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Request Type
NOTE: "Change" means all existing system access will be removed and replaced with below for requested systems.
Employee Information
Approving Authority
Access Requested
This Section Only Required for Contractors
Contractors access/usage in the KELMS system can cause the requesting agency/third-party vendor to incur a cost for an additional license in the system.

KELMS Domain Administrators have the ability to create courses and/or upload them, offer assistance to trouble shoot issues with users and assign roles and security within the domain. They also have access to the SumTotal portal to participate in community activities and online training. Users with this role have default employee permissions. They can create, manage, and configure all components specific to that domain and its sub domains. Users will not be able to manage supplemental data and global settings of the application. Users have Author rights in Advanced Reporting. Once certified, users can create custom Reports through Jaspersoft.


KELMS Training Coordinators have default employee permissions plus additional administrator permissions such as the ability to: create new users (can add and edit but not delete users), assign skills as requirements, build competency assessments, build the course catalog, schedule events, manage rosters, enroll anyone into classes, publish courses, build agenda, manage supplemental data such as vendors, locations, and equipment, and view and run advanced user reports.


KELMS Instructors have default employee permissions plus the ability to create an offering from an event, create assessments, create their own development plan, register others for courses, fully manage rosters, approve training requests, and view evaluations. Instructors are those who may teach classes or conduct workshops and are most often associated with instructor-led or virtual classes.


EBI Training Records Users 
will have log in credentials for the EBI website and display access. They will have the ability to run/refresh reports created for the agency/cost center indicated above. They will also be able to export reports from the EBI website to excel, pdf, etc. There is a $250.00/year license fee associated with this for New Users.
 


NOTE:
 
If already an EBI user, you will not be charged twice for additional access.
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