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Job Aid: Add, Edit and View User Records

Description

The purpose of this job aid is to guide administrators through the step-by-step process of adding a new user
record, editing a user record, and viewing a user record.

Tasks

A. Add New User Record
B. View and Edit User Record

Task A. Add New User Record

Note: Verify you are in Learning Admin.

1. Navigate to Users> Users.
2. Click the Add New link.
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3. Enter a new user ID, domain, and role (mandatory fields). Additional information can be added
as determined by established best practices.

4. Once the user information is entered, click Add. A new User record is added.
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Task B. View and Edit User Record

1. Navigate to Users > Users.
2. Enter a user ID, or other search criteria to find the record you wish to edit.
3. Click Search.

Wialcoma Granl, Cana L] Check Syatam | Clogs
successfactors”
A P Loy
=] == -
= =0 " L i i- ﬂ el
Homs Usars fompatencios Learning Coatent Commarce System Admin References Hapors
i Search: | Enber Keywords or Command Go | | {3
Users Semch | &sibew | &3
Users
* Search Saved Searches O
Assignment Profiles
Erler & wakss fof sach fiald that you wasal 59 gee 1o BBer pour saadch, Some feide alow you 3o saledl frama et of values. oy can ala
Job Codes wdd or ramove sssrch criena s further refne your seanch
Job Families Case seasiline searchc " Yei B Na
Lsar il & fer
Pasiions S =
Last Hama: Siars W -
Organizations
Firel Rama: Slarss WER -
Organization Groups
e e Middle iniak Slars Wi -
Regions
o Rote ik Siarts Wi -
[# Tools Usar Slates: Q) Aemve Heft Actree ) Both
Domaiss: Siarss Win - T
Addfeemove Criteria ©
e Search Save As Razat

Locate the record in the search results.
4. Click the user ID to open and view the record.

Note: To bookmark this record, click the star icon ().
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User ID User Name - Job Location  Active Motify
DIAMMSWANSON Swanson, Diana M Yes F
DRUCSWANSON Swanson, Dru C Yas [l
MEMSWANSOMN Swanzon, Megan M SF Yas [
REWAMSON Swanson, Ronald U IN Yas ]
KATHMSWANN Swann, Kathryn M Yes [
KRISHMSWaNN Swann, Kristen M Yes [
LAURLSWANMN Swann, Laura L Yes [

The record layout contains three main areas:

5. Core (red outline) - primary user information. Click View All to display all fields.

6. Related (yellow outline) - list of user record tabs. Select More to view additional user record

tabs.

7. Actions (green outline) - common actions that can be performed on record. Click View All to

view entire list.
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8. Click directly into a field to make edits.
9. Click View All to make edits to additional fields.

Note: Refer to online help for additional information on navigating the user record.
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10. Additional settings can be edited by clicking directly into the field.

11. Click Save to save any changes.
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