How to
Edit a Group
Whether groups are imported from your SIS or created manually, they can be edited by
thegroup owner or someone with an admin account in Snap! Connect at any time. This is
mosteasily done on the web.
How to add group members:
Step One
Select Groups from the left-hand
navigation menu bar.
Hover over the name of the group
you want to edit, click
, and
select Manage members.

Step Two

To add users, click
.
Use the filters at the top. You
can filter to a group within the
school to which you are
attached (i.e., a grade level or
class). You can also filter by
role type. Typically, groups of
students are created. Their
guardians will automatically be
attached to the group.
You can then scroll through
users or type a name in the
search bar. You can search for
and select multiple users, even
if they are not all visible on the
screen at once. Check the box
next to the name of each user
you want to add to your group.
Click
.
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How to remove group members:
Step One
Click

.

Step Two
Check the name(s) of the user(s) you want to remove. You can use the search bar at the top of the page and
can select multiple users, even if they are not all visible on the screen at one time.
Click
.

Note: If this user remains in the group in your SIS, they will continue to be added to this group with each import.
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How to edit group details:

Step One
Select Groups from the left-hand
navigation menu bar.

Step Two
Hover over the group you want
to edit, hover over
, and
click "Edit."
You will land on the details page.
Here, you can edit:
a. The Group name
b. The Group admin
c. Member visibility
(whether or not group members
can see who else is in the group)

Step Three
Click on
to edit
the permissions of different role
types in the group. For example,
you could allow all staff
members in a group to post
without permission.
Click on the drop-down
under "Set default
permissions for." Select
the role type.
Toggle each permission
to on
or off
.
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