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Group Management
Create, delete, and manage groups for 

smoother Message management.
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1. Intro to groups
2. Create and Delete Groups
3. Data File
4. Trouble Shooting
5. Counselor Management
6. Q&A
7. Close

Agenda



Using Groups in Message
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Groups

• Separate contacts into 
segments

• Use groups to…
• Assign counselor case loads
• Filter down your inbox
• Send quick messages 
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Benefits of Groups

• Restrict data:  make sure that 
users don’t have access to any 
unnecessary data

• Ensure users aren’t texting the 
wrong contacts

• Keep caseloads focused
• Send quick messages to a 

regularly used segment of 
contacts

PII Protection

Enrolled Group Not Enrolled 
Group



Create & Delete Groups
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It’s all about the group_list!
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Each new name 
creates a 

corresponding 
group!
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Create a Group

1. Update the group_list column on 
your data file

2. Each new entry will create a 
separate group list

3. The more contacts with that entry, 
the larger the group
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To add to more than one group, use a semi-colon 
between group names.



The Data File
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What is a data file?
•Used to update contacts or 
add new contacts

•Always a .csv file
•Contains contact information 
used in Message

•Can be manually updated 
by program and account 
admin
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Where is my data file?
• Do you have a master file?

• Communicate with other users in 
your institution

• Who is supposed to update / 
add?

• Export your data to create an 
data file
→ Program tab
→ Export contacts
*there are fields in the export file 
that will fail your import, delete 
them!
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What is a data file?
• The best way to create and delete groups!
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Data File 
•Column header is 
“group_list”

•Group names are case and 
space sensitive!
• Alexis vs. alexis 
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.CSV file
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In Platform

• Export Contacts
• Retrieve File
• Edit group_list

• Create a “duplicate group”

• Upload data file
• *Show how adding a group in an individual contact will create a 

new group*



How to Structure Groups
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How do you want to use groups?
• Counselors

• Adam
• Parvati
• Sandra

• Region
• Northeast
• Southeast

• Class
• 2023
• 2024

• Status
• Enrolled
• No Enrolled

• High School
• Oak Mountain
• Vestavia Hills

• Institution
• Auburn
• UAB



Groups vs. Advanced Search
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• Depends on your structure! 
• Some orgs have 100s of group_lists
• Some orgs prefer to have less group_lists

• Enrolled
• Not enrolled
• Archive
• Then use advance search on top that

• Groups are great when you have a lot of users and want to use the counselor 
case-load system

• Broad group pair well with advanced search



Troubleshooting
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“I need to rename my groups!”

• Download your data file 
• (Program Tab → Export 

Contacts → Begin Export) 

• Highlight the “group_list” 
column

• Find and Replace
• Check through data to be 

sure you have the Group 
you want
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“I have a duplicate group!”

• You might see two of the “same” group show up in your inbox
• Groups are CASE sensitive and space sensitive

• Download your data file
• Filter your group_list
• Locate your error

• Check for…
• Misspellings
• Extra spaces
• Upper or lower case discrepancies 
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“I can’t get a group to disappear!”

• In App Check
• In your inbox, filter down to the unwanted group
• Edit contacts on your data file to the exact group name
• Search those contacts in your data file to edit from the file

• Data File Check
• Download your data file
• Search “group_list” for the unwanted group
• Determine the discrepancy and replace or delete as need
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“Where is my contact?”

• You will not be able to text a 
contact with a BLANK group_list

• Don’t need to update group_list? 
Delete it from your data file!
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“My scheduled messages aren’t going to the right 
people.”

• Scheduling with Smart Send will 
send to the group members at the 
time of send

• If you have automatic data imports, 
groups could be changed between 
the time of schedule and the time of 
send

• Data uploads always override 
current data



Counselors + Groups
Invite, delete, and update counselors, 
program admin, and  account admin
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Locate User Management
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Invite a new user
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Single OR Bulk Invitation
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Invite in Bulk
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Resend or Revoke an Invitation

Resend 
Invitation

View 
Invitation

Delete 
Invitation
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Update a User’s Permissions

Update User 
Permission

Delete User
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Demo

1. Go to user management settings
2. Invite a new account admin
3. Invite new counselors in bulk
4. Resend, revoke, and edit a user



Q&A
Please put your questions in the Q&A box. 

I’ll get to as many as possible and follow up via 
email if more research is needed!



Survey Time!
2 minutes! Thank you so much!



Thank You
See you next month!
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