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How to Use Roles 
 

Users are granted access rights to the Durell Portal by assigning them a Role. Roles define broad types 

of users and this guide shows you how to edit the default Roles or create your own custom Roles. 

 

We strongly recommend using Chrome instead of Firefox, Safari or 

any other browser to use all the features listed below. 

 

Follow the provided link for access 

 

Let’s begin by logging into your Durell Portal, using the link sent to you or your office manager.  

 

If this is your first time logging in, the link will take you to create a new password. 

 

Where to setup roles 

 

Once you’re logged into the Durell Portal. 

 

• Click on the  Menu button in the top left 

 
 

• Under the  Settings section click the  Roles option
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Roles section 

You will be taken to the main page for  Roles. It features a brief description of what Roles are and 

then a panel which shows the default Roles you get with the system. 

 

 
 

Access Level / Assigned Users 

The column on the right side of the panel Access Level displays an indication of how elevated that 

Role’s access is, as well as how many users are currently assigned that Role under Assigned Users. 

 

Reviewing and Editing Roles 

• To open a Role to review its settings, click on its name or any part of its box in the list of 

Roles. 

 

• After opening a Role you’ll see some important options in the top right of the screen: 

 

 
 

• Any changes you make to a Role are saved when you click Save; 

 

• Clicking Save As will create and save a new Custom Role, i.e. specific to your portal; 

 

• After making changes to a default Role you can click Restore Defaults to revert back to the 

original settings. 
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• Custom Roles can be deleted by clicking Delete. 

 

 

There are tabbed sections of settings for each Role, e.g. Durell Portal and System Settings. Click the 

tab to switch to that section. 

 

 
 

Review the individual access rights and set each one as you require. 

If any of the access rights are unclear please try them out with a test 

custom Role and user, or if stuck, please contact our Support team 

for help. 

 

Each access right is numbered and any sub-options for it are also numbered incrementally. 

 

Access rights are granted by using the toggle button alongside them – toggled / on the right (which 

will feature your colour branding and the tick) means the Role has been granted the access right; 

untoggled / on the left means it has not. 
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For any access right where a selection needs to be made from a list of options you will see a drop-

down allowing you to select an option by clicking the appropriate tickbox. 

 

 
 

Where an access rights shows an info  marker you can hover your cursor over the marker to see 

some help text about that access right. 

 

 


