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Use this procedure to assign a role to an employee or contractor. 
 

Trigger 
 

Perform this procedure when a user needs access to additional data within MAGIC. 
 

Menu Path 
 

Use the following menu path to access the transaction: Identity Management > Manage. 

Transaction Code 

NA 
 

Helpful Hints 

Purpose 
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1. Start the transaction using the menu path. 

 
Employee Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Click . 

Procedure 
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Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Click the Manage tab . 

4. As required, complete/review the following fields: 
 

Field R/O/C Description 

Find: Required  

 
Example: 
Mark* 

5. Click . 



Assign Role 
Work Instruction 
Transaction Code(s): NA 

Updated on 6/13/2019 Assign Role.udc Page 4 of 15 

 

 

 
Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click  to select the person needed. 

 
Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click . 
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Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer 

8. Click . 

 
Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer 

9. Click . 

 
Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer 
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10. Click . 

 
SAP NetWeaver Identity Management 

 

11. Review the MAGIC Roles and Definitions document at: 
http://uperform.magic.ms.gov/gm/folder-1.11.10304
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12. Go to   
 
 

13. Search for the role by keying * before and after abbreviations of the role, including the functional 

area.  For example, for AP – Agency Invoice Processor, key *ap*agen*inv*proc*.  Click  . 
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14. Click  to select the role that has nothing in the Context Types column to request for the 

employee. 
 

 
 
 

15. Click . 
 

Select Valid From/To Dates if the role(s) should be assigned for a specific length of time.  
Otherwise, leave them blank. 
 
You may add a reason if desired (not required). 
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16. Click   
 
 

 
 
 

17. Click  

 

 
 
 

 

18. X off the screen. 
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You have submitted an online request for role assignment(s).  Your request will be reviewed by the 
Security department.  Once approved, you will receive an email notification from DFA Security of the 
assignment request status. If the user requires workflow set-up, please click on the MAGIC Workflow 
Approver Request form link within the status email, complete the form, then submit to MASH. 

Result 


