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Logging In and Checking Configuration 

You will have 5 attempts to login with accurate credentials. If you have failed to login 5 times, you 

will be locked out of the system for 5 minutes before you may try another attempt. Best Practice: if 

you are having issues logging in after 3 failed attempts, select the Forgot user name or password 

link or contact Jeppesen Learning Center Support, pctechsupport@jeppesen.com/1-800-732-2800. 



 

You also have the ability to select the Check Configuration link to test your machine to see if it 

meets our minimum software requirements in order to run our online courses successfully. The 

check configuration results page will open in a separate window. 

 

 



Once a customer purchases a course, they will have access to their account after 10:00pm MST, date 

of purchase. For Example, if they purchase their course at 8:00am MST, they will receive their 

welcome email with login credentials and access to the purchased course after 10:00pm MST, same 

day. This is when the system runs a proxy enrollment and enrollments are actually assigned to 

customers. 

The welcome emails references this excerpt below: 

 

How to reset passwords? 

End Users: 

From the home page after logging into the system, http://train.jeppesen.com, select the My Account 
link then select from the Options dropdown, Change Email Address or Change Password.  You may 
also set your Time Zone from this screen. Your password must follow the below criteria. You will 
need to provide your current password first.  You may also change your email address from this 
same area. Don’t forget to select the Save button once you’ve finished. 

 

 

http://train.jeppesen.com/


The new password must match the following criteria: 

* Passwords must contain alpha and numeric characters 

* Passwords cannot have three or more consecutive same characters 

* Passwords cannot be the same as the previous 3 passwords 

* Passwords must be 6 - 20 characters 

* Passwords cannot have leading or trailing spaces 

* Passwords cannot be the same as the Username, User ID, or email address. 

You may also contact Jeppesen Support: 

800-537-7225 
navsupport@jeppesen.com 
 
You will need to provide your email address, first and last name associated with your Jeppesen 
account.   
 
If you have forgotten your current password, you may select the Forgot Password? link from the 
login page. Please keep in mind that if you attempt to login and are unsuccessful after 5 
attempts, the system will lock you out for 5 minutes. No exceptions and no passwords may 
be reset within this timeframe.  
 
Best Practice: If you have forgotten your password, after 3 failed attempts, select the Forgot 
Password? link and instructions on how to reset your password will be emailed to you. 

Support Users: 

You may reset an end user’s password in a few steps. From the toolbar, select Admin > Users and 

then search for the student by name, User Name or User ID (User Name and User ID will be a user’s 

email address in MOST cases).  User IDs may NOT be changed after an account has been created. 

Once you locate the end user, select Change Password from the Options dropdown. You will have 

the option to either Send Forgot Password email or Define a temporary password.   

 

 

mailto:navsupport@jeppesen.com
mailto:navsupport@jeppesen.com


The Send Forgot Password email option example (sent to the end user immediately): 

 

The Define a temporary password option example (effective  immediately): 

 

You may also change a user’s password by pulling up the user’s record. Admin>Users. Once you’ve 

selected the student’s name, select Change Password from the Options dropdown field. 

 



Another avenue to change a user’s password is to locate the user through My Team or Universal 

Profile. Select or search for the user, select Profile, select User Profile then select View User Record.  

 

 

How do I change an end user’s name or email address? 

Support: 

Search for the end user as you did above when changing a password. You may select the User’s 

name. That step will take you to the User’s Profile. You may many fields under the Profile. Don’t 

forget to select the Save button at the bottom right side of the screen. PLEASE DO NOT edit the 

fields Manager or Organization. By editing this information, you may prohibit a student’s flight 

instructor the ability to run reports and/or track student progress. If the information needs to 

changed, please submit the request to education@jeppesen.com.  



 

Searching for a student under My Team or Universal Profile also is a way to get to a user’s record to 

change their name or email address. 

 



Although it appears as if you have the ability to change a User ID, you cannot. Don’t forget to select 

Save. Again, the Username and/or User ID may not be changed after an account has been created.  

If a student has a Manager (Instructor) assigned to them, you can quickly view that from the user 

search screen.  

 

 

How do I launch my course? 
 

You can launch your course several different ways.   

You may select View Your Transcript from the Learning menu from the Home screen…  

 

Selecting the green Transcript button…  

 

Selecting My Courses from the My Courses box…  



 

 

Or by selecting Open Curriculum next to your course title. Then select Launch. 

 

 

 

 

In the examples provided below, you can see this student has begun the curriculum Private Pilot 

Part 141. Lessons GL01 and GL02 have been Completed while the Exam GL02 is set to Retake. 



Retake indicates the student failed the exam.  These completed lessons may be launched by 

selecting the Launch button. 

 

Your lesson will launch in a separate screen. The window will open with the menu of topics to 

cover, condensed on the left side. If you would like to view the topics, select the menu icon and the 

window will expand for you to view the topics. Please note, if you keep your menu open, you will 

risk cutting off text content in your training menu. You may open/close the menu at any time. 

 

 



The view below is with the menu open. You will see that content will be cut off. 

 

 

How do I print an exam summary? 

Select Learning > View Transcript or select the green Transcript button,  

Select the Completed tab and type the name of the exam you are searching (this is your filter). Then 
select Printable Version. Your summary will appear and your exam score when applicable. 

 

 
If you select the actual name of the lesson, the data returned on the following screen will give you 
Training Hours within the lesson, Status of the training for that lesson, Progress Percentage for that 
lesson, etc… 



 

How do I print my certificate?  

Most of our online courses provide a Completion Certificate or Endorsement Certificate. In order 

to receive one of these certificates, you will need to take and complete each lesson within the 

course as well as pass all exams affiliated with the course, to include an End of Course Exam if 

applicable. You will receive an email indicating that you have completed the course. To print 

your certificate, login to the training center, train.jeppesen.com.  

 

Go to Transcripts,  and then select your Completed tab.  

 

Select the name of the course you’ve passed.  

 

You will see a hyperlink to print your desired certificate.  



 

If you don’t see this option, it is possible that you didn’t complete all of your lessons, pass your 

required exams or didn’t sign up for a course that is designed to provide a completion certificate.  

 

How do I reopen a previously completed lesson? 

Select Transcript > Active tab > Search for desired Completed lesson > Launch  

Your previously Completed lesson will launch from your previously viewed topic. Your Completed 

lesson may be reviewed repeatedly from your Active tab, as long as you have access to your course, 

within your course subscription period. Keep in mind, you cannot retake a Passed exam. 

 



The page indicates that it is continually loading.  What do I do? 

It definitely sounds like a loading issue with Java. Some quick fixes include making sure you have 
the latest version of Java and trying a different browser (Chrome 9 or Firefox 3.6 are typically the 
best). If this doesn't work, please follow the detailed instructions here.  

We suggest uninstalling and then reinstalling Java. Then making sure previous versions of Java are 
not enabled on your machine. In some instances, if multiple versions of Java are installed, the server 
isn't sure which version to use. 

What is happening is that Java on your computer is not communicating with the server. If you 
continue to have problems, please contact Jeppesen Support: 

800-732-2800 
pctechsupport@jeppesen.com 

 

How do I clear my web browser’s cache and cookies? 

Each time you access a file through your web browser, the browser caches (stores) it. In this way, 

the files (including any images on the page) do not have to be retrieved anew from the remote web 

site each time you click the Back or Forward buttons. You should periodically clear the cache to 

allow your browser to function more efficiently. 

If you do not see instructions for your specific version or browser, search your browser's Help 
menu for "clear cache". 

If you are unsure of exactly what browser version you are using, from the Help menu, select About 
[browser name]. 

 Windows  
o Internet Explorer 8 
o Internet Explorer 7 
o Firefox 3.5 
o Firefox 3  

 Mac OS X  
o Safari 
o Firefox 3.5 
o Firefox 3 

Internet Explorer 8 

1. From the Safety menu in the upper right, click Delete Browsing History... .  
2. Check Temporary Internet files, Cookies, and History, and then click Delete.  
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Internet Explorer 7 
1. From the Tools menu in the upper right, select Delete Browsing History.  
2. Next to "Temporary Internet Files", click Delete files... .  

To delete your cookies, click Delete Cookies. 
3. Click Close, and then click OK to exit.  

Firefox 3.5 for Windows 
1. From the Tools menu, select Clear Recent History... .  
2. From the Time range to clear: drop-down menu, select the desired range; to clear your 

entire cache, select Everything.  
3. Click the down arrow next to "Details" to choose what history elements to clear (e.g., check 

Cookies to clear cookies). Click Clear Now.  

Firefox 3 for Windows 

From the Tools menu, select Clear Private Data... , and then check Cache and Cookies. Click Clear 
Private Data Now. 

Safari 

1. From the Safari menu, select Empty Cache... and Cookies... .  
2. When prompted, click Empty to confirm that you want to empty the cache.  

Firefox 3.5 for Mac OS X 

1. From the Tools menu, select Clear Recent History... .  
2. From the Time range to clear: drop-down menu, select the desired range; to clear your 

entire cache, select Everything.  
3. Click the down arrow next to "Details" to choose what history elements to clear. Click Clear 

Now.  

Firefox 3 for Mac OS X 

1. In Firefox, from the Tools menu, select Clear Private Data.  
2. Make sure Cache and Cookies are checked, and then click Clear Private Data Now. 

 

Previously Completed Records Not Displaying? 

If you look under Learning, View My Transcript, you will see 3 tabs, Active, Completed and 
Archived. Your Active lessons will be found under the Active tab. Your Completed lessons will be 
found under the Completed tab. You have the ability to move Completed lessons to the Archived tab 
if you choose. You will have the ability to move Archived lessons from the Archived tab as well. You 
will receive the below message: 

You have Indicated that you would like to archive this training. This will move the training 
from your Active Transcript into your Archive transcript. The purpose of the Archive 
Transcript is to store training that the user no longer needs to access. The act of moving 
training to the Archive does not remove any responsibility the user may have in 
completing this training. 



How to Review Exams, Questions and Answers? 

Users may review all of the exams they have taken and managers or instructors, with appropriate 

access, may review the exams of their students. Users can see exam results down to each specific 

exam question and answer. They can also view the details of the dates the user took the exams as 

well as the time it took to complete the exam.  Go to Transcripts and select the exam you would like 

to review. Notice in the example that the selected Exam is located under the Active tab because the 

student hasn’t passed the exam yet.  

 

Select Review > View Training Details. The example indicates the exam you are reviewing, number 

of attempts, date the exam was taken, score,  the passing score percentage, status and test time.  

Select Review to view the exam results. 

 



Select Review > Review to review your exam questions. You may filtere by All Questions, Correct 

Questions, Incorrect Questions with an option to Show Details.  The screen will list the first 30 

questions. You will need to go to the next page to scroll through the remaining questions. By 

checking the Show Details box, you will see what your answer was compared to the correct answer. 

 



 

The system will track the number of attempts to pass an exam and the most recent score of a failed 

exam, until the exam is passed. There is not limit on how many times an end user may retake a 

failed exam. Once the exam has been passed, the end user may not retake the exam and that passing 

score is what will be recorded. 


