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PMO Confluence Training Guide (Admin)

Section 1: Logging in

1. Log into PMO Confluence via SSO
Management tab and launch the PMO Confluence application.

Recommended Browsers are Edge and Chrome.

2. On the blue navigation bar click on Spaces -> Space Directory.
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Note: Once you do this once it will show up under your Recent Spaces

3. Click on the project hyperlink you wish to open.

The two PMO spaces are: Project Management Office and PMO Archived Projects.
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PMO Confluence Training Guide (Admin) go.

Section 2: Create New Projects (Pages)

1. Once you are in the PMO space hit the Create button at the top of the blue navigation
bar.

2. This new page will be the main parent page for the Project, so name accordingly. Before
you hit Save set the restrictions by clicking the lock icon.

= CNIC N9 Spaces ¥  People Create ===

Project Managment Office / Dashboard / Project Managment Office T @ &

‘ Insert Project Name

3. Change the Restrictions to “Viewing and Editing Restricted”. Type “PMQO" and click on
the user group when it shows up in the dropdown and hit the Add button. Click the
Apply button to set the restrictions. If you know all the user groups, you can add them
at this time.

Note: You need to do this when you create new Project pages otherwise you are giving access to
everyone associated in the PMO space (Ex. All contractors). Therefore, it is very important to at
minimum restrict to the PMO user group at the time of creation. After the new user groups are
setup or defined you can go back and update the main page restrictions later.

Restrictions Help

8 Viewing and editing restricted ~

Only some people can view or edit this page. There are inherited view restrictions.

Type a user name or group |psert "PMO" Canviewand e ¥ Add
@ Everyone Has no access
Allison Lambert Can view and edit
@ PMO Canviewand el ¥ Remove
YT\ Cancel
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Section 2: Create New Projects (Pages)

4. Click the Save button when you are finished editing the page.

Praview m Close

5. To create subfolders under the new Project Page, click on the Project hyperlink on the
Page Tree on the left side menu to have the page load on the right side of the screen.
Click the Create button at the top of the page.

Note: Note: If you want a subpage under a particular page by displaying this
page before hitting Create ensures the new page is ordered underneath.

= CNIC N9 Spaces ¥  People Create ===

- Dashboard / Project Managment Office a8
p—d Project Managment Office Lird

Project Name

Created by Allison Lambert 5 minutes ago

PAGE TREE

> EC Project
|& Like Be the first to like this
= Retirement Project

* File Lists @ Write a comment...
* Project Name
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Section 2: Create New Projects (Pages)

6. If you want certain people to edit this page (Ex. To add documents). Then you will need
to set the restriction on this subpage. Only the viewing access is carried down through
subpages. Therefore, click the lock icon.

Restrictions

B No restrictions - There are inherited view restrictions

Only people who can view these pages
will see your page. Here's a list of
people who can view each page.

Project Name
Need @ PMO
. ) =
Right © Allison Lambert
— are al

7. Change the restrictions to “Editing restricted”. The viewing restriction is set on the main
parent page. Type “PMQO" and/or other user groups and click on the user group when it
shows up in the dropdown and hit the Add button. Click the Apply button to set the

restrictions.

Restrictions Help
b Editing restricted ~  Only some people can edit this page. There are inherited view restrictions.
Type a user name or group  |[nsert "PMQ" Can edit Add
@ Everyone Can view
e Allison Lambert Can edit
@ pvo Can edit Remove
LY.\ Cancel

8. Click the Save button on the bottom of the Page.
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Section 3: Adding/Updating Permissions

1. Go to the PMO Space. On the bottom left side of the toolbar click on “Space tools” ->
“Permissions”.

: Project Managment Office =

PAGE TREE
> EC Project
- Retirement Project

= File Lists

> Project Name

> Space tools <<

2. You will be prompted to put in your Confluence password when performing Admin
functions to the space. This is the only time you will be prompted to do this. Normal
end user functions do not require a second login. Enter in your password and click the
Confirm button.

Note: This is your CONFLUENCE password not your SSO password.
They could be different if you do not sync them up when updating your
SSO password. At this moment your Confluence password currently does
not expire, hence how they could get out of sync.

Administrator Access

zent to this page from a link cbtzined from an
5 =ase proceed with caution or validata the
link source before continuing.

¥ou have requasted accs:s 1o an edministrative function in Confluence
and are required to validate your credantizls below

= User ID Mot You?
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Section 3: Adding/Updating Permissions

3. The Permissions page is where you set what the user groups can do in the project. Click
the "Edit Permissions” button under the area you wish to adjust.

Note: This is NOT where page restrictions are set.

Most of the time you will adjust the Groups section, because it is the easiest to maintain.

DO NOT ADJUST ANONYMOUS ACCESS. This is what makes the website private and not
viewable to the public (no logon required).

Note: The user group must exist first in Confluence before this setting
can be adjusted. Contact the Administrators to create the group if it
does not alreadly exist.

Space Tools

Overview Permissions  ContentTools Lok and Feel  Imtegrations

Permissions  Restricted Pages

Licensed Users

conflugnce-administrators O 06 0 6 0 0 0 O 0 O 0 0 0 ¢

Edit Permiszions

Individual Users
are a mem

Alizon Lambert [lambert] 9 O 6 0 o o O 0 9 0 (/] o 0 0
Edit Parmiszions

Anonymous Access

e Site 15 public, you can grant permissions to paoplz who are not logged in. Anonymous users can be grantzd almost any permission, but we recommand you limit this to viewing and commenting.
nents

Ananymous O 00 0 06 0 0 0 00 © © 0 0

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@AIMSHELP.COM 7



PMO Confluence Training Guide (Admin) Q%

Section 3: Adding/Updating Permissions

4. Click the boxes on the user group’s row you wish to update. To add a user group use
the search bar and then click the Add button.

Note: No one outside of PMO and N946B and Confluence Admin
should have Restrictions and Space Admin access checked.
Also limit who has Page Delete access as well.

Groups

Grant permissions for this space to all the members of a group.

Al Pages Blog Attachments  Comments Restrictions Mail ~ Space
View Delete | Add Delete  Add Delete | Add Delete Add Delete = Add/Delete | Delete | Export Admin
wn

N346 Select Al ¥ P @ @ @ 7
PMO Deselect All @ /O R R/ " O v ¢ ‘v ‘
confluence-administrators Deselect Al 9 v v v v v " " v v v @ @ v
Rl Select Al ¥ T € @ ‘
Epiusepm Select Al ¥ ¢ v ¥ @ W v
s Soect Al ¥ ¢ @ ® @ 7
n346b Deselect All @ /R R A/ " A R v v ¥ v
[ Seectall i@ B @ @ g

Insert User Group

5. Once the Permissions are set, click the Save All button.

Al Pages Blog Attachments ~ Comments Restrictions ~ Mail Space

View Delete | Add

Add/Delete | Delete | Export Admin

Anonymous Select All

m :E‘.:E‘

Note: Once a User Group is added to the Space Permissions you still
need to go update the Project main parent pages restrictions (lock
icon) they need access to in the PMO space if you have not already

done so.
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1. Go to the PMO Space, click on the Project main parent page hyperlink on the Page Tree
on the left side menu to have the page load on the right side of the screen. Click on the
three-dot line button -> Move.

Section 4: Archive a Project

= CNICN9  Specesv Feogle Creale

Dashtoard / Project Managment Offce @ Pt Daeirlder  OWitcing < Shae n

: Prjec Mgt Ofice )
Project Name g
PHGETREE (et oy AsonLamoet st anfow 2 Page History

) KB Restictins

+ Retrement Project Page Information
+ Fle Lsts . Resolvad comments (1)
0 Wit a comment...
¥ Project Name View n Hiearchy
+ SubFolder 1 View Source
View Storage Fomat

Expart to FOF
Export to Word

mport Word Document

2. In the New Space and New parent page field replace the “"Project Management Office”
with “PMO Archived Projects”

Move Page — 'Project Name’ Help
Advanced Specify the new parent page for this page and its children by space and title.
Search

Recently Viewed New space: | Project Managment Office

Browse NEVEELE LTS P roject Managment Office]

Start typing a page title to see a list of suggestions.

Current location: Project Managment Office  Project Managment Office

New location: Project Managment Office  Project Managment Office

Reorder NI Cancel
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Section 4: Archive a Project

3. The New location will update. Click the Move button.

Move Page — 'Project Name’ Help
Advanced Specify the new parent page for this page and its children by space and title.
Search
Recently Viewed MNew space: | PMO Archived Projects
Browsa Mew parent page: | PMO Archived Projects
Start typing a page title to see a list of suggestions.
Current location:  Project Managment Office » Project Managment Office
Mew location: PMQO Archived Projects * PMO Archived Projects
Reorde Move Cancel

4. The page will reload redirecting to the PMO Archived Projects space where the moved
Project folder is now visible on the Page tree menu.

Note: You will see the page restrictions move as well, but this Space is only restricted to
Confluence Admins and PMO user group, so even though other groups might have access to the
page, it does not mean they can see it. They can only see the Project folder again if the Space
Permissions allow it.

= CNIC N9 Spaces ¥  People Create

Dashboard / PMO Archived Projects @
=g 5
PMO Archived Projects o
-~ .
Project Name
PAGE TREE Created by Allison Lambert about an hour ago

= AL Test - Archive Project

iy Like  Be the first to like this
~ Project Name

= SubFolder 1 (a Write a comment...

Space Tools

Overview Permissions Content Tools  Look and Feel  Integrations

Permissions  Restricted Pages

Licensed Users

Groups

Grant permissions for this space to all the members of a group.

All Pages Blog Attachments ~ Comments

Restrictions  Mail ~ Space
View Delete | Add Delete Add Delete | Add Delete | Add Delete | Add/Delete Delete Export  Admin
Own
PMO o © o oo o o o o o o o o o (]
confluence-administrators o © © © o o o o6 o0 o o o o [

Edit Permissions
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Section 5: Change Password

1. To change your password go in the top right of the blue navigation bar and click on the
person icon or your profile picture if it has been changed.

2. Click on "Settings".

3. Under "Your Settings" click on "Password". And this is where you can update it.

Peopls
User Name

Profile  Tasks Saved forlater Watches Drafts  Metwork  Settings

Language  Automnatically detect browser setting

Access Tokens me zons  5ite Default ((GMT+0000) Coordinated Universal Time (UTC))

eyboard Shortcuts Enable

Note: If you do not remember your Current Password please contact
the Confluence Administrators so they can reset your Current Password.
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