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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

Note: Verify the Admin tab is

selected.
Performance Compensation Learning  Content Commerce System Admin
Search: | Enter Keywords or Command Go b
€@ | Navigate to Users> ( (24
’ Users o \ Users Search AddNew = @
Users.
- Assignment Profiles search saved Searches &
@ select the Add New link.
Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
lob Positions

values. You can also add or remove search criteria to further refine your search.

Organizations Case sensitive search: C ves & o
User 1D: [stswmn = |
Organization Groups
Last Name: Istarts \With j I
Regions First Name: |stetswin x| |
_ HMiddle Initial: Starts With -
[# Tools | = =l
Role ID: [stetswitn =] |
Compensation Manag... User Status: & actve © NotActive © Both
- . - Domains: s Wi
Compensation Cycle ... IS'M“ With j I v
Employee Statuses: ISiaﬂS With j I k4

Add/Remove Criteria ©

[searen [seve s [ e




LS. DEPARTMENT OF LABOR

LearningLink

LearningLink
Administrator Job Aid
Add and Edit User Records

Enter a new user ID,
domain, and role
(mandatory fields).
Additional information

Users

= Add New

Add New User Information

Search  Add New &)

4
i

can be added as - Reauired Fieds
determined by the best —Security
practices established *UserD:  [uTwain
within your organization. Active: [ e
Once the user * Domain: Q Jeusuic |
information is entered, *Role:  |DEFAULT USER (System Default User Roke) |
select Add. .
last: [
First: |—
M [
Gender: [ 7]
Comments:
— Organization
Organization: Q. [
Coach: Q[
Supervisor: Q[
Unless a global setting Password Properties
haS been eStabIIShed for The User's password has to be compliant with the following rules:
user passwords, the
system requires you to e e
manua”y enter a & Password cannct be same as the E-Signature PIN.
password default for each s .
ew Password:
user. Verify Password: | G
Scroll to the bottom of m‘iﬁ =
the Summary tab and

enter the new password
in the New Password
textbox. Enter it again in
the Verify Password
textbox.

Select Apply Changes.

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.
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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.

.

Home Performance

Learning

Content

g &8 8aaea 0o a

Compensation

Commerce System Admin

Search: [ Enter Keywords or Command

l Users 0

Assignment Profiles

Job Pasitions

Organizations

Organization Groups

Regions

[# Tools

Compensation Manag...

Compensation Cycle ...

N Users

Search

Search  AddNew @)

saved searches ©

Enter a value for each fiel that you want to use to fiter your search. Some fiekds allow you to select from a list of
values. You can also add or remove search criteria to further refine your search.

Case sensitive search:
User ID:

Last Hame:

First Name:

Middle Initial:

Role 1D:

User Status:

Domains:

Employee Statuses:

AddfRemove Criteria G)

C oves @ no

| starts with =l

[starts witn =l @
[starts with =l

[ starts with =

[starts witn =l

& active € Not Active € Botn
= v
= v

@<=

[starts witn

| starts with

Once the user is
displayed, select the edit
icon (1=).

Field Chooser &

Download Search Results 25

Send MNotification

User IDr ser Name & Emp Status Natify
LYEABEL [21 []Abel, Lyndsey E |FI' | r

Send Notific ation
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Edit the user information
as appropriate.

Select Apply Changes to
save changes.

User ID: LYEABEL

Name: Abel, Lyndsey E

Edit the User Information

6

* = Required Fields Apply Changes @ Launch Proxy ...

—Security
User ID: LYEABEL

Related Admin: jdg

Active: v
+ Domain: @, IHFJ_
* Role: | DEFAULT USER (System Default ser Role) j
—Personal

Last: |[apel e
First: IL\J‘rndsg\Jr

MI: |E—
I jv

Gender:

Comments: |Lyndsey Abel originally hired into HR
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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.

@ 880 a8

.
[
Performance Compensation Learning Content Commerce System Admin

Search: [ Enter Keywords or Command

l Users o

Assignment Profiles

Job Pasitions

Organizations

Organization Groups

Regions

[# Tools

Compensation Manag...

Compensation Cycle ...

\ Users Search | AddNew | @)

Search saved searches ©

Enter a value for each fiel that you want to use to fiter your search. Some fiekds allow you to select from a list of
values. You can also add or remove search criteria to further refine your search.

Case sensitive search: © ves @ no

User ID: [starts witn =l

Last Name: [ Starts win B2l

First Name: [satswin =] | 9
Hiddle Initial: [starts witn =

Role ID: [ Starts win =

User Status: & actve © Not Active © Both

Domains: [starts win =l A
Employee Statuses: [ Starts win =l v

AddfRemove Criteria G)

@=cu

Once the user is
displayed, select the
View icon ().

Field Chooser Q)

Download Search Results 28

Send Motification

Select Al J Deselect All

Records per Page | 90 7| Page: 1 2 «Previous Mext» (91 total records) Page'l_ of 2.
User ID Q User Name & Emp Status MNotify
HAARON 1[4 | Aaron, Hank r
LYEABEL [21 51| Abel, Lyndsey E FT r
WESABER Ci[L]|Aber, Wendy § FT r
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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.

Summary

Account Code

Alternate Job Positions

Approval Role

Users

Search

= %earch > Search Results > \iew Summary

User ID: LYEABEL

Name: Abel, Lyndsey E

View the User Information

Security

AddNew | & @

oA

User ID: LYEABEL
Approvals Related Admin: FLATEAU
Active: “ves
Assessments .
Domain: HR {(Human Resources)
Catalag Preview Role: DEFAULT USER (System Default User Role)
P L
Commerce ersona
Last: Abel
Compensation .
First: Lyndsey
Competencies M E
Gender:
e Comments: Lyndsey Abel originally hired into HR
Select the Learning Plan Users Scaren | wdihew | &1 | @

tab to view currently
assigned items.

External Requests

Learning History

= Search = Search Results = View Learning Plan

User ID: LYEABEL

Name: Abel, Lyndsey E

View the Learning Plan for the User

View: All @ Needs Requirements Sort By: | tem E
Learning Plan 2
g Show Duplicates:
Online Status ﬁ
Item Title Add User Learning |nformation
Organization Dashhoard =
COURSE EHS-101 Emergency Planning Andy Shean  Req. Date: Rssizn. Type:
o ) {Rev 1.2 - 5/14/2003 Days Rem: Compl Date:
Organization Initiatives ;z:cl:c; A AmericasNew Curriculum ID:  Failure Date:
arl
Assigned: 10/28/2010
Perfarmance Review Origin: Schedulsd Offering
COURSE HC-121 Hospital Infection Contral Kerry Fuller  Req. Date: Assign. Type:
Fhone Mumbers (Rew 1.2 - 5/14/2003 Days Rem: Compl Date:

Preferences

Registration

12:00 AM AmericaNew
rork)

Curriculum ID:

Origin:

Failure Date:
Assigned:

Fros2010

Scheduled Offering

con
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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.

Users

» Search » Search Resulls » Wiew Learning History

User ID: LYEABEL

Mame: Abel, Lyndsey E
Customn Fields

View the Learning History for the User
External Reguests & Y

Learning History ﬂ

Search | add Mew | [&] (?)

Sort By: | tem =]

Item Title Status Completion Date Details
Learning Flan COURSE ABC-LAWS (Rewv 1.0 - 5142003 12:00 AW Incomplete 9/9/2004 05:56 P Miew Details
America fNew York ) AmericalMew Yark
Online Status #BC Laws and Regulations
COURSE ABC-LAWS (Rev 2.0 - 3/3/2005 05:34 Ak Attended Event 17572007 04:00 Pk Miew Details
Organization Dashboard America fhew York) ar Activity AmericasMew Yaork
#BC Laws and Regulations
Organization Initiatives COURSE ADMOT10D (Rev 1.5 - 127232004 02:35 P Attended Event  2/26/2007 06:00 PAL Miew Details
AmericafMNew York) oF Activity AmericalMew York
Perfarmance Review Effective Administrative Support Professional Simulation
COURSE ADMO103 (Rev 3 - 12 2352004 02:36 Ph Attended Event  1/7/2008 03:00 P Wiew Details
Phone Mumbers America fNew York] or Activity AmericasMew York
Using Effective Business Communication
Preferences COURSE ADMO111 (Rev 6 - 1273372004 02:35 Ph Attended Event  2/20/2007 03:00 Pl View Details

America/New York) or Activity

Behawior: Putting Vour Best Foot Farward

AmericalMew Yark

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.

Users Search | AddNew | (@] | @
» Search » Search Results = View Curriculs
User ID: LYEABEL
Name: Abel, Lyndsey E
Competency Profiles
. View the Curricula for the User
Curricula i:i E
Custom Fields Hext
Expiration  Aion Assign
Curri aul urn 1D Title status Date Date e Add User
External Requests HR-103 Business Complete  N/A N7A 117202010 Admin Details
Communication PLATEAL,Plateau,
Learning Histary User
HR-105 fhanagement Incomplete  NFA 2015/2008 11727200 Admin Details
Learning Plan Policies and PLATEAU,Plateau,
Procedures User

Online Status

Organization Dashboard

Organization Initiatives

Perfarmance Review

&3
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