Managing Accounts - Manage Users

This job aid provides you with the steps to manage an End User account.

You must have the Administrator Role to perform the following tasks. To obtain an
Administrator Role for your agency you must request permission from your
established agency iLearn Administrator. If you agency does not have a designated
iLearn Administrator contact the System Administrator at iLearnOregon@oregon.gov
or call 503-378-6329.
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Responsibilities

From your homepage go to Responsibilities = People

| iLearn.@on.Gov

Training People I Notifications
S

Learning Team Responsibilitigs Search Catalog Q Custom Tools (7] EI -

Search for the account you want to manage. If the individual does not have an

account, see the “Create an account for a new user’ section.

Manage Users

Create an account for a new user

Perform a search to find users and then perform actions for users.

Last Name First Name

User Search

rose

autumn This Domain Only

This Domain and descendants ™ ‘e

» See moraarch criteria ,E!..

Search |

N

Manage User Accounts

Locked Last Name First Name Job Title Location Activity A:tione Info
Rase Autumn Na job title Active e Pass G B Go (i ]
1. Locked: If the account is locked you will see this logo: a
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2. Activity: If an account is Inactive, Manage Users and Merge Users are the only

places you will see these accounts.

3. Action:

Edit Activity

Edit Login ID

Edit Profile

Login Assistance

Proxy Login

Select Primary Domain
Send Email

Unlock Account

View Transcript

. Information
4. Information:
Rose, Autumn

Unique ID: CT0119866

Email Address: emailme@oregon.gov

Work Phone: Ext.:
Job Titles: No job title (Primary)

Managers:

Organizations: Other, Non State Employees (Primary)
Address:

City:

Action Menu
Select the action you want to do then click Go
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e Create Password —
When you click Create a
temporary password

. Create a temporary password for a user

Wl” be generated and Click Create to change the user's current password to a system-generated temporary password that will be
Sent Vla emall tO the automatically emailed to the user.
user. If they do not m———
have a valid email on file

Create Password x

Cancel

this option will not work L
you will need to select
Login Assistance.

e Edit Activity — Use this action to Activate and Inactivate accounts. Only use the
Radio Buttons, do not set Start and End Dates, click Save.

Ldit Activity x

Edit Activity for Autumn Rose

Select an activity level. If you want to enter a specific date range for activity, use the calendar icon (auto-fills
month/day/year and removes the checkmarks for no start and end dates) or use the menus and year field (click the
checkboxes to remove the checkmarks for no start and end dates)

*Activity

O Inactive

@ Active

M No Start Date B4 No End Date
Start Date End Date

12:00 AM Midnight

Cancel m

e Edit Login ID — Change the Login ID for an account, click Save.

Edit Login ID x

Edit Login ID

Enter a new lagin 1D for the user. Changes will apply immediately.
User: Autumn Rose

Current Login |D: AutumnRose

*New Login ID
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Edit Profile — This action allows you to edit several items in a user profile. In this
version of iLearn when you are editing a User Profile it is the same as when an end
user edits their profile.

@ Autumn Rose 0

Login Domains and Roles

i Dthar, Hn State Employess

Virtual Meeting Accounts | yser information Work Information

tions: Other, Non State Employees (Brimary)

es: No job title (Primary)

uuuuuuu

Languages Privacy

Region: English (United States) Make my contact information public

Time Zone: (6MT-08:00) Pacific Time (US and Canada; Tijuana

Qualifications Make my professional information public

Education Level: Other Display o
Communication
Accessibility: Disabled
Send e 1 add) ¢ h i es
Theme: State Enterprise Domain Skin m;'m':r'“‘:,"" MEAIEY SIS ACOPNES LN Moy Y

# of Records (per page):

Edit Preferences

Send messages to my messages area (within the
systam)

Send messages to both

1. Edit Work Information —To update
the Job Title, Manager, and
Organization you will click Edit Work
Information in the “Work
Information” section of this page.

Work Information

Organizations: Administrative Services, Department of (Primary)
Job Titles: No job title (Primary)

Job Start:

Job End:

Managers:

Company:

Company Address:

Edit Work Information
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= Job Title — click Select Job Title, search for the desired position/classification,
select the radio button for the classification you desire, and click Save.

Work Information x
Organizations Seliect Organization

Administrative Services, Department of
Primary

Select Job Title *

Job Titles Select an item from search results, then select Save.

Find Job Title Search Type

= L Accountant Any words v
Prima

15 ltems & < Page 1 of2 » »

Managers
Job Titles

e— ] o Cancel I

Work Information

= Manager — To update the Manager,

Organizations e click on the “Select Manager” button,

ke oo eyt search for the desired Manager, select the
’ radio button for the desired Manager, and

Job Titles Selectich e click Save.

No job title

Managers Select Managers =

Select an item from search results, then select Save.

Find Manager
Managers Job Title
D Martinez, Joyce Principal Executive/Manager G - XT012

Cancel
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» QOrganization — To update the Organization, click Select Organization, search for
the desired Organization, select the radio button for the desired Organization,
and click Save.

Work Information

Organizations Select Organization

e § x
Administrative Services, Department of Select Organizations

Primary

Select an item from search results, then select Save.

Find Organization Search Type
DAS Any words

Organizations Path
211 DAS Business State of Oregon > Administrative Services, Department of > Office of the Chief
Services (DBS) Financial Officer (CFO) > 200 CFO Administration
401 DAS Information State of Oregon > Administrative Services, Department of > Chief Administrative
Technology (CI0) Officer

D Office of the DAS State of Oregon > Administrative Services, Department of
Director

e Login Assistance — Use this to reset a password for an account without a valid
email address, click Create.

Login Assistance x Wheﬂ the W|ndOW C|OS€S,
S look at the top of the screen
Login Assistance
Generate a temporary password for the user. The user should write this password down, as there will be no email for the tempora ry passwo rd
including this tempora assword. .
. that can be given over the
phone on sent in an email
by you.

User: Autumn Rose

Login ID: AutumnRose

i N}

Leaming Responsibilities _ Custom Tools (2] 5 - o

CES

© DASE

Training Feople Notifications

& The user's temporary password is: 87T6F2BFEEC. Note: No email will be sent to the user.
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Select Primary Domain — When an account has dual domain memberships it may be
necessary to select the primary domain if the wrong one is selected or there isn’t a
primary domain identified. The indication of no account assigned is there will be a
Meridian Global banner at the top of the screen and they cannot access any training.

Select Primary Domain

Select the correct
domain then click Save. Select Primary Domain For Autumn Rose

Click the button next to the domain you want as your primary domain and then click Save.

Damain Title
Pharmacy, Oregon Board of

Construction Contractors Board

®

Other, Non State Employees

Cancel m
L
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¢ View Transcript — From here you will be able to view, edit, save, and print user
transcripts.

User Transcript for iLearn Support

1 | All Training Curriculums External Learning Required Training Certifications More Information =
Learning History (2) Sprint | [BSaveasPOF
Type Status From To
: ! All Training v| v|
ilter
Start Completion Expiration
Title Type Status Score  Date Date Date Credits  Action
DAS - CHRO - Maintaining a Harassment Free and Online Completed 100.00 6/28/2018 6/28/2018 UodatsScare V] | Go

Professional Workplace”

DAS - CHRO - Preventing Sexual Harassment* Online  Started 6/28/2018

Back

1. Break down the type of training you are wanting to look at by All Training,
Curriculum, External Learning, Required Training, Certifications, or More
Information (Waived Prerequisetes, Required Training Exemptions, Expired
Incomplete Content, or View PDF Files and Notes)

2. Filter the transcript by Training Type, Status, and Date. Click Filter.

3. In the Action menu you can select what action you would like to complete
for the training.
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Transcript Action Menu
Select the action you want to do then click Go

If you are manually marking an online course complete with a score you MUST do it in
the proper order, fist Mark Complete then Update Score:

1. Mark Complete — Input the reason for marking complete and click Mark Complete.

*Reason for Action

2. Update Score — Input the desired e
score, reason for action and click
Update ScorE. *Reason for Action

e Delete Progress — (For
Incomplete Training Only)
Input the reason and click
Delete Progress.

*Reason for Action

Cancel Delete Progress

3. Progress History — Here you can view all of the completions and/or changes that
have been made to

Date Action taken Action taken by Reason
the training record. - , \
6/28/2018 Update Score iLearn Support TEST
6/28/2018 Mark Complete for user iLearn Support TEST
" - - - - - - - " - - - - - - - - L] - - - - - - " - = -
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Create an account for a new user

Click Create an account for a new user.

Create an account for a new user

USers.

State Employee Account - —
*State employee accounts diciol o
should automatically be
created through PPDB, only do this if there was an error and the account was not
automatically created. *

All items with * are required information.

I o o :t::: IE::;F:K:: using a non-State email
Nol a Stale Employee
1. Select State B Q= y
* Lasl Name Dosa
Employee. Middl Namefin o
* Employes 1D OR1234567 Find It
2 ) En ter n a m e ' Email o johin.m doei@oregon gov Fake It
3. Enter Employee ID b e @ o
(O R#) an d C/iCk Fi n d Job Title @ Accounting Technician 2 - C0211 _;
it, thlS can populate Organization: o 7 s Services, D of :v
th e e m a | | fl e | d . =-Administrative Services, Department of
4 . E n te r th e e m p | Oye e S x CiiI:::i:::?::::r:ﬂi:‘:;:l|ncs|csuy {CIO)
. . 402 Technology Supporl Center
e m a I | a d d re SS h e re |f 403 A{lplu;ller:fSﬂ:\?lJ[:e Dealivary
it doesn’t populate G —
frO m th e O R# . Manager e (None Selected) &
a. An email address o
Submit
can only be used

one time and
must match the PPDB record.
5. Choose a login ID. (must be unique)
6. Select Job Title.
a. Thisis not mandatory, if you search and do not find anappropriate title, just leave
this blank.
7. Select Organization.

8. Select a manager if one is available. If none appear, leave blank.
9. Click Submit.
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Non-State Emloyee Account

All items with * are required information.

1. Select Not a State Employee.

2. Enter name.

3. Enter a valid email address.

a. An email address
can only be used
one time in iLearn.

4. Enter your Login ID.

(must be unique)

5. Select Job Title.

a. Thisis not
mandatory, if you
search and do not
find an
appropriate title,
just leave it blank.

6. Select Organization.

a. Creating the
account in the
Other, Non State
Employees
domain may not
give access to the
training needed.

7. Leave this blank.
8. Click Submit.
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* Type:

" State Employae

1 _I State Employee using a non-State email

9/ Not a State Employee

* First Name:

* Last Name:

Middle Name/Init-

* Email:

* Choose a login ID:

Job Title:

Organization:

Manager:

Jennifer

Jones

JenniferJones@gmail.com 3

4 JennyJones

Volunteer - TODOY 5

Other, Non State Employees

6 EROther, Non State Employees|

i~Boards and Commissions

+ City Govemement (Partners)

f"Cny Government
‘f’"Coun‘[y Government
F-Federal Government

f'-Oregon Universities

7 (None Selecied)

Submit 8
E@

1
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Merge User Accounts

Click on the System icon (EI) and a slide out menu to the right will appear. Click on
People, then on Users, and finally click on Merge Users.

System Options

Training People System

Users

Merge Users
User Groups

Instructors

Search for the account you would like to be the

Organizations

primary account. This account will be the one that Roles
remains active.

Merge Users

Search for and select a primary and secondary user, and merge their information that is in the system.

If you are attempting to
merge accounts from

Merge Users Merge History

Enter some or all of the specific criteria indicated below and click Search. Then click the button next to the user who will be the primary user for the merge, and click Select

Primary Usr: [ 1) different domains you will
s:: need to Search “All
; Domains”.
ity B Select the radio button and
s | o g click Select Primary User.

) -]

Records found: 2

Last Name First Name User ID Login ID Activity
q @ @  Account Primary CT0139369 MergeAccountl Active View Transcript
F ©  Account Secondary CT0139370 MergeAccount2 Active View Transcript
4 Select Primary Usef,
hy
- - - - - - - . - - - - - - - . = - = - - - ] . ] - L]
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Primary Account

Search for and select a primary and secondary user, and merge their information that is in the system.

Select Secondary User Repeat Steps 1-4to

Enter some or all of the specific criteria indicated below and click Search. Then click the button next to the user who will be the secondary user for the merge (this user will be S e | e Ct t h e S e CO n d a ry
deleted or made inactive aP“e merge, depending on the system's settings), and click Select Secondary User.

W, v—" Account

First Name | y

i Select the radio

p— button and click

activt B Select Secondary
- Lzl

User.

User Search | all pormains |

)

Records found: 1

Last Name First Hame User ID Login 1D Activity

E‘ @ @  Account Secondary CT0139370 MergeAccount2 Active View Transcript

Primary Account

Review User Merge

Enter the reason for the merge.

Review the information for the primary and secondary user to ensure that you are merging the appropriate accounts. Enter a reason for merging the users in the Reasen field
and then click Merge Users.

Primary User

. o Click Merge Users to merge the
[i ] Account Primary CT0139369 MergeAccountl Active View Transcript a C C O u n ts .

Secondary User
Last Name First Name User 1D Login 1D Activity

©  Account Secondary CT0139370 MergeAccount2 Active View Transcript C/ick OK O n th e p O p u p Wi n d OW to

duplicate accounts|

+tsn finalize the merge.

ilearn.oregon.gov says

Check Spelling

Are you sure you want to merge the two selected users into a single -

IMPORTANT NOTE: This action cannot be stopped once it has

started, and cannot be rever profile information for th

r that you selected

primary us: ill be maintained, and based on a

configuration option, the s dary user will either become inactive

or all profile information for the secondary user will be deleted.

Click OK to proceed or Cancel to do nothina. Y;
“ cancel
. L]

Created: 7/20/17 Page 14 of 14
Last Update: 8/28/18



	Responsibilities
	Manage User Accounts

	Create an account for a new user
	Non-State Emloyee Account

	Merge User Accounts

