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Role Maintenance

LOGIN TO MANAGE ROLES: UPDATING USER ROLES

User roles within an assigned school may need to be updated to account for
employment changes, intra-school transfers, or rotation of department chairs.

PLEASE NOTE: As a CM Admin, you will only be able to update information/roles within
your designated school/division.
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T ——y 2. To remove a Member, highlight the role and click o

— 3. To reorder the workflow order, highlight a role and click 4 4
a. The first Member listed will receive an email notification when a

proposal is assigned to that role

b. Toensure ALL Members in a role receive email notifications,
type “all” into the Email field as shown above

c. Toensure MULTIPLE, but Not All, Members in a role receive
notifications, enter the desired members’ email addresses, with

TIPS & TRICKS: each email address separated by a “,”
Click ? Icon for EMAIL:
. field level help dunnr@upenn.edu,mmcglone@upenn.edu

When to Submit a JIRA Ticket:

Any field boxed in red * Need to change who is the CM Admlnlstrato[ for a School
is REQUIRED * Need to add a newly created role to a School’s workflow

* Need to delete a role from a School’s workflow

* Need to create, change or delete the workflow for a School
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