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Job Aid: Add and Edit User Records

Purpose

The purpose of the Add and Edit User Records job aid is to guide you through the step-by-step

process of editing a user record and viewing a user record.

In this Job Aid, you will learn how to:
e Edit User Record
e View User Record
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Task A. Edit User Record

My Employees
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Performance  Learning  Content

Commerce

Organization

System Admin

search: | Enter Kewords or Command
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Go »

Note: Verify that the Admin tab is

selected. [ users

Assignment Profiles

1. Navigate to Users > Users.
2. Complete the User ID field or
other search criteria to find the

Job Positions

Organizations

saved searches @

Enter a value for each field 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

User Status:

Profile Status:

Case sensitive search: O ves & No

[ User ID: | Starts With v| |TMSUSERE-1 ‘ ]
Last Hame: [ starts with v | |
First Name: [ starts witn o | ]
Middle Initial: [ starts witn o | |
Role ID: [ starts witn v [ |

® active O Not Active O Both

O actve O Expired & Both

[# Tools
record you wish to edit.
3. Click the Search link.
4. Once the user is displayed, click
the Edit icon.
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5. Edit the user information as appropriate.
6. Click Apply Changes to save changes.

* = Required Fields

l Apply Changes | Reset | Launch Proxy ...

Security
User ID: TMSUSERO1
Related Admin: TMSADMIN_06
Active:
* Domain: @ |vm_u
+ Role: | STANDARD (System Defauit User Role) .
Personal

Last: [UsERD1

First: [TMs

Miz [T

Q B)
Task B. View User Record

Note: Verify that the Admin tab is
selected.

Search | Enter Kepwords or

1. Navigate to Users > Users.

Command

2. Complete the User ID field or
other search criteria to find the
record you wish to edit.

Click Search.

Assignment Profiles
lob Positions
Organizations

[ Tools

o

Enter a value for each fiskd that you want to use to fiter your search. Some fields alow you to select from  fist of values. You can also add
h

or remove search criteria to further refine your searci

saved searches &

[[sowrensove s | et

Once the user is displayed, click
the View icon. The Summary tab
displays.

Case sensitive search: O ves @ No

ruserm: | starts witn | [Tmsuserot | I
Last Name: | starts witn v | J
First Name: [ starts witn v [ ]
Hiddle Initial: | starts witn v [ ]
Role 1D: [ starts win [ |

User Status:

Profile Status:

@ actve O NotActve O Botn

O active O Expired @ Both

Click the up and down arrows to view
other tabs, including Learning Plan,
Learning History, and Curricula.
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Summary

Account Code
Accreditation Type
Alternate lob Positions
Approval Rele
Approvals
Assessments

Catalog Preview
Commerce

Compensation

User ID: TMSUSERO1

HName: USERQ01, TMS T

View the User Information

Security

User 1D:
Related Admin:
Active:
Domain:

Role:

TMSUSERDO1

TMSADMIN_06

Yes

VALU (WA LEARNING UNIVERSITY)

STANDARD (System Default User Role)
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6. Select the Learning Plan tab to view
currently assigned items.

7. Select the Learning History tab to view
completed items.

8. Click the View Details link to view
additional information about the completed
item including instructor, completion status,
and hours.

9. Select the Curricula tab to view assigned
curricula and current status.

10.Click 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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