
Create a New User
The Users wizard provides you with an intuitive method to add new users to the system. 
[bookmark: _GoBack]Click the Administration button tab. Under User Manager click on Users. 
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Click the Create User Account button.
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In the Personal Information section, complete the necessary information. Any fields Marked with an asterisk are required fields and must be completed before proceeding to the next step.
In the first required box enter the user's First Name.
Next enter the user's Last Name. 
An email address is required. Enter the users Email Address. All correspondence from the Learning Management System will be sent to this email address. 
You can enter additional contact information in the remaining boxes below, but it’s not required except for the user's Personnel Number. Enter the employee's assigned HRMS personnel number. 
Click the Begin button located in the bottom right-hand corner of the page.
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In the Login Information section, complete the necessary information.
In the Username text box, enter the user's HRMS personnel number. 
Leave the Password text box blank. By leaving the password fields blank, the system can generate a temporary password for the user once the user account has been created.
Click the Must change password at the next login checkbox. This will require the user to change their password the next time they login.
From the Time Zone drop-down, select AMERICA/Los_Angeles.
In the account status section, Active should be selected. 
Click the Next button.
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In the Assigned Group section, select a group for this user. Just as a reminder, there is no inheritance with user groups. When a user is assigned to group, they are not automatically assigned to all of the child groups in the structure, nor all the parent groups.
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Scroll down to the bottom of the page. Select the Default Group from the drop-down list at the bottom of the page.
Click the Next button.
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In the Assigned Roles section, select any rolls you wish to assign the user from the Available Rolls list and click the Add button. The learner role should be assigned to every user.
Click the Next button.
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In the Add Supervisor section, all of the users in the system are shown. This gives you the opportunity to select anyone as the supervisor for this user. If you select a user that is not currently assigned to the Supervisor role, the system will assign them to that role upon submission of this form. This is another way to create supervisors within the system.
To search for a user’s supervisor enter their name and click on the Go button. Select the supervisor for this user from the results list. 
Click the next button. 

[image: ]



In the Set Defaults section, select a Default Role for this user.  This role will be selected by default when the user for logs into the system. Typically this is the Learner Role.
Next select a Default Supervisor for this user.
You can only assign one supervisor at a time. If you wish to assign multiple supervisors, you can do so by editing the user's profile following the completion of the Account Creation Wizard.
Click the Next button.
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The Confirm Your Decisions screen allows you to double-check your work before you proceed. Click the Previous button to make changes before saving; otherwise click the Save button to continue. 
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After saving you will receive a confirmation that the record has been successfully added to the system. You will have the options to add another user record, view the user list or view user records.
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