WebCMS


Web CMS: Area Creation Checklist


Adding Users to Groups in WebCMS 
When a new area is created, users must request and be assigned to that area, and they must be given specific roles within that area.  The three main roles are as content author, approver, and web master.
The folder / area administrator assigned to an area is given the responsibility of assigning these users.
Adding the Group Administrator

After creating the area, the folder / area administrator will have to be assigned before adding any other users.  To do so, follow the same instructions below, and on step 2, follow choice “a” and select the “Administrator” group.

Adding Users
1. On the left navigation pane, expand “Administration”, “User Management”, and click “Groups”. 

2. Select the appropriate group, depending on what type of user to be added:
a. Group administrator- Folder /Area administrator
b. Content Author

c. Content Approver 
d. Web master
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3. Select the area name corresponding to the area where the user will be added.
For example: if the area is named “XYZ”, then select “XYZ_authors”.  
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4. The screen should refresh and display all of the users assigned to the selected area and task, and may be empty if no users have been assigned yet.
5. Click “File” and “Add Members”, and then select the check box next to the user(s) to be added.  Click on the right arrow box to move the user to the box on the right.
a. Multiple users can be selected at once in this process.

b. To remove users from the box on the right, select the check box next to the user name, and click the left arrow box.

c. Any users in the box on the right will be added as content authors.

6. Click “OK” when done.  The newly added users should be displayed, as well as any users that already existed.

7. Repeat the process for each of the different types of groups.
8. The folder / area administrator cannot add users to other areas i.e., XYZ’sfolder / area administrator  cannot manage the users in the “ABC” folder / area.
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