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Recommended 
Default Roles

● District Security Admin (2-3) 
● District Admin
● Store Admin 
● Department Admin
● Reports Admin
● Store Clerk



Who should be assigned each role? 

● District Security Admin has the ability to create custom roles. 
○ Assigns permissions/functionality to any custom role
○ This role can do and see everything in the district. 

● District Admin is equal to the Security Admin EXCEPT for the creation of  
custom roles

● Store Admin should be assigned to a school secretary, bookkeeper, site 
admin. This role controls all aspects of a certain store 

● Department Admin is used to break out reporting from the main Store
● Report Admin is normally for those who need district or store reports

○ Financial Office/Reconciliation

● Store Clerk is used with MSBA to take transactions



Why create a custom role? 
● When the default role does not include the functionality your admins 

require

Store Admin is the main role for Admins and is restricted from District- 
wide functions such as GL codes, Categories, Departments, Webforms, 
Invoice Templates and Fees

○ When creating a custom role, best practice is to start with District Admin and 
remove permissions

○ Think about the responsibilities your site admins have and the MSB access they 
need

○ Can be changed at any time



How do I create a custom role? 



What permissions do I choose? 
Reports:



What do these permissions mean?
Reports: Red=district wide, Blue (X) = Meals Only



What permissions do I choose? 
Stores:



What do these permissions mean? 
Stores: Red=district wide, Blue = Meals Only



What permissions do I choose? 
Invoices: 



What do these permissions mean?
Invoices: Red=district wide, Blue = Meals Only



What permissions do I choose? 
Fees:



What do these permissions mean?
Fees: Red=district wide, Blue = Meals Only



What permissions do I choose? 
Students:



What do these permissions mean?
Students: Red=district wide, Blue = Meals Only



How to assign a role to a User
Toolbar > Users > Users > Add



District-facing 
Knowledge Article

 MySchoolBucks - 
Overview of User Roles

https://help.heartlandschoolsolutions.com/s/article/MSB-Overview-of-User-Roles
https://help.heartlandschoolsolutions.com/s/article/MSB-Overview-of-User-Roles



