Title: How to Create a New User Account
	How to Create a New User Account

	
	

	Purpose
	Use this procedure to create a new user account in the Learning Management System.

	Prerequisites
	· Must be assigned the User Manager role.


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

	
Helpful Hints
	Before creating the account, verify the following:
1. Validate the name and personnel number with HRMS
0. Verify the spelling of first and last name
0. Verify the personnel number to ensure it is the correct person
1. Identify if an existing account already exists:
1. See procedure:  How to Search for a User Account

[bookmark: _GoBack][image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  All state employee usernames are 8-digits and will include leading zeros.  (Examples:  00554325, 01995532, 20081235)

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.

	4. 
	Click [image: ] to begin. 


	5. 
	You will be taken to the Personal Information screen, complete the following fields:
			R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Notes

	First Name
	R
	

	Initial
	O
	Character Limit = 1

	Last Name
	R
	

	Email Address
	R
	

	Address
	O
	

	City
	O
	

	State/Province
	O
	Select the user's state or province.

	Country
	O
	

	Postal Code Type
	O
	

	Postal Code
	O
	Character Limit = 11

	Office Telephone
	O
	Character Limit = 32

	Ext
	O
	Character Limit = 5

	Location
	O
	

	Start Date
	O
	The date that the user began their current job.

	Personnel Number
	R
	The employee personnel number with HRMS.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  8-digit number including leading zeros.  (Examples:  00554325, 01995532, 20081235)

	Agency
	R
	Your agency/organization’s acronym.

	[image: http://services.geolearning.com/Help/en-US/Global/Content/Resources/Images/icon_notes.jpg]Note! The remaining fields are optional.  It is at the discretion of the agency of whether the fields are used.  

	Employee’s Location
	O
	

	Appointment Type
	O
	

	Working Title
	O
	

	Agency Custom Field
	O
	

	1 Division
	O
	

	2 Sub Division
	O
	

	3 Section
	O
	

	4 Sub Section
	O
	

	5 Work Unit
	O
	

	6 Sub Work Unit
	O
	

	Job Classification
	O
	

	DES External User Billing Date
	O
	

	Is Supervisor
	O
	Use your agency acronym with the word YES or NO
Example 1: DES YES (This employee is a supervisor)
Example 2: DES NO (This employee is not a supervisor)





	6. 
	Click [image: ] to proceed to the next step.

	7. 
	You will be taken to the Login Information screen, complete the following fields:
	R=Required Entry    O=Optional Entry    C=Conditional Entry

	Field Name
	R/O/C
	Description

	Username
	R
	Enter the username that this user will use to login to the system. (Character Limit = 54)
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  State Employees: Enter the employee’s 8-digit HRMS personnel ID number.  (Examples:  00554325, 01995532, 20081235)
Higher Ed/City/County Employees: Enter the employee’s email address.

	Password
	C
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Provide a temporary password for the Learner.
Example: Training1!
At least 6 characters in length, with a maximum of 64 characters.

	Confirm
	C
	Re-enter the temporary password.

	Must change password at next login
	C
	Mark the box if you would like the user to change their password.

	Status
	R
	Select an appropriate status.
Example: Active



[image: ]

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

	9. 
	In the Assign Group section, you may choose a group(s) from the list.  
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  There is no inheritance with user groups.  When a user is assigned to a group they are not automatically assigned to all of the child groups in the structure.  Be sure to select all that applies.

Always select your parent group (this is your agency) then select any sub groups (divisions) this employee will belong in.
[image: ]
Click [image: ] to proceed to the next step.


	10. 
	In the Assign Roles section, select the appropriate Role(s) to assign to this employee from the list.  Be sure to click Add after each selection.  

[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] You can only assign a role to the employee that you have on your account.  The Learner role will need be assigned to every user.
Click [image: ] to proceed to the next step.

[image: ]

	11. 
	In the Add Supervisor section, select the supervisor(s) for this user.   You can enter the Personnel number or last name in the Search for field for ease of search. 

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  Use the ‘Bucket’ option when selecting multiple supervisors.

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  Adding a supervisor is optional for the agency.


	12. 
	Click [image: ] to proceed to the next step.

	13. 
	In the Set Defaults section, you may choose a Default Role and Default Supervisor from the drop-down.
Click [image: ] to proceed to the next step.
[image: ]
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  When selecting the Default Role, choose the role with the most access.  
An employee can have multiple supervisors, but can have only 1 default (direct) supervisor.  All supervisors will receive notifications regarding this employee.


	14. 
	You will be taken to the Confirm Your Decisions screen.  Please review and verify your information is correct.  
[image: ]
[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.

	15. 
	Click [image: ] to save your record.

	16. 
	You have completed this process.
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