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Groups are used to organize Users and manage activities more eƯectively. Groups simplify 
the reporting and enrollment processes. Groups also make it possible to utilize the 
Manager role, which enables Managers to take over some responsibilities that would 
otherwise be handled by Directors and/or Administrative StaƯ. 
 
In this handout, we’ll cover how to: 
 

 Create a Group 
 Add Users to a Group 
 Remove Users from a Group 
 Delete a Group 
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Create a Group 
 
Your first step will be to determine your hierarchy. 
 
When creating your groups, there are a few questions you should ask yourself:  
 

1. How do I currently assign my training?  
2. Do diƯerent job roles receive diƯerent education?  
3. Will a User’s group need to frequently change with this set-up?  

 
By asking yourself these questions, you can determine if basic groups such as Non-Clinical 
and Clinical would be the most beneficial, or if something more in depth would work best 
for your agency. If your RNs receive one group of courses, and your PTs receive another, it 
may be more helpful for your agency to be grouped based on job roles. 
 

1. Click the Enrollment tab from the left-hand admin panel. 
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2. Select Group Management from the dropdown.  

 
 

3. Click Add below any existing groups.  
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4. In the Name field add a title for your group that will easily denote which learners 
should be added to it.  

 
 

5. Scroll down to the bottom of the page and click Submit.  
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6. After saving your changes, you'll be redirected back to the Group Management page 
where you can see your newly created group. 

 
 

7. Repeat steps 3 through 6 until all your groups have been created. 
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Add Users to a Group 
 

1. Click the Enrollment tab from the left-hand admin panel. 

 
 

2. Select Group Management from the dropdown. 
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3. Select the silhouette with a plus sign icon from the right-hand side of the group you 
would like to manage. 
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4. Select the Users from the Potential Members list on the right-hand side of your 
screen. 

 
 

 
 

You can multi-select Users from the Potential Members list by holding down 
the CTRL key while clicking your Users’ names. 
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5. Once all Users have been selected, click Add.  
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6. Click Finish after adding all Users to the Current Members list on the left-hand side 
of your screen. 

  
 

 

 

 Users can reside in multiple groups. 
 You can also select your User’s group during the account creation 

process. 
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Remove Users from a Group 
 

1. Click the Enrollment tab from the left-hand admin panel. 

 
  

2. Select Group Management from the dropdown.  
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3. Select the silhouette with a plus sign icon from the right-hand side of the group you 
would like to manage. 
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4. Select the Users from the Current Members list on the left-hand side of your screen. 

 
 

 
 

You can multi-select Users from the Potential Members list by holding down 
the CTRL key while clicking your Users’ names. 
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5. Once all Users have been selected, click Remove. 

 
 

6. Click Finish after removing all Users from the Current Members list on the left-hand 
side of your screen. 

 
 
  



 

 

GROUP MANAGEMENT 

CREATED 09/2025 

Delete a Group 
 

1. Click the Enrollment tab from the left-hand admin panel. 

 
  

2. Select Group Management from the dropdown. 
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3. Click the Delete icon next to the existing group that needs to be deleted.  

 
 

4. Click Continue to confirm your actions. 

 
 

 

This will NOT delete the group’s Users. 
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5. The page will refresh and a Successful banner will then appear at the top of your 
screen confirming the group has been deleted. 

 
 
 
 


