KEVIN

SharePoint 2010 Permissions

Permissions in SharePoint are a broad topic — the following will be described with the
Site Owner mind frame.

Essentially, the easiest way to handle permissions is by groups. Most firms utilize Active
Directory which ties into SharePoint and then administrators add the users to the
desired groups that are created. By default a top level site has three groups:

Owners -> whom will have full control of the site

Members -> whom can contribute content to lists and libraries

Visitors -> whom have read only access to the site

. Create a group | The steps below go over how to create a custom group which
then can be populated with users.

1. Maneuver to the
site where the
group should be
created and
where you
currently are
likely an
administrator/site
owner.

2. Selgct Site ) = Users and Permissions
Actions -> Site @ People and groups
Settings and @Ema_ns%
under Users and Site collection administrators
Permissions
select the Site
permissions link
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3. On the ribbon

menu select
Create Group

Site Actions -

& &8

Ft:\"' gt

Edit User Remowve User
Permissions Permissions  Per

Modify i

oY

Grant Create
Permissions Group

Grant

Some conf Create Group I

Lists Create a new SharePoint group.
This group will be available
FMO_Test| throughout this Site Collection.
4. Name the group, | wame:
enter in a group T Shup
About Me:

owner (example
domain\user),
select who can
view the
membership of
the group and
who can edit the
membership of
the group.

Group owner

| | & @

Wha can view the membership of the group?
8 Group Membars D) Evaryone
Whao can edst the mambership of the group?

@ Group Camar ) Group Members

Select if users
are allowed to
join/leave the
group and if
auto-accept
requests are
allowed

Allow requests to joinfleave this group?

B Yes i@ No
Auto-accept requests?
Yes i@ Mo
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6. Choose the

permission level _ _
of the group and Design - Can view, add, update, delete, approve, and

] customize.
click Create

Full Contral - Has full control.

Contribute - Can view, add, update, and delete list items and
documents.

= Read - Can view pages and list items and download
documents.

[ Approve - Can edit and approve pages, list items, and
documents.

[ !"-"Ianage Hierarchy - Can create sites and edit pages, list
items, and documents.

Restricted Read - Can view pages and documents, but cannot
wiew historical versions or user permissions.

Wiew Only - Can view pages, list items, and documents.
Document types with server-side file handlers can be viewed
in the browser but not downloaded.

7. The group is Eﬂ Home » Site Settings * People and Groups - Test Group
created and now
additional users Home | Press Relasses  Tast

can be added by

Groups Mew | = Achipns - Sethngs -

selecting New -> | | wore verbers e |
Add Users Home Visitors Add users to this group. i'

8. In the Select
Users click the

. Select Users .
People Picker A - Users/Groups:
i mna'n.es o &l = I
_and either enter 4 o s
in the users by ol L [Peopie Picker }

. 5
name and click

the check mark
or click the
browse book and
select the
desired users
and click OK.
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9.

If the browse
book was
selected the
screen will look
as such and
entering in a
users name after
the Find option
and clicking the
magnifying glass
will find the user
— then clicking
Add — will add
the user into the
middle pane.
Repeat the
process for each
user whom
should be added
to the group —
when done click
OK.

& Select People and Grougs - Webpage Dialog. )

Fand »

Chsplay Mame Tidle Depariment E-Mad  Mobile Mumber Mgt Rame
Type nin the seardh boo shorve then press Enter” b shwd your search.
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