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1. To add a member to a group select groups.

2. Double click on the desired group.

3. Select Members.
4. Select Add Members.
5. Type in a login name.
6. Select Search.

7. Highlight the name.

8. Select Add.

9. Type a message to email to your new member: You will be added to the Training Group.

10. Select OK.

11. Select OK.

12. Select Active Members.

13. Your new member has been added.

14. To delete a member, select the member.

15. Select Delete.

16. Select OK.

17. Enter a message to email to your member: You will be removed from the Training Group

18. Select OK.

19. Select OK.

20. Select Active Members.

21. The member has been removed.

