Editing a
Group
Whether groups are imported from you SIS or created manually, they can be edited by the group
owner or someone with an admin account in SchoolCNXT at any time!
This is most easily done on the web app.
*Note: Any changes created manually will not be overwritten by future imports and
will need to be maintained manually.
Editing Group Members:
1. Go to groups in the left-hand navigation menu.
2. Hover over the group you want to edit and click Manage Members.

3a. To add users, Click the blue Add Users button the left.
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b. 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, you will create a group of
students. Their parents will automatically be attached to the group.
c. 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.
d. Click OK.

4a. To remove users, click the red Remove Users button.
b. 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 click multiple users, even if they are not all visible on the screen at one time.
c. Click OK.
Note: If this user remains in the group in your SIS, they will continue to be imported as part of this
group.
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Editing Group Details:
1. Go to groups in the left-hand navigation menu.
2. Hover over the group you want to edit and click Edit.

3. 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)
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4. Click on Default Permissions 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.
a. Click on the drop down under Set default permissions for. Select the role type.
b. Toggle each permission to on (blue) or off (grey).

Editing Group Member Status:
1. Go to groups in the left-hand navigation menu.
2. Hover over the group you want to edit and click Manage Members.
3. Use the search and/or filters or scroll through the group members until you find the one you want
to edit. Hove over his or her name and click the gear icon on the right.
4. Click Edit Labels to change the user's label in that group (admin, staff, guardian, student).
5. Click Edit Permissions to change the user's permissions. These permissions will only pertain to that
group, or groups that are hierarchically lower than that group. So allowing a guardian to post
news to the class will not change his/her permissions in the school group.
6. Alternatively, click the grey Edit Permissions button to edit multiple members' permissions.
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