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	Purpose
	Use this procedure to locate an existing user account and how to reactivate it in the Learning Management System.

	Prerequisites
	· Must be assigned the User Manager role.


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




Procedure
	1. [bookmark: _GoBack]
	Access the following website, http://lms.des.wa.gov/ .

	2. 
	Click [image: ] tab.


	3. 
	From User Manager go to Users Menu.


	4. 
	Click the [image: ]button and clear the Status field.
[image: ]


	5. 
	Enter the Personnel number or employee’s Last name in the Search for field and click Go.
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  Once you have verified the account does not exist, you may proceed to create a new user account.

[image: ]


	6. 
	In the screenshot above, we have located the user account and we now must reactivate it. 
From this screen, you may click directly on the username to begin.


	7. 
	[image: ]
You will be taken to the Personal Information screen, follow your agency’s business process when updating an employee’s LMS profile.
The following fields should be viewed for each employee:
· Name (found under Profile tab)
· Ensure the name is correct.
· Email address (found under Profile tab)
· Update email address.
· Personnel Number (found under Profile tab)
· Username/Reset Passwords (found under Login tab)
· Username should not be changed.  Contact WaTech with any questions.
· Determine whether the employee’s password will need to be reset.
· User Group (Agency/Sub agency) (found under User Groups tab)
· Remove the Query Separation group.
· Add your agency group(s).
· Supervisors (found under Supervisors tab)
· Remove any supervisor’s from previous agency.
· Add supervisors for your agency (if applicable).
· Roles (found under Roles and Permissions tab)
· Every employee needs the Learner role.
· Remove any roles from a previous agency.
· Add roles (if applicable).
Click Update to confirm your changes for each related tab.



	8. 
	Once all the fields have been updated, click the Activate Now link that is located at the top of the profile.  The account is now updated and activated.
[image: ]

	9. 
	You have completed this process.
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Warning: Item Is Not Active

The current item is not active and will not be used until activated. Activate Now

Profile || Login || User Groups | Supenisors || Roles and Permissions || Advanced || Documents || Learing Transcript
Edit the necessary fields below and click Update| at the bottom of the page to save your changes.

* Required Field

Personal Information

Pt ame it ]

*Last Name: [Pasion

*Email Address: [jon.pasion@wsp.wa.gov. ]
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