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This document provides instructions to manage permissions to Government of Saskatchewan SharePoint Online sites.
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Adding or Removing Site Administrators or Site Owners

Adding Site Administrators
Follow the steps below to add new site administrators:

e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.
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Settings X
SharePoint
Add a page
Add an app

Site contents

Site Usage
Change the look
Site designs

e Click on “Invite People”.

Permissions X

Manage site permissions or invite ot%ers to
collaborate

Invite people

~  Site owners

~  Site members |
~  Site visitors

Site Sharing

Change how members can share

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

e Click on “Share site only”.
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‘ Permissions x

Manage site permissions or invite others to
collaborate

Invite people

Add members to group

Share site only

~  Site visitors

Site Sharing

Change how members can share

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

e Type the last name or email of the user that you want to add.

Ly
< Share site X

Add users, Office 365 Groups, or security
groups to give them access to the site.

Note that this site is part of an Office 365
Group. If you add users here, they will be given
access to the site, but not to other group

resources such as calendars and conversations.
To do that, add members to the group instead.

[ |

-
-
2
-~

e Select user from the list. Change permission level to “Full Control” and Click on “Add”.
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< Share site X

Add users, Office 365 Groups, or security
groups to give them access to the site.

Note that this site is part of an Office 365
Group. If you add users here, they will be given
access to the site, but not to other group
resources such as calendars and conversations.
To do that, add members to the group instead.

|
&0 x

Sen Fe2d

Addar Irul'l control I

Farmland Security Board

skgov.sharepoint.com

User will be added under “Site Owners”.

Permissions x

Manage site permissions or invite others to
collaborate

Invite people

-~ Site owners

~  Site members

~  Site visitors
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Removing Site Administrators

Follow the steps below to remove a site administrator

e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.

* E = O
Settings
SharePoint
Add a page
Add an app

Site contents

Site information

Change the look
Site designs

e Expand “Site Owners”.

Permissions x

Manage site permissions or invite others to
collaborate

Invite people

~  [Site owners |

*  Site members

~  Site visitors

e Select “Remove” under available options.
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Permissions 4

Manage site permissions or invite others to
collaborate

Invite people

/  Site owners

. Fut contrl [

Read
~  Site mer

Edit

Site Sharing

e User will be removed.

Permissions X

anage site permissions or invite others to
collaborate

Invite people

-~ Site owners

~  Site members

" Site visitors

Adding or Removing Site Members (Edit Permission Level)

Adding Site Members

Follow the steps below to add new site members:
e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.
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w EmE O
Settings X
SharePoint
Add a page
Add an app

Site contents

Site Usage
Change the look
Site designs

e Click on “Invite People”.

Permissions X

Manage site permissions or invite ot%ers to
collaborate

Invite people

~  Site owners

~  Site members |
~  Site visitors

Site Sharing

Change how members can share

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

e Click on “Share site only”.
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‘ Permissions x

Manage site permissions or invite others to
collaborate

Invite people

Add members to group

Share site only

~  Site visitors

Site Sharing

Change how members can share

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

e Type the last name or email of the user that you want to add.

Ly
< Share site X

Add users, Office 365 Groups, or security
groups to give them access to the site.

Note that this site is part of an Office 365
Group. If you add users here, they will be given
access to the site, but not to other group

resources such as calendars and conversations.
To do that, add members to the group instead.

[ |

-
-
2
-~

e Select user from the list. Change permission level to “Edit” and Click on “Add”.
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< Share site X

Add users, Office 365 Groups, or security
groups to give them access to the site.

8- x

Full control
‘ ! Seni_

el

s

e User will be added under “Site Members”.
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Permissions X

Manage site permissions or invite others to
collaborate

" Site owners

-~ Site members |

. Edit

" Site visitors

Site Sharing

Change how members can share

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

Removing Site Member
Follow the steps below to remove a site member

e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.

* B = O
Settings X
SharePoint
Add a page
Add an app

Site contents

Site information

Change the look
Site designs

e Expand “Site Members”.
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Permissions Pt

Manage site permissions or invite others to
collaborate

" Site owners

< Site members

" Site visitors

Site Sharing

Change how members can share

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

e Select “Remove” under available options.

Permissions X

Manage site permissions or invite others to
collaborate

~  Site owners

<~ Site members

. Edit E
ead

~  Site visit
Full control
Site Sharing

Change how

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

e User will be removed.
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Permissions X

Manage site permissions or invite others to
collaborate

~  Site owne@

i :Sile members
None

~  Site visitors

Site Sharing

Change how members can share

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

Adding or Removing Site Visitors (Read Permission Level)

Adding Site Visitors

Follow the steps below to add new site visitors:
e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.

* B = 6
Settings X
SharePoint
Add a page
Add an app

Site contents

Change the loock

Site designs

e Click on “Invite People”.
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Permissions X

Manage site permissions or invite ot%ers to
collaborate

Invite people

~  Site owners

~  Site members |
~ Site visitors

Site Sharing

Change how members can share

There are additional groups or people with
permissions on this site. To see them, please
visit Advancad permissions settings.

e C(Click on “Share site only”.

Permissions X

Manage site permissions or invite others to
collaborate

Invite people

Add members to group

Share site only

~  Site visitors

Site Sharing

Change how members can share

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

e Type the last name or email of the user that you want to add.
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Ly
< Share site X

Add users, Office 365 Groups, ar security
graups to give them access to the site.

Note that this site is part of an Office 365
Group. If you add users here, they will be given
access to the site, but not to other group
resources such as calendars and conversations.
To do that, add members to the group instead.
I |

[ |

e Select user from the list. Change permission level to “Read” and Click on “Add”.

< Share site X

Add users, Office 365 Groups, or security
groups to give them access to the site.

- -
[ocor | =
Read™

Full control
u Sen

Add a Edit

e User will be added under “Site Visitors”.
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Permissions X

Wanage site parmissions or invite others to
collaborate

~  Site owners

*  Site members

. Read ™

Site Sharing

Change how members can share

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

Removing Site Visitors
Follow the steps below to remove a site visitor
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Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.

Settings

SharePoint
Add a page
Add an app
Site contents

Site information

"Site Uzage
Change the look
Site designs

Expand “Site Visitors”.
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Permissions

Manage site permissions or invite others to
collaborate

SI.“_.{e site

~  Site owners

~  Site members

Site Sharing

Change how members can share

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

e Select “Remove” under available options.

Permissions X

Manage site permissions or invite others to
collaborate

~  Site owners
~  Site members

<~ Site visitors

8 .o

Full control
Site Sharing

Change how Edit

Remove
There are adGmomar grvups v pouprs wie

permissions on this site. To see them. please
visit Advanced permissions settings.

e User will be removed.
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Permissions X

Manage site permissions or invite others to
collaborate [}

~  Site owners
" Site members

. Site visitors |
None

Site Sharing

Change how members can share

There are additional groups or people with
permissions on this site. To see them, pleass
visit Advanced permissions settings.

Advanced Permission Settings

To add or remove users to and from specific groups, follow the steps below:

Adding users to a group
e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.

* E = O
Settings X
SharePoint
Add a page
Add an app

Change the look

Site designs
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e C(Click on “Advanced permissions settings”.

N Permissions %

Manage site permissions or invite others to
collaborate

~  Site owners
" Site members
" Site visitors

Site Sharing

Change how members can share

There are additional groups or people with
permissions on this site. To see them, please
visii Advanced permissions settings.

e C(Click on the group name.

L Name

(N | Members

e Click on “New”.
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+and Groups

e Enter email of the user you want to add and click on “Share”.

Share X

Invite people
Shared with

| p ST
| Include a persanal message with this invitation (Optional).

HIDE OETIGNS

# Send an email invitation

Removing users from a group

e Navigate to your site’s home page. Click on the settings icon on the top menu and then click on “Site

Permissions”.
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e C(Click on “Advanced permissions settings”.

Settings

SharePoint
Add a page
Add an app

Site contents

Site Usage
Change the look
Site designs

N Permissions

Manage site permissions or invite others to

collaborate

~  Site owners
" Site members
~  Site visitors

Site Sharing

Change how members can share

There are additional groups or people with

permissions on this site. To see them,

please

vis if Advanced permissions settings.

e C(Click on the group name.
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] Name

e [‘ ' Members ]
@

e Select the user you want to remove.

and Groups »
Mew = Actions - Settings -
H D ] Hame Abcut me

e Click on “Actions” and select “Remove Users from Group”.

and Groups

Qeq E-Mail Users
Send an e-mail to selected users.

Call/Message Selected Users
Call the selected users.

Remove Llsers“f-rom Group : =
Remave selected users from this SharePoint group. 2
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e C(Click on “OK” on the page alert.

skgov.sharepoint.com says

You are about to removem\e following members from the group:
SharePoint Test 1, AMS CS
Do you want to remove these members?

- Ca nce'
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