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• This session is being recorded.

• The recording will be automatically Emailed to all registrants of this session, as soon as it becomes 

available.

• You can and should download a copy of this presentation from the Handouts section of the 

GoToWebinar sidebar.

• You can type in your questions any time within the questions field of GoToWebinar

A Few Things to Note:
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• Set security settings for:

Document Root 

Folder 

Subfolder 

Document 

Group

• Identify how cascading impact folders and documents

After this session you will be able to:
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This session assumes you already:

 Know how to create a folder and subfolder

 Know how to create a group

 Know how to upload a document

 Have a basic understanding of folder security and cascading 
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Security at Document Root
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Folder Security vs. Document Root Security

The group has the ability to create and edit their

OWN documents but see ALL documents in this

folder.

Only the Master Administrator can create

documents and folders from the root.
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Designating Folder Security by Group

All Users

Probation Employees

Training Team
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PowerDMS Tip
Recognize that you are in control of everything your groups of users can:

• View (see)

• Audit (run reporting on)

• Edit (modify, add, or remove)

You can and should be strategic and purposeful with what access level you provide to whom.
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Group Settings – Create Privilege
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Group and User Settings –

Revoke Privilege



© 2022 NEOGOV Proprietary and Confidential

Group Settings – Report Privilege
MUST be checked before a group can generate any report ing on content  (pol ic ies,  

tests,  assessments, etc.)  or  groups/users.
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PowerDMS Tip

To ensure your groups can create documents or subfolders within any given folder, the group MUST

have TWO security settings established:

1. Documents must be checked in the group’s create privileges

2. Edit security rights to a folder or subfolder
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Cascading and Folders
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PowerDMS Tip

Layering security settings at the folder level allows you to:

1. Specify which subfolders and documents users can access with less effort than

making those settings at the individual subfolder or document.

2. Easier to manage if you want to make changes!
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Document Security Versus Folder

Security
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• Set security settings for:

Document Root 

Folder 

Subfolder 

Document 

Group

• Identify how cascading impact folders and documents

You should now be able to:




