How to Import a User Role

Exporting/Importing a User Role helps the PM to configure sets of roles that can be used in mass deployment for customers.
Here are the steps to Import a User Role:

1. Login as Admin user
2. On user's menu panel, go to System Manager folder then click User Roles
3. Select and open one user role

User Role - RoleAA

Mew 5Save Search Undo Delete Duplicate Import Report Close

Details Users Audit Log {2}
Rale Name *| RoleAA Rale Type * User ~
Description | RoleAA
Menu Layout | Screen Permissions = Control Permissions | Sub Roles
Master Menu
SelectAll [JClearAll & Up = Down | Filter Menu
¥ @ Dashboard =
~ @ Common info
~ @ GenerallLedger
@ Financial Reports
@ Cash Management
@ Credit Card Recon
@ Inventory
@ Purchasing (A/P)
@ Sales (A/R)
@ Payroll
@ MNotes Receivable
@ Contract Management
@ Risk Management
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4. Click the Import toolbar button
User Role - RoleAA

New Save Search Undo Delete Duplicate Impert Report Close

Details Users Audit Log (2)
Role Mame = RoleAA Role Type = User w
Description | RoleAA

5. Select the CSV file from the file browser
6. A warning message will appear, to proceed with importing click the Yes button
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This will overwrite the role configuration of RoleAA. Do you want
to continue?




7. Once importing is successful, this message will appear
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Importing successful.

@ Previous Menu structure, Description and Role Type will be replaced with the imported user role.

Here are the steps to Import a User Role:

1. Login as Admin user
2. On user's menu panel, go to System Manager folder then click User Roles
3. Select and open one user role

User Role - Non-Admin

New Save Search Undo Delete Duplicate Import Export Close

Details | Users | Audit Log (1)
Role Name: | Mon-Admin Role Type: User hd
Description: | Non-Admin
Menu Structure | Screen Permissions | Control Permissions | 5ub Roles
Master Menu Role Menu Preview
[ Select Al [ Clear All | Filter Menu @ Commeon Info
~ @ Commoninfo = @ Dashboard
~ @ Dashboard @ General Ledger
B General Ledger @ Financial Reports
@ Financial Reports @ Cash Management
~ @ CashManagement @ Inventory
@ Credit Card Reconciliation @ Purchasing
~ @ Inventory @ Sales
~ @ Purchasing
@ Sales
@ Payrall
@ MNotes Receivable
@ Grain
@ Contract Management
@ Risk Management <
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4. Click the Import toolbar button

User Role - Non-Admin

Mew Save Search Undo Delete Duplicate | Import Export Close

Details Users Audit Log (4)
Role Name: INun-Admm Role Type: I User e
Description: | Non-Admin

5. Select the CSV file from the file browser
6. A warning message will appear, to proceed with importing click the Yes button
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This will overwrite the role configuration of Non-Admin. Do you
want to continug?

7. Once importing is successful, this message will appear
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Importing successful

o Previous Menu structure, Description and Role Type will be replaced with the imported user role.
Here are the steps to Import a User Role:

1. Log in as Admin user
2. On the user’'s menu panel, Select Admin folder



Select and double click User Role menu

3 & @ ©

il Search User Roles

w

Profile  logOut  About Help
Venu « @ = g
89 < New OpenSelected Refresh Close
£} Home
31 Favorte T 14 records
User Role Description
1] Avkn Do not use i Production. For Demo Purposes Orly.
0 vser Do not use in Production. For Demo Purposes Orly.
= Report Manager 1| scle Scale Operator
50 Motor Fuel Tax Cyde 1| Harvers
5] Company references B aose pgser
&5 tarting Mumbers ]| Acaoran g Administrator
= Cetonnds [F] Dashboard Admin Dashboard Adrmin
8= I [ ecommerce eCommerce User
j: ;:"::::r:"'" [ testy User Beth
2 5 el oo [] TestUser User Beth
@ L5 Financial Reports ]| Beth 123 Beth 123
@ 5 Tank Management B Uscr Beth ey
@5 Cash Management [ Role1 Role 1 Description
@ 5 Accounts Payable [ role3 5
@ 5 Accounts Receivable
@5 Help Desk
@5 Inventory
@ payral
@[5 Contract Management
@ 5 Notes Receivable
[ Ag Accounting - @ 2 | | Ready
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4. Select one user role or Create New User Role type
5. Click the Import toolbar button
el User Roles
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New Save Search Undo Delete Applyto Users] Import |Export  Close
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Role Name: | ADMIN Enable Administrator rights

Description: | Do not use in Production. For Demo Purposes Only.
6. Select the CSV file from the file browser

0 Previous Menu structure will be replaced with the imported user role
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