
Student Group Guides: User Groups  

How to make user groups 

 Go to your dashboard 

 Click on “Edit” in the “Configure Group” tile 

 

 Click “User Groups” in the grey bar 

 
 Click “Add User Group” towards the bottom left 

 Fill in the relevant details (permissions can be left blank) 

 Click save 

How to add people to user groups 

 Go to your dashboard 

 Click on “Edit” in the “Configure Group” tile 

 Click “User Groups” in the grey bar 

 
 Click in the magnifying glass icon for the desired user group 

 
 

 



 Select which user group the people you wish to add are in (usually current members) 

 Enter their name 

 Enter an expiry date 

 Click “Add Members” 

 

How to delete a user group 

 Go to your dashboard 

 Click on “Edit” in the “Configure Group” tile 

 Click “User Groups” in the grey bar 

 
 Click on the bin icon to the right of the user group you wish to delete  

 
 

How to remove someone from a user group 

 Go to your dashboard 

 Click on “Edit” in the “Configure Group” tile 

 Click “User Groups” in the grey bar 

 
 

 

 

 

 



 

 Click in the magnifying glass icon for the desired user group 

 
 Click on the cogwheel icon next to the person you wish to remove 

 
 Click on the person icon to remove the user from the user group  

 

 

How to edit user’s membership expiry date 

 Go to your dashboard 

 Click on “Edit” in the “Configure Group” tile 

 Click “User Groups” in the grey bar 

 
 Click in the magnifying glass icon for the desired user group 

 
 Click on the cogwheel icon next to the person you wish to edit the membership expiry date for 

 
 

 

 

 

 

 

 



 

 Click on pencil icon to edit membership expiry date  

 
 


