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Create a New Account for Staff

1 Click Users.
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2 Scroll down, then click Add a new user.

3 Click in the Username field and type a new username. Best practice is to use the
person's county/state email address if it has been assigned. If not, choose a
username that will be easy for the learner to remember.
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4 Make sure Choose an authentication method is set to Manual accounts.

5 Check the box for Generate password and notify user. This is an essential step
that will allow you to enroll the user in courses without the user activating their own
account.
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6 Complete the next three required fields. Complete any optional fields as needed
for your county.

7 Scroll down and select Profile Information.
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8 Complete fields as needed in the Profile Information section.

9 Farther down the page are additional sections for different roles. Select the
appropriate option. In most cases, you will be creating accounts for county child
welfare staff.
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10 If creating this account for a county child welfare staff member, fill out all fields of
this section.

11 Be sure to enter the TRAILS ID Number if known. If not yet assigned, make sure
that the learner returns to their profile and adds it when they obtain it.



7

12 Click Create user.

13 You will be redirected to the user lookup screen. To confirm that the account was
created correctly, type in the new account owner's name in the User full name
field. Then press the Enter key on your keyboard.
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14 Confirm that the eyeball is visible in the Edit column. If so, the account is active. If
not, click the eyeball until it becomes visible.


