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Getting Started Guide 

This guide will help you configure specific access permissions for Operators: 

 Secure activities, events, behaviors, or groups 
 Change Operator access permissions for specific items 
 Change access permissions for individual Operator 

Secure Activities, Events, Behaviors and Groups 

After login, navigate to the Manager section of the program.  Click on Permissions to continue to the 
management page for Operator permissions. 

 

By default, ALL activities, events, behaviors and groups are available for access to every registered 
individual.  You can “secure” items from access by Operators and THEN grant specific permissions to 
only certain individuals. 
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As an example, if you secure an existing event such as “Debate Club Meetings”, no Operators will have 
access to the event unless they are given specific permissions.  Keep in mind, an item can also be 
secured when you create it by adjusting the “Require permissions” option. 

 

* Individuals with Manager, User or Viewer access will not be affected by items that are secured 
  



5-Star Students 

Page 3 
Operator Permissions Guide 

 

Change Permissions for Specific Items 

After an item is secured, you can adjust permissions for Operators as needed.  Navigate to the activity, 
event, behavior, or group page to change permissions.  Then, click Edit Permissions to view current 
permissions for the item. 
 

 
 
All existing Operators will be listed, along with their current access settings. There may be different 
permissions available, depending on the type of item being secured (i.e. activity, event, etc).  A 
description of each permission is available by clicking the Permission Definitions link. 
 
For example: 
 
Allow Manual Entry:  Determines if the operator can manually add individuals using the "Add from list" 
or “Add from IDs” options. 
 
Allow Guided Entry:  Determines if the operator can add individuals via guided methods. This may 
include options such as "Import from file", "Import from scanner", or "Online check-in". 
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You can edit Operators individually, or select permissions to enable at the top of the list and check each 
Operator to receive the changes.  Click Update Selected Users to save.  Updated permissions will take 
effect immediately. 
 

* Operators with NO access to the activity, event, behavior, or group will not be able to see the item from the website or mobile 
Manager app 
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Change Permissions for Individual Operator 

In addition to changing permissions for a specific item, you can also adjust permissions for an individual 
Operator across any secured item. 

Navigate to the Manager section and click Users to continue to the management area for program 
users.  Then, click Manage Users to view the list of all existing users. 

 

For each individual with Operator access, a link will be visible in the Permissions column.  Click View to 
be routed to the User Permissions page. 

 

Every “secured” item will be listed and permissions for the selected Operator can be edited as needed.  
You can also Remove All Permissions from each list of items. 
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