
Correction to 
Incorrectly 
Assigned Roles



Step 1: Login to 
Employer Services. 



Correction to Incorrectly Assigned Roles

Step 1: The security 
admin should go to 
“Security Review” listing 
to “Remove” employees 
who have incorrect roles 
assigned.



Step 2: Click "Security 
Admin".



Step 3: Click "User 
Management". 



Step 4: Click “Edit User".

 



Step 5: Select the role(s) the employee will handle. 
Remember to deselect the incorrect role(s).



Step 6: Select “Save” for Tier Determination Users, 
Otherwise Continue to Step 7.



Step 7: click “Manage Pay Codes". If the user is a Tier 
Determination User, skip this step.



Step 8: click the appropriate pay code(s) and click “Save”. 



If you’re having issues after these steps, click “Delete User” and then “Add 
New User” to add the User as New (See Assigning Roles for Assistance). 



To update the Okta Email Address of a user, click the 
email address under the “OKTA USER NAME” heading. 




