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This section describes:

• Creating a new user in Docebo

• How to edit an existing user
• Updating a user’s status 

• How to enroll and unenroll a user into 
a course



Docebo New Navigation Menu for Power Users
Docebo has redesigned the navigation menu. 
You will no longer access the Docebo menu 
using the gear icon located in the upper right 
corner of the screen.

User menu (cube icon):  This is the Power Users personal 
homepage in Docebo.  

Data and analytics (chart icon): Configuration pages 
for Reports

Heart icon (favorites):  Opens a customized menu of the pages 
which the administrator has marked as favorites.

People (people icon): Configuration pages for Users, Power 
Users, Groups

Content and delivery (folder icon): Courses, Learning Plans, 
and Certificates

The New Navigation Menu

The new navigation has been completely 
redesigned and reorganized. It is more user 
friendly and intuitive.  
The new menu is accessed from the left hand of 
the screen by clicking on the corresponding 
icon.

The Former Navigation Menu

OLD

NEW
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Keep the menu open.
Click

Keep the menu closed.

The new navigation menus provides you the ability to keep the user menu open or closed by clicking on the 
book icon.  Providing users the ability to have quick ability to navigate menus while open or provide more 
workspace when closed.

Click



5

Accessing the User Menu 
Step 1:  Log into your Docebo account.

Step 2:  Open the User Menu by clicking on the people icon located on the left side of the page.

Step 3:  Search for the user in the “Search for users” field to confirm whether the account already exists.
a. If the user already exists, do NOT create a duplicate account (see page # for instructions).
b. If a username already exists, add a letter to the end of the username. Start with (a, b, c, etc.) continue until a 

unique username is created.

Step 4:  If no account already exists, click on the “New User” button in the upper-right corner.

Step 2

Step 3

Step 4

https://ochn.docebosaas.com/dsp/pages/39/direct-support-professionals-learning-center
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1st 4 digits of their D.O.B. and last 4 digits of 
Driver’s license or State ID. 

The user’s  email is used by Docebo to send:

o  Automatic renewal reminders for courses and 
certifications.

o Information regarding in-person and instructor led 
trainings they are signed up for.

Level is always set to 
User

Leave Email 
Validation Status set 
to ”Unverified”Enter valid email address for user
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Please enter the user’s First and Last Name as it appears on their ID. Do not use nicknames, etc. This 
will help Power Users avoid creating duplicate accounts for the same user.

Create a temporary 6-digit 
password for the user

Turn this toggle button on to green.  New users 
will create their own password upon their 1st 
login. 

IMPORTANT: DO NOT SET AN EXPIRATION DATE. 
This will impact users’ ability to login and renew 
certificates in the future.

Always enable  these 2 toggle buttons (set to green).

` What to Know

• You will need to document the 
username and  password you 
create as you will need to 
provide this to the user.

Click Next
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This step links the user to your organization (Branch) and is essential 
for enabling future activities such as reporting.

What to Know

• A user can be linked to multiple 
branches

• You can only:

 View and add user to your 
branch

Important

• You will not see other branches 
the user is assigned to

Click Next

1. Type in the name of your branch in the search 
bar to locate your organization (branch)

2. Select your branch.
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Important
• All fields with a red * asterix 

indicates a required field. If 
a field is Not Applicable to 
your branch, you will need 
to choose N/A so that you 
can move to the next page.

What to Know
• In addition to adding a 

learning plan in this step,  
earning plans and courses 
can be added from the 
Docebo Navigation Menu 
under: 

1. Choose the applicable 
Learning Plan Type.

2. This will automatically enroll 
users into a learning plan 
with their required training 
courses.

Click Next

Add job title that makes sense 
for your organization.
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This toggle should remain OFF for all users you 
create.

1. Start to type your name in the 
line that reads 'Direct Manager'. 

2. A dropdown list of users will 
appear, select your name.

1. Leave this blank.  
2. This is only for existing user 

management. 

          Important
• Select the 'Review’ button 

at the bottom of the page 
to ensure accuracy of the 
new user’s information.

X
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Need to Know
1. Review the new user’s 

account information.
2. Make any needed 

corrections by clicking 
on the Edit button for 
the relevant section.

3. Click on CREATE 
USER button.

Click on CREATE USER

Important
1. Once you click on 

CREATE USER, a 
green message will 
appear indicating your 
new user has been 
successfully created. 
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Important
If a User already has a 
Docebo account, do not 
create a duplicate account
• Simply add the user:

 To your branch and 
to your team.

What to Know
• Some employees may 

work for more than one 
Direct Service Provider.

Step 1:  Open the User Menu by clicking on the people icon located on the left side of the page.

Step 2:  Search for the user in the “Search for users” field. 

Step 3: Click on the ellipsis icon (circle with 3 dots) at the end of the row for the user and select edit from 
the dropdown menu which will take you to the User account page.

Step 1

Step 2

Step 3
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Adding Existing User to Your Branch & Team

Click on update

Step 4:  Select tab 2 Branches and select your 
branch.
Step 5:  Select tab 4 Team Members tab
Step 6: If a Power User name already appears in the 
‘Power User' line’, then you will add your name to 
the 'Direct Manager B’ line by typing your name in 
the line and selecting yourself from the dropdown 
menu. Slot B can also be for a Power User.
Step 7: Be sure to click on the Update button at the 
bottom of the page. The user is now part of your branch 
and team.
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1. Upon creating the new user’s account, the user will receive an email notification from Docebo 
(illustrated below).
 You will need to send the user their username and password.
 The user will be prompted to change their password on their first login.



Click on CONFIRM

Enroll the New User into Courses
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What to Know
• If  you enrolled the User into a 

Learning Plan in the previous 
step, you will not enroll the 
user to courses here.

• Courses can also be added 
for the user from the Docebo 
Navigation Menu under: 

Click Confirm



New User Creation: Enrolling User in Courses
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Click next

Once the new user has been added to Docebo, you are given the option to enroll the 
user into courses.



How to Enroll Users in Courses
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1. From the Navigation Menu, choose the 
Users menu.

2. Next search for the user you want to 
view.

3. Then hover over the end of the row and 
“click on the ellipsis menu (3 dots)”.  

4. A menu will popup, choose “Edit”
5. This will bring you to the user’s account 

page.
6. Edit the information and then “Click 

Update”.
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1. Go to the Navigation menu

2. Select the People icon > Users to open the Users page

3. Search for the User.

4. In the Status column, click the icon next to the user’s account to toggle between:

Activated (green check mark) — user has access.

Deactivated (dimmed circle) — user is blocked from logging in.

User is active.

User is deactivated.



Updating Multiple Users’ Status
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If you want to change multiple users at once:
1. Select the checkboxes next to the users.

2. Click Choose action > Status.

3. Select Activate or Deactivate for the selected users.



For technical support with Docebo fill 
out the:

 Power User Support Request Form

https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=y41EnvEyH0G8Uq-9k-31uPVDkdQzc-JLixFAk_z4TiNUNVpNVk5QOFlTVU84R0YxNFRIUVQ3QTNRSiQlQCN0PWcu
https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=y41EnvEyH0G8Uq-9k-31uPVDkdQzc-JLixFAk_z4TiNUNVpNVk5QOFlTVU84R0YxNFRIUVQ3QTNRSiQlQCN0PWcu
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