Setting roles and permissions

Category: Roles
Published: Oct 27, 2026
Reading Time: 2 min

Every manager on your website has a role. The role decides what they can see and do in your
dashboard. You can use one of the ready-made roles, or create your own.

Step 1: Open Roles & Permissions

In the menu, under Administration, click Roles & Permissions. You can also click the Roles &
Permissions button on the Managers page.
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Open Roles & Permissions.

Step 2: Look at the ready-made roles

Under Default Roles you'll find five roles that every website has. Their permissions are kept up to
date for you.
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DEFAULT ROLES

Ready-made roles available to every site. Their permissions are kept up to date for you.

Actions Name Permissions Team members

Administrator
Full access to the dashboard, except actions reserved for the site owner,

n Website Manager 25 0
Builds the websits and manages its pages, content and forms
Marketin

o . . .
Manages emails, contacts and website content.

n Support A 0
Helps visitors: looks up the website cantent, forms i contacts.

n \_hewer 7 o
Read-only access to the dashboard.
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The five ready-made roles.

¢ Administrator: full access to the dashboard, except actions reserved for the site owner.
e Website Manager: builds the website and manages its pages, content and forms.

¢ Marketing: manages emails, contacts and website content.
e Support: helps visitors. Looks up the website content, forms and contacts.
* Viewer: read-only access to the dashboard.

The Permissions column shows how many permissions each role has, and Team members shows
how many managers use it.

Step 3: See what a role can do

Click the View button next to a role.
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Click View.

Step 4: Read the permission list

A window lists every permission, grouped by area. A green check means Allowed, a cross means Not
allowed.

Website Manager

Builds the website and manages its pages, content and forms.

Analytics Website
+/ View analytics +/ View pages
+/ Create pages
+/ Edit pages
+/ Delete pages
+ Edit branding and layout

Website content Forms and questions

+/ View content + View forms and questions
+ Create content + Create forms and questions
+ Edit content +/ Edit forms and questions
+/ Delete content + Delete forms and guestions
+ Import content +/ Export form entries

+/ Export content

Emails Contacts

+/ View emails ' View contacts

+ send emails +/ Manage contacts

+ Manage email templates + Import contacts
X Export contacts

Dashboard access Settings

View dashboard users + View settings
Invite dashboard users ' Edit settings
Change dashboard user roles
Remove dashboard users
View roles

X Manage custom roles

Subscription and domains

X View subscription and billing

X Manage subscription and billing
X View domains

X Manage domazins




Green check: allowed. Cross: not allowed.

Step 5: Create your own role

If none of the ready-made roles fit, click New Role.
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Click New Role.

Step 6: Name your role

In the Create role window, enter a Role name and a short Description so you remember what it's
for.



Create role

Role name

Content helper

Description

Can edit pages and website content.

Changes apply right away te every team member with this role.

Analytics Website

View analytics View pages

See the dashboard statistics, sales charts and website traffic. See the website pages, templates and deleted pages.
Create pages
Create and duplicate website pages. Requires

w pages”.
Edit pages
Edit, design, publish and restore website pages. Requires “View

pages”.

Delete pages
Delete website pages. Requires “View pages”.

Edit branding and layout

Edit the brand, header, footer, menus and banners,

Website content Forms and questions

View content View forms and questions
See albums, testimonials, updates, guest books, memarials, See custom forms, custom questions and form entries,

m

cries, recipes and family trees. Crante TommE A GuEstons

Create content Create and duplicate custom forms and questions. Requires

Add albums, photos, testimonials, updates, memorials View forms and question:

er ies, recipes. family Requires “View . ;.
memories, recipes and family tree entries. Requires Bt s

Edit custom forms, questions and form entries. Requires “View
Edit content forms and questions®.

content”.

Edit, moderate, reorder and restore content. Requires “View .

content”. 1 . E # &
Delete custom forms, questions and form entries. Requires

Give your role a name and a description.

Step 7: Choose the permissions

Tick the permissions this role should have. They are grouped by area: Analytics, Website, Website
content, Forms and questions, Emails, Contacts, Dashboard access, Settings and
Subscription and domains.



Analytics

View analytics
See the dashboard statistics, sales charts and website traffic.

Website content

View content
See albums, testimonials, updates, guest books, memaorials,
memories, recipes and family trees.

Create content
Add albums, photos, tes

non pdates, memorials, memaories,

recipes and family tre

B edit content

Edit, moderate, reorder and restore content. Requires “View content”.

w content”.

Delete content
Delete content. Requires “View content
Import content

mport memarials from a file.

Export content

Download content such as memarials. Requires “View content”,

Emails

View emails

See sent and scheduled emalls and email templates.
Send emails
Send, schedule, edit and cancel email campaigns. Requires “View
emails”™.

Manage email templates

Create, edit and delete email templates and email image:

“View emails

Tick what this role can do.

Website

View pages
See the website pages, templates and deleted pages.

Create pages

Edit pages

Edit, design, publish and restare website pages. Requires “View
pages™.

Delete pages

Delete website pages. Requires “View pages”.

Edit branding and layout

Edit the brand, header, footer, menus and banners.

Forms and questions

View forms and guestions

See custom ferms, custom questions and form entries.

Create forms and questions

Create and duplicate custom forms and questions. Requires “View
forms and questions”.

Edit forms and questions

Edit custom forms, guestions and form entries. Requires "View forms
and guestions™.

Delete forms and questions

Delete custom forms, questions and form entries. Requires "View
forms and questions”

Export form entries

Download form entries. Requires “View forms and questions’

Contacts
View contacts
See the contacts and address books
Manage contacts
Adg, edit and delete contacts and address books. Requires “View
contacts”,

Impart contacts
Import contacts from a file. Requires “View contacts™,
Export contacts
Download the contact list. Requires “View contacts™.

Some permissions need another one first. For example, Edit content says Requires "View content",

so tick View content too.

Step 8: Save the role

Click Create Role. Your role now appears under Custom Roles, and you can pick it when you invite
or change a manager. Use the buttons next to a custom role to View, Edit or Delete it.



Manage sman winpiaes PO Conats
Create, edit and delete email templates and email images. Import contacts from a file. Requires “View contacts”,

Requires “View emails”. Export contacts

Download the contact list. Requires “View contacts”.

Dashboard access Settings

View dashboard users View settings
See who has access to the dashboard and their roles. See the website settings.
Invite dashboard users Edit settings
Invite people to the dashboard and revoke pending invitations, T email, notification and feature settings.
Requires “View dashboard users”, Requires “View settings”.
Change dashboard user roles
Change the role of people who have access to the dashboard.
Requires “View dashboard users”.
Remove dashboard users
Remove people from the dashboard. Requires “View dashboard
users’.
View roles
ee the roles and their permissions,
Manage custom roles
Create, edit and delete custom roles. Requires “View roles”,

Subscription and domains

View subscription and billing

See the subscription, contract, invoices and domain history.
Manage subscription and billing

Change the subscription, sign the contract and make purchases.
Requires “View subscription and billing".

View domains

See the connected demains and DNS records,

Manage domains

Buy. connect, renew and remove domains and edit DNS
records. Requires “View domains”,

Click Create Role to save.
Good to know: Changes to a role apply right away to every team member with this role. If you
delete a role that people are using, you'll be asked to choose a new role for them.



