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❖Functional roles are used to give different access 

groups the ability to perform actions in TOPSpro

Enterprise, such as:

•Running reports

•Taking attendance for students

•Create entry/update records

For this presentation we will concentrate on the

Teacher access group in order for this group to

access their own student class records.
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Why? You might ask…



Access Groups TE

• CASAS has already pre-set various access groups as 

the one highlighted above: TE Teacher Access 

(Enhanced)

• You can also create a new access group and assign 

personalized rights
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Sample of Access Rights
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•Make sure your Personnel records have 

been imported/manually added to TE

•Go to Organization>Access groups>Add teacher 

..Teacher Access group

•<SAVE> record
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User (Teacher)



Adding Teacher record to access group
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•Organization>Personnel>Functional Roles

Functional Role (access to course)

TE Functional Roles 7



Adding a New Functional Role
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• Select New

• Select Personnel (Teacher)

• Select Class Definition

• Functional Role: Teacher

• Dates: School year
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Teacher login instructions
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