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	Purpose
	Use this procedure to archive an existing user account in the Learning Management System.

	Prerequisites
	· Must be assigned the User Manager role.


	Website Address
	· http://lms.des.wa.gov/

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] If an employee is transferring to a new agency you do not need to archive the account.  The new agency can update the user profile to reflect the new appointment.

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  The employee’s transcript will not be erased if the account is archived.  If/when the account is made active again, the training transcript will be available.  Even if the account is archived the transcript is accessible.

[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  If you have updated the wrong user account there is not an “undo” option after clicking the update button.

For assistance, please contact the Department of Enterprise System’s Solutions Center at 360 407-9100 or solutionscenter@des.wa.gov.





Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/ .

	2. 
	Click [image: ] tab.


	3. 
	From the User Manager menu, select Users.
[image: ]


	4. 
	Click [image: ] to begin.

You will be taken to the detail Advanced Search screen, copy the following settings as shown in the picture below:

[image: ]

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] It is recommended to search by Last Name or HRMS Personnel Number.


	5. 
	Your results table will populate if there is an existing account:
[image: ]

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] If an account does not exist the results table will be empty (blank).


	6. 
	Select the record, click on [image: ] and you will be taken to the Personal Information screen.

[image: ]
Remove all data below ‘Receive Automated Emails’ (except ‘Personnel Number’) by clicking the X for each box containing data.   The X only appears when using Internet Explorer.

Click  [image: ] to update Personal Information.

	7. 
	Click the [image: ] tab to proceed to the next step.


On the Login Information screen, select the Status for this user.
[image: ]

Click  [image: ] to update Login Information. 






	8. 
	Click the [image: ] tab to proceed to the next step.

Select QUERY SEPARATION. Unselect any other checked boxes. 

[image: ]


Click  [image: ] to update User Groups.






	9. 
	Click the [image: ] tab to proceed to the next step.

In the Assign New Supervisors section, select the supervisor to be removed or click [image: ]to select all supervisors. Click on [image: ]to remove supervisor(s).


[image: ]








	10. 
	Click the [image: ] tab (If available) to proceed to the next step.

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] The Learners tab only appears if the user has the Supervisor role.

In the Assign New Learners section, select the learner to be removed or click  [image: ] to select all learners. Click on [image: ] to remove learner(s).


[image: ]






	11. 
	Click the [image: ] tab to proceed to the next step.

In the Assign New Role section, remove all roles except Learner.
Select the role to be removed and click [image: ]to remove role. 

[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] The Learner role will need to remain on every user.

[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] You can only remove a role that you have on your account. 

[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] You cannot remove a role that is set as the Default Role.  
To set the Learner role as the default, select the role, and click on [image: ] to change the default.


[image: ]



	12. 
	You have completed this process.
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* Required Field

Personal Information

#First Name |

*Last Name: [Talebi

*Email Address: [FarshadT @atg wa.gov

Receive Automated Em: M

1 Division: ‘

2 Sub Division: ‘

3 Section: ‘

4 Sub Section: ‘

5 Work Unit: ‘

6 Sub Work Unit: ‘

Agency: [ATG]

Agency Custom Field: |

Appointment Type: [

DES External User Billing Date: ‘

Employee’s Location: |

Is Supervisor: [

(e supervior. [jone) o] )

Job Classification: ‘

Personnel Number: 20080302

Working Title: |
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