How-to Manage People, Groups and Permission Settings

Purpose:
This How-to is particularly suited for adding individuals or groups to a team site. Once a team site is
created, site owners will need to allow users/groups access to that site.

Note: Permissions have been pre-set to allow agency personnel to view all InsideWSP sites. In addition,
specified web authors have been added to each site collection. When creating a new IWSP sub site,
please inherit permissions from your parent site. Do NOT add, edit or remove any entries in the Owners
or Visitor groups on IWSP sites.

Adding Users or Groups:

1. Start Internet Explorer and navigate to the site you want to set new permissions.

2. Click the People and Groups on the left side Quick Launch bar or go to the Site Actions > Site
Settings and click the People and Groups link.

3. You can assign new users or groups to a pre-set permission area (Members, Visitors, Owners) or
add users and permissions individually. It is highly recommend that you use Active Directory
Security Groups rather than individuals. Please contact ITD Web Support if you need a new
security group created or updated.

e Owner: Full site control — Edit, add and delete content or web sites.
e Members: Contribute — Edit, add or deleted web site content.
e Visitor: View only — can see and open all site content.

4. Click the “New” option to add users or groups to your site.

5. Click the Add Users.

6. Enter a name in the Users/Groups field and click the Check Names icon (last name, first name).
If the user is part of the authenticated network, their name will then be underlined.
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