
Copy User’s Access Roles
How to copy user’s access roles to a new user.



Copy User’s Access Roles

Step 1

• LSA will click on the existing user (LINK ID) the LSA wishes to mirror access for 
the new user (row will highlight) and LSA will click the “Copy” button and the 
“Copy User Dialog” screen will display.

• The “Copy” button will be unavailable if LSA tries to copy an LSA ID.  
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Step 2

• LSA will create the LINK® ID, 
password, and provide contact 
information for the new user.

• LSA will review the roles being 
copied.

• LSA clicks “OK”.

• Once “OK” is clicked, then it will 
take the LSA back to the “Local 
User Maintenance” screen.
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Copy User’s Access Roles

• On the “Local User Maintenance” screen, LSA will receive message “New 
User TSTFCJSPIPE has been created through copy, please verify user 
access”.

• LSA clicks on the “User Access” button and it takes the LSA to the “Local 
User Access List”. 
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•  LSA to verify access roles where copied.

• Roles will display in blue for a max of 10 minutes then will display in black.
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• The LSA provides the LINK Id and password to the new user.  

–  The new user will be prompted to change the password at log in.

• New User should wait an hour for their ID to get into Okta.

• New User must set up MFA (Multifactor Authentication) or new user will not 
be able to access LINK without this step.  

– For instructions on how to set up MFA, please see the “Multifactor Authentication Setup” 
tutorial.
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