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1. PURPOSE 

The purpose of this Standard Operating Procedure (SOP) is to provide guidelines for accessing and using the 

SharePoint site within Dine College. SharePoint is a collaboration platform used to store, share, and 

collaborate on documents and information securely. 

 

2. SCOPE 

This SOP applies to all employees and authorized personnel who need access to the SharePoint site within 

Dine College. It outlines the steps for providing access to the document library, Folders for Finance 

departments. 
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3. HOW TO PROVIDE ACCESS TO USERS ON FINANCE SHAREPOINT SITE  

3.1. Add Member in Finance SharePoint site 

1. Go to setting (top right corner) 

 
 

 

2. Click on Advanced permission settings. 
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3. Click on Finance Members 

 

 
 

4. On the next page you can add the members by clicking New > Add users to this group 

 

 
 

5. Type name of the user and click on Share. 
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3.2. How to give permission on Finance folders 

1. Under Finance document library, select folder And click on “ ” Button on the top right corner 

 

 
 

2. Click on Manage access. 

 

 
 

3. Click on Grant access. 

 

 

http://www.oculusit.com/
mailto:jim_tandon@oculusit.com


                                                                                                              

 

 

(201) 875-5275 | www.oculusit.com | jim_tandon@oculusit.com 

4. Type username and click on Grant access. 
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3.3. How to give permission to user for “BUSOFFC” Document library 

 

1. Click on BUSOFFC on the left side. 

 

 
 

2. Click on Setting icon   on top right corner > Click on Library Setting.  

 

 
 

3. Click on More library settings. 
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4. On setting page, click on “Permissions for this document library”. 

 

 
 

5. Click on “Grant Permissions” 

 

 
 

6. Type username and click on Share. 
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