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Introduction

When working with Web Community Manager, you may encounter situations where you will want to
add users and groups. The process to do this is the same whether you want to share an app, assign
viewing rights, assign editing privileges or mange Users & Groups.

‘Juno Arrives' Page
\ewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or
groups

‘ Assign Group ‘ Assign User

All visitors to the website can view this page.

App Name:

Juno 1
Gerern Sharing

By default, only you can use an app you created. To share this app with others, add specific users or groups

Assgn Geowp | | Assign User

You are not sharing this app with anyone

Happy Valley High School

Site Directors & Viewers
Ste Direciors Homepage Editors fwaeny
Add users s who can edt ths Ske Workspace as wel as every channel and every section in this she

S s
LQ) Sparks, Eric
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Add Users and Groups

You can add individual users or groups. A group is a collection of individual users usually created by a
Site Administrator.

Here’s how you add users and groups.

1. In Site Manager, select the option for which you wish to add users and groups. In most instances
you’ll see Assign Group and Assign User. In some cases, you may only see Assign User.

‘Juno Arrives' Page

‘ewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or

! Assign Group ' Assign User
\ \

All visitors to the website can view this page.

Assign User

2. Click Assign User to add individual users. The Add User dialog displays.

Add User
srallar part of a user's first, last or user name and click Search.
=
———
Brown, Ruth
& Seect SELECTED USERS

IF YOU WANT, YOU CAN REMOVE A USER OR USERS THAT YOU'VE SELECTED.

Brown, Sall r
Brown, Ted ‘& Y | Remove
Sally Brown V= )
tbrown - tbrown @hvsd.org

Cancel |
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3. Enterall or part of a user’s first, last or user name and click Search. Users that match the search
criteria display.

4. Click Select to move a user to SELECTED USERS. If you move the incorrect user, click Remove.

5. Repeat the search until you’ve located and moved all the users you wish to include to SELECTED
USERS.

6. Click Add. The Add User dialog is dismissed.

‘Juno Arrives' Page
\iewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or
groups.

! Assign Group ‘ tAssign User {

€R§ Brown, Sally
Remove
User
E Brown, Ted
Remove
User

ég) McCollin, lan
Remove
User
& Sims, Michael
Remove
User
63% Tranr, Sally
Remove

User
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Assign Group
2. Click Assign Group to add groups. The Add Group dialog displays.

Add Group

Enter a gr. Tiame and ¢ search by choosing a group category.
K | HVHS Students

Sparks Science 10 Students SELECTED GROUPS
IF YOU WANT, YOU CAN REMOVE A GROUP OR GROUP'S THAT YOU'VE SELECTED.

‘;& Sparks Science 11 Students gb Sparks Science 12 Students =)
Eremove)

g) Sparks Science 9 Students
| Remove |

Select

( |
Cancel |
\ J

3. Enter a group name or part of a group name and click Search. Groups that match the search

criteria display.

Alternatively, click the drop-down and choose a group category. All groups with the category
selected display.

Please choose a category... @
Please choose a category...

Show All Groups

1

Unassigned

All District

All Middle School

Happy Valley High School
Happy Valley Middle School

¥

4. Click Select to move a groups to SELECTED GROUPS. If you move the incorrect group, click
Remove.
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5. Repeat the search until you’ve located and moved all the groups you wish to include in
SELECTED GROUPS.
6. Click Add. The Add Group dialog is dismissed.

‘Juno Arrives' Page
\Viewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or
groups.

{ Assign Group J tAssign User J

é& Sparks Science 10 Students

Remove
Group
}& Sparks Science 11 Students
Remove
Group
& Sparks Science 12 Students
Remove

Group
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Remove Users and Groups

Once assigned, you may need to remove a user or a group—perhaps to revoke editing privileges or
viewing rights.

Here’s how you remove users and groups.

1.

In Site Manager, select the option for which you wish to remove users and groups. A dialog
listing the added users and groups displays.

‘Juno Arrives' Page

\iewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or

groups.

] Assign Group ’ l Assign User
J J

ra

6% Brown, Sally
User

ég. Brown, Ted
User
McCollin, lan

User

Sparks Science 10 Students
Group

Sparks Science 11 Students
Group

Sparks Science 12 Students
Group

Remove
Remove
Remove
Remove

Remove
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2. Click Remove. A confirmation dialog displays.

Are you sure you want to remove this user

or group?
(- )53

3. Click Yes. The user or group is removed.

‘Juno Arrives' Page
\iewers

By default, all website visitors can view this page. To limit who can view this page, add specific users or
groups.

[ Assign Group J l Assign User J

& Brown, Ted
Remove

User

& McCollin, lan
Remove
User
$ Sparks Science 10 Students
Remove
Group
% Sparks Science 11 Students
Remove
Group
‘ﬁ Sparks Science 12 Students
Remove

Group




