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Roles 
 

Each login is assigned with specific tasks hence each login has to be provided with 
specific role. In this section, user can Add/View/Update roles by following the below steps. 
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a. Add Roles: 
 Click on "Roles" sub menu under "User Management" side menu. 
 "Managing Roles" screen is displayed along with "Add Roles" link. 
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 Click on "Add Roles" link, "Add Roles" screen is displayed. 
 User can select "New" to create a new Role. 
 Enter Role name, Role Code, Description and select Section. 
 Assign the role-based screens to the user by clicking on A/V/U/D check boxes 

in each screen, as shown in below image. 

 Click on  button to save the details. 
 The Roles will be assigned to the specific user along with permission to access 

the relative screens. 
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 User can select "Using Existing Role" option, if the role permissions have to 
be allotted to already existing roles. 
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b. View Roles: 
 

 User can View the previously added Roles in "Managing Roles" screen. 

 Select Func. Location, Section and click on  button. 
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 A tabular format will be displayed as shown in below image. 
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c. Update Roles: 
 

 User can update the records by clicking on Role Name link in "Managing 
Roles" screen. 

 "Update Roles" screen is displayed. 
 User has the provision to update Role name, Section, Role Code and 

Description by selecting "New" or  "Using Existing Role" options. 

 Click on  button to save the records. 
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d. Role Reports: 
 

 Particular Reports can be assigned to Roles by clicking on Reports link in 
"Managing Roles" screen. 
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 "Role Reports" Screen is displayed. 
 User has to select the check boxes located beside each Report, to allot that 

particular report to a specific role. 

 Click on  button to save the details. 
 The Reports selected will be accessible to the specific User Role. 
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