RedVector;

Leaders in Online Education & Train

Inactive User Function:

LMS USER GUIDE



RedVector.;

LMS User Guide

1. Managers can now inactivate a user in the following ways:
a. Individually, using the “Inactivate” button in the Inactivate User section
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Overview Manage Users Manage Training Reports Settings Manage Library

< Switch to Student Menu

.‘ Manage Users User Uploads - Library Assignment

Search Users | Add User Il Inactivate Users |

User Profile || User Enroliments |_User Certificates |

Login Information

Login ID/ Username * ‘ cindy.allison

Password * l.uo-.oo

Confirm Password * [ sesssee

I User Status Active I

—

b. In bulk, using the Inactivate Users tab
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Overview Manage Users Manage Training Reports Settings Manage Library

Z Switch to Student Menu

* Manage Users User Uploads -~ Library Assignment

Search Users |l Add User i Inactivate Users

Select by Account |§Iqq¢“,?f@m liear Ghatie Hastad |

Select by Job Role —ALL. v ‘

o T

D Select all users on all pages

Total Number of Users : 2

cindy.allison Cindy Allison

Assigned Libraries

none@none.com Health, Safety, Environment

norman.resdus Norman Reedus none@none.com Health, Safety, Environment

inactiveuseradmin Test Inactive Admin

et

sherry.hipple@redvector.com
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2. Managers will be able to search for and view details on users that have been inactivated:
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Overview Manage Users Manage Training Reports Settings Manage Library

< Switch to Student Menu

A Manage Users ~ Library Assignment

Search Users u Add User ﬂ Inactivate Users [

Search Users

Account l ] | Account Search | [ Clear ‘

[ Test Inactive User Status Master Account v ]

Username l ‘

First Name [ l

Last Name

Email

User Status

Does this user hold

or certifications for
CE tracking?

License v ‘

Profession v‘

Library Vl

Total Users :6

. . Assigned
m
1 1

Health,
cindy.allison Cindy Allison none@none.com Active Safety,
Environment

alex.bell Alex Bell none@none.com Inactive

blane.fields Blane Fields none@none.com Inactive

cathy.love Cathy Love none@none.com Inactive

Health,
norman.reedus Norman Reedus none@none.com Active Safety,
Environment

joe.shmoe Shmoe none@none.com Inactive
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3. Managers will be able to pull reports containing / against inactive users:

Manage Users

i

Manage Training

Reports

_=

o 8
Settings Manage Library

On Demand Reports

= Detailed Reports
= (2] Completion Reports
= (] Course completions by:

24 all students
{24 individual student
24 individual course
24 job role
24 license

+ () External training by:

+ () Competency completions by:

+ () Transcripts by:

# (] Course Enrollments Reports
# (] Compliance Reports

# (] Exception Reports

# () Assignment Reports

# (2] Student Roster

+ (] Course completions (with attempts) by:

Course completions by all students

Select a Date Range

Z Switch to Student Menu

One Click Reports _ On Demand Reports 6

Begin Date ‘

=

End Date ‘

| @

Select a Region/Facility

|  Faciity Search,

)

[ Test Inactive User Status Master Account

v

Select User Status

[ Active 1

4. Once inactivated, a user will only have access to print and/or email his or her certificates:

*

My Certificates

&

My Account

o Inactive Account

Your account has been marked as inactive by the manager/admin. You can still print certificates for courses completed.

My Certificates

# Certificates g Transcripts

VN

Narrow results by:

Year E|

- Select Year - E|

= | B
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