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Portal Groups 

 

This section covers: 

 Using Group Studio 
 

 Joining A Group 
 

 Requesting a new group 
 

 Groups Activity Channel on the home tab  
 

 Use of group tools 
o Sending Announcements to group members 
o Sending Emails to group members 
o Viewing and posting files to group  

 
 Additional tools available to Group Leaders 

o Manage files  
o Manage members and membership requests 
o Adding Members 
o Manage member permissions 
o Adding sub-groups 
o Assign calendar permissions  

 
 Remove a Group  
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Using Group Studio 

Group Studio gives students and employees the ability to have their own web space 
for group activities. Groups within the Portal can be public or restricted. 

Group Request Policy 

The university reserves the right to approve and withdraw approval of all groups. 
Groups should not promote or engage in activities which are illegal or contrary to 
university policy. All groups agree to abide by the university’s acceptable IT use 
policy listed at http://www.gre.ac.uk/offices/ils/ict/policies. Failure to follow 
university policy will be investigated and the appropriate actions taken. 

Group Member Policy 

Members agree not to publish content that is illegal or contrary to Greenwich 
university policy, to share their user names and e-mail addresses with other 
members of the group and to abide by the university's acceptable IT use policy 
listed at http://www.gre.ac.uk/offices/ils/ict/policies. Failure to follow university 
policy will be investigated and the appropriate actions taken. 

Using Group Studio within the portal 

Within the portal you can request to set up a 
group, see a list of groups to join, or participate 
in a group that you are already a part of. From the icons on the top left, there is an 
icon called “groups”.  

Once you click on the 'groups' icon, a window will pop up and you will have access 
to 3 additional tabs: My Groups, Groups Index and Request Group. 

  

To launch a group’s homepage, click on the group’s name.    

Back to top 

In this example, this user is a member of 
the Cake Eaters, Cookery Club, 
Photography and Portal Training Groups 
located under the 1

st
 tab – “My Groups” 

https://owa.gre.ac.uk/owa/redir.aspx?C=6757d362a58d4df8840e0a64aefb48e6&URL=http%3a%2f%2fwww.gre.ac.uk%2foffices%2fils%2fict%2fpolicies
https://owa.gre.ac.uk/owa/redir.aspx?C=6757d362a58d4df8840e0a64aefb48e6&URL=http%3a%2f%2fwww.gre.ac.uk%2foffices%2fils%2fict%2fpolicies
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Joining a Group 

To join a group, click on the “Groups Index” tab and browse through the already 
existing groups. There are categories set up within the “Group Index” tab to make it 
easier to find a group. In the example below, the “Sports” category has been selected 
from the category list on the left. The column on the right displays the list of sports 
groups. 

 

If you see a group that you are interested in joining, simply click on the group’s title 
and then click on the “Join Group” button to request membership. Then read the 
membership policy and complete the membership request form. 

Please Note: Groups are either “Restricted” or “Public”. 
 

 

 Public groups. Public groups are open for anyone to join  
 Restricted groups. Membership in restricted groups is subject to certain 

restrictions. These restrictions are usually indicated under the Additional 
Membership Criteria section when you request to join.  

In this example, the “UoG Tennis Team” is a Public group. Once you have completed 
the steps to join the group (as detailed below), you will see a message stating that 
you have been made a member of the group.  

Back to top 

List of groups 
within the 
Sports category 

To join group: 
Click on the 
Groups 
Index tab, 

then click on 
the Category, 

then the 
name of the 

group. 
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The group will then appear under your My Groups page and you will be able to 
access its member page. 

 

 

 

 

 

 

If you wish to join a Restricted group, there will be two (2) additional boxes – The 
Membership Criteria and Tell Us Why You Want to be a Member… Once you have 
completed all sections, agreed to the required information and clicked the “Join” 
button, you will see a message stating your membership request has been 
submitted. Once accepted (by group leader), the group will appear in your My 
Groups index and you will be able to access its member page 

 

 

 

Back to top 

Click on the 
“Join Group” 
button 

Then read the 
membership policy, 

and tick the box 
once you have read 
and understood the 

required 

information. 

 
Then,  

Click “Join” 
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If you are not able to locate your group, you can perform a search using the “Group 
Search” section (located at the bottom of the Groups Index page). Your search can 
include Group Names, Titles and/or Descriptions: 

 

 

 

If you are still not able to find a group to join, then you can start your own group. 

 

Back to top 

Review the 
Additional 

Membership 
Criteria, 

Complete 
requested 

information, 
tick the boxes 
if you agree to 
the required 

information. 

 
Then,  

Click “Join” 

Your request to join the 
restricted group will be 
submitted and must be 

approved by the 
group‟s leader. 

This is an example of a 
Search for all groups 

with the Name, Title or 
Description being 

“football”. 
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Requesting a New Group 

First click on the 'groups' icon located at the top of your portal screen (see example 
image below). 

 

 

To request a new group, first check the “Groups Index” to see if that group already 
exists. If not, then click on the “Request Group” tab and complete the form. A group 
studio administrator will have to approve your group, before you can begin to use 
the tools available. 

Please Note: If you request the creation of a new group, you become the group 
leader and have initial responsibility for creating and managing the group 
homepage and guest view. 

  Back to top 
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To request creation of a group, you must determine whether it will be public or 
restricted, and you must agree to the group request policies (as described above). 
Once you have done this, complete the following steps to request the group: 

1. In the Group Name field, enter the name of the group as you want it to appear 
in the groups’ index.  

2. In the Title field, enter a title for the group. This title will appear next to the 
group name in the Groups Index.  

3. From the Guest Page Description drop-down box, select whether the group's 
description will be formatted as plain text or as HTML formatted text.  

4. In the text entry field below the drop-down box, enter a detailed description 
of the group. This description can be up to 10,000 characters in length and 
can include a purpose or a mission statement. This description is initially 
posted to the group's guest view screen and can be changed at any time by 
the group leader.  

5. From the Group Category drop-down box, select the category under which 
you would like to put the group.  

6. Use the Group Type radio buttons to specify whether the group will be public 
or restricted. If you are requesting creation of a restricted group, enter the 
group's access criteria in the text entry field below the radio buttons. Please 
note: If you would like to make the group open for anyone to be able to join, 
then you should make the group "Public". If you would like to add your own 
members, you should make the group "Restricted". Users will still be able to 
request membership to a restricted group, but will have to wait for you to 
authorise them first before they will be able to access any material.  

7. In the Request Comment field, enter any optional comments your institution 
should know as it evaluates whether to accept the request and create the 
group.  

8. From the Groups Policy field, read the University’s policy governing online 
groups. Check the box showing you have read and understand the policy. You 
cannot submit the application until you have checked this box.  

9. From the Group Applications checkboxes, specify the applications and tools 
you want provided to the group through the homepage. Click the appropriate 
checkbox if you want to be able to delegate management of group application 
and tools to other group members. Unless you plan to maintain the group's 
homepage entirely yourself, you should check this box.  

10. Click Submit Request to submit the application. To exit without requesting 
group creation, click Cancel.  

11. If you chose to submit the request, you will see a window stating your 
request has been submitted. Click OK. You are returned to the My Groups 
page.  

 

 

Back to top 
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Your group must be approved by a group studio administrator. Once approved, you 
will become the group leader. 
Group leaders use Group Studio to complete the following tasks: 

1. Create and manage the group homepage, including the links, news articles, 
files, and photos posted to the homepage  

2. Create and manage the group guest view page, including the group 
description and information, and any links or photos that would be 
appropriate to be viewed by non-group members  

3. Set up the group message board with topics and an overall description, and 
deleting topics, messages, or replies as necessary  

4. Create and manage the group calendar  
5. Activate and deactivate group members as necessary, including approving or 

disapproving membership requests for restricted groups  
6. Assign privileges to group members so responsibility for any of the above 

tasks can be delegated  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top 
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Groups Activity Channel on the home tab 

 
By default, there should already be a “Groups Activity” channel on your home tab. If 
not, then please follow the instructions to add this channel from the Adding 
Channels section above. 

 
Within this channel, you will see a list of recent activities done by the groups’ 
members, such as files and documents being added. In this example, there was a file 
added to the group called “Portal Help Group Test”. When you click on the document 
link, it will open the file. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top 

A file called “Portal Help 
Group Test” has been 
added to the group‟s files. 
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Using the Group Tools 

Sending Group Announcements 

As a group member you can send announcements to the members of your group. 
These announcements will be displayed under the members “Personal 
Announcements” channel located in their portal account. Announcements will be 
displayed for 7 days. 

To send an announcement, 

 Click on the ‘groups’ icon from the top right menu.  
 Then click the title of the group from the ‘My Groups’ section.  A new 

window will pop up, displaying your group’s homepage.  
 From the menu on the left, click on the ‘Announcements’ link  
 Then ‘Send Announcement’.  

 

 

 

 

 

 

Back to top 

Click on the 
Announcements link 

Then, click on the Send 
Announcement link 
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The Compose Announcements screen lets a group leader, course leader, or group or 
course member with appropriate permissions compose an announcement to be 
displayed on the group or course homepage. Please note that the email addresses of 
the group members do not appear in the To box. 

1. To compose an announcement, enter a title for the announcement in the Title 
field.  

2. Enter the text of the announcement in the Announcement field.  
3. To send the announcement to all group or course members, click Send. To 

exit without sending, click Cancel.  

The announcement will then appear under the ‘Personal Announcements’ channel 
the next time any member of that group logs into the portal. 

  

 
 Back to top 

Give your 
Announcement 
a title, then  

type your 
announcement 
and click the 

send button. 

The announcement will appear under 
the members‟ „Your Announcements‟ 
section of the Announcements 

Channel, the next time they log in. The 
title that was given to the 
announcement will display here. 
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The full announcement will be displayed when this link is clicked (see image below). 

 

 

  

Sending Emails to your Group 

The E-mail Members page lets you specify which members of a group you want to 
receive an e-mail message. 

 From the list of group or course members, tick the box next to the name of the 
members you want to receive the e-mail message. If you want to send the e-mail 
message to all of the group or course members, click the Select All button. 

  

 

 

Back to top  

Tick the Select All 

box to send to all 
members. 
 
Or tick the box 
next to the name 
of the member(s) 
you want to 
receive the e-mail 
message.  
 
Then click the 
Send E-mail 
button. 
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Back to top 

You can specify other 
recipients, who are not in 
the group, to also send 
your email to. 

Enter your email text then 
click the Send button 
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Viewing and Posting Group Files 

You can view and access files posted to the group from the Group Files page. This 
page lets you navigate through the folders created to store shared files, displays a 
list of the files stored in each folder, and lets you search for files. 

 You can also add a file for members to view. The leader(s) for the group must 
approve of your file before it is released to the group. The leader will not receive any 
notifications that files are waiting to be uploaded, and must therefore be sure to 
check the portal regularly for any updates. 

 

  

 

 

Once you have clicked on the Add a New File link, you will have to browse for the 
file from your computer or other storage device. 

 

 

Back to top 

Click on the 
Files link to 

access and 
post group 
files 

See a list of 
files already 
posted to the 
group 

Click on the Add a 
New File link to 
add more files. 
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Please note: 

 Maximum file size for files allowed is 50MB  
 Disk quota per group is 10GB  
 Maximum files per group is 500  
 Maximum news items per group is 300  
 Maximum info per group is 300  
 Maximum links per group is 300  
 Maximum photos per group is 300  
 Maximum members per group is 1000  

 

  

 

 

 

 Back to top 

Browse for the file from 
your computer or other 
storage device, and then 

click the Add File button 

Once you have added your file, 
you will get this screen. You must 
wait for your file to be approved by 
a group leader. 
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Additional Tools Available for Group Leaders 

 

As the group’s leader, you will have more tools available. These will be accessible 
from the menu on the left, as shown below. 

  

 

 

 

 

 

 

 

 

Back to top 

Manage Files link allows you to approve of 

files submitted by other members, as well 
as move, remove or update existing files. 

The Members link allows you to see a 

list of members, assign permissions to 
individual members and approve of 
pending membership requests. 



 

Customising the Portal 

 Page 17 of 30   

 

 

Portal Help Material 

 
Manage Group Files 

The Manage Files page allows a group leader, or group member with appropriate 
permissions, to manage the files available through the group homepage. 

 

When you click on the link for the new file requests, a window will pop up with a list 
of pending file requests. 

 

 

Back to top 

The group leader (or member with 
appropriate permissions) can edit 
files or delete them here. 

The leader will 
also be able to 
see any files 
pending approval 

Leader can choose to Activate 
or Delete pending file requests.  
 
By ticking the box beside the 
file, and then clicking the 
Activate button, the file will be 
made viewable to all members. 
A confirmation will appear. 
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Manage Group Members and Membership Requests 

 

 

 

The Manage Members screen lets a group leader, or member with delegated 
permission, manage the status of group or course members. 

Any new membership requests must be approved by the group leader (this is only 
necessary for a restricted group and does not apply to public groups). 

To approve new members, click on the Members link, located under the 
Configuration Tools menu, on the left (see image above). Then, click on the 
Membership Requests link to see a list of pending members. Then click either the 
Approve or Deny button. To view the member’s profile, click on the name. 

 

 

 

 

Back to top 

The Members link is only available to the group 

leader, or member with delegated permission. 

Click on the 
Membership Requests 
to see a list of pending 
members.  
 
Then click either 

Approve or Deny. 
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From the Active Members link, the leader can see a list of all members of the group 
and their Member Type – that is if they are a leader or a member. They will also be 
able to see the last time that that member visited the group’s page, as well as 
Inactivate or Delete that member. To Inactivate or Delete a member, tick the box 
beside their name and then click on the Inactivate or Delete button at the bottom 
of the page. 

To view the member’s profile, click on the member’s name. 

 

  

 

 

 

 

 

 

 

Back to top 

Under Active Members link, 

leaders can see all members 
and their status.  
 
To see the member‟s profile, 
click on his/her name. 

Tick the box beside 
the member‟s name 
and then click on 
either button to 
Inactivate or Delete 

a member. 

 

 



 

Customising the Portal 

 Page 20 of 30   

 

 

Portal Help Material 

 
Once you click on a member’s name, you will have access to edit that members 
profile via the Edit Member Profile screen. 

The Edit Member Profile screen lets a group leader delegate group management 
tasks to another group member. The screen also lets a group leader deactivate the 
group member's membership in the group. 

 

 

 

 

 

 

 

 

 

Back to top 

The Edit Member Profile 

Screen allows the leader to 
delegate tasks to other 
group members. 
 
Tick the desired task box, 
and then enter an 
explanation for why 
permissions have been 
granted in the Explanation 
for Action box. 

 
To save your changes, click 
the Update Profile button. 

To exit without saving, click 
Cancel. 
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Adding Members to Groups  

You can only add members to a RESTRICTED group. If you are unable to add 
members, change the group type to Restricted from the General Settings link.  

 

Apart from adding members who request membership, a leader can also add 
members proactively by performing a search. Searches can be done by User’s 
Name, ID and Login details or by Email Address.  

In the example given below, the Search was done by typing in the user ID ugg226 
and then clicking the Search button. The results are displayed in the Search Results 
box. Simply click on the name that you would like to add, and then click on the Add 
button. You will then need to type a brief message which will be sent to that user to 
notify him/her that they have been added as a member to the group. 

 

 

 

Back to top 

From the Manage 
Members screen, 
click on the Add 
Members link to 

get to the Add 
Members screen. 

Search for user, then click on 
user‟s name and click on the 

Add Members button. 
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Group Member Permissions 

You can delegate group tasks by clicking on the group members name and then 
editing their profile. You can also delegate tasks to more than one member at a time 
via the Permissions page, located under the Configuration Tools. 

 

 

 

Back to top 

Click on the Permissions 

link, located under the 
Configuration Tools 

section, to delegate tasks 
to group members. 

To assign tasks to group 
members, click on the Edit 

button beside the task that 
you wish to delegate. 

Once you are through 
adding or removing 
members from the 
tasks, simply click on 

the Done button. 

Once you have clicked on the 
Edit link beside the task that 

you wish to delegate (from the 
previous page), then click on all 
the members that you wish to 
assign this task to. Then click on 
the Add button.  

 
If a member has already been 
assigned this task, you can click 
on their name from the Current 
Delegated Admins box and 

then click the Remove button. 
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Adding Sub-Groups 

 

` 

 

 

 

 

 

 

 

 

 

Back to top 

To manage or add sub-
groups, click on the Sub-
Groups link located under the 

Configuration Tools section. 

Click on the Create 
New Sub-Group link to 
add a new sub-group. 
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Back to top 

Give the sub-group a 
name, title and 
description. Then click 
on the Create Group 
button. 
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Group Calendar 

When you create a group, a group calendar is automatically created for you. All 
members of that group will have access to the group calendar (see the Adding Group 
Members sections for more information on adding members to your group). To 
access the calendar, click on the “Calendar” icon located at the top left of the portal 
home page. 

   

 

 From the “Current Calendar” drop down list, select the group’s calendar. Members 
of the group will be able to view all entries made in the calendar, however, they will 
not be able to add or edit entries unless they have been given permission to do this 
by the group leader (see below for more information). 

   

 

 

 

 

 

 

Back to top 

http://www.gre.ac.uk/offices/ILS/cis/guides/portalhelp/group-studio/adding-group-members
http://www.gre.ac.uk/offices/ILS/cis/guides/portalhelp/group-studio/adding-group-members
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Assigning Calendar Permission 

 As group leader, you can assign permissions for group members to be able to edit 
the calendar. To do this, click on the “Groups” icon from the portal home page. 

  

 

 

Then click on the name of the group. 

The next screen brings up the Groups Homepage. On the left are various options. 
Click on the “Permissions” link located under the Configuration Tools section. 

Next, click on the Edit button beside the Calendar application (see image below). 

 

 

 

 

Back to top 

Step 2. - Click on the Edit 
icon beside the calendar. 

Step 1. - Click the 

Permissions link 
(located under the 
Configurations Tools) 
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On the next page, click on the name of the person(s) you wish to have permission to 
modify the calendar and click on the Add button. Once all members have been 
assigned permission, click the Done button. 

  

The above instructions will allow you to give more than one person permission to 
modify the calendar. Alternatively, if you would like to give only one person 
permission to do many things, then you can follow the guidelines below. 

Click on the Members link located within the Configuration Tools menu. 

 

 

 

 

 

 

Back to top 

Click on the person‟s name and 
then click the Add button. When 

finished, click the Done button 
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The next screen displays the “Manage Members” screen. Click o the “Active 
Members” link to see a list of current members, and then click on the group 
member that you wish to give access to edit the calendar. 

 

 

 

Back to top 

Click on the Members link to 

assign permissions to an 
individual person 

Click on Active 

Members link.  

Click on the group 
member‟s name who you 
wish to assign permissions  
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From the next page, tick the box next to Calendar and type an explanation for your 
change. Then click on the Update Profile button. The explanation will be emailed to 
the group member. 

 

 

  

 

 

 

 

 

 

 

 

 

Back to top 

Tick the Calendar box, type an 
explanation, and then click the 
Update Profile button. 
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Remove a group 

1. Click on the 'groups' icon at the top of the portal page.  

 

2. You should be on the 'My Groups' page which will list all the groups that you 
are currently a member of.  

3. Tick the box beside the group(s) that you no longer wish to be a member of  
4. Then click on the 'Remove' button.  

 

 

5. A dialogue box will appear asking you to confirm that you wish to remove 
that group. Click 'ok'.  

6. This will remove your membership from that group, and remove the group 
from your 'My Groups' list. 

   

Back to top 

Click on My Groups tab 

Tick the box beside the 
group you wish to remove. 

Then, click the 
Remove button 


