Department of Veterans Affairs

Lockdown Collaborative Workspace Access Guide
[image: image1.png]



December 2012
Version 2.0
Revision History

	Date
	Version
	Description
	Author

	December 2011
	1.0
	Initial version
	Process Management

	January 2012
	2.0
	Updated typos and instructions
	Process Management


Table of Contents

11.
Purpose

2.
Collaborative Workspace Locations
1
3.
Create a New SharePoint Folder
1
3.1.
Add Users to a Folder
2
4.
New Disgover Group
3
4.1.
Add Users to a Group
3
4.2.
Manage Users Permissions
4



[image: image2.png]


 
1. Purpose
This document provides step by step instructions to set up both SharePoint and Disgover Lockdown Collaborative Workspaces and grant user access. 
2. Collaborative Workspace Locations

1. SharePoint link:
LockDown>All Site Content 
http://vaww.vaco.portal.va.gov/sites/ASD/LockDown/_layouts/viewlsts.aspx?BaseType=1
2. Disgover link: 

https://www.disgover.com
3. Create a New SharePoint Folder
1. Choose the LockDown_Doc folder on the Lockdown SharePoint site:

2. Below is the direct link to the LockDown_Doc folder you may use as a short cut to get to theLockdown folder location:

http://vaww.vaco.portal.va.gov/sites/ASD/LockDown/LockDown%20Docs/Forms/AllItems.aspx
3. Click on the New drop down arrow on the top left of the page
4. Choose New Folder
5. A new page will open with a box for you to type in the title of the lockdown folder you are creating
6. Click on the new lockdown folder to create more folders within the main lockdown folder
7. Click on the New drop down arrow on the top left of the page

8. Choose New Folder to create the following folders:

9. Deliverables

10. Planning

11. Presentations

12. Reference Materials

13. Due to the way this site was set up, all new folders created inherit the parent folders members and need to be removed from the new lockdown folder you create.

14. Go to Site Actions at the top right of the page

15. Click on Site Settings
16. Under Users and Permissions, click People and groups
17. The  current list of members will be shown inherited from the parent

18. Click in the box to the left of each member you do not want to have access to this lockdown folder and a check mark will appear in the box

19. Once all members you have chosen are marked, click on Actions 
20. Choose Remove Users from Group
3.1. Add Users to a Folder
1. Under the LockDown_Doc folder left or right click once on the folder you created and you will see a drop down box for that folder on the right
2. Click on Manage Permissions
3. Click New > Add Users
4. In the Users/Groups dialog box enter the users you wish to add

NOTE: You can enter user names, group names, or e-mail addresses in the People Picker box.  Separate each entry with a semicolon and no space in between the last and first name with the colon in the middle.
You may click on the Check Names icon for each name individually to validate the user one by one or check them all after entering each by clicking on the Check Names icon under the bottom right of the box.

Example: Last, First; Last, First
NOTE: You may also add user names, group names, or e-mail addresses in the People Picker box by using the Browse button under the bottom right of the box. 
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1. Using the Browse button, type a portion of the name desired and hit the enter-key. 

2. Select the person requiring access and choose the Add button 

3. Continue steps 5-6 until all the desired staff are selected 

4. Choose OK
NOTE: selected staff will already be underlined reducing the requirement to Check Names before continuing.

5. Under the Give Permissions section, choose the level of access you want these users to have

NOTE: You may Add users to an existing SharePoint group you are the owner of, which is already assigned a permission level, or Give users permissions directly

6. In the Send E-mail section choose to send the users a Welcome e-mail by leaving the checkbox checked
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7. Modify the Subject or Personal Message if you wish

NOTE: The body of the received message will include a link to the newly accessible resource 


Click OK when done.
4. New Disgover Group

1. Log in to Disgover

2. Click Groups at the top right of page

3. Click Create A Group, top left of page

4. Complete the”Create Group Form”;  Name, Description, Security (check Only Group Members may view content), Membership Approval (click Any Disgover Member may requests to join this Group with Group Admin approval)

5. You are returned  to the Home tab for the new group created with the message “Your Group has been created.”

4.1. Add Users to a Group

1. Log in to Disgover

2. Click Groups at the top right of page

3. Click on the Group you would like to add a user to

4. Click on the Members tab to view current members

5. Invite Friends to Disgover-use this look up box if a person is not a current member and invite them using their VA email address. All users must be a member before you can add them to join a new group.

6. Click Invite, the person will receive an email message inviting them to join the group you chose to add them to.

7. Recommend Group-if user is already a member, begin typing the last name of the person and you will see a drop down box to choose from.  This look up box is connected to the VA GAL.

8. Click Recommend, the person will receive an email message that you have recommended them to join the group you chose to add them to.
9. You may receive a message stating; <first last> has requested to join the <group name> Group. Follow the instructions above to Invite or Recommend the new user depending on if they are already a member of Disgover.
4.2. Manage Users Permissions
1. Login to Disgover

2. If you created the group you automatically have administrative permission and are able to update each person’s status in the group once they are a member.

3. Click on the “Admin” tab on the right and you will see the new users Status as “Pending”

4. Click in the box next to the name of the user you would like to update the status for and a check mark will appear in the box.

5. Click on the “Approve” tab on the left and the Status will update to “Approved”
6. As Admin you can also give different permissions to user by “Rank”
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