
 

Administrator Setup 
When setting up a new group, administrators should follow the steps below to create it. 

 

Create a New Group 
1. Hover over “Start Organizing” and click the “plus” (+) button next to “Groups.” This will 

create a new group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Fill out all the information and select the applicable parent group, then hit “Save and 

Publish.” The parent group will be where the information flows. For example, a Blue Dot group 

should be set under the Blue Dot group. 

 

 

  



 

Set Group Permissions 
1. Go back to the main “Future Ground Network,” or the top-level group in that organization. 

 

2. Select “Network” and click “Permissions” next to that group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. Uncheck the following permissions. Your new group will not have access to these options 

unless given permission. 

 

Actions 

● Campaign pages 

● Files 

● Groups 

● Syndication 

 

People 

● Mobile messages 

● Ladders 

● Mobile messaging inbox 

 

Details 

● Collections 

● Snippets 

● API & Sync 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Adding Administrators 
Administrators are organizers within the network. You can give them different permissions 

depending on what you want them to access. 

 

1. To add a new administrator, go to “Groups,” click the list icon and go to your new group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Select “Invitations” and invite that person’s email address. 

 

 

 

 

 

3. Go to “Organizers” and make them an administrator. To remove them, click “Remove User.” 

 

 

 

4. If the person is the top-level group administrator, select all permission boxes and click “Save 

Permissions.” If this person isn’t someone who should have access to everything, only give 

access for their specific role. 



 

Default Language 
1. If your group is French, go to settings to change the language. 

 

 

 

 

2. Select French as the Default Language. 

 

 

 

 

3. Scroll to the bottom and click “Save Changes.” 



 

Sharing Info 
Sharing is important. When someone takes an action within the group, an automated sharing 

image will appear. Groups can add their own for each action. In some cases, groups may not 

have an image. It’s therefore important you have a generic one uploaded to that group. 

 

1. Go to “Settings.”  

 

 

 

  



 

2. Scroll to “Default Facebook Share Image.” Upload this generic image by clicking on it and 

downloading - 

https://can2-prod.s3.amazonaws.com/groups/default_facebook_images/000/161/721/original

/group-of-volunteers-network-standing-together.jpg?1590432643 

 

 

https://can2-prod.s3.amazonaws.com/groups/default_facebook_images/000/161/721/original/group-of-volunteers-network-standing-together.jpg?1590432643
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