Accessing Groups

Log-into G-Mall

Select the apps icon in the top right of the screen.

In the drop down select Groups.
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Editing Groups (if you are an Owner)

From the Groups home page, select Browse all.
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You can scroll through the list and locate the group you want or you can type in a key word
in the search bar at the top.
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Once you have located the group click on the ftitle of the group. It will open up to a page
that shows all of the e-mails that have been communicated to that particular group. On the
right hand side of the screen select Members.

v ‘
&rrnuxn “ wante 1 O Dawe ‘
Teacher Corautants-ALL
[ Movty % e e
a B Gpdate. IPORTANT “Ba MLEABE BEAD 0
& | B 2aaencms WA
Mondey Mo
By Seett Mererd

You will be directed to a page listing all of the members of the group you selected.

You will now need to Manage your group.



There are 2 places you can select to Manage the group.
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The members will be listed in alphabetical order by first name. To the left of the list are some
options to choose from.
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All members is currently highlighted.

You can Invite members, Direct add members, view Outstanding invites or view Join
requests. You can also remove members from the group.



Direct Add Members

Select Direct add members.
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Enter the e-mail addresses of the members you want to add. You can add multiple people
at the same time by separating their names with a comma.

Include a welcome message. | wrote, “Student Support Services is working on simplifying the
e-mailing process. We are creating groups to make sending e-mails easier. You have been
added to this group so you will be included in important e-mails from Student Support
Services.”

Select Add when you are finished.



Removing Members

From the list of members on the Manage screen, click on the box to the left of their name.
You many select as many as you need to. Once you have the correct ones selected go to
Actions.
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From the drop down select, Remove from group.



