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How To Add Groups Within an
Organisation
This guide provides a step-by-step process for adding groups within an organisation,
making it essential for users looking to segregate data or billing within an
organisation. Adding groups allows applications and who can access them, to be split
into departments/branches/locations or any other reason. By following this guide,
users can enhance communication and collaboration within their teams, ultimately
improving overall productivity.

1 Click the Settings icon of the Organisation you wish to add Groups to
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2 Navigate to the Groups tab

3 A Default Group for the Organisation is automatically added for any Organisation
created. If the Organisation doesn't need to split into departments/divisions, no
additional groups are required
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4 Click the Add new Group button

5 Enter the name of the Group in the Group Name field (e.g. the
Department/Branch name)
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6 The Group Reference field will be automatically generated based on the Group
Name, but this can be amended if required

7 Click the Save button
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8 If you wish to amend or configure this Group, click the Edit button

9 Different contacts for this Group can be added in the 'Key Contacts' section
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10 Different Section Y values or email templates for this Group can be added in the
Personalisation section

11 Click 'Organisation Details' to return to the Groups tab to add more Groups if
required
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12 When additional Groups are added to an Organisation, this will allow you to define
which Groups of an Organisation a user has access to, and also defines which
Group a candidate application will be submitted under, when inviting candidates


