Quick Tip - Role: User Manager

	1. Login in http://lms.des.wa.gov/.
2. Switch your role from the drop the down menu located in the upper right. 
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	How to create a new User account
	Role:  User Manager
Purpose:  This allows you to create a new user in the LMS.
1. From the Users menu, click on [image: ]
2. Follow the Add New User Wizard screens.
a. Enter basic user data
b. Create username (Login) 
i. User HRMS Personnel Number or email address (non-state employees)
ii. Password suggestion: create a temporary password.
iii. Check ‘must change password at next login’
c. Select Group (Agency) AND any sub agency if applicable
d. Assign Roles
i. Always assign the Learner role
e. Add Supervisor 
i. Note: supervisor must be existing LMS user
f. Select Default Role and Supervisor
3. Verify your entries and click ‘SAVE’

	How to maintain a User account
	Role: User Manager
Purpose:  This allows you to maintain a user account in the LMS.
1. Select the [image: ] tab to begin.
2. From the Users Manager menu, click on Users
3. Enter the employee’s Personnel Number in the Search for field and click  [image: ]
4. You may click the radio button to select and click  [image: ] OR click directly on  the username to edit
· You may edit any of the following information:
· Name (found under Profile tab)
· Email address (found under Profile tab)
· Personnel # (found under Profile tab)
· Username/Reset Passwords (found under Login tab)
· User Group (Agency/Sub agency) (found under User Groups tab)
· Supervisors (found under Supervisors tab)
· Assign Supervisor to Employee (found under that Learners tab of a user who is a Supervisor)
· Roles (found under Roles and Permissions tab)
5. Click Update to confirm your changes for each related tab

	How to Manage Roles 
	Role: User Manager
Purpose: This allows you to assign the following roles to a user: Learner, Supervisor, Instructor, Report Administrator, LMS Registrar and User Administrator.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png]  The system only allows you to assign other users the roles you already have.

1. Using the User Administrator role, access the User Manager  Users Menu.
2. Search and select the user you want to modify.
3. Click the Roles and Permissions tab.
a. All of the roles assigned to this user are displayed.
4. Click Assign New Role
5. Select the Role(s) to assign and click Next to proceed, then Save.

	How to search for User account
	Role: User Manager
Purpose: This allows you to search for existing users in the LMS.  Note: User accounts may have a status of Active, Inactive, or Archived.

1. Using the User Administrator role, access the User Manager  Users Menu.
2. Click [image: ]
3. Unselect the ‘Active’ status.  The status box should be blank.
4. Enter the Personnel # or employee’s Last name in the Search for field and click[image: ].
[bookmark: _GoBack]**It is important to verify the account does not already exist as we have potential in creating duplicates.  Once you have verified the account does not exist, you may proceed to create the user account.
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