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This Quick Reference describes how to change user permissions. The directions in this document 
may be used to remove a user, change the group for a user, or to assign a user who is currently 
unassigned to any group to a group. You must have administrator permissions to perform any of these 
actions.

This document contains three sections:
1. How to access the Manage Groups page
2. How to Remove a User
3. How to Assign a User

1. How to access the Manage Groups page
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Typical Login Page

To access the screen where user 
permissions are changed you will need to 
change the web page address directly in 
the address bar. To access the correct 
page, replace the content after the first 
single '/' with:
scripts/manage-permissions.php 

To access the screen where user 
permissions are changed you will need to 
change the web page address directly in 
the address bar. To access the correct 
page, replace the content after the first 
single '/' with:
scripts/manage-permissions.php 



2. How to Remove a User
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Typical Manage Groups Screen

Click on the Assign link of the group to 
which the user that you want to change 
is currently assigned. 

Click on the Assign link of the group to 
which the user that you want to change 
is currently assigned. 

Click on remove to remove 
the desired user from this 
group.

Click on remove to remove 
the desired user from this 
group.

Click on the Close & Refresh button to 
close the acknowledgment screen and 
refresh the prior page.

Click on the Close & Refresh button to 
close the acknowledgment screen and 
refresh the prior page.
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Screen after User was removed.

Click on the Manage Permissions 
link to return to the Manage 
Permissions home page.

Click on the Manage Permissions 
link to return to the Manage 
Permissions home page.



3. How to Assign a User
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From the Manage Groups home 
page, click on Assign for the 
group to which you want the user 
to be assigned.

From the Manage Groups home 
page, click on Assign for the 
group to which you want the user 
to be assigned.

Scroll down to the Unassigned 
People section and click on the 
letter of the first name of the user.

Scroll down to the Unassigned 
People section and click on the 
letter of the first name of the user.

Scroll through the list of people in the 
database using the forward page arrow at 
the bottom of each page as necessary until 
you locate the user. The People list contains 
users and customers.

Scroll through the list of people in the 
database using the forward page arrow at 
the bottom of each page as necessary until 
you locate the user. The People list contains 
users and customers.
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Click on the Assign link for 
your user.
Click on the Assign link for 
your user.

Click on the Close & Refresh button to 
close the acknowledgment screen and 
refresh the prior page.

Click on the Close & Refresh button to 
close the acknowledgment screen and 
refresh the prior page.

The user is now a 
member of this group.
The user is now a 
member of this group.

Tech Note
If your user is also a customer, 
both entries will appear in this 
list. Make sure to assign the 
user and not the customer. It is 
usually easy to distinguish 
between a user and a 
customer by looking at the 
entry after the name. For 
users, this will be their user 
name, for customers this will 
be their account number.


