
Modify User’s Access Role
How to modify an existing LINK® ID



Modify User’s Access Role

There are 2 ways an LSA can modify a user’s access:

1. From LINK menu go to the User Security > Local User Access List. 

2. From LINK menu go to the User Security > Local User Maintenance Screen.   
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Modify User’s Access Role (Local User Access List)

Local User Access List

• This will bring up all active LINK Id’s  under the LSA employed by.  

• If you are a shared LSA you can use the “Employed By” dropdown to switch companies.
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Modify User’s Access Role (Local User Access List)

• Find the LINK Id and type in the “User ID” box or LSA can double click in the “User ID” box 
and it will bring up the “User Lookup” popup where LSA can search and select the user. 
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Modify User’s Access Role

• One user has been entered or selected then click the “Retrieve” button and the user’s 
roles the user has access to displays.

  

• Click on “Modify User Access” button which will take you the “Local User Modify Access” 
screen.
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Modify User’s Access Role

• On the “Local User Modify Access” screen, LSA can click the “Retrieve” button, and it will retrieve all roles for all business units 
and companies the LSA can give access to.   

• Any roles that is marked “Allowed” will display in blue.  

  

• Or LSA can filter by using the Service Provider, Company Name, Role ID filters to narrow what access is needed for what 
business unit or company(s).
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Modify User’s Access Role

• For example: If LSA wants to only add “Nominations”, “Meter Confirmations” and “View 
Measured Volumes” role for Bobcat and Moss Bluff for two companies which are affiliated 
or tied to an agency.  LSA can use the filters by checking the boxes and then click the 
“Retrieve” button.
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Modify User’s Access Role

• Once retrieved, the LSA can click on the box in the column heading which 
will check all rows which will open the “Deny”, “Inquiry Only”, and “Update 
and Inquiry” buttons. 
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Modify User’s Access Role

• LSA can either choose “Inquiry Only” or “Update and Inquiry” button and it will put allow in the appropriate columns for each 
role or the LSA can be given rights via the drop down on each item in the “Inquiry Only” or “Update and Inquiry” columns.   

•  All roles that are set to “Allowed” will display in blue.  

• LSA clicks the “Submit” button and it will submit the changes and LSA will receive message “Accepted”. 
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Modify User’s Access Role

• LSA can click on the “<<Back” button and it will take you back to the “Local 
User Access List”.
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Modify User’s Access Role
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• LSA can view the roles were added for the new.

• Roles will display in blue for a max of 10 minutes then will display in black.

•   



Modify User’s Access Role (Local User Maintenance)

Local User Maintenance

• This will bring up all active LINK Id’s  under the LSA employed by.  

• If you are a shared LSA you can use the “Employed By” dropdown to switch companies.

• You can use the filters to find the LINK ID LSA wants to modify access to. 

 

• Click on the LINK ID and then click on “User Access” button and it will take you to the “Local User Access List”.

• Follow instructions on granting access by going to slides 2 through 10.
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