Standard Operating Procedure

Notes

Action

Action
Detail

Process: Creating Access Codes for User Groups in the Non-State Workers Portal (e.g., contractors, volunteers, interns)
Purpose: | This SOP will show you how to create access codes for your agency’s non-state workers. The access codes will be required for them to
create their new user accounts.
Owner: Arizona Learning & Development Date: | 9/29/2017
Revision: | 1.0

Screenshot

- ‘ i it 4
Log in to Enter your W ‘
J "
TraCorp. UGA “\""7=3%
Learning Platform for Arizona State Agencies
username
and
password W
and click Log elcome to Log In
TraCorp!!! (
In' The new Learning Management System (LMS) of record for
the State of Arizona. Your assigned and required training Password
will now be available to you through TraCorp effective April
17th, 2017.
R } . Forgot Password?
First Time User Instructions:
Supervisors and Managers with direct reports, dick HERE
2 Select the Click the User | preferences | Log Out My Student
User Groups | Groups | pmepmesmen
button in button in the —
. . b 1 0 enter Home
the Admin Admin A, UUsers
Navigation Navigation &, User Groups Welcome to the LMS Administrative Control Center. Select tasks from t
panel. panel. The :
User Groups HH Content LMS Statistics
- Filter by | Where value equals w | G0
tab appears, | [=HFTRE RS
along with a Title Value
list of By certificates Total LMS users §1.554
]
available user ) Active LMS users 55,092
— Active but idle users 2,385
groups. )
|_Ictassroom Sessions @ Active users not idle 52,704




Note: If a
specific
user
group
does not
exist,
create
one.

In the Non-
State
Workers
user group,
select the
user group
for the
workers for
which you
wish to
create
access codes
(e.g.,
contractors,
interns,
volunteers,
etc.)

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

Control Center

Control Center Home User Groups *

s Add Mew User Group

= 22 All User Groups

= &% AD - Administration {15)
&9, AD - Supervisors (0)
H &% ASET (@)
= 4% Benefits ()
+ &%, Contractors ()
4 &% Director's Office (0)
&9, G-Sufie Champions Group {3
% GAD ()
= &% G50 {Q)
+ &% Human Resources (1)
+ &% Mew Employees {0}
&% Mew Supervisors (0)

& Mon-State Employee Board Members (0)
+ &% Mon-Supervising Employees (0)
+ &%, Risk Management ()
+ &4, State Procurement (0
+ &%, Agency Boards and Commissions Members (0)
I + ", Agency Contract Workers (0)

i, Agency Interns (3]
&% Agency Volunteers (0)




Select the 4.1 Use the Edit User Group - 1089305
Access right facing + igned Certifications || Autoassignment Rules || Accessibility Restricions | Emails I Access Codes I Change Log
Codes tab. scroll arrow
. Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.

to the right of

the tabs to Mote: any changes you make on this panel will be saved immediately.

scroll to the mjnadd | $€Delete Selected | Export to Spreadsheet | Set Field Defaults

Access Codes Users

tab. Allowed Per Users

. Access Code Effective Dafe Expiration Date Code remaining
4.2 Click on
G639112aa 106472017 1003142017 1 0
the Access
adboTeo: 104452017 1073172017 1 1

Codes tab.

The Access

Codes

window

appears, with

instructions.
Select Set Click on Set Edit User Group - 1089305
Field Field Defaults +#= igned Certifications | Autoassignment Rules || Accessibility Restrictions | Emails || Access Codes || Change Log
Defaults to button. The

. . Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.

specify Set Fields
default dialog box Mote: any changes you make on this panel will be saved immediately.
fields to be | will appear. sjpadd | 3¢ Delete Selected | Export to Spreadsheet | Set Field Defaults

used during
the creation
of all new
access codes
for this
specific user
group.

Users

Allowed Per Users
Access Code Effective Dafe Expiration Date Code remaining
G39112aa 100472017 103172017 1 0
adb5TEIC 105472017 1003172017 1 1




Select the In the Set Edit User Group - 1089305
Add button Field Defaults ¢= | Assigned Certifications Autoassignment Hules Accessibility Restrictions Emails Access Codes
toadda dIaIOg bOX, Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fie
field default | click the Add _ _ _ _
Mate: any changes vou make on this panel will be saved immediately.
for agency. button. The
. Add Delete Selected | Export to Spreadsheet | Set Feld Defaults
Add Field dhadd | % P
. lloaen
Value dialog Set Field Defaults %) ders
box a ppears. poeess Lol 5pecify default fields to be used during the creation of all new access i
639112aa codes for this usergroup.
adb57E9¢c
5f84d779
71205ch | oflnndd | 3¢ Delete Selected
211
St Field Value
d3c18e96
4 2cdd3b
fci160243
Select Click on the Set Field Defaults ®
i Access le - . ;
Agency in down arrow : Specify default fields to be used during the creation of all new access '
the Field to open the 733 codes for this usergroup.
drop-down | Field drop- 85 76E
box. down box fIE
and select o Add | $€ Delete Selected
Agency e TN i LG %
d3c1aens I Field: | agency ;V'I
c4Zcddoh
Value:

Add




In the Value

Enter the first

Set Field Defaults

Ers
field, enter two letters of e e Specify default fields to be used during the creation of all new access e
the agency your agency 639112aa codes for this usergroup.
for which HRIS code. aBb5769c
you want to 5T34d7TTa
create LA sfuadd | $¢ Delete Selected
access 5ffe21be Field Add Field Value %
codes. e Field: Agency v
:J:L'PI 5 I Value: | ap| » I
160243
&c110533
fobaifad —
b79ecETS =
Tbcd6bfe
Select the Click the Add
Add button | button. A line
to add the appears Set Field Defaults - .
Agency field | showing R Specify default fields to be used during the creation of all new access naining
value. “Agency” for 639112aa codes for this usergroup.
the Field and aBhS5TESC
the agency Sfe4d779
that was 711205¢ct s add | 3 Delete Selected
added forthe | 7 Fieig | Add Field Value *
value, e.g., e Field: Agency v
AD —see :4:: 5 Value: | ap| %
160243

screen shot
next page.




4= | Assigned Certifications Autoassignment Rules Accessibility Restrictions Emails | Access Codes

Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fis

Maote: any changes you make on this panel will be saved immediatzly.

s Add | $ Delete Selected | Export to Spreadsheet | Set Field Defaults

Llooes

Set Field Defaults #| tars
Scessfade Specify default fields to be used during the creation of all new access Jpaining
§39112aa codes for this usergroup.
ash57Ee9:
SfG4d7Ta
LA sfmadd | 3¢ Delete Selected
ofestoe Field Value
d3c1dedn I Agency AD I
342cddSb
fc160e43

10

Select the
Add button
again.

Click on the
“+” Add
button.
Again, the
Add Field
Value dialog

box appears.

4= | Assigned Certifications Autoassignment Rules Accessibility Restrictions Emails | Access Codes

Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fii

Mote: any changes you make on this panel will be saved immediately.

o Add | 9 Delete Selected | Export to Spreadsheet | Set Field Defaults

Lloses

Set Field Defaults % ders
M ..
Access Code Specify default fields to be used during the creation of all new access [naiming
639112aa codes for this usergroup.
adb5769¢c
Sfa4dvra
[ LEIEE 9¢ Delete Selected
S5fre21be e Value
d3c18e96

Agency AD

542cdd9b

fc160e43




11 | Select Click on the - lanmm
. Set Feld Defaults e
Employment | Field drop- Ko po 2
. . i Specify default fields to be used during the creation of all new access
Designation | down box - codes for this usergroup.
in the Field | and select
drop-down | Employment 5B4d77
box. Designation. 71f205¢ch ol Add | 9@ Delete Selected
5f7e2ibe Add Field value #%!
Field
B Agency |_Field: | Employment Designation |~ |
542cddst =
Value: w
aled3
ac1 10533
fxba1fad - 3
' Add
Tho4Gbfe
12 | Select the Click on the h Add Access Codes
lowed Pe
value that Value drop- Access Code Number of Access Codes to create: 1
matches the | down bOX, Effective Date: 9/15/2017 E
user group then select Expiration Date: 10/31/2017 |[°
for which the value
Users Allowed Per Code: | 50
you are based on the
creating the | user group.

access code.

For example,
click on
Contractor if
the user
group is
contractors
(or
volunteers,
interns, etc.).

Field

Value: | CONTRACTOR

EMPLOYEE
INTERN

b4

Field: Employment Designation | ™

BOARD/COMMISSION MEMEER.

VOLUMTEER

CONTRACTOR

[

CITIZEM
TN

R
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Select the
Add button
to add the
Agency field
value.

Click the Add
button. A line
will appear
showing
“Employment
Designation”
as the Field
and
Contractor as
the Value
(see screen
shot below
right).

set Field Defaults ¥ iers

Specify default fields to be used during the creation of all new access

91124 cedes for this usergroup.
hS7EDC
20ack o Add | $€ Delete Selected
e21be ; Add Field Value * |
Field
- Bacncl Field: Employment Designation ¥

Value: | CONTRACT GF‘-I_ i

Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.

Mote: any changes you make on this panel will be saved immediately.

mjnadd | $€ Delete Selected | Export to Spreadshest | Set Field Defaults

LLoses

Set Field Defaults | iers

Access Code maining

Specify default fields to be used during the creation of all new access

639112aa codes for this usergroup.
aBb5760c
5f34d779
T1i205ch +AJ|:I|:| xDelete Selected
57e21b
FelhE Field Value
d3c18206 . D
gency
542cdd9b
I Employment Designation CONTRACTOR I
fc160e43

&c110533




14 | Select Save | Click Save. Set Field Defaults % bers
to save the Now your Access Cods Specify default fields to be used during the creation of all new access Ll
. 539112aa codes for this usergroup.
new field default [
defaults. Settings for 5f24d 779
this user 71i205¢h sferdd | $Delete Selected
group are set | “eE Field ol
d3c18e96
forall future | Agency AD
i E nt Designatio COMTRACTOR
access codes. | ianeas L
8c110533
fobaifad
b79ectfs
Thcdshbfe
924a3d85
Tocf2f64
cdsd09b1
c332a3f7
Save
15 | Select the Click on the Edit User Group - 1089305 %
Add button “+” Add 4= jgned Certifications || Auwtoassignment Rules || Accessibility Restrictions || Emails | Access Codes || Change Log || =
to add your | button. The
Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.
access Add Access
code(s). Codes dialog Mote: any changes you make on this panel will be saved immediately.

box appears.

3 Delste Selected | Export to Spreadsheet | Set Field Defaults

Access Code
639112aa
adb57E09c

Effective Dafe Expiration Date
104472017 103172017
104472017 1003172017

Users

Allowed Per Users
Code remaining
1 0

1 1




NOTE:
Best
practice is
to only
create 1
access
code at a
time and
to allow
no more
than 100
users for
that
code.

16

Complete
the fields in
the Add
Access
Codes dialog
box.

16.1 Enter a
value for the
Number of
Access Codes
to create.
16.2 Enter (or
select using
the Calendar)
the Effective
Date on
which users
can begin to
use the
Access Code.
16.3 Enter (or
select using
the Calendar)
Expiration
Date for the
Access Code.
Highly
recommend
for six
months to a
year.

16.4 Enter a
value for
Users
Allowed Per
Code.

Edit User Group - 1089305

4= e Learning Tracks

Autoassignment Rules

Accessibility Restrictions Emails Access Codes [

Create access codes and distribute them to users to automatically enroll them in this usergroup and fill owt thei

Mote: any changes you make on this panel will be saved immediately.

mjpadd | $€ Delete Salatad

Add Access Codes ¥

Access Code

Corrmmrk b Creas At

Ulowed
Mumber of Access Codes to create: |1

Effective Date: o/15/2017 [

Expiration Date: 10/31/2017 (2

Users Allowed Per Code: 5p

Pre-set field values

+ Add x Delete Selected

Field

Value




17 | Select Save | Click Save.
Pre-set field values
tosave the | A message
+A1:|d x[}elete Selected
new access appears:
codes. “Access Field Value
Codes Agency AD
Em ment Designatiocn COMTRACTOR
Created,” ploy =
followed by
the question,
“Would you
like to
download a
file
containing I Save I
them?”
Note: 18 | Click Yes or | Click Yes if ‘dit User Group - 1006105
You also No in the you want to 4 hssigned Certifications || Autoassignment Rules || Accessibility Restrictions | Emails || AccessCodes | Chang
have the Access download the Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.
ablllty to Codes access codes Mote: any changes you make on this panel will be saved immediately.
view Created in an Excel :
) . *idd x:-flete Selected | Export to Spreadsheet | Set Feld Defaults
users message file; click No
L. . Users
remaining box. if not. In Aliowed Per  Users
. Access Code Effective Date Expiration Date Code remaining
for each either case,
99050ee4 9192017 Q20,2017 1 1
access your new
S0d&5naT QTIZ017 Br2&2017 1 1
code. access
. Access Codes Created ®
code(s) will _ .
. ®» | The new access codes have been saved. Would you like to download a file containing them?
appear in the ‘fr)
Edit User
Yes Mo ]
Group

window.




19 | If you click Click Open or
Yes, either Save in the
open or save | Windows
the Excel pop-up to
file. open or save
the Excel flle Save Changes Cancel
with your
access codes.
Do you want to open or save access_codes.csv (93 bytes) from adoa.sandbox.tracorp.com? Open Save v Cancel
20 | Review and | Write down Edit User Group - 1006105 X

record your
new access
code(s) for
later
distribution
and usage
(along with
the effective
date and
expiration
date).

your access
code(s) for
future
distribution
and easy
access.

4= \szigned Certifications Autoassignment Rules Accessibility Restrictions Emails Access Codes Change Log =

Create access codes and distribute them to users to automatically enroll them in this usergroup and fill out their fields.

MNote: any changes you make on this panel will be saved immediately.

mjnadd || 3¢ Delete Selected|| Export to Spreadsheet | Set Field Defaults

Users
Allowed Per Users
Access Code Effective Date Expiration Date Code remaining
99050eed 9M92017 92002017 1 1
I 90d85067 91272017 9/28/2017 1 1 I
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Select Save
Changes.

Click Save
Changes. The
new access
code will be
saved in the
appropriate
user group if
you wish to
retrieve them
later.

+Add x[)elete Selected

Access Code
55050eed
S0da508T

Export to Spreadshest | Set Feld Defaults

Effective Date Expiration Date
81972017 82002017
QETR0T Q282017

Save ChangesJ Cancel

Users
Allowed Per
Code

1
1

Users
remaining

1
1




