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Getting to the Administration Dashboard
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Start by selecting Administration > ADMIN DASHBOARD
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Edit user accounts
Browse the list of user accounts and edit any of them

Add a new user
To manually create a new user account

Upload users
+ Import new user accounts from a text file

Enrol Learners to Course
Assign Learners to a Course (and optionally a Group)
INSTITUTION

Unenrol Learners from Course
Remove Leamers from a Course
CRITERIA

List Administrators
Browse the list of administrators

ROLES
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Browse the list of Tutors

Transfer Profile
Transfer users profiles betweg
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Institution Criteria Roles Courses

Configuration ForSkillsGo

Find User
Search for a user by username, name or email address|

Delete or Archive users
Remove or archive multiple users from this institution

Reset users passwords
Bulk resst users passwords

Enrol Learners to Qualification
Assign Learners to a Qualification (and optionally a Group)
EAssign admins

Manage the users that have full administration rights and can access all users and informaticn in the site

Remove admin
Remove the users that have full administration rights and can access all users and information in the site

Assign Editors
Assign users with rights to edit courses

Set Alerts
Sign up for site alert information via email

Total Contact Time
List total contact time with Learners (and filter by dates and groups)

Upload User Qualifications
Upload qualifications and units for users

Bulk Delete or Archive users
Remove or archive multiple users from this institution in bulk.

B oy Profile

Select Find User
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Find the user
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Enter the details of the user you would like to unarchive

Once entered, select SEARCH
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Unarchive User
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Once the user is found, you can confirm from the status column that they are Archived. Select the drop-down for
the VIEW button and select UNARCHIVE
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