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 Updating Your PACE LMS Profile Job Aid

Logging In

1. Launch the PACE website by entering the following URL http://comasskcprod.mksi-lms.com/kc/login/login.asp?kc_ident=kc0001&strUrl=http://comasskcprod.mksi-lms.com/Default.asp into your Browser.
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2. Login: Enter your Employee ID number.  (If you do not know your Employee ID number, select the Forgot Login link and follow the directions.)

3. Password: Enter your last name exactly as it appears on your pay stub.  (Note this is case sensitive, if your last name has any special characters or suffixes, such as Jr., enter those characters also.)  Once the login ID and password are entered, select Submit.
On the initial log in you will be taken to the Create New Password screen. 
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Create New Password

You have accessed PACE with a temporary password. You must now create 3 new permanent password.

To change your password, enter your new password in both fields below, then dlick Submit. Your new password will be sffective the next
time you log in to the site. To exit PACE without changing your passward, dlick Cancel.
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4. Enter your new password (this field is case sensitive, your new password must be at least 4 characters).  Confirm the password by entering it again.  Click Submit. Next, you will be taken to the Email Confirmation screen.
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Email Confirmation

If an email address is incorrect or missing, dlick on the link next to the field to correct the email address. When both email addresses are
correct, select Submit.

Email Address: [sheayee@aclcom Edit email address
Manager Name: [Deidre Brown (HRD)
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5. Verify your email address.  If your email address is incorrect or missing, select the Edit email address link.  You will be asked to enter your email address twice to ensure accuracy. Select Submit.
6. Verify you Manager.  If your manager’s email address is blank or incorrect, select the Find Manager link, enter your manager’s last name and first name and select the search button.  Check the radio button next to your manager’s name in the search results list.  Select Submit.  When both email addresses are correct, select Submit.  

The Update User Profile screen will appear next.  
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To modify existing information, edit the fisld(s), then click Submit. Ta restore the original information in allfields, dlick
Reset. To exit without changing any information, click Cancel. All required fields are marked with an asterisk (*).
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7. Verify the information on your profile.  Here you will notice most fields are grayed out and cannot be updated.  This means that they are being updated through a weekly data feed from HRCMS (the HR / Payroll application).  Edit any field(s) that are not grayed out, and then click Submit.  You and your manager will receive an email confirmation that your profile has been updated and PACE will display the message “Your user profile was updated.”  From here, you can explore the functions and features in PACE or select the LOGOUT tab at the top of the page.
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