USER INSTRUCTION SHEET

Change Group Membership

This manual provides instructions on how to change the group membership of groups that you administer by
using the UMRA Form Change Group Membership. To administer groups for your department or section
you must be member of the ...-GroupAdmins group, for example: TNW-DCT-CE-GroupAdmins.

Start the UMRA Forms application by double clicking the shortcut on your desktop.

LIMARA,

In the left pane you'll find all the Forms that are available to you.

Click on Change Group Membership to load the form.

& UMRA Forms- connected to srv171 [_[O[x]
fiew

Account
=] change Group Membership
- Create Mew Guest Account m User Management Resource Administrator {Pilot)
=] Create New Project
=] Delegate Mailbox Permissions
=] Extend Guest Account How to use

=] Manage Folders

=] Manage Groups 11 th Isft pane youl find the 3vailable forms. Only permitted forms are visible
= | Print Balance Depasit

=| Reset My Password In case of trouble

] Reset Passwor: d

=] et E-mal Target Address
=] Urlock User Account

=] Upgrade Homefolder Quota
=] Upgrade Maibox Quota

Please report emors or suagestions to the ITT projectheam,

=] view Frint Balance History
I view User Details

Ll 0 Ready o [
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& @ﬁ Change Group Membership

Welcome to the Change Group Membership Wizard

Thig wizard helps you o add or remove users from
specific groups. You mustbe amember of atleast
one ".-Groupddming" group to change grougp
metnberships

Click Next to continue

Cancel ‘ Next »

Click on the Next button to continue.

& @ﬂ Change Group Membership

Step 1: Select a Groupscope

Selectthe desired scope for managing groups.

Groupscopels) ol
s 3mE
ma Apps
s BK
o CITG
s BV
ma EXT
=
ma LR
ma Project
e 0T v

Click Next to continue.

< Back Mext >
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Select the desired group scope and click on the Next button.

@ @ﬁ Change Group Membership

Step 2: Select a group

Selectthe group forwhich vouwantto add ar remove members,

Mame

{ Description

&1 |0-Staf-hvO0-Archietbeheer
&b |0-Staf-hOO-GroupAdming
&3 |0-Staf-vDO-Management

&2 |0-Staf-lOO-Medewerkers

& |0-Staf-v00-PMB

& |0-Staf-vO0-PMEB-Contractanten
53 |0-Staf-vOO-PMB-Magaziinbehe
&) |0-Staf-lOO-PMB-Managerment
& |0-Staf-v00-PMB-Medewerkers

&3 ( Archietheheer

Beheerder(s) van het algermene archief wan 0O
Groepen beheerders van de sectie |0-StafHw00
Hoofd en vaste medewerkers OO

Alle medewerkers Instituutvoor Ontwerg Ondenwjs (O...

Groep Practicurn Modelbouw & Bewsrkingen
Bieheer ief OOPE =
Alle contracten WOO/FPMB
Magazijnbeheerders vit de groep vaste medewerkers |
Directeur en staf medewesrkers WOO/FPMB

Alle waste medewerkers vOO/PRB

~

Click Next to continue

< Back | Mext >

Select the group that you would like to edit and click on the Next button to continue.

@ @ﬁ Change Group Membership

Step 3: View Group Details

“iew current group members and resources to which these members have access.
10-Staf-lvO0-PMB-Archiefbeheer
MemberOf

GroupMarme

&b DLG_Change_StaffGroupFolder_io_Staf_IvO...
&3 10-5tet-O0-PMB

Selected group:

Members
[l Digplayblame

S mheleman Mike Helleman-10
< rvandenb . Rob van den Boogaard - [0

Remove | Selectamember inthe above listand click Remove to remove the selected member fram the graup,

Add | Click Add to add a new member to the selected group

< Back | Finished

Click on the Add button to add a user or another group to the selected group.
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& @é Change Group Membership

Step 4. Select a user or group

Selectthe user or group you wish to add to this
group.
Selected group:  10-Staf-lvOO-PMB-Archiefbeheer

Enter (part of) the name and click on the Search button,

Search
NetlD I Display Name J User Common Name |
& bdgpvanes Boriz van Es Ez B.D.G.P. van(bd..

Selectauser or group from the abowve list and click the Add button to add this user to the selected group.

Add ] Cancel ]

Enter the name of the user or group and click on the Search button to lookup the account in the ADS
environment. Only groups in the same scope will be displayed.

Select the user or group in the list and click on the Add button to add the user/group to the selected group.
It is not possible to add a group to itself.
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Change Group Membership

Step 3: View Group Details

“iew current group members and resources to which these members hawve access

Selected group:  10-Staf-lvO0-PMB-Archiefbeheer

Members MemberOf

Netld | DisplayhName | Grouphame -

B bdgpvan.. Boriswan Es 53 DLG_Change_StaffGroupFolder_io_Staf_vO
S mhelleman Mike Helleman - 10 &b |O-StathvO0-FhEB

Jarsandenb.. Fobwan den Boogasrd - 10

Remove | Selecta member inthe above list and click Remove to remove the selected member from the group.

Add | Click Add to add a new member to the selected group.

< Back | Finished

Click on the Finished button to close the form.

To remove a user or group from the group, select the user in the list and click on the Remove button.

Metld | DisplayMame |
Sdbdgpyan,. BorswanEs
< mhelleman Mike Hellerman -10

< rvandenb.. Raob van den Boogaard - 10

Click on the Finish button to close the form.
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