LMS Role Definitions / System Role Matrix


	ole name
	Duties
	Definition

	Agency Administrator
(Super User/Approver)
	· Maintain User Accounts

· Manage Supervisor

· Reset Passwords
· Manage Groups

· Manage Audience

· Manage CAC
· Manage Categories

· Manage Vendors

· Manage Resources (locations, classrooms, instructors)

· Manage Agency Announcement (widget)

· Create/Manage ILT, OLT, UDT courses/classes

· Batch Course and Class Import

· Manage Course Fulfillments

· Manage Tests and Surveys

· Manage Gradebook

· Print Certificates for Employees

· Class enrollment/Manage Attendance

· Register Learners for Courses/Mass Assignments

· Create/Assign Learning Plans

· Manage Waiver Requests

· Manage Delegates

· Create/Manage Approval Workflows
· Manage External Courses

· View Notifications

· View Audit Tracking Log

· Standard Reports

· Create custom reports

· Run Reporting & Analytics Reports 
	Primarily responsible for all aspects of administration within the system for your agency.

**This role can perform all duties assigned to the Training Manager, Training Coordinator, Course Author, User Administrator, Report Administrator, and Instructor.

Note:  The Agency Administrator can view agency wide data and is based on their assigned user group.

If you are wanting to view statewide data, switch your role to the User Admin or User Manager.

	Training Manager

(Power User)
	· View User Profiles

· Reset Passwords

· Manage Resources (locations and classrooms)

· Manage Course Fulfillments

· Create/Assigns learning plans

· Register Learners for Courses/Mass Assignments

· Create in-house ILT

· Create vendors

· Manage Delegates

· Manage Waiver Requests

· Manage External Courses

· Enroll EMPLOYEE directly into class
· Manage Tests and Surveys

· Manage gradebook

· Manage class attendance

· Manage waitlists

· View/Print rosters

· Print Certificates for Employees

· Run standard reports

· Create custom reports

· Run Advanced Reports
	Primarily responsible for managing records for their assigned subordinates.
**This role can perform all duties assigned to the Training Coordinator and Instructor.

	Learning Plan Administrator
	· Create/Assigns Learning Plans

· Run standard reports
	Primarily responsible for managing employee Learning Plans

	Training Coordinator
	· View User Profiles

· Reset Passwords

· Performs tier 1 support

· Edit Instructors

· Manage Gradebook

· Assists employees in locating  courses, enrolls EMPLOYEE directly into a class
· View/Manage Classes

· View/Manage attendance

· View/Manage rosters

· View/Manage wait list

· Submit a training request on the behalf of an employee

· Print Certificates for Employees

· Run Standard/Advanced Reports

· Create/Share custom reports
	Primarily responsible for monitoring ILT classes and providing general assistance to learners.



	Training Assistant
	· Performs tier 1 support

· Reset Passwords

· Assists employees in locating courses

· Submit a training request on the behalf of an employee

· View attendance

· View rosters

· View wait list

· Print Certificates for Employees

· Run Standard Reports

· Create/Share custom reports
	Primarily responsible for monitoring ILT classes and providing general assistance to learners.



	LMS Registrar
	· Enrolls EMPLOYEE directly into class

· Submit a training request on the behalf of an employee
· View waitlists

· View attendance

· View/Manage Rosters

· View Waiver Requests

· Run Standard Reports

· Run Shared Reports
	Primarily responsible for enrolling learners into ILT classes.

	User Administrator
	· View Statewide User Profiles (including archived user records)
· Edit user account info:
· Supervisors
· Groups (By Group)
· Roles

· Reset Passwords

· Note: This role is unable to create or archive/reactivate user accounts.
· Run Standard Reports

· Create Custom Reports
	Primarily responsible for viewing/editing basic user account info.

	User Manager
	· View Statewide User Profiles (including archived user records)

· Create new user accounts

· Edit user account info:
· All Profile tab data

· Group data

· Supervisors

· Assign/Remove Roles

· Reset Password

· Inactivate/Archive accounts

· Run Standard Reports
	Primarily responsible for creating/maintaining user accounts.

	Course Author
	· Create and maintain new courses and classes

· Manage external course
· Create and maintain surveys and tests within the LMS

· Create Standard Reports

· Run Shared/Advanced Reports
	Primarily responsible for creating online and instructor led courses along with creating tests and surveys.

	Report Administrator
	· Run Standard Reports

· Create and Run Custom Reports

· Run Advanced Reports
	Primarily responsible for running reports for their group.

	Advanced Report Administrator
	· Run Standard Reports

· Create and Run Custom Reports

· Create/Run/Schedule Advanced Reports
	Primarily responsible for running advanced report data.

	Instructor
	· View/Manage roster

· Manage Gradebook

· Mass assign courses

· View/Manage waitlists

· Manage attendance

· Email users within the LMS
· Print completion certificates
· Run Standard Reports
	Primarily responsible for teaching ILT classes and maintaining attendance and grades for their class participants.

**This role can perform some duties assigned to the Training Coordinator.

	Supervisor
	· View Employee Profiles

· Administer Field Tests

· Manage Waiver Requests

· Assign Training on the behalf of their employees.
· Approve Employee learning requests

· Manage their delegates

· Run Standard Reports for their subordinates.

· Run/Schedule Advanced Reports
	Primarily responsible for managing records for their assigned subordinates.  They can also see data for users assigned as subordinates.

**This role will be assigned based on your org structure.

	Learner
	· Take courses and classes

· View own roster

· Run own Learner Transcript Report
	Takes courses and classes.

**This role will be assigned to all users.


Business Process for Role Assignments in LMS

· The system only allows the user to assign other users to a role that they already have.

For example, suppose that Adam has the Learner, Supervisor and Instructor roles and that the Instructor role has permission to manage roles. Adam will be able to assign other users to the Learner, Supervisor and Instructor roles because he has those same roles. He will not be able to assign users to Administrator and Domain Manager roles because he does not have those roles.

· The Agency Administrator Role will have the following roles assigned (unless no Self-Registration):

· Training Manager, Learning Plan Administrator, Training Coordinator, Training Assistant, LMS Registrar, User Administrator, Course Author, Report Administrator, Instructor, Learner, Supervisor
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