Tutorial 20: Security & User Management

This tutorial tells how to assign staff either standard user access to PranaStudio or
administrator access. Administrator access allows the person to make changes to all tabs
in PranaStudio. We suggest assigning teachers standard access which is the default

setting. This can be easily changed at a later date.

Step 1: Assigning Access to Staff

From the Switchboard, click on “Administration.” Listﬂ | (G aministation
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In “Administration” click on the Staff tab.
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Select the staff member to whom you are assigning access or, for a new staff, click
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Click on the Login Details tab.
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The staff member’s name, as entered in
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access to all “Administration” tabs in

PranaStudio. Is Standard User allows
access to all features required by most
staff.
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Standard Users have access to all the “Administration”
tabs except Staff, Payroll, Retail and Payment Processing

Fayment Processing

Allow Login enables the staff member to login. A guest
teacher may be denied login status by unselecting this.

MHew Passcode
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To create a passcode or change a previous passcode, enter
and then re-enter the new passcode in both the New
Passcode and the Confirm Passcode boxes.
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Click “OK” to complete the
changes for this staff member.
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