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To add a user:

Administrator Menu
1. Log in using your username and

= Course Catalog US'E'I'S
password. 3 Courses
=l Lessons
= Users I want to...
2. Click on ‘Administrator Menu’ 2 Aups What would you like ta do?
= Evfpluations
o Cortificates A Add a new user
3. In the left hand column click on =l Wesion Info mport users from a file
‘ )  Edit an existing user
Users'. ' Delete user(s)

" Disable/Enable user{s)

4. Click on ‘Add a new user’ then
' Change password for a user

click the next button. ' Change catalog access far a user
This graphic demonstrates the Administrator Menu and where to click to
5. Enter user information. add a new user.
(Password must be at least five characters
and cannot be the same as the username or Add User Wizard

123456. The preferred password format is

L. Extended Options
alphanumeric i.e. ‘bob123’)

Complete the form below to specify the options for this user,

Error-Checking/Activity Log

[T Send admin log when this user exits a lesson.

6. Extended properterties info is_

- - Back Next © |
not required - click next. = ji; [% =

7. Extended options are not This graphic shows one of the options that isn’t required to add a new user

required - click next. User Group Assignment

This user must be assigned to at least one group that yvou administer, Specify the groupis)
yvou would like to assign this user to below,

8. User photo is optional - click next.

Your groups Assign user to

Fy |_|

9. Highlight your dealer number T
then click the arrow as shown.

»

10. Click ‘Finish’.

Select All | Select Mone Select All | Select Mone

= I}Finish | Cancel

This graphic demonstrates the process of highlighting your dealer number
and assigning a user to that group.
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