USER INSTRUCTION SHEET

Manage Groups

This manual provides instructions on how to manage groups (create, modify and delete) in the ADS
environment by using the UMRA Form Manage Groups.

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

rARA,

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

Click on Manage Groups to load the form.

& UMRA Forms- connected to srv171

File Edit WView Tools Help

B LEe

[E] Activate GUest Account

| change Group Membership

| Create New Guest Account

£ Create New Project

£ Delegate Mailbox Permissions

& Groups

E de Homefolder Quota
[E] Uparade Maibox Quata

] view User Details

Eg a Manage Groups

Welcome to the Manage Groups Wizard

This wizard helps you'ta create, modify and delete groups. You rust
be amember of atleast one " -GroupAdmins" group

Click Nexd to continue

Next> |  Cancel

Ready

Click on the Next button to continue.
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& a% Manage Groups

Select group scope

You have permission to manage the following group scopes. please
select a group scope and click Mext to continue

Groupscope(s]

Click Mext to continue

< Back Hext > Cancel

What you see is a list of so called group scopes that you're allowed to manage. Most of the time there will be
just one scope visible in this window.

Select the desired scope and click Next to continue.

& 5% Manage Groups

Select a department/section group

Selectthe department/section group for which you need to manage groups.
for instance TNW-BT-ENZ or I0-Staft-l/00.

Hame Description |
F=1UDICTATT Het project ICT Tr ie TU Delit
&d UD-ICTTT-AfterCare Leden van de ITT nazorg groep
&3 UDICTATT-Deployment Leden van het ITT uitral team
&3 UDICTATT-Groupddmins Members are able to manage groups starting with UD-...
&3 UDICTATT -Guests Members are guests of department/section UD-ICT-TT
& UD-ICT-TT-hMigration Leden van het ITT [backend) migratisteam
& UDICTTT-Packaging Leden van het ITT software packaging team
& UDICTATT-SiteSurvey Leden van het ITT inventarisatieteam
&3 UDACTATT-Specialists De technische specialisten van ITT project
& UD-ICT-ITT-5taging Engineers Staging Engineers for the ITT project

Click Mext to continue.

< Back Next » Cancel
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The following list shows an overview of all department/section groups that you are able manage, you will also
see the functional groups one level down the department/section groups. These groups don’t have other
groups as a member and therefore cannot be managed. In this example it seems that there’s just one valid
option to choose, group UD-ICT-ITT.

Select the desired department/section group and click Next continue.

&5
& a Manage Groups

Group actions

Selected department/section group: UD-ICT-ITT

Mame ‘ [Dezcription | New
S UD-ACTATT -AfterCare Leden van de ITT nazarg groep

&b JD-ICTATT-Deployment Leden van het ITT uitral team [aerns
&3 D-CT-TT-Groupddmin: Members are able to manage groups starting with LD Delete
&b UD-ICTATT-Guests tdembers are guests of department/zection UD-ICT-TT

S |JD-ICT-TT -Migration Leden van het ITT (backend) migratietearn

&b |UD-ICTATT-Packaging Leden van het ITT saftware packaging team

S UD-CTATT -SiteSurvey Leden wan het ITT inventarizatieteann

&b UD-ICTATT-Specialists De technizche specialisten van ITT project

53 UD-ICTATT -Staging Engineers Staging Engineers far the ITT project

To create anew group under depantment'section group UD-ICT-ITT: click the New
buttan to continue.

Torename an existing group: selectthe group wou wish to rename from the list and click
Fename to continue.

To delete an existing group: select the group you wish to delete from the list and click
Delete to continue.

Click Back to select ancther section/department group. click Finish to close the window.

< Back Finish

This window looks like to the previous window, except that the department/section group itself is lacking from
the list and action buttons are now visible on the right.

There are three action buttons available:

New : For creating a new group directly under the selected department/section group. As a result the newly
created group will also be added (as a member) to the upper lying department/section group.

Rename : For renaming the selected functional group. Optionally you can change the description for the
selected group.

Delete : For deleting the selected functional group. Be aware that deletion of groups is permanent!
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Create New

Click the New button, the following window will appear:

&5
&Q& Manage Groups

Create New Group

Enter the new groupname:

UD-ICTHTT Staging Engineers

Enter a description for the new group:

|Staging Engineers forthe ITT project |

Click Create to create the new group. Click Cancel to return

Create | Cancel

Enter the name for the new group to create. Notice that the first part of the group name has already been
filled in and cannot be changed.

Enter a description for the new group. Adding a description is mandatory while creating a new group.

Click Create to actually create the group in the domain and add the group to its parent department/section
group (in this case UD-ICT-ITT).
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& ﬁ Manage Groups

Results

Information

The group 'UDHCTATT-Staging Engineers' has been successiully created in
the domain.

0K

Click OK to return to the Group actions window.
Rename

Select the group you wish to rename and click the Rename button, the following window will appear:

&
gg ﬂ Manage Groups

Rename Group

Selected group: UD-ICT-ITT-Staging Engineers
Enter the new name for the selected group:

UD-ICTAT T+ Production Engineers

Enter a new description for the group:

Production|Engineers for the [TT project |

Click Create to create the new group. Click Cancel ta return.

Rename Cancel
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Enter the new name for the selected group. Optionally you can change the group’s description or you can
leave it as it is.

Click Rename to apply the new name and description to the group.

& ﬁ Manage Groups

Results

Information

The group 'UD-ICTHTT-Staging Engineers' has been successfully renamed
to 'UD-ICT-IT T-Froduction Engineers'. New description is: 'Production
Engineers for the [TT project!

Click OK to return to the Group actions window.

Delete

Select the group you wish to delete and click the Delete button, the following window will appear:

gg ﬂ Manage Groups

Delete Group

Selected group:  UD-ICT-HITT-Production Engineers

Click Delete to permanently delete the selected group.

Delete Cancel

Click Delete to delete the selected group.
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NOTE: Deleting a group is permanent and irreversible; take great care while using this function!

&Q& Manage Groups

Results

Information

Successfully deleted group 'UD-ICTAT T-Froduction Engineers' fram the
dormain.

Click OK to return to the Group actions window.

Click on Finish to close the form or click Back to select another scope to manage groups.
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