
tip411 - Adding Users to A Specific Group 
 
1. Create a user (People Section > Add Person) and check the privileges you see below. When 
you are finished, click the “Create Person” button. 
 
 

 
 
 
 
 
  



2. Scroll to the bottom of the right panel of the new person’s profile page to the “Group 
Membership” section and then click “Edit” 
 

 
 
 
  



3. Select the group you want the person associated with from the “Alert group” menu. Then 
check the boxes you see below. If the person is associated with multiple groups, click the “Add 
Additional Memberships” link and then choose additional group(s) 
 

 


