LEARNATFv

MEETING THE CHALLENGE

Training Records Manager | Version 1.0
Job Aid |
Creating External Accounts

Before You Start:

IMPORTANT:

Those taking ATF training who are not ATF Employees or contractors
are required to fill out either ATE E-Form 6400.1 - Training Registration
Request for Non-ATF Students or ATE Form 6330.1 - Application for
National Firearms Examiner Academy. These forms can be used to
obtain the required data for adding an External Account.

External accounts are put into
inactive status in order to free up
licenses. Before creating an
External User Account, search
User records for Both active and
1 . inactive records to ensure that
there is not already an existing
account for the user.

Warning: Duplicate accounts can only
be corrected by LMS staff.

Users Search  Add New Help
Search Saved Searches 0

Enter a walue for each field that you want to use to fiter your search. Some fields allow you to select from a list of values.
You can also add or remove search crteria to further refine your search.

Search | 5ave As | Reset

Case sensitive search: ) Yes @ No

User ID: Starts With -
Last Hame: Starts With A
First Mame: Starts With A
Role ID: Starts With A

User Status: @ active ©

2 Select the User Management Tab
- from the main menu.
3 . Enter “EXT” in the User D field.
4 Enter the first three letters of the

. user’s last name.

e —
User Management Performance Learning Commerce Content Reports System Admin

Users Users Search | AddNew | Help

Assignment Profiles

Job Positions search saved searches &

Enter a value for each field that you want o use to filter your search. Some fields allow you to select from a list of values.
‘You can also add or remove search critena to further refine your search.

Save As | Reset
B References
Case sensitive search:

User 1Dz

Last Name:
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Select the Both radio button and
click Search.

Enter a value for each field that vou want to use to fiter your search. Some fiekis allow you to select from a list of values.

You can also add or remove search criteria to further refine your search.
dye As || Reset

Case sensitive search:

" ves @ No

User ID: IStartsWTth 'l EXT

Last Mame: Ismrts With Vl [

First Name: |5mns With 'l

Rale 1D: Im

User Status: 0 active € Not 5

Records per Page 50 = Page: 1 2 3 «Previous Hext= (137 total records)

Select Al / Deselect Al

Page|1 of 3. E

Cpty Profiles I

Assessments ]

Summary I

[
Cummtencw Requests I

Phone Num@eﬂmi ng Plan
Edit the Custom Fields for the User

Learning
History

Online 5tatus I

. User ID User Name Email Address  Organization ID  MNotify
If the search result mc!ude_s one or XTI G Dave, Hancauk 599999 -
6 more users, use the View icon to I B e oo -
look at the record. ol Rt
EXT17737 [ Dave, Moeller 999999 (I
EXT17614 Q Dave , Digregorio 999999 [l
EXT725 [ Davenport, Randy 999999 o
User ID: EXT17862
Hame: Dave, Hanczuk
[ Surveys I Skills Inventory I Compensation w Sggtcizgcs
. Organization Organization Succession AMternate Job Performance R Exte'r:'nalSF_
7 You are now in the User record. Dashboard Initiatives Planning Pasitions Review e
- Click the Custom Fields tab. [ Commerce T Account Code T Catalog Prev'iewT Preferences Approval Role Approvals 1

Curricula 1
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If the user does not exist:

Click the User Management tab
on the main menu.

Apply Changes | Reset

Compare the information in the Column Number L=bel Value
Custom Fields with the 2 2“”“" of .
. . . avernmen
information on the form (Social
Security Number. etc ) 3 Federal Department

4 Agency/Bureau
IMPORTANT:

8 = 5 Directorate/External Los Angeles Poiice Department

If the information matches, the user Department
already exists and does not need to be 3 Division
created. However, you should update 7 Branch
any new information.

8 Building

% Last Four 55M 1804

1

Learning ~ Commerce  Content  Reports  System Admin

e

!
Nsere Search  Add Hew Help

Assignment Profiles

saved Searches &

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 values.

‘You can also add or remove search criteria to further refine your search
Save s || Reset
P References

Case sensitive search: © ves & o

Click Add New.

10.

Home User Management Performance Learning Commerce Content Reports

System A1m|1

Users Users
Assignment Profiles

Searc{  Add Mew Melp

Job Positions = Add New

Organizations Add New User Information

Leave the User ID field blank as
this will be auto-populated by the
LMS. Make sure the Auto-

11.

Add New User Information

* = Reguired Fields

m Reset

11

. — Security
Generate box is checked.
* User ID: E Auto Generate
& s =
—Personal
Last: Dravis
- First: 12
Enter the Last Name, First Name, " Branden
12. | m o
Gender: I vI
Comments:
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Add New User Information

* = Required Fields

&
-

—Security
Scroll down and enter the rest of
* User ID: E Auto Generate

the information. For all External 1§ e =
accounts, the Domain is SLI and e

the Organization is 999999. Coomam: A5 i)

* Role: WUSER (System Default User Role) j
1 3 i Job Title, Job Position, Emp —Personal
Status, Region, Hired, Terminated, Last: Davis
Supervisor, Coach and Resume First: Brandon
Fields are not required. All other iz D
fields are mandatory. Gender: =
Comments:
Click Add.
— 0

i 5 T
Organization: Q |s~s~95~s~9 )

User [D:  EXT28546

Hame: Dravis, Brandon D
- Standard

[ Surveys I Skills Inventory ] Compensation 1 Options

S - . External
Organization Organization Succession Aternate Job Performance Requests (SF
H Dashboard Initiatives Plannin Positions Review
:l 4 Select the Custom Fields tab. ¢ 182)
-

Commerce I Account Code I Catalog Prev‘l'ewI Preferences Approval Role

Learning
History

|
[ | | |
[ Cpty Profiles I Competendisf] Requests I Online Status I Assessments ]
[ [ [ |

Summary I Phone Numbgrs

Edit the Custom Fields for the User
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Enter corresponding information
into fields: 5, 9, 10, 72, 75 and 76.

These fields are mandatory.

Flip field 73 to Yes if the user is
from the fire department.

15.

Click Apply Changes.

it tha Custom Flalds fer tha Usee

1 Branch of
Govmmament
Federal Department
4 Agency/Bursss

s Dirscterate/Externsl  TFO

< :@e"’ “‘Ul_\‘r @*‘

28

29
55

=

®

Agency/Bureau

Directorate/External
Department

Division

Branch

Building

Last Four 55N
Employee Type
Employee Number

Skillsoft Books 24=7
Access

Competency Access
Pay Plan

Job Series

Pay Grade

Step

Education Level
Clearance Level

Master Position
Mumber
Appointment Type
2nd Level
Supervisar

Training
Coordinator

Contractor Name

Maon-DOJ Supervisor
Mame

Fire Department
Non-DOJ Supervisor
Phone

Maon-DOJ Supervisor
E-Mail

TFO

11

| LOCAL (Local Government)

I j‘
I jv

|v(v55) vl

B68-979-8589

bdavis@umdr.gov

Click the Phone Numbers tab.

16.

. Standard
[ Surveys I Skills Inventory I Compensation Options
. . . External
Organization Organization Succession Aternate Job Performance Requests (SF-

[rashboard Initiatives Planning Positions Review <4 182)

[ Commerce I Account Code I Catalog Preview I Preferences I Approval Role I Approvals ]

a4~
[ Cpty Pr'Jﬁ'lQ Registration I Requests I Online Status I Assessments ]
. - Learning ;
Summar ustom Fields ] Learning Flan l History ] Curricula 1

Edit the User
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Edit the User

Enter the user’'s Phone Number Add a Phone Number to the User
and a Description (ie — cell/office,

Phone Humber Description 1 7
1 7 etc).
. £18-805-7845 Office Phone <Guum—
ClICk Add Edit the Phone Humbers for the User

There are no phone numbers for this User.
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