
Granting User Access
Learn how to grant user access and explore 

the access permissions you can use!

This webinar is aimed at account admin or users with the 
“Add/Edit User” permission!

Introduce yourself in the chat! Which 

institution are you here with?



Granting User Access
Learn how to grant user access and explore 

the access permissions you can use!

This webinar is aimed at account admin with the 
“Add/Edit User” permission!



1. Access Quick Facts

2. How to Grant Access

3. Permission Options

4. Student Org Leader Access

5. Q&A

6. Close

Agenda



Quick Facts: User Permissions 
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Access 

determines what 

you see on your 

menu!
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

User management 

happens on the 

“People” dashboard.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

You must have “Create User” permission 
to grant user access.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Adding a role does NOT 
automatically add permissions

• All permissions start unchecked

• You MUST check off new 

permissions!

• It’s not automatic.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

You cannot edit your own access.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

You can give access UP TO the level you have

• Account admin with “Create User” can create ALL users

E.g. If you do NOT have 

“Event Approval” you 

will not be able to grant 

the “Event Approval” 

permission
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

One user can have multiple roles.



How to Grant Access



Account User Role Permissions



14

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Step 1: Add person as a “user.”
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Already a user.

Not yet a user.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Select the 

three 

stacked dots.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Select “Add 

as a User”
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Add role AND check off permissions
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Select the 

three 

stacked dots.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Select ”Edit.”
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Under Access --> Role, select the correct role

Used drop 

down menu
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Select the correct role.

Choose from 

4 roles.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Remove access
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Update a User

• People

• Choose User

• Click the “Pencil”

• Change Permissions

• “Save”



User Access Levels
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

User Permissions

You MUST check off new permissions! - It’s not automatic.

Campus Admin Campus ViewCategory Admin Org Admin
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Campus Administrator

• View all dashboards 

• Additional rights available

• Examples:

• Main contact

• Secondary contact

• IT (only if main contact does not monitor the Student Imports page)
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Campus View

• View all dashboards 

• No additional rights available

• Examples:

• Vice President

• Dean of Students

• IT (who does NOT need to monitor the Student Imports page)
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Category Administrator

• View all dashboards relative to a specific category

• Additional rights available

• Examples:

• Department heads

• FSL Director

• Intramurals Director

• Leader of Religious and Spiritual Life

• Student Government Leaders



30

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Organization Administrator

• View all dashboards relative to selected organization

• Additional rights available

• Examples:

• Organization officers

• Organization advisors



User Permission Options
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Create User

•Add a user

• Edit user access
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Organization Permissions

• Create Categories: Add and change 
Categories. Campus Admin only.

• Create Organizations: Create new 
organizations. Not available for Organization 
Administrators.

• Edit Organizations: Edit details of 
organizations they have access to.

• Deactivate Organizations: Deactivate 
organizations they have access to.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Event Permissions

• Create Events: Submit and edit events for organizations 
they have access to.

• Delete Events: Delete events they have access to.

• Add Attendees via Web: Check students into events 

using the web portal one at a time. (Note: Anyone with 
the pin can check in using the mobile app!)

• Add Bulk Attendees via Web: Bulk add students into 
events using the web portal.

• Set Event Date in the Past: Backdate an existing event 
or create a new event with a start date in the past.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Profile Permissions

• View Person Profiles: See student profiles

• Name

• Email

• membership information

• events attended

• If the user has the add/edit users right, they will also see what 
the user has access to. 

Note: "View Person Profiles" is the only user permission 

that can be granted to those who have Campus View 
access. They will not have the ability to make any 
changes.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Profile Permissions

• View Student Numbers: See Student ID Numbers on 
the Student List page as well as Event Attendee 
Exports.

• Download Smart Transcript: Download the Smart 
Transcript of the people they have access to.
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Finance Permissions

• Manage Finance: View their 
organizational budget and submit forms 
against this budget.

• Student Org Leaders

• Edit Finance: See their organization’s 

upper level budget and make changes 
and view their own organizational budget.

• Account or Category Admin



Protecting Student Data
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Personal Information Management

Profile 

Restriction

Student 

Number 

Restriction

Smart 

Transcript 

Restriction



Student Organization Leader 
Access
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Student organization leaders

• The FIRST student organization 
leaders’ permissions = manual

• Student organization leaders 

appointed during transition = 
automatic
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Enable “Create officers as Users”

• Check your organization registration form if you are having trouble 
with permission transfer
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Organization Registration Form --> Roster 
Settings
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m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Access transfer during transition

•Standard Privileges

• Edit Organizations

• Create Events

• Add Attendees via Web

• Add Bulk Attendees via 
Web



What can you put into 
practice TODAY?



Q&A
Please put your questions in the Q&A box. 

I’ll get to as many as possible and follow up via 
email if more research is needed!



Thank You
See you next month!
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