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How to customize permissions 
for a SharePoint list or library 
As an administrator or owner of a library, list, or survey, you can change permissions to let 
the right people access the data they need data while restricting others. 

By default, all sites, lists, and libraries in a site collection inherit permissions settings from 
the site that is directly above them in the site hierarchy. This means a site inherits 
permissions from the root site of the site collection, and a sub site inherits permissions 
from its parent site. Folders, lists and documents inherit permissions from the site that 
contains them, and so on. 

To assign unique permissions to a list, library, or survey, you have to first break 
permissions inheritance, then assign unique permissions. You can do all of this on the 
Permissions page. This article shows you how to get to the Permissions page and break 
inheritance, and then provides the steps to assign or change permissions. 

Note: When a user shares a document or other individual item, inheritance is automatically broken for 
that item. Inherited permissions are copied to the item, and permissions for the users with whom the 
item was shared are added. But if changes in permissions are made to the parent item, those changes are 
not be applied to the item. 

View the Permissions page in SharePoint Online 

For a list or library (which includes the Calendar) 

1. Go to the library or list and open it. 
2. Choose Settings and then Library settings or List settings. 
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If you don't see Settings , choose the Library or List tab to open the ribbon, and then 
click Library Settings or List Settings on the ribbon. 

 

3. On the Settings page, under Permissions and Management, click Permissions for this 
list or Permissions for this document library. 
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For a survey  

1. Open the survey. 
2. Click the survey Settings button. 

 

3. Click the dropdown, and select Survey Settings. 

 

4. On the Settings page, under Permissions and Management, click Permissions for this 
survey. 

About unique permissions for individual items  

When you go to the Permissions page, you may see one or more messages at the top of the 
page like this: 

 

Here's what each message means: 
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• Some items of this list may have unique permissions which are not controlled from 
this page. Show these items. This means that, at some time in the past, an individual item 
within the list, library, or survey was shared with others. When you click Show these 
items, you will see an Exceptions dialog box showing which items they are. If you are an 
owner of the item, click Manage permissions for each one to make changes. 

• There are limited access users on this site. Users may have limited access if an item 
or document under the site has been shared with them. Show users. This means that if 
an item has been shared with a user, but the entire list, library, or survey has not, then their 
access is limited to the one item that has been shared with them. Click Show users to see 
who they are. 

When you share an item with a user, they are given limited access to the site in order to 
give them access to the item. If you unshare the item, the user will continue to have limited 
access to the site (and you will see this message), however, they will not have access to any 
items not shared with them. 

• This library inherits permissions from its parent. (name of site). This means that 
inheritance has not yet been broken for the list, library, or survey. See Break permission 
inheritance below for how to do this. 

Break permission inheritance in SharePoint Online 

When you break permissions inheritance for a list, library, or survey and then define new 
permission settings, the list (or library) becomes a parent for items in it. Items under that 
parent now inherit the new permission settings (unless the items have uniquely defined 
permissions.) 

To break inheritance and assign unique permissions, follow these steps: 

1. Go to the list, library, or survey and open it. 
2. Go to the Permissions page using the steps in the section above. 
3. To break permissions inheritance from the parent, click Stop Inheriting Permissions. 

https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782#bkmk_break
https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782#bkmk_break
https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782#bkmk_goto
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See https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-
02d770f3-59eb-4910-a608-5f84cc297782 for full article from Microsoft Support 

https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782
https://support.office.com/en-us/article/Customize-permissions-for-a-SharePoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782
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