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eLMS 5.8  Admin Job Aid – Managing Assignment Profiles

	Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating and using assignment profiles.
Tasks
A. Add New Assignment Profile

B. Establish User Domains and Attribute Groups

C. Assign Curricula to Users via Assignment Profile
D. Assign Catalogs to Users via Assignment Profile
E. Assign User Role to Users via Assignment Profile
F. Comprehend Assignment Profile Synchronization Process


Task A. Add New Assignment Profile

1. Navigate to User Management > Assignment Profiles.

2. Click the Add New link.

3. Enter an assignment profile ID.

4. Enter a description

5. Select a domain.

6. Enter a contact person email.

7. Click Add.

The new assignment profile has been added.
Task B. Establish User Domains and Attribute Groups

8. Select the Domains tab.

Note: Domains are an attribute of users and used as criteria to match users with the assignment profile.

9. Enter the domain ID exactly.

10. Click Add.

or

11. Click the add one or more from list link to search for and select a domain ID.

The selected domain will appear.

12. Select the Attributes tab. 

13. Note: The attributes on this tab are used as criteria to match users with the assignment profile. If a user has the attributes listed in the Attributes tab, then the user matches the assignment profile.

Create at least one group of attributes of the target users.

14. Enter a unique group name/identifier.

15. Select a user attribute from the drop-down menu. 

16. Select an operator from the drop-down menu.

In this example, we are looking for all users who report to a specific supervisor.

Click Add.

Once an attribute is added, a value must be assigned.

17. Click the Values link.

The Supervisor ID attribute and an operator of exact was selected; therefore the value must be the exact supervisor ID.

18. Enter a value for the attribute. 

19. Click Add.

or

20. Click the add one or more from list link to search for and select a supervisor ID.

21. Review the value that was added.

22. Click Return to Main Attributes Page to return to the main attribute page.

23. Now that an attribute and a value have been added to the assignment profile, click Assignment Profile User Preview to review the list of users to be effected by this profile.

Note: Click Advanced User Search to find and edit a user. Editing a user is helpful when you want to check the attributes of a user or you want to change the attributes of a user so that he or she matches the assignment profile.
Task C. Assign Curricula to Users via Assignment Profile

Now that the assignment profile audience has been defined, the assignments can be defined.

24. Select the Curricula tab to assign one or more curricula.

25. Enter the curriculum ID exactly.

26. Click Add.

or

27. Click the add one or more from list link to search for and select one or more curricula. 

28. A status of Add Pending remains until the assignment profile is propagated.

29. Click Propagate Assignment Profile to assign the curricula to users.

You can run this job immediately or schedule the job to be executed at a specific date and time.

30. Click Finish.

If you ran the job immediately, a status page displays.

31. Click Back to Assignment Profile to return to the assignment profile record.
Task D. Assign Catalogs to Users via Assignment Profile

Now that the assignment profile audience has been defined, the assignments can be defined.

32. Select the Catalogs tab to assign one or more catalogs.

33. Enter the catalog ID exactly.

34. Click Add.

Or

35. Click the add one or more from list link to search for and select one or more catalogs. 

36. A status of Valid is indicated. The catalog is automatically added to all users affected by this assignment profile.
Task E. Assign User Role to Users via Assignment Profile

Now that the assignment profile audience has been defined, the assignments can be defined.

37. Select the Role tab to assign a role to the defined user group.

38. Select the new role from the drop-down menu.

39. Click Submit.

40. A status of Pending is indicated.

41. Click Propagate Assignment Profile to assign the role to users.

42. Click Finish to run the job immediately.

43. Click Back to Assignment Profile to return to the assignment profile record.
Task F. Comprehend Assignment Profile Synchronization Process
An automatic process is used to synchronize users and assignment profiles based on the attributes of the related assignment profile. When the process runs, it looks for users who need to be added to or removed from assignment profiles and then adds and/or removes the selected users from the assignment profiles.

44. Navigate to System Admin > Automatic Processes > Assignment Profile Synchronization.

45. Schedule the process by selecting the appropriate options.

46. Click Apply Changes.

	Task F: Comprehend Assignment Profile Synchronization Process

	An automatic process is used to synchronize users and assignment profiles based on the attributes of the related assignment profile. When the process runs, it looks for users who need to be added to or removed from assignment profiles and then adds and/or removes the selected users from the assignment profiles.
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	Navigate to System Admin > Automatic Processes > Assignment Profile Synchronization.
Schedule the process by selecting the appropriate options.

Click Apply Changes.
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