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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. 

 

      

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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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. 

 

 

10.  Additional settings can be edited by clicking directly into the field. 

11.  Click Save to save any changes. 
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