CAL-E-FORCE REFERENCE GUIDE: MANAGE USERS

ADDING A NEW USER

1. Atthe top of the landing
page, select the Manage
Users button on the
button bar

2. Click on the Add a New
User button in the top
right hand corner

I Add a New User I
Users —————————————————

Mame Emnail User Since Permission Status Artion
3. Fill out all fields on the Create a new User

Create a New User pop-
up: First Name, Last
Name, Email, Phone and “FirstName
Permission level ealiay

*Last Name

Oehrke

* Email
Kelsey.oehrke@etp.ca.gov
* Phone
8001234567
* Permission

Administrator
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CAL-E-FORCE REFERENCE GUIDE: MANAGE USERS

4. Permission Level has * Permission
two options, -
Administrator and User [ chooszone. - ]
Administrator privileges: | chooseope.______________ |
e Manage Users (add additional Administrator |
users, edit users) User |
e All User Privileges L
User Privileges:

e Contract Management
(Trainee Enrollments, Hours
Tracking, Invoice submission,
Revision request)

e Ability to Run Reports

5. Click the Create button - Permission

Administrator .

Closs
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6. A password reset email sl b iR sl becsal B ban
. nore salesiorce.com cn pbenait o <srikanth keesari@mitx .com> Oehrke, Kelsey @ETP
will be sent to the added Py oo,
user Cal-E-Force: Your new ETP password

Hi,
Your password has been reset for ETP. Go to:

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuat-pte.cs33.force.com%2Fsecur%
2Fforgotpassword.jsp%3Fri%
3D00D350000000zL000535000001HhCTeylibmMiQilBMjU2RONNIiwiYXVkljoiMDBEMzUwMDAwWMDAwekxPliwia2lki
OlwiMDBEMzUwMDAWMDAwekxPXCIsXCI2XCI6XClwMkdOMDAWMDAWMEQSYUJclixcimFcljpcimZvemdvdHBhc3N3E
RyYW5zaWVudGtleWVuY315cHRclixclnVeljpcjAWNTM1MDAwWMDAXSGhDVFwifSIsimNyaXQiOlsiaWF0II0simIhd CI6MT
Tg00Dg1NywizXhwljowfQ%253D%253D..5XN CaVejTuKZdRB.yOUWcUuXY-oK4DLIriBspbLO-
igrq4sBRi74AIKATYSNSHRZARuUiIY2NeWzQSIE13PGrHy7D-8sBErx-ytg%253D%253D.p5xkKN-SAPFOveV8x2NEzw%253D
26display%3Dpage%26fpot%3Dfb590d93-b541-4616-9e97-74555f53ddb0e643aSfe-a24f-4f6a-80b7-
84de43fofbS5e&amp;data=02%7C01%7Ckelsey.oehrke%40etp.ca.gov%7C856d0c9010c2495aac7e08d6fas5fc1a7%
7C608787d3f5f44629a77b6fe496953b1a%7C0%7C1%
7C636971686516334682&amp;sdata=I9w7XKQ3tZtj2CXPxQKTP2koTx4cyet7D172%2BMBdGpFY%3D&amp;reserved=_

Thanks,
California Employment Training Panel

to create a new
password. Click the

Change Password button
when finished

Enter a new password for contactB«+ @etp.ca govuat.

Make sure to include at least:

° 10 characters

© 1letter

© 1number

* New Password

‘ .......... { Matcn
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8. If unable to login, click
‘resend the email’ or
contact the Cal-E-Force salesforce
team at
etpcaleforce @etp.ca.gov

We've sent you an email with a link to finish resetting
your password.

Can't find the email? Try checking your spam folder.

If you still can't log in, have us resend the email or

contact your administrator.
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EDITING A USER

9. Atthe top of the landing
page, select the Manage
Users button on the
button bar

10. Click the Edit link next to
the User you wish to edit

Users
Name | Email User Since Permission Status Act
Kelsey Oehrke kelsey.oehrke@etp.ca.gov.uat Sunday, Jun 30, 2019 Administrator Active
11. Edit the fields desired )
Edit User

*First Name
Kelsey

*Last Name
Oehrke

*Phone
8001234567

* Permission

Administrator

« | Active
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12. To remove a user’s access,
click on the checkbox next
to the Active field to Adrministrator
uncheck the box

* Permizzion

# | ACTive

13. Click the UPDATE button * Permizsion

to save the changes
Adrninistrator

D Active

Clos=
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14. A password reset email
will be sent to the edited
user

noreply@salesforce.com on behalf of ETP <srikanth keesari@mtxb2b.com> Oehrke, Kelsey @ETP
Cal-E-Force: Your new ETP password

Hi,
Your password has been reset for ETP. Go to:

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuat-pte.cs33.force.com%2Fsecur%
2Fforgotpassword.jsp%3Fr¥%
3D00D350000000zLO00535000001HhCTeylIbmMiQiJBMjU2RONNIiwiYXVkljoiMDBEMzUwWMDAwWMDAwekxPliwia2lki
OlwiMDBEMzUwMDAwWMDAwekxPXCIsXCI2XCI6XClwMkdOMDAwWMDAWMEQSYUJclixclmFcljpcimZvemdvdHBhc3N3E
RyYWS5zaWVudGtleWVuY3J5cHRclixcinVcljpcljAWNTM1MDAwWMDAxSGhDVFwifSisimNyaXQiOlsiaWFOII0simlhd CI6 M1
Tg00Dg1NywiZXhwljowfQ%253D%253D..5XN CaVejTuKZdRB.yOUWcUuXY-oK4DLIrJBspbLO-
igrq4sBRi74AJKATYSNSHRZARuUiY2NeWzQSIE13PGrHy7D-8sBErx-ytg%253D%253D.p5xkKN-SAPFOveV8x2NEzw%253D
26display%3Dpage%26fpot%3Dfb590d93-b541-4616-9e97-74559f53ddb0e643aSfe-a24f-4f6a-80b7-
84ded3f0fbSe&amp;data=02%7C01%7Ckelsey.oehrke%40etp.ca.gov%7C856d0c9010c2495aac7e08d6fas5fcla7%
7C608787d3f5f44629a77b6fe496953b1a%7C0%7C1%
7C636971686516334682&amp;sdata=I9w7XKQ3tZtj2CXPxQKTP2koTx4cyet7D17%2BMBdGpFY%3D&amp;reserved=C

Thanks,
California Employment Training Panel
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create a new password,
click the Change Password

button when finished Enter a new password for contact8+ @etp.ca govuat.

Make sure to include at least:

© 10characters

© 1leter
° 1 number
* New Password
........... Good
* Confirm New Password
[t -]

L E—— l

16. If unable to log in, click
‘resend the email’ or
contact the Cal-E-Force salesforce
team at
etpcaleforce @etp.ca.gov

We've sent you an email with a link to finish resetting
your password.

Can't find the email? Try checking your spam folder.

If you still can't log in, have us resend the email or

contact your administrator.
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