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	Purpose
	Use this procedure to search for a user in the Learning Management System.

	Prerequisites
	· Must be assigned the Agency Administrator, User Administrator or User Manager role.


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

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  Before creating a new user account, ensure the employee does not have an existing account.  Existing accounts may have a status of ‘Inactive’ or ‘Archived’.

[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 DES IT Support 4U at (360) 407-2244 or desitsupport4u@des.wa.gov.




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

	2. 
	Select a role (Agency Administrator, User Administrator or User Manager).
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] When using the Agency Administrator role you can only view employees within your agency.  When using the User Administrator or User Manager role you see all user accounts in the LMS.

[image: ]

	3. 
	Click the Administration tab.


	4. 
	From the User Manager menu, select Users.

	5. 
	Click the Advanced Search button to begin. 


	6. 
	By default, search is performed on active accounts only.  Change the Status field to search for all status types.  Then click on the Search button.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] It is recommended to search by Last Name or HRMS Personnel Number.

[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]To narrow your search, unselect some search fields to only search by last name or username, etc.
[image: ]

	7. 
	[bookmark: _GoBack]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).


	8. 
	You have completed this process.
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