Line Courses



Non-State Registration

Please click on the 
white dot to confirm 
you are a non state 
employee. 

Click here to begin 
your registration 
process



Registering

Click here to begin 
registration. You will 
only need to 
register once. 
Remember user 
name and password 
for future courses.

Click here, then click 
SUBMIT to go to the 
next screen
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User Information Page

Fill out all Required 
fields with *. Use 
current and accurate 
information.

Scroll to the bottom and 
click NEXT button
(Minimum Password 
Length: 6 characters) 
IMPORTANT:WRITE 
DOWN LOGIN ID AND 
TEMPORARY 
PASSWORD)



Manager

DO NOT enter a 
name CLICK 
SEARCH TAB 
ONLY to advance 
to the next 
screen



Manager Continued

Please click on the 
white box to indicate 
you have no manager.
Then scroll to the 
bottom and click NEXT



Manager Continued



Organization
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Select DCJS  
Compliance Agent 
then click NEXT
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Job Title

DO NOT enter any text
CLICK SEARCH TAB ONLY 
to advance to the next screen



Job Title Continued
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Select Job Title 
then click Next



Affiliation

Select an 
affiliation



Affiliation

Select one 
that applies



Affiliation

Select an option under reason 
for access. Then select CREATE



Registration Submitted

Select RETURN to 
return to the log in 
page



Reminder

• You will NOT have immediate access to the Learning 
Management System portal.

• It may take up to 2 business days to be granted access to 
the Learning Management System portal.

• You will receive an email notifying you that you have 
access to the Learning Management System portal once 
approved.

• Please monitor your spam/junk folder as well

• For further assistance please contact a Learning 
Management System portal administrator at 
Distance.learning@dcjs.virginia.gov. 

mailto:Distance.learning@dcjs.virginia.gov


Taking the Course

Compliance Agent 12E/12I



Accessing the Portal

When you have been granted access to 
LMS, you will receive an email from DCJS 
that your registration is complete. To 
gain access to the portal you will log in 
with the Login ID and Password you 
created during registration. 



Change your Password

Enter in your temporary password you created during registration and now 
create a permanent password using no less then 6 characters.



Welcome

Select learning center by hovering the 
mouse cursor over the title.

Select 
Learning 
Center by 
hovering 
the mouse 
cursor over 
the title



Learning Center
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Click 
Learning 
Center, then 
select 
course 
catalog



Course Catalog

Type in a key word here, Compliance will 
be the keyword used in this tutorial



Finding your Course

Type in the word compliance 
and click SEARCH



Selecting a Course

Select your course by 
clicking on the 
underlined title (only 
courses marked with 
a green check will 
grant access)



Access the Course

Click ACCESS ITEM



You May Begin

Click here. It may 
take a couple 
minuets for the 
course to load in 
the right hand 
panel



Final Directions

• Take the course

• Complete the test

• Receive a certificate of completion

• Submit the Initial or Renewal application along with 
fees to DCJS (Disregard if you already have done so)

• LMS will notify DCJS electronically of your course 
completion

• After all Applications, Fees, And Training have been 
received, your wall certificate will issue and be mailed 
to your address of record.




