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Creating a Group
Agroup is a set of users with the same access privileges.

For example, your account might have one site, “Maple Street Office,” which has two doors. If we assume that all
employees require the same level of access to both doors, then a single group, "Maple 5treet Staff,” would be
sufficient.

Or, your account might have one site, “Elm Street Diner,” which has three doors. If we say that waiters require
access to “Front Door” and "Back Door” but not “Office Door,” while managers require access to all three doors,
then it would make sense to create two groups, one called “Elm Street Waiters” and one called "Elm Street
Managers.”

Or, your account might have two sites, “Miami Store” and “Orlando Store,” which have two doors each. At each
store, staff members require access to “Front Door,” while managers require access to “Front Door” and “Stock
Room.” In this case, you probably would want to create four groups: “Miami Staff,” “Miami Managers,” “Orlando
Staff” and "Orlando Managers.”

To create a group:

1. From the Users tab, click the New Group tab. The New Group page displays.

Figure 35.  Create a Group

2. Inthe Group Name field, enter a brief, descriptive name for the group, such as “Chicago 5taff.”

3 Click Save Group. The group is created and you are transferred to the Edit Group page. See Editing
Group Information for instructions on setting access privileges for this group.

NOTE:

The maximum number of groups to which o user moy belong is sixteen (16).
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