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SC.080.103 - Copying User Profiles
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to copy User Profiles. The copy User Profiles functionality can be used when creating a new User Profile that will have the same or similar attributes as an existing User Profile.

Note: All Users should be evaluated to determine whether or not they will be required to process Banner student payments. If they will need to add, maintain, or process payments for Banner students, then the "BOR_BU_XXXXB" Permission List should be selected as Primary.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Copy a User Profile.
- Review the copied User Profiles’ roles.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to create a new User Profile and you choose to copy the User Profile for TBRUBAKER. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000015B] 
	Click the vertical scrollbar.

	2. [bookmark: ID0x0000015C] 
	Click the PeopleTools link.


	3. [bookmark: ID0x0000015D] 
	Click the Security link.


	4. [bookmark: ID0x0000015E] 
	Click the User Profiles link.


	5. [bookmark: ID0x0000015F] 
	Click the Copy User Profiles link.


	6. [bookmark: ID0x00000160] 
	Enter "TB" in the begins with field. 

	7. [bookmark: ID0x00000161] 
	Click the Search button.


	8. [bookmark: ID0x00000162] 
	Click an entry in the User ID column.


	9. [bookmark: ID0x00000163] 
	Enter "SHAWNSM" in the New User ID field. 

	10. [bookmark: ID0x00000164] 
	Enter "Shawn Smith" in the Description field. 

	11. [bookmark: ID0x00000165] 
	Enter "password01" in the New Password field. 

	12. [bookmark: ID0x00000166] 
	Enter "password01" in the Confirm Password field. 

	13. [bookmark: ID0x00000167] 
	Click the Save button.


	14. [bookmark: ID0x00000168] 
	Click the ID tab.


	15. [bookmark: ID0x00000169] 
	Click the Employee list item.


	16. [bookmark: ID0x0000016A] 
	The Attribute Value is the Employee ID. You must link the User Profile to the Employee ID for all employee type user profiles.

	17. [bookmark: ID0x0000016B] 
	Click the Roles tab.


	18. [bookmark: ID0x0000016C] 
	The roles that appear are the same roles that the user had that this user profile was copied from.

Once verified and changed, click the Save Button.
Click the Save button.


	19. [bookmark: ID0x0000016D] 
	Congratulations. You have just completed the Copying User Profiles topic. Below is a summary of the key concepts of this topic:

- The Copy User Profile functionality should be used when creating a new User Profile that will have the same or similar attributes as an existing User Profile.
- The roles that appear for the new User ID are the same roles that the user had that this user profile was copied from.
End of Procedure.
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