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Responsibilities/Capabilities of Group Leaders 

As a designated group leader, you are responsible for maintaining the home page and also for approving 

content that is submitted by members.   If you are leading a non-public group, you also will need to 

approve membership requests (see page 7).  

 

Click on My Groups and select the group which you lead. 

 

 

 

General Group Set up and Modifications 

 

 

 

 

Near the bottom of the left hand column you will see listed 

Configuration Tools. 

General Settings:  You can change the type 

(public/restricted/hidden) or update the description of the group.  

Applications:  View and/or modify what is available to the group 

(posting pictures; message board; announcements) 

Members:  See the current membership roster and add or delete 

members as needed.   See below for how to add members to 

the group.  
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Managing Content 

You manage content using the Content Tool options in the left hand column. 

All content submitted by members must be approved by the leader of the group.   For example, here is 

how to approve a photo submission: 

 

 
 

This same process works on managing links, files, news, and the message board.  

 

All submitted photos that have not 

been approved will be listed and 

shown.   To activate it, click on the box 

next to the photo and choose Activate.  

Once you approve it, it will move into 

the Active Photos area of the Manage 

Photos screen.   If you then want to 

inactivate it or delete it, you can do so 

by again choosing it and then clicking 

on Delete or Inactivate.  
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Managing the Homepage 

Choose Manage Homepage from Content Tools 

 

For example, to modify the Featured Photo, select Edit 

 

When you go back to the Home Page, it will now look like this: 

 

You can have different 

photos, and featured links for 

your members to see.  

Choose the photo you wish to put on 

your home page and click Set Photo 
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Sending out Announcements 

You can send out messages that go to just the members of your group.  These will show up in Personal 

Announcements on the memberôs portal home page.  

Choose Manage Announcements from Content Tools 

  

 

 

 

 

Type in your message and indicate how many 

days you want it to be posted to their Personal 

Announcements channel on the portal. 

Choose send and the announcement will be 

delivered.  

The message appears in Personal 

Announcements.  When the member 

clicks on it, he or she sees the 

message in its entirety.  


