
Promoting & Demoting Administrative Access

Quick Guide

To promote a user to an administrator, search or the users name,
then click on their user profile. Then, click the toggle button in the
top right corner. Administrator details will appear below.

On the left side Administrator details should now appear, select
the types of access this user will be granted. Consider the user’s
role and what duties they will need to execute using Alchemy.

Select the type of access a user will need. After making selections,
click apply. If you are unsure, consult your Account Manager or
preview the Help Center Article: Access Levels found in the Alchemy
Help Center.

Click Admin for these worksites. Make your selections and click
Apply. To grant admin access to groups, click Admin for these
groups, make your selections, then click apply.
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To demote a user’s access, search for the user and click their 
name. Click the toggle button in the top right corner and you 
will be asked to confirm to demote the user. Click demote.
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This will grant your user Manager Admin Center access.
Access to learner records and to reports. 
They cannot edit users or activities.

This will grant your user Manager Admin Center access.
Ability to edit access to activities and run reports. 
They cannot edit users.

This will grant your user Manager Admin Center access.
Edit access to users, activities, and run reports.
They cannot edit Admin Access of other users.

This will grant your user Manager Admin Center access.
Edit access to promote other admins, users, activities, and run reports.
This is known as the Customer Admin. 
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