Basic tips for setting up a Google Group

When you log in to Google using your @joplinschools.org account, click on Groups
and another tab should open. From there, click Create Group and this window will
open. Follow the instructions below to set up your group.

“ CREATE Cancel
, Group name GoogleGroupName «4—Group Name, concise, but descriptive, no spaces
Group email address googlegroupname | == Email address, matches group name @ joplinschools.org
ttps://groups.google. laljoplinschools.org/d/forum/googlegroupname
Group description Please use a detailed description for your group (i.e., YOURBUILDING Faculty & Staff

T 4

Please leave a basic description-of the group-so-folks 376 characior emahing
that are looking for you can locate your group

. .
Group's primary language English (United States) v
This is the language emails from the

Google groups service wil be sent in.

For example: digest emails, email

footers, etc.

Group type Group types are pre-configured settings for your Google group and make configuring your group a little
easier. You can always change the specific settings and enable additional features to match your
needs. Select a type to get more information.

Select a group type | Emsliiet v Ema|.l list is default, but you
can fit to your group needs
An email list allows users to post from the web or through email. This is a mailing list group.

Basic permissions View topics Select groups of users v v All members of the group

EXtremer These users can view topics in this group.

important to

protect the
Post Select groups of users v v All members of the group

messages and —p

imegmy of your These users can post messages to this group.

group that

settings match Join the group ’ Select who can join v | v’ Only invited users

these exactly

* The permissions are very important so that everyone in the system
(especially Students) don’t see the content of your Group. There may be
information contained in the group that, if accessed by a student, could cause
FERPA issues, etc.



Once your group is created, you can add users and make other tweaks to ensure
your group functions how you like.

Add users & email options

* You can use either Direct Add or Invite Members—if your Group is for your
building, use Direct Add because you know the members will need to be part
of the group.

* Use Invite Members for those users that are not directly part of your
building, but may need to see the information you're posting.

When adding members, be sure you're using the correct name. We have

some students with names that resemble our staff members closely. Please
be diligent and make sure you have the right one.
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Please use this feature carefully. Only add people you know. Using this feature for sending unwanted email can result in account deactivation.

Enter email addresses to add as members
Start typing names to add to your group

Separate email addresses with commas. Each person willinmediately become a member and can start receiving messages

Write a welcome message

Welcome to the Google Group! Welcome message of your choosing

The group's name, description, and address will automatically be included in the email.

Email subscription options
No email: web-only participation

® Abridged Email: one summary email of new activity per day
Digest Email: up to 25 full new messages in a single email

All Email: send each message as it arrives

This affects how you will receive notifications of postings in your group. |
would highly recommend an ABRIDGED EMAIL notification if you receive
several emails throughout the day, or you may be inundated with messages. It
will send a summary at the end of the day of all posts to the group. If you
prefer to be notified any time anyone posts, use ALL EMAIL. If you use NO
EMAIL, you will not get any messages from the group sent to your Inbox. You
will have to check the group page for notifications.

The message setting is at your discretion, but please be mindful of the users you add
and their volume of email received. Example: Administrators may not need to see
every email from every building every day. If you set the group to NO EMAIL, your
users will have to be responsible for checking the group daily for new posts. I don’t
recommend this until we get more familiar with the use of the Google Suite. The
exception is if you know the members of the Group will be comfortable with it.



Email Options

Should you choose anything other than NO EMAIL, [ recommend using a tag to
denote a message that’s from the group as opposed to an individual user.

GoogleHow-To... ¢ gypject prefix

This text will be added to the subject I {GoogleHow-ToGroup} l
line in email notifications for all
messages posted to the group. + We recommend surrounding a prefix with [ ], or {}.
+ Members ¢ Add '%d' to include the message number in the subject.
« Leave this field blank to have no subject prefix.
All rnembers « Click an example to use it: [googlehow-togroup] {GoogleHow-ToGroup} [googlehow-
Invite mem... togroup:%d] ——————
Direct add ...
Outstandin...
Join requests
» Messages Email footer Display how to post to this group by email.
+ Settings Display how to unsubscribe from this group by email.

Email options Display GoogleHow-ToGroup's group webpage URL.

Identity X
T Displav the Gooale Groups obt-out URL.

You can set the group tag to whatever you like, but one of the examples should be
fine...just click on one to insert it.

Once you have users added and the details sorted out, you can modify those settings
by clicking ALL USERS under the MEMBERS tab. You can select a user and change
email delivery settings or add the user as an Owner or Manager.

“ Members Banned Bouncing Actions ~ Find members Export members

Change delivery setting »

Set posting permission »
v!  Display name Add to role »| Owner
Remove from role » Manager
™ me 9 I¢

Remove from group

Ban

[ would highly recommend setting another user as at least a Manager, if not Owner,
as a backup plan. If anything happens, the group can still function until normalcy is
restored. [ would recommend an Administrator/Building Tech/CIT/etc., but again,
be mindful of your email settings for that user.



