
HOW TO ADD DATA 
ACCESS LEVEL



Step 1: On the left sidebar, navigate to User Management > Users.
Step 2: Find user you want to update and click the edit icon beside their name.
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Step 3: Edit Data Access Level

● If you select the Organization-Wide Access, you 
will be granted access to all records across the 
organization.

Select Branches—Choose one branch or more to have 
organization-wide access. 

● Selecting Branch-Level Access grants the user 
access exclusively to records within a single 
designated branch.

● If you select Department-Level Access, the user 
will only have access to records within their 
assigned department under a specific branch.

● If you select “Personal Access Only,” the user will 
have access exclusively to their own personal data.

Note: The data access level you choose will depend on the 
user's roles and permissions. Once done selecting click 
the “Update Data Access” to submit 


