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DHScovery JOB AID

Administrator:  Manually Adding an “External” Learner

Overview
DHScovery is an on-demand learning management solution that provides preloaded course content with access to thousands of additional learning courses.

In order to serve the complete audience supporting DHS, administrators may need to add learners whose data is not automatically loaded into DHScovery by interfacing with existing databases (e.g., the National Finance Center (NFC)). ”External” learners are typically contractors supporting the DHS mission.
Objective 

The objective of this job aid is to describe how to manually add a “Learner” or “User” (terms used interchangeably) to DHScovery.

Resolution/Procedure 

Adding Learners to DHScovery
Step 1:
Login into the DHScovery administrator URL: https://dhscovery.dhs.gov/plateau/admin/warning.jsp.
Step 2:
Click the User Management Tab.  The system will default to the Users search page.
Step 3:
Click Add New.
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Step 4:
The Add New User page is displayed.  Required system fields are noted with a red asterisk.  A value must be entered into each of the following fields in order to add the learner to DHScovery: 

User Id – The system will automatically generate the User Id as long as the Auto Generate check box is turned on.  This is the default.  Do not change the default.
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Domain – Enter the learner domain.  If the training coordinator is setting up the learner, the domain is likely the same as the training coordinator’s domain.  For a list of valid domains, click the search icon associated with the domain field.
Role – Accept the system-provided default.

In addition to required system fields of User Id, Domain, and Role, there are several fields that are required for DHS processing purposes.  These fields are as follows: 

· First and Last Name

· Job Location – enter the learner’s duty location

· Organization – enter the learner’s organization

· Emp Type – If the learner is a contractor select A1 (Contractor).  If the employee is a detailee, select A2 (Detailee).

· Email Address – enter the learner’s government email address.  The system requires that the email end in .gov.  The learner will use the email address as the login id when logging into DHScovery.
Step 5:
When all the necessary fields are entered, click Add at the bottom of the page.  This step establishes the basic learner information.  Proceed to Step 6 to establish the password so the learner can log in. 
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Step 6:
Establish the default password by scrolling to the bottom of the page. 

Enter the New Password.  Enter it again in the Verify Password field.  The system enforces the DHS password creation rules. 

Click Apply Changes at the bottom of the page.

Make sure you remember the password you established.  You will need to give this to the learner so he/she can log in for the first time. 
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Step 7:
Give the password created in Step 6 to the newly created learner.  Also tell the learner that the DHScovery login id is the same as his/her email address, as established in Step 4.  
The login process for manually created learners is slightly different than that for a DHS employee. Tell manually created learners that the Job Aid for logging in was created specifically for those learners added to DHScovery via the automated HR interface.  External users can access an external user login Job Aid by going to the login page and clicking the DHScovery Help link.  A list of available Job Aids is displayed at the top of the page.  Refer to the External User Login Job Aid.
Employees added to the system manually can immediately log into DHScovery after being added to the system.  However, they will have to wait up to 14 hours before they have access to search course content.
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Password Properties

The User's password has to he complant with the following ules:

The length of the password must be between 8 an 12 characters.
 The password must contain the following types of characters:
1. Engish lower oass eters.

2. Engish uppercase leters.

5. Arabic numersis(0,1 2,.5).

4. Non alphanumeric special characters (I@H3%°5°0-
Characters cannot be repeated more than twice in a row.
The password cannct contain user name(iogin D)

The password cannot contain user's first name and kst name.
The new passward cannot e same as any of the previous & passwards

A2
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