
WSCJTC ON-LINE 
REGISTRATION  
Tutorial and Important Information 

about the Process for Using the 

Learning Management System (LMS) 



ON-LINE SYSTEMS 

All Advanced Training (post-academy) registrations will be 

processed exclusively on-line  

Only selected agency personnel will be authorized to 

register students 

BLEA, COA and other academies are not available for 

online registration at this time 

 



WHAT DOES LMS OFFER? 

 No more signing applications!  

 All applications done online in WSCJTC LMS!  

 No more calling for transcripts / proof of attendance! 

 Your Training Officer can see your department’s transcripts! No 
more calling to request them! 

 No more wondering who took what and when!  

 Custom Training Reports your Training Officer can pull! 

 No more searching our website for our classes!  

 WSCJTC LMS has a course catalog!  
 

NOTE:  Registration does not mean acceptance into a class – status notification will be sent via email approximately 4 to 6 
weeks prior to the class start date. 

 



DIRECTIONS FOR LOGGING 

INTO THE LEARNING 

MANAGEMENT SYSTEM (LMS)  



HOW TO ACCESS THE LMS SITE 

 Direct Link : https://wscjtc.yourlearningportal.com 

or  

 Through the WSCJTC Website: www.cjtc.state.wa.us | click on 

the Online Registration tab 

 

https://wscjtc.yourlearningportal.com/
http://www.cjtc.state.wa.us/


LOGIN SCREEN 



NEW USER  



EXAMPLE OF THE LINK SENT TO 

YOUR E-MAIL 

 You will receive an email with your student ID number and a link to create a 

new password. 

 The link will expire within 24 hours if not used and you will need to repeat 

the previous steps.  



ERROR MESSAGE 

 

 

 

 

 

 

 Reasons why this error message appears: Applicant is not in the data base, 

the social security number is not valid, the last name is incorrect, or the 

email is incorrect. 

 Contact the LMS Help Desk |206-835-7340 | lms@cjtc.state.wa.us  

mailto:lms@cjtc.state.wa.us


TOOLBARS APPEAR 
 Once logged in you will see your available options at the top of the screen below the 

banner:  

 

 

 

 

 Home  

 Training & Resources 

 My Training History 

 My Profile 

 Reports 

 Administration 

 

 

 



HOME 
 When you login, you will be placed on the home page by default 

 Your home page will show you the status of all current applications and classes 



TRAINING & RESOURCES 
 This is where you see all classes WSCJTC offers – and begin the registration 

process for available sessions. 

 



MY TRAINING HISTORY 

 This page displays your unofficial training history and gives you the ability to 

save the transcript to a format for printing.  

 An official training history still requires a public disclosure request – please 

contact our Public Disclosure Officer at publicrecords@cjtc.state.wa.us  

 

 

 

 

 

 

mailto:publicrecords@cjtc.state.wa.us


MY PROFILE 

 Here you can change the password you use to log into LMS  

 

 

 

 



REPORTS 

 Your agency can generate 4 types of reports in a Word format. 

 



LOG OUT 

 The last item on the toolbar – on the far right – is used to log-out once you 

have completed viewing or working within the LMS 

 

 

 

 



USING THE LMS TO PROCESS 

A REGISTRATION  



WHO CAN PROCESS ONLINE 

REGISTRATIONS? 

 Only agency designated personnel.  

 Training Managers 

 Admins 

 Other authorized person 

 Agencies can have as many designated personnel as needed. Depending 

on the size of the agency it’s recommended to have at least 2-3.  

 If your agency needs to change who has these rights, contact the LMS 

Help Desk lms@cjtc.state.wa.us  | 206-835-7340 

 

 

mailto:lms@cjtc.state.wa.us


PROCESS AN ONLINE 

REGISTRATION 

 Click on the Training and Resources tab on the top toolbar 

 



IDENTIFYING THE CLASS 

 Search for classes using these various methods 

 Class Number 

 Class Name 

 Month 

 

 

 



CHOOSE THE CLASS 

 Click on the underlined Date of the class. 

 If you don’t see the class listed in the catalog it’s either Full or Cancelled. 

 

 

 

 

 

 

 

 

Note: prerequisites for the class will be listed underneath the course name 

 



REGISTER 

 Click the Register button to proceed. 



BEGIN REGISTRATION 

 Enter the student’s social security number or student ID number (SID). 

 The Student ID Number can be accessed using the Administration tab. 

 Click on Continue after typing in the number 

 



ONLINE REGISTRATION FORM 
 The form will auto populated the student ‘s information.  

 Fields marked with an asterisk (*) are required. 



WHAT IT LOOKS LIKE 



HOW TO FILL OUT THE FORM 

Training Officer Email Address: Training Officer or 

Admin Email address. Whoever is fill out the application. 

Anyone else you want to be cc’d on the notices. 

Leadership Course Info and Meals & Lodging: If the 

course is First Level or Middle Management fill this out. 

Otherwise skip it. 

Comments: This box is a required field.  You can use it 

to communicate information to CJTC. This area can also 

be used if you have Priorities over 5, ex: 6,7,8…would go 

in the comment box.  Or if there’s a special request noted 

in the course description. If nothing needs to be 

communicate type - N/A.  

Applicant Priority: Choose the priority in which you 

want the applicant to be chosen. Program Managers keep 

a balance of agencies in the class. The “first come first 

serve” rule doesn’t always apply. 

Authorization: Type your name and title, then click 

Submit. 

 

 



WHO RECEIVES THE NOTICES? 

 Student  

Training Manager 

 Immediate Supervisor or anyone else that was cc’d 

Program Manager 

The Administrative Assistant assigned to the class 

 

 

 

 

 



COMPLETE! 

 Registration is complete 

   You should receive the confirmation window below 

  



WHAT THE STUDENT SEES: 

 The student’s home page will indicate what class they are registered for and the  

status they currently hold;  ex: Registered, Alternate, Accepted,…. 



NOTIFICATION SAMPLE (STUDENT): 



NOTIFICATION SAMPLE (TRAINING MANAGER OR 

SUPERVISOR):  



NO EMAIL? 

Trouble Shooting: 

 

 Contact the LMS Help Desk |206-835-7340 | lms@cjtc.state.wa.us.  

 Check the Junk mail folder and mark it as “Not Junk”.  

 Double check the emails were correct. 



HOW TO CANCEL: 
1. Go to the Administration Tab and pull up your agency list. 

 

 

 

2. Click on the person that is getting cancelled. 

 

 

 

3. Login as User 



….AT THE HOME SCREEN 

 The bottom of the screen will reflect what class the student is 

registered for.   

 



….CANCEL SCREEN 

 Click on Cancel Registration 

 



HOW TO ACCESS REPORTS 



PERSONNEL TRAINING REPORT 



AGENCY PERSONNEL LIST 

 Generates a word document of everyone who has attended a WSJCTC 

class within your agency. 

 



CURRENT APPLICATION STATUS 



COURSE COMPLETION DATA 


