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General:

This section describes the procedure to follow for granting user rights to individuals at the file folder level.

For USERS to access the World Wide Web File Folder User Rights

Note:  The granter of these user rights at the folder level must have Administrative rights to perform this function.

Procedure:

File Folder User Rights
ADD NAMES TO USER GROUPS IN

ACTIVE DIRECTORY
PROCEDURE USED TO ENTER USERS IN ACCOUNTS

DESKTOP NAVIGATION PROCESS USED TO ACCESS ACCOUNTS

        A.   If you do not have ACCESS RIGHTS you cannot start this process   

        B.   If you do not have the ACTIVE DIRECTORY you cannot start this process

        C.   If you have the ACTIVE DIRECTORY ICON you can start this process 

ACTIVE DIRECTORY NAVIGATION PROCESS USED TO ACCESS ACCOUNTS           

                   1.  CLICK ON:  THE ACTIVE DIRECTORY ICON

                              a.  ACTIVE DIRECTORY USERS AND COMPUTERS Window appears
                                      1.  Left Side is the TREE ROOT

                                      2.  Right Side is the DESCRIPTION CONTENT
                   2.   TREE ROOT Side across the top of  the Column, HIGHLIGHTED

                          is a heading that should read the following title: 
ACTIVE DIRECTORY USERS/COMPUTERS enhbgdc051.PA.LCL                               [image: image1.png]Domain





                     3.   At  the beginning of the  2nd line is PA.LCL with a (+).  
                           SINGLE LEFT CLICK ON  the (+) Sign and the Screen will show
                           You  6 more options.
ACTIVE DIRECTORY USERS/COMPUTERS enhbgdc051.PA.LCL                               
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                              a. (+) Built-in                       

                              b. (+) Computers 
                              c. (+) CWOPA  
                              d  (+) Domain Controllers                                                                                                                                
                              e. (+  Foreign Security Principals   
                              f.  (+) USERS

                    4.   Documentation given to you will instruct you as to which of the six  (6)

                          choices to  SELECT  from.

                    5.  Generally you will  SELECT  the  CWOPA  Group.That’s where most of 

                          our INPUT is placed.

                                         Now you can HIGHLIGHT the CWOPA Category
                              a. The Active Directory Users and Computers Window remains
                                  but the Description side lists all the categories you can select from

.

                                  (See Active Directory Users and Computers  PART A)
(PART A)

[image: image3.png]|21 o | 1| ) L)Y =151 ]

1S Consolo_wirdon_tels

[lelx]

| aton vew [| & 5 [Em| XS BB 2]

LTS

ree |

CWOPA_47 cbiects

5 fctive Directory Users and Camputers [enhbgdeds1 PA LCL] Hame Type Descrption =
SEeac Orgarizationl .. Agrculure
Buitin Orgarizational ...~ Aging
omputers Orgarizatonal .. Barking
Orgarizatonal .. Pennsylvania Conmission
{2l Domin Controllers Organizational .. Corrections
ForsignSecurtyPrincipals Organizational ... Civil Service Commission
Users Orgarizatonal .. Commurity and Economic
Orgarizatonal .. Health
Orgarizatonal .. Development Testing
Organizatonal..  State Tax Equalzation Board
Organizatonal .. Education
Organizatonal..  Pensylvarnia Emergency
Organizatonal .. Enterprise
Orgenizatonal .. Department of Environre,
Organizatonal .. SERS
Organizatonal .. State Ethics Commission
Organizatonal .. Fish and Boat Commission
Organizatonal .. OFfice o General Counsel
Organizatonal .. Game Commission
Organizatonal .. General Services
Organizatonal .. OFfice o the Gavernar
Organizatonal .. Envromental Hearing Board
Organizatonal .. Human Reltions Commission
Orgarizatonal .. Ofie of Inspector General
Organizatonal..  Insurance.
Organizatonal .. Center for Jvenie Justice | |
Organizatonal.. Penrsylvania Liuor Contr.
Organizatonal .. Department of Labor &.In
Orgarizatonal .. ik Marketing Board
Orgarizatonal .. MEDCAT
Orgarizatonal .. Mitary and Veterans Affars
Organizatonal..  DCR.
Organizatonal .. Office o Ainistration
Organizatonal .. OFfice o the Budget
Organizatonal .. Publc ity Commission
Zaen Ovcmrizationsl_pEART
[
Asat| [ I P @ SO BB || ‘uretatep s0B NOTES | EFJoETAILED GUIDE USER 1. |[Factive Directory Users.. |6 D588 g2t am




                              b.  If you Left CLICK on the (+) sign,  the categories will be listed in 

                                   the Tree Root Side with the 6 main categories listed in the DESCRIPTION

                                   SIDE of the Window 

                                  (See Active Directory Users and Computers  PART B)                                                  

                                  (See Active Directory Users and Computers  PART B)                                                  

(PART B)
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                    6.   After you  HIGHLIGHT and then  LEFT CLICK in the Active Directory Users 
                          and Computers  Window,  on  the (+) CWOPA,  another  EXPANDED  Column 

                          appears. A list of all the accounts preceeded by an abbreviated 2 capital letter

                          category will be displayed.  You  SELECT FROM THAT CATEGORY

                              A.  The  DESCRIPTION CONTENT  Side of the Window,  is an explanation of 
                                    the  CWOPA  ACCOUNTS  abbreviations.                        

                              B.  FROM THE TREE ROOT SIDE.  Scroll down until you find 

                                     the PW  letters.

                                           1.  You  LEFT CLICK  on:  PW    (Expand)

                                           2.  After you have selected  PW,  LEFT CLICK  on:  EX     (Expand)

                                           3.  After you have selected   EX,  LEFT CLICK  on:  IS      (Expand)

                                      4.  After you have selected    IS,   LEFT CLICK  on:  GROUPS   Expand)

A Window View of the Expanded Tree Root 
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                                       5.  After you have HIGHLIGHTED GROUPS,  the
                                            DESCRIPTION CONTENT side of the  SPLIT SCREEN 
                                            changes to a new listing of  GROUPS.
A Window View of the Expanded GROUPS
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                     7.  After all the Expanded Columns are finished, do the following:

                          In the CONTENT DESCRIPTION SIDE, Scroll down until you find 

PW-EX-IS-INETUSER

                                 1.  You  DOUBLE LEFT CLICK  on:    PW-EX-IS-INETUSER

                                 (Description Side)

                                 2.  The  PW-EX-IS-INETUSERS  Properties Window appears
                                           a.  This Window Contains Four (4) TABS

                                                    1.  GENERAL

                                                    2.  MEMBERS TAB 

                                                    3.  MEMBERS OF

                                                    4.  MANAGED BY
The PW-EX-IS INETUSERS PROPERTIES BOX 
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PW-EX-IS-INETUSERS  WINDOW  (Property Box)
1. GENERAL TAB – SYSTEM OPENS ON THIS TAB FIRST.

                   YOU DO NOT ENTER  any Information in this TAB (GENERAL TAB  will be Grayed out)

                            a.  GROUP NAME: Appears already filled in  (Grayed out Area)

                            b.  DESCRIPTION:  No  INPUT  allowed in this area (Blank Area) 

                            c.  E-MAIL:  NO INPUT allowed in this area (Blank Area)
2.  MEMBERS TAB --  CLICK ON  this TAB to  INPUT all Supplied DATA

                        a.  Name and Active Directory Folder Appear

                        b.  ADD  or  REMOVE 
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3.  MEMBERS OF –  NO ENTRY REQUIRED

4.  MANAGED BY –  NO ENTRY REQUIRED

5.  CLICK on  the  ADD Button

           ** If you were going to REMOVE a person, you would CLICK on the REMOVE Button

Once you Click on ADD, the window changes 
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