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1. PURPOSE

The purpose of this Standard Operating Procedure (SOP) is to provide guidelines for accessing and using the
SharePoint site within Dine College. SharePoint is a collaboration platform used to store, share, and
collaborate on documents and information securely.

2. ScoPe

This SOP applies to all employees and authorized personnel who need access to the SharePoint site within
Dine College. It outlines the steps for providing access to the document library, Folders for Finance
departments.
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3. HOW TO PROVIDE ACCESS TO USERS ON FINANCE SHAREPOINT SITE

3.1. Add Member in Finance SharePoint site

I - KN

sivat Settings

1. Go to setting (top right corner)

SharePoint
Add a page
Add an app
Site contents

ed

Library settings

Restore this library
mn Site information

Site permissions

Apply a site template

Site usage

Change the look

2. Click on Advanced permission settings.

I Permissions X

Manage who has access to this site,

P
Add members

ed ¥ Site owners - full control 0]
~  Site members - limited control ©
~  Site visitors - no control ©

Site Sharing

Change how members can share

Guest Expiration

Your organization does not require guest
access to expire.

Manage

There are additional groups or people with
permissions on this site. To see them, please
visit Advanced permissions settings.
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3. Click on Finance Members

EINISAUNG  FENIIESIUNG S8 SITE LOIIECTION AQMINISTIATOrS

fy Check Manage

& Some content on this site has different permissions from what you see here. Show these items.
There are limited access users on this site. Users may have limited access if an item or document under the site has been shared with them. Show users.

& People are waiting for your approval so that they can access this site. Show access requests and invitations.

Type Permission Levels

O MName
Finance Members SharePoint Group  Edit

SharePaoint Group  Full Control

a
O Finance Owners
a

Finance Visitors SharePoint Group  Read

4. On the next page you can add the members by clicking New > Add users to this group

MNew =+ | Actions - Settings -
Add Users
Add users to this group.

O T AMDENE 5. 1010

5. Type name of the user and click on Share.

k  Share ‘Finance %
| [ E=sr Raymona Leonard x
il Shared with
i Include a personal message with this invitation (Optional).
A

SHOW OFTIONS

Share Cancel

mEEL o~ aiia_ o
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3.2. How to give permission on Finance folders

1. Under Finance document library, select folder And click on “ O Button on the top right corner

B Editin grid view 2 Share % Copylink  [i] Delete == Pin to top i > 1selected = All Documents ~ @ /7

1- DC Audited Financial Stateme...

Finance 1~

Has access
[ Name v Modified ~ Modified By + Add column e >
(-] 1-DC Audited Financial ... &8 B1 ---  January30 Andrew Kumar Manage access

Bookstore January 30 Andrew Kumar Properties i al

Budgets January 30 Andrew Kumar 1- DC Audited Financial
Statements

BusCenters January 30 Andrew Kumar

FinACCT January 30 Andrew Kurmar [ Name*

" . 1 - DC Audited Financial Statements
Finance January 30 Andrew Kurnar
GenSvc January 30 Andrew Kurnar

2. Click on Manage access.

Manage Access

1-DC Audite...al Statements

[ Share S Stop sharing

People Groups = 1 Links =

3. Click on Grant access.

-
Manage Access & o X
Grant Access
1-DC Audite...al Statements
B Share =) Stop sharing

People Groups + 1 Links = 1
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4. Type username and click on Grant access.

< Grant access hos
:‘ Sean

e
Message...

Motify people

Grant access
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3.3. How to give permission to user for “BUSOFFC” Document library

1. Click on BUSOFFC on the left side.

Finance
Home T Upload

Edit in grid view G Syne ] Add shortcut to OneDrive

Finance
BUSOFFC m v
BUSOFFC
Shared with us (1 Name v Modified ~ Modified By + Add
BUSOFFC February 6 Scott Mackenzie (Admin)

Conversations
MNotebook
Pages

Site contents

Recycle bin

2. Click on Setting icon on top right corner > Click on Library Setting.

I

Finance Private group ¢ Not  Settings X
= =] — — SharePoint
Home T Upload v [ Editingridview 42 Sync =] Add shortcut to OneDrive -+ = All Dacumer
Add a page
Finance Addlanlapp
Site contents
~
BUSOFFC BUSOFFC [ Library settings
Restore this library

Shared with us [ Mame Modified ~ Modified By + Add column  Site information
Site permissions
Conversations BUSOFFC February § Scott MacKenzie (Admin) Apply a site template
Site usage

Notebook Change the look

3. Click on More library settings.

Library settings X

Name *

| BUSOFFC |

Description

More library settings

Save Cancel
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4. On setting page, click on “Permissions for this document library”.

OFFC » Settings

List Information

Name: BUSOFFC
Web Address: https://dinecollege.sharepoint.com/sites/Finance/BUSOFFC/Forms/Allitems.aspx
Description:

List view threshold

The number of items in this list exceeds the list view threshold, which is 5000 items. Tasks that cause excessive server load (such as those it
prohibited.
Learn about managing a large list or library and ensuring that items display quickly.

General Settings Permissions and Management Communications
a List name, description and navigation & Delete this document library a RSS settings

@ Versioning settings @ Permissions for this document library

8 Advanced settings 8 Manage files which have no checked in version

@ Validation settings o Workflow Settings

@ Column default value settings 8 Enterprise Metadata and Keywords Settings

8 Audience targeting settings
@ Rating settings

@ Form settings

5. Click on “Grant Permissions”

BROWSE PERMISSIONS

@ [ ]
a5 afy Q
lelete unique Grant Edit User Remaove User Check

permissions Permissions| Permissions Permissions  Permissions
Inheritance Grant Modify Check
Grant Permissions

Home o ¢ havi
Grant permissions to users and f this list may have unique permissions which are not contro

Finance groups. ccess users on this site. Users may have limited access if an
TS NDTArY 1ids urigue permissions.

BUSOFFC . -
& People are waiting for your approval so that they can access this site. Sho

Conversations

MNotebook O Name

6. Type username and click on Share.

Share 'BUSOFFC" and its contents x
Shared with [ Teresa A. Holtsoi, " | Raymona Leonard, [ | Morbert G. Yazzie, and 15 more

Invite people
peop Seanx

Shared with

Include a personal message with this invitation (Optional).

Y

Share everything in this folder, even items with unique permissions.

SHOW OFTIONS
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