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Space Allocation

1.Click on the Site Actions box in the upper right hand corner of the
SharePoint home page:

http://globalconsumer.collaborationtools.consumer.citigrou
p.net/sites/ccc-catalyst-program/default.aspx

2.Select “Site Settings” from the drop-down menu.

3.0n the Site Settings page, select “Storage Space Allocation” from
the Site Collection Administration menu on the right side of the

page.

4.The green section of the Storage Allocation page indicates how
much space is remaining.
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Create

Add a new library, list, or web page to
this website,

Edit Page
Add, remove, or update Web Parts an
this page.

i Site Settings
Manage site settings on this site,

>

Site Collection Administration

When capacity reaches 18 GB, email Deborah or Dennis and
request space and/or delete files. If approved, delete files in the
recycle bin.

The system will send an automatic warning when SharePoint
reaches 90% of full capacity. To request additional space, do ONE
of the following:

» Raise a VT ticket via the following URL (access required):

https://virtualtech.eur.nsroot.net/virtualtech/defaultnt.asp

» Contact the One Citi Help Desk at 1-888-435-7612 and open a
ticket requesting additional space.

» SharePoint contacts:
» Marion Burns 904-954-8828
e Terry Watt (email only)

o Search settings

8 Search scopes

o Search keywords

& Recyde bin

o Site directory settings

o Site collection usage reports
(3) 8 Storage space allocation

a Site collection features

o Site hierarchy
8 Portal site connection
8 Site collection audit settings

o Auditlog reports

8 Site collection policies
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Granting Permissions
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For SharePoint Sites:

SharePoint permissions requests are
generally received via email
indicating the user name and access
type (most often this is for read -

only).

1. From the SharePoint home page,

click on “Site Settings” under
Site Actions tab.

2. Select “People and Groups”.

3. Click on the down-facing arrow
next to the New tab and choose
“Add Users”.

4. Enter the user’'s SOE ID (if
multiple users, separate with a
semicolon).

5. Select the permission level.

6. Click OK.
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3) Add Users
Add users to a group or site.
New Group

Create a new SharePoint group.

Give Permission

| (@ Add users to a SharePoint group

Corporate Center - Catalyst Program Members [Contribute, Limited Access]

View permissions this group has on sites, lists, and items...
(©) Give users permission directly

®
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Granting Permissions Con't.

T For Folders & Files:

S b o s e SharePoint permissions requests are generally received

e ] via email indicating the user name, access type (most
often this is for read-only) and a link to the file or folder

= Operations @ O to where access should be granted.

B Product Management

— 1. For example, many users need access to the
e T Catalyst Production Extracts folder in Operations.

e From the SharePoint home page, click on the

s Operations link on the left hand side of the page.

| 3 Operations
Type MName

Catalyst Production Extracts 2. Move the mouse to the selected folder, e.g.

Extracts, and click on the down-facing arrow.

Client Services

3. Select “Manage Permissions” from the drop-down

L s m o obmsr it e

menu.

4. Click on the down-facing arrow next to the New tab
and choose “Add Users”.

e T e 5. Enter the user’'s SOE ID (if multiple users, separate
[ ——— | with a semicolon).

6. Select the permission level.
A Usars: Extracts

o RO : 7. Click OK.
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Requesting a New SharePoint Site

= Submit a VT ticket for to create a new SharePoint site along with:
- Site Name
- Primary Owner Name and SOEID
Secondary Owner Name and SOEID

Line of Business
= All SharePoint issues must be sent to the attention of Global Collaboration Support
= Note: Must have VT access in order to submit VT ticket

VT tickets are submitted at:

- https://virtualtech.eur.nsroot.net/virtualtech/defaultNT.asp?message=Domain%2C+Username+or
+password+not+correct
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Recycle Bin/Empty Trash

The Recycle Bin houses documents which have been deleted
and are waiting to be emptied with the trash.

1. Click on the Recycle Bin to see documents you have
deleted and to remove these from the system.

2. From the Recycle Bin, click on the “Delete Selection” to
remove the documents you have placed in the Recycle
Bin.

3. Click on “Site Collection Recycle Bin” to see a cumulative
list of all documents in the bin, and to empty the trash.

4. From here, click on “Empty Recycle Bin” to remove ALL
documents which have been placed in the Recycle Bin by
anyone.

Note: The Catalyst PMO team will do this when we are close
to running out of space, however each SharePoint admin
team should decide the best way to remove documents.
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Catalyst Activity as of-22-0ct-08.zip
TestStepsMappingExtract_MarketingandBanking_10202003.zip

RCTTemplateMapping_MarketingAndBanking_10202003. zip

RCTTemplatelnventoryExtract_MarketingAndBanking_10202008. zipy
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Hierarchy Extracts

Hierarchy extracts should be posted to the Catalyst Finance Website every Monday.

The Hierarchy extracts sit in the Catalyst Library section of the Catalyst Finance Website.

Citi Finance

Home Global Functions B Products & Regions ©

Controller =

Control Initiatives

Citi Finance Org Chart

2 Who We Are » 7 Org Chart »

Catalyst Finance Internal Controls

= Announcement

= Citi RCSA J/ Operational Risk Program Update
* Catahyst Program Announcement

= Latest News

Catalyst Hierarchy Change Process (October 10, 2008)
Catatvst Entitiement Process (January 23.2009)
Catahyst Release 2.1

Catahyst Wersion 2.0

Catahyst Wersion 1.1

Catalvst Version 1.0

¥ Y O¥Y O¥YFO¥F V¥

=i Menu

"External” Audit Fees Int'l Control Reporting LWVMP RCSA Sox 404

Catalyst Library

This library is a one-stop shop for the most up-to-date
documents on Catahyst.

Information on Catalyst communications, processes, practices
and related initiatives, along with some useful external
documents, can be found in this library.

For immediate assistance please call 813-504-1250 or email
CatalystHelp@eiti.com
i Communication Tools
i Entitlement Documents
i Catabyst Organizational Higrarchy as of January 25, 2009 I
- Iranina/5andbox Orq Hierarchy as of May 2. 2008
i Related Initiatives

. Useful External Documents

Note: If a US-based holiday falls on Monday, Hierarchy extracts will be posted on Tuesday.

N

Pull the latest versions (usually date is Sunday before) from the Corporate Center — Catalyst Program - Operations-Catalyst Production

Extracts or this URL:

http://globalconsumer.collaborationtools.consumer.citigroup.net/sites/ccc-catalyst-

program/Operations/Forms/Allitems.aspx?RootFolder=%2fsites%2fccc%?2dcatalyst%2dprogram%2fOperations%2fCatalyst%20Productio
n%20Extracts&FolderCTID=&View=%7b654E137B%2d3DC9%2d481D%2d9A03%2d8CD9EC758B66%7d

Open each folder for Grand Central Extracts for the latest Hierarchy Extract.

Save all recent extracts onto your hard drive, zip the files, and save as “Catalyst Organizational Hierarchy as of insert current date”. The

date should be the Sunday prior.

Forward to Michelle Zapata with a request to replace the current version with latest version, and rename the link as “Catalyst

Organizational Hierarchy as of insert current date”.

Citi Never Sleeps

Citi Internal



N

Citi Never Sleeps

Updates to Catalyst Website

= Occasionally you will receive requests to update the Catalyst Finance website or to
change the Catalyst Key Contacts on the Catalyst Finance website.

= Ensure that the instructions make sense and forward these emails to Michelle
Zapata, cc’ing the owner.
Michelle will let you know when this is complete.
= Have the owner conduct final QA on any changes in staging at this URL:

. http://citiwebl.citicorp.com/finance/ccf/controller/controlinitiatives/catalyst.htm

= Forward feedback to Michelle Zapata as needed.

= Note: Catalyst PMO owns any name changes so be sure to QA these changes as
needed.
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Other SharePoints in Catalyst
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SharePoint Site

Catalyst SharePoint

Product Development

Catalyst Document Management
ICON

CCSA ORCA Archive

COGNOS RSCA Archive

ORCA RSCA Archive

SAS RCSA Archive

Catalyst PMO
Meghna Singh
Meghna Singh
Gary Sheehan
Gary Sheehan
Gary Sheehan
Gary Sheehan
Gary Sheehan
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SharePoint SME Team

= Marion Burns
- Tel: 904-954-8828
- Burns, Marion [CCC-OT _IT]

= Terry Watt
Terry [GCG-NAOT]
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