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Purpose

The purpose of this job aid is to guide administrators through the step-by-step process
of removing administrator accounts in the TMS.

In this job aid, you will learn how to:

e Task A. Remove Administrator Account
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Q Task A. Remove Administrator Account
1. After logging into TMS 2.0, select the Learning Administration link from the TMS

@ La::l:tgement

Landing page.

N/ System

My Team
Manage My Team Org Chart

Reports (2 Direct) Direct Reports

2 require attention (2 total)
My Specialty 1
Admin Center Learning Quick Links Admin Favorites

Administration
9 & *
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Select Search.

Select Administrators.

Select the Security tab.

Select the System Administration menu option.

Enter search criteria to locate the Admin in the TMS.

Learning Administration

Menu Recents

| Vv System Administration Ie

> Manage Email

o

Role Management

Administrators 0

Security Domains.

e

Administrators Search | AddNew | @

Search Saved Searches &

Enter a value for each field that you want to use to filter your search. Some fields 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: O Yes ® No
Admin ID: Starts With

Last Name: Starts With

~
-

First Name: Starts With v e

Middle Name: Starts With v

Related User: Starts With A Y
Status: O Locked © Unlocked @ Both
Add/Remove Criteria & [—
o Search Save As Reset
S—
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7. Select the edit (pencil and paper) icon next to the Admin for whom you wish to
remove an admin account.

Field Chooser @) Download Search Results ix

Records per Page | 10 v~ Page:1 2 3 4 5 ious Next» (399 total records) Page |1 ofdl]_

Admin ID Name a Security Domain ID
DMLMSUPERVISOR A0275 DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0274 I [L DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0273 2l [£] DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0272 21 [£] DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0271 IOl £ DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0270 21 [£] DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0269 2l [£] DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0D268 !l L] DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0267 Il [ DMLMSUPERVISOR, TRAIN
DMLMSUPERVISOR A0266 21 [£] DMLMSUPERVISOR, TRAIN

Records per Page | 10 ~ Page:1 2 3 4 5 «Previous Next» (399 total records) Page | 1 of 40. [
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There are four steps to remove a user's Admin Accounts successfully.

e Remove the email address

e Remove the related user

e Lock the account

¢ Remove all roles assigned to the admin

Remove the Email Address

1. With the Summary tab activated, remove the email address from the Email
Address field by deleting the information.

Administrators Search | Add New | @
= Search > Search Results = Edit Summary

Admin ID: DMLMSUPERVISOR.A0275

Name: DMLMSUPERVISOR,

m Assigned Roles Preferences

Edit the Admin

To edit the selected Admin, enter your changes and click Apply Changes to store them. Click Reset to revert to system default.

Apply Changes Reset Delete
Last Name: DMLMSUPERVISOR
First Name:

Middle Name:

Email Nick Name:
* Security Domain: @, |TRAIN
Related User: O, [DMLMSUPERVISOR A0275
Locked: O

Note: If Administrators are permitted to unlock their own entities, the email address above must be deleted in order to prohibit this
user from accessing the system.

Apply Changes Reset Delete

o Email Address:
Reply To Address:
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Remove the Related User

1. With the Summary tab activated, remove the related user from the Related User
field by deleting the information.

Administrators Search | Add New | @
> Search > Search Results > Edit Summary

Admin ID: DMLMSUPERVISOR.A0275

Name: DMLMSUPERVISOR,

m Assigned Roles Preferences

Edit the Admin

To edit the selected Admin, enter your changes and click Apply Changes to store them. Click Reset to revert to system default.

Apply Changes Reset Delete

Last Name: [DMLMSUPERVISOR

First Name:

|
Middle Name: |
Email Address: |
|

|

Reply To Address:

Email Nick Name:

= Security Domain: Q. |[TRAIN

Related User: O, DMLMSUPERVISOR.A0275

ocKed: ]

Mote: If Administrators are permitied to unlock their own entities, the email address above must be deleted in order to prohibit this
user from accessing the system.

Apply Changes Reset Delete
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Lock the Account

1. With the Summary tab activated, ensure the Locked checkbox is selected.

Administrators Search | Add New | &)
> Search > Search Results > Edit Summary

Admin ID: DMLMSUPERVISOR.AQ0275

Name: DMLMSUPERVISOR,

m Assigned Roles Preferences

Edit the Admin

To edit the selected Admin, enter your changes and click Apply Changes to store them. Click Reset to revert to system default.

Apply Changes Reset Delete

Last Name: [DMLMSUPERVISOR

First Name:

|
Middle Name: |
|
|

Email Address:

Reply To Address:

Email Nick Name: |

* Security Domain: @, [TRAIN

Related User: Q. [DMLMSUPERVISOR.A0275
Locked:

O
Note: If Administrators are permitted to unlock their own entities, the email address above must be deleted in order to prohibit this
user from accessing the system.

Apply Changes Reset Delete
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Remove Role(s)

N -

w

Select the Assigned Roles tab.

To remove all roles, choose Select All. If you want to remove individual roles, select
the checkbox next to the role you wish to remove. Note: If you are only removing a
few roles, disregard the steps performed on the Summary tab.

Select Apply Changes. You have successfully removed an Admin Account.

Search | Add New | &

Administrators

> Search > Search Results > Edit Assigned Roles

Admin ID: DMLMSUPERVISOR .A0275
Name: DMLMSUPERVISOR,

—
Summary Assigned Roles Preferences

Edit the Ad

Add Roles to the Adn

Enter the exact Role ID(s) (separate multiple entries with commas) or add one or more from list. Click Add to assign the role to the
admin.

Role ID: Add

Update the Assigned Roles for the Admin

Below are the Roles assigned 1o the selected Admin. To remove an assigned role from the list, click t 3 box in the Remove

column, and click Apply Changes. Click Reset to revert to 5}'Stem default.
Apply Changes

Select All @eselect All

Reset

Role ID Description

TRAIN-AHN TRAIN - Ad Hoc Motification Manager

TRAIN-AM TRAIN Domain - Assignment Manager -
TRAIN-APM TRAIN Domain - Assignment Profile Manager Il
TRAIN-CIM TRAIN-Competency ltem Manager O
TRAIN-CTLGM LMS Training Domain - Catalog Manager 0
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