
To make any changes to users, reset 
quizzes or add users to a course, 
you will need to set your user type 
to Administrator.

Access the Administrator User-Type



Ensure every user has the correct Employee ID number 
and Location Number on their profile.

You can change a password by entering the new password 
into the box.
The default is resetting the password and then having the 
user change it once they log in.

Once you select the user, you will be 
taken to their user profile.

If a user is Inactive, you can activate them by clicking the 
checkbox. If the box is checked then the user is Active.
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Clicking on Courses will take you to 
the list of all courses that have been 
assigned, or can be assigned, to the 
user.

To add a course, click 
the plus sign.

View User 
Courses
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To reset quizzes, 
you will need to go 
to the Progress tab.From the Progress 

tab, click Courses.

In the Progress column, click the progress bar (or 
Not Started) for the course that needs to be reset.

Hover your cursor 
over the unit that 
needs to be reset, 
then click reset.

Resetting 
a Quiz
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