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Assigning users to a group allows you to bulk-assign job functions and user roles. Only users with
appropriate security access in Studentinformation can assign users to a group. All groups are assigned in

Studentinformation.

Log in to Studentinformation and navigate
to Studentinformation > Management >
Security > View Groups.

Studentinformation = Management = Security > View Groups

View Groups

o On the View Groups screen, to search for a 1 I:@
., . 56h00|:| SATraining1 ~| Group Name:
group, select a school, district, or ITC from

the School drop-down list and/or enter a
Group Name in the field.
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e Click Search. | M P < Click to add new group
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« Inthe search results grid, click # to
the left of a Group Name to edit the
group’s record

City Schools

Click to edit existing group
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Or, to add a new group:

e C(Click Add New Group

Group Group Roles Group Assigned Groups Group Members
The Security - Group screen displays.

o On the Group tab, enter a Group Name

Group Name:* |
and select the Administrative School and o —
Administrative School; SATraining1 v|
the Context School for the group from the
) Context school: | sATraining v|
drop-down lists. 2 e\
4 O an [0 Media Specialist
In the Job Functions section, select the O] Teacher [ EMIS Coordinator
checkboxes for the JOb functions that you lJob Functions [ Principal [ Technology Coordinator
want to associate with this group. [0 superintendent [] Curriculum Coordinator

G Click Save. L] Secretary [] Bus Driver J

A confirmation message displays. e

The selected Group was successfully updated

On the Group Roles tab, select one or

more rOIes that yOU want to add to thIS Group Group Roles Group Assigned Groups Group Members Member OF

group from the School and Role
drop-down lists school SATraining1

e Click Add. School Role /

The school(s) and role(s) you selected
display in the grid.
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Assigning the Group in Context to Another Group

e On the Group Assigned Groups tab, to
search for other groups to which you
want to add the group in context, o )

Filter List of Available Groups

select a school, district, or ITC from the |
School:| All Schools ~| Group Name:|

School drop-down list and/or enter a

Group Group Roles Group Assigned Groups Group Members Member Of

Save Assigned Groups

Group Name in the field.

Available Assigned
e Click Search. O
- Secrefary *
A list of available groups displays in the e =
Save
Available area of the dual listbox. A list \
of groups that have already been N\
. . Available Assigned\
assigned to the group in context . =
. _ Admin A - Principal
displays in the Assigned area of the - Secretary *
- Murse **

dual listbox. - Principal v

e In the Available area of the dual

listbox, to add an available group to
Group assignments were successfully updated

the group in context, select the name
of the group, and then click = .

The group name now displays in the
Assigned area of the dual listbox.

Note: In the Assigned area of the dual
listbox, to remove an assigned group
from the group in context, select the
name of the group, and then click 4= .

The group name now displays in the
Available area of the dual listbox.

e Click Save.

A confirmation message displays.




