Title: Supervisor Widget
	How to assign users to the Supervisor Widget

	
	

	Purpose
	Use this procedure to utilize the Supervisor Tools Icons in the Learning Management System.
[image: ]

	Prerequisites
	· Must be assigned the Agency Administrator role.


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

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  Before an agency can use the Supervisor Widget the user’s profile tab must be updated.  This only applies to Supervisors.
1. Field name:  Is Supervisor
a. This field must contain your agency’s acronym with the word “Yes”.
· Example:  WaTech Yes
· Example:  DOH Yes
[image: ]

For assistance, please contact the WaTech Solutions Center at 360 407-9100 or solutionscenter@watech.wa.gov.





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


	2. 
	Select a role (Agency Administrator).

	3. 
	Click [image: ] tab.


	4. 
	From the User Manager menu, select Audiences.

	5. 
	Select the “.Widget Supervisor Icons” audience and click the [image: ]button.


	6. 
	You will be taken to the Edit Audience screen, select the Rules tab.

	7. 
	Click [image: ] button to proceed to the next step.

	8. 
	You will be taken to the Assign Rules Wizard screen, Add Group Filters:
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Do not select any Groups.  Click the [image: ] button to continue.

	9. 
	You will be taken to the Assign Rules Wizard screen, Add Custom Field Rules:

	10. 
	In the New Custom User Field, select Is Supervisor from the drop-down menu.  

In the Selected Rules, Is Supervisor: enter your agency information.

[bookmark: _GoBack]Example: (agency acronym) + Yes
[image: ]

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


	11. 
	You will be taken to the Assign User section.
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Do not select any Users.  Click the [image: ] button to continue.


	12. 
	You will be taken to the Confirm Your Decisions screen.  Please review and verify your information is correct.  

[image: info]  You may make corrections to any of your information by clicking [image: ]  to the appropriate screen.

	13. 
	Click [image: ] to save your record.

	14. 
	You have completed this process.
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