
 

 

Instructions for Copying an Existing Role 
Objective 
This SOP outlines the steps to copy an existing role, ensuring all relevant settings and 
permissions are transferred correctly. 
 
Step 1: Create a New Role 

 
• Go to Library Master > Role Maintenance and begin typing the name of the new role you 

wish to create. 
• Once the name is entered, select the Copy button. ‘Copy From’ window opens.  
• Choose whether to copy from a role template or an existing role. 

 
Step 3: Choose Existing Role to Copy 



 

 

 
• If selecting an existing role, find and select the role you want to copy. 
• Confirm whether you want to copy the tasks and security settings.  

 
Step 4: Confirm Copying Settings 

 
• Click 'OK' to proceed with copying the selected role. 



 

 

• The system will copy all security options and tasks associated with that role. 
 

Step 5: Verify Role Settings  

 
• Review the copied role settings to ensure everything is correct. 
• Make any necessary adjustments to the role settings. 

 
Step 6: Assign Role to Users  



 

 

 
• If needed, assign the new role to specific users within the company. 
• Select the appropriate role type, select ‘Accept’ and save any changes. 


