
Add a Group Member or Leader  

 

1. Login to the Academy webpage and select Group Management.  

 

2. Select the location.  

 



 

3. To add a Team Member, lick "Users" under the “Enrolled Users” title.  

 



4. You can add one, multiple, upload, etc. Your choice!  

 

5. Fill in the information needed and click “add user.” An automatic email will be sent 

to the user.  

 

6. Click "Close" 

 



7. To add a Group Leader, follow the same steps under the “Group Leaders” section. 

 

8. Fill in information needed and click “add group leader.” An automatic email will be 

sent to the user.  

 


