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Overview While individual users have the option of requesting additional roles for 
their User ID, the Group Administrator must take the final action by 
granting them access to each of the additional roles. This also places the 
responsibility on the GAM to verify that each user has a need to access the 
requested locations. 

 
Procedure Follow the steps below to activate a User in WAWF. 

Step Action 
1 After Logon, click on the Administration Console link at the top of the 

screen. 
 

 
 

2 Select the Role link at the top of the screen. 
 

 
 

3 Select the Role Information link. 
 

 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
 (continued) 

Step Action 
4 Enter at least one field to run the search then click the submit link.  

Adding multiple fields will limit the results displayed. 
 

 
5 On the search results screen, select the Add link. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
 (continued) 

Step Action 
6 Select the Role to be added and click the Next link. 

 

 
7 Enter the Location Code (and extension if necessary) and click the Next 

link. 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
 (continued) 

Step Action 
8 Add any comments and attachments, then click the Submit button 

 

9 Select the View link to display the comments and attachments that were 
added to a specific role. 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
 (continued) 

Step Action 
10 Review any comments and attachments that were added to the selected 

role then click the Return link 
 

11 Once all new roles have been added and any necessary research has been 
completed click the Return button. 
 

 
Note: Any newly added roles will need to be activated before they will 
appear for the User. To perform these activation please see the Role 
Activation training. 

Continued on next page 
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Procedure The steps below are continued from the previous page. 
 (continued) 

Step Action 
12 Enter New Search Criteria to view another set of results or select the 

Return link to go back to the main role menu. 
 

 
13 Select the Exit link on the top menu. 

 

 
Note: The top menu is visible at all times, a user does not need to return to 
the base menu to exit out of the Administration Console. 

 
 


