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When it's time for your CALEA Annual review, you'll want to set your CALEA Compliance Services
Members (CSMs) up as users in your PowerDMS system.

The first thing you should know is that each CSM will only be able to view what you give them access
to. This is all defined through .Roles in PowerDMS

The steps below will show you how to create an assessor in PowerDMS.

1. Create a user account for each CSM.

Hover over   from the top menu bar, then click New User.
Fill in the basic information for this user:

First Name
Last Name
Username
Password (optional; you can also choose to , which will automatically sendSend Welcome Email
a welcome email to the CSM.)

Click  .Save
Navigate to the  tab of the user record, and remove them from any groups you do notMembership
wish for them to be a member of (for example, All Users).

 

Note: If you don't use the  feature, you'll want to take note of the username andSend Welcome Email
password assigned, as you'll need to provide this information along with your Site Key or Site Link for the
assessor to access your site.

 

2. Assign your assessment.

Navigate to the Assessment Viewer. Be sure the manual title is selected within the table of contents, then
click the  tab. Click  , then assign the user to the following Roles:Assignment  Add New Assignment
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CSM with the "Participate" responsibility.

Accreditation Manager, with "Observe" responsibility. This allows the auditor to view
attachments/highlights that users in the Accreditation Manager Role have added, as well as any
compliance statuses they’ve set on individual standards.

(Optional) Assessment Team, with "Observe" responsibility.

Important: PowerDMS will automatically assign security privileges to the appropriate Roles based on
these assignments. You do not need to manually modify the security of the manual, as this may result in the
user having unintended visibility to other areas or Roles within the assessment.

Note: If a Role title has a padlock icon next to it (as shown in the CSM role above), the user(s) in that Role
must request a Role Key from CALEA to unlock the role and participate in the assessment.

 

3. Check your work.

A good way to check your work is to read the assignment back to yourself. Using the above example, we
know the following: 

The CALEA Compliance Services Member can  as the CSM.participate
The CALEA Compliance Services Member can  Accreditation Manager activity.observe
(Optional) The CALEA Compliance Services Member can  Team Member activity.observe

The CSM needs to have Observe rights over all Roles that contain attachments they need to view, and should
only have Participate rights in the Role they're taking action under (i.e., their own Role).

The above assignment outline is only an example; you do not to assign your CSM to any Role otherhave 
than their own. Use discretion, and assign users to other roles according to your organization’s needs and
what he or she needs to Observe or Participate in.

Important: Roles are not hierarchical by nature, which means assigning a user to one Role doesn’t
automatically give him or her privileges to Observe or Participate in the activity of a seemingly
"lower-rung" Role. This is why you must assign users to individually.all Roles they need access to 



4. What happens when my annual review is complete? 

When your CSM(s) has/have completed your annual review, you will want to remove their assignment from
the assessment in PowerDMS simply by deleting it, as shown below. 

You can also  by navigating to the CSM's user account from ,deactivate your CSM the  searchFind Anything 
clicking  , then clicking  .Manage User Deactivate
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