Standard Operating Procedure

Process: Assigning Content to Non-State Worker User Groups
Purpose: It is highly recommended that all agency UGAs assign training content to a specific user group in the Non-State Workers Portal. This is
no different than how you assign content for any user group.
Owner: Arizona Learning Center
Date: 10/26/2017
Revision: 1.0

Notes

Action

Action
Detail

1

Log in to
TraCorp.

Enter your
UGA
username and
password and
click Log In.

2

Select the
User Groups
button in the
Admin
Navigation
panel.

Click the User
Groups
button in the
Admin
Navigation
panel. The
User Groups
tab appears,
along with a
list of
available user
groups.

Screenshot

3

In the NonState
Workers user
group, select
the user
group to
which you
want to
assign
content.

3.1 Expand
the Non-State
Workers user
group for your
agency (e.g.,
AD - NonState
Workers).
3.2 Doubleclick on the
desired user
group (e.g.,
AD - NonState Workers
- Contract
Workers). The
Edit User
Group
window
appears.

4

Select the
Assigned
Content tab.

Click on the
Assigned
Content tab.
The Available
Content and
Assigned
Content
windows
appear.

5

Select the
content that
you wish to
assign to the
selected user
group.

5.1 In the
Available
Content
window,
expand the
user group
(click on “+”
symbol) for
the correct
agency until
you locate the
content (e.g.
AD – ADOA
courses)

5.2 Click in the
Check box
next to the
course to
select it; or
double-click
on the course
that you wish
to assign to
the user
group. The
content will
appear in the
Assigned
Content
window.
6

Select Save
Changes.

Click Save
Changes.

7

Verify that
the content
was added to
the
appropriate
user group.

7.1 While still
in the User
Groups tab,
double click
the user
group to
which you
added
content.
7.2 Click on
the Assigned
Content tab.
7.3 Expand
the
appropriate
user group
until you
locate the
content that
you assigned.
A check mark
should appear
next to that
content, and
the content
should appear
in the
Assigned
Content
window.

