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Role Center Home Page
The home page for each role is different. The information available is based on common points of interest for a user assigned to that role. This document is based on an Accounting Manager role, but the steps for customization can be used for any role. 
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Figure 1

Most of the role center pages by default consist of major activities, Microsoft Outlook email on the left and various at a glance information boxes on the right. Each of these sections can be moved, removed, and others can be added. 
Basic Customization 
To customize the ribbon, right click on the blank area to the right of the last group and select CUSTOMIZE RIBBON or click on the back office icon in the upper left of the screen. In Figure 2 it is located to the left of the “Actions” tab. 
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Then select CUSTOMIZE and then CUSTOMIZE RIBBON as show in Figure 3. 
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Figure 3
The Role Center layout shows what is currently being displayed on the page. The “Available parts” can be added to the layout and any existing part of the layout can be deleted or moved. 


Adding a Part:
Select the available part to add. Click on the ADD button in the center of the screen.
Deleting a Part:
Select the part from the role center layout section. Click on the REMOVE button in the center of the screen. 
Moving a Part:
Select the part from the role center layout section. Click on the appropriate move button located on the right hand side of the screen. 
Customizing a Part:
Each part has its own set customization. To view possible customization, select the part to customize and click on CUSTOMIZE PART button on the right hand side of the screen, as shown in Figure 4.
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Figure 4
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