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	LearningLink
Administrator Job Aid

Add and Edit User Records



	Job Aid: Add and Edit User Records
	Course: Introduction to Plateau Learning Administration
Lab 1: Locate and View a User Record
Lab 2: Add a User Record

	Prerequisite

· Introduction to Plateau Learning Administration

· Learning Needs Management

Description

The purpose of this job aid is to guide administrators through the step-by-step process of adding a new user record, editing a user record, and viewing a user record.
Tasks

A. Add New User Record
B. Edit User Record
C. View User Record


	Task A. Add New User Record
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	Note: Verify the Admin tab is selected.

Navigate to Users> Users.

Select the Add New link.
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	Enter a new user ID, domain, and role (mandatory fields). Additional information can be added as determined by the best practices established within your organization. 

Once the user information is entered, select Add.
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	Unless a global setting has been established for user passwords, the system requires you to manually enter a password default for each user. 

Scroll to the bottom of the Summary tab and enter the new password in the New Password textbox. Enter it again in the Verify Password textbox.

Select Apply Changes.
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Note: This password must be communicated to the end user. As they try to log in to the system, the end user enters the password established for them. The system then prompts them to change their password and re-log in to the system using their own unique password.


	Task B. Edit User Record

	
	Navigate to Users > Users.

Enter a user ID, or other search criteria to find the record you wish to edit. 

Select Search.
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	Once the user is displayed, select the edit icon ([image: image5.png]
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	Edit the user information as appropriate.

Select Apply Changes to save changes.
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	Task C. View User Record

	
	Navigate to Users > Users.

Enter a user ID, or other search criteria to find the record you wish to edit. 

Select Search.
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	Once the user is displayed, select the View icon ([image: image9.png]
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	By default, the Summary tab displays. 

Select the up and down arrows to view other tabs, including Learning Plan, Learning History, and Curricula.
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	Select the Learning Plan tab to view currently assigned items.
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	Select the Learning History tab to view completed items.

Select the View Details link to view additional information about the completed item including instructor, completion status, and hours.
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	Select the Curricula tab to view assigned curricula and current status.

Select the Details link to view for each item the completion status and date, possible failure date, and any related retraining dates.
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Notes
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