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Application Menus 
About this document 

The application menus are typically configured during your onboarding training. This document 
is intended to guide you if you need to make adjustment to the menu configuration for different 
roles. 

What are application menus? 

Application menus determine the visibility of menu items in Community. Each role (agent, 
supervisor, scheduler, administrator) can have different views and access to different menu 
items.  

Agents typically see the fewest menu items. Common structure includes Today with a calendar 
option; a panel for time off requests (Plan); Schedule - but with just a few options to avoid 
confusion; Reports, but only Published Schedule and Schedule Adherence; and Help with 
appropriate videos. 

Supervisors typically see Today - with calendar view and Impersonate supervisor -giving them 
the ability to run reports as other supervisors; Plan - to view schedule transactions and auto-
approve rules; Reports; and Help. 

Schedulers and administrators see most of the menu items, allowing the ability to forecast, 
schedule, run reports, and customize Community. 

View current menu selections 

To view and customize the menus, navigate to Settings > Application settings > Administrative 
settings > Application menus. 

The left side shows all of the available menu items, a description of the function of the menu 
item in brackets, with check marks for the current selections for the role identified at the top of 
the screen. 
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To view a different role, make the selection in the drop-down box on the upper right and click 
Refresh. 

To view all roles and their current selections, click Show printable Version at the bottom of the 
screen. Note: With this report open you can check and uncheck boxes, but these settings are 
not saved. 

Edit menu items for a role 

To change which menu items are visible to a role, select the role from the drop-down menu on 
the right-hand side then click Refresh. 

Check or uncheck the menu items on the left to add or remove them. Read the descriptions 
carefully! Some menu items have similar names but different functions. 

Click Save Menu Structure at the bottom of the list. 

Edit roles for menu items 

Click on the text of the menu item to populate the Properties on the right. At the bottom of the 
panel, check or uncheck the Assigned roles to add or remove the menu item for that role. When 
finished, click Assign to selected roles to save your changes. 
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Edit the menu text or location 

Note: Consider printing or taking a snapshot of existing text and structure prior to making any 
changes. Once changed, there is no “reset to default” button for the menu structure. 

Click the text of the menu item you wish to change. The properties of the menu item will 
populate in the right-side panel. 

Note: We do not recommend changing the text or location of the menu items. If changed, it 
may be harder to receive support when the names no longer match, and the training videos will 
not be accurate if people try to follow along. 
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Edit the menu properties 

Menu Item Type: These are system menus. 

Menu Item ID: Refers to internal location. You 
cannot edit this field. 

Parent Item ID: Refers to internal location. You 
cannot edit this field. 

Menu Item Text: Text that appears in the 
menu.  

Tooltip Text: Text that appears on the screen 
when hovering over the link to the menu item. 

Long description: For reference. Not visible in 
the application. 

Menu Item URL: Refers to internal location. 

Relative Page Icon Path: Icon page location. 

Relative Menu Icon Path: Icon path. 

Target Name: Internal reference. 

Ordinal: Location of this item in the list of 
menu items. 1 = at the top. Click the up or down arrow to move the item. You will see the 
change in the menu structure on the left. 

If you make changes to the menu, you can save it as a new menu or save over the existing 
menu. You cannot delete system menu items. 

Assigned roles: Who will see this menu item. If you make changes, click Apply to selected roles. 
You may need to logout and log back in to see the changes. 
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