
Managing Users and Groups 

Log into your Admin Console 

1. From any Google site, log in using your District Google 

username and password. 

 

2. In the upper right corner, click on the Apps button      . 

 

3. At the bottom of the menu that drops down, you will 

see the word “More” – click it. 

 

4. Additional choices will appear in the menu. Find 

“Admin” and click on it. 

 

5. You are now in the Google Administration Console. 

 

Viewing Users 

1. In the Admin Console, click on the Users Icon.  

 

 

 

 

 

 

2. On the left side of the screen, you will see a list of 

organizations. Classes are grouped by graduation year except for 

Pre-K through 2nd grade (these students will all use the student1 

account). Staff are in their own group. Clicking on the small 

triangles next to the organizations will show you the groups. 

 

 

 

3. All staff will be able to verify an account exists, view stats on the 

account, and view the permissions set for that user. Staff will not 

be able to make any changes to these accounts unless they have 

been given extra permissions. 
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Creating a Group 

The groups that you create will be visible to all staff and available to everyone in the District. Please only 

use groups for official purposes.  

1.  In the Admin Console, click on the Groups Icon.  

 

2. You will see a listing of existing groups. Each class (Class of 

{year}) has their own group and email distribution list 

address. 

 

3. In the lower right corner of the screen, click on the circle 

with a plus in it – this is the Create Group button. 

  

4. In the box that pops up, fill in the Group name and choose an email address (it will be 

{group}@maryviller2.com). 

 

5. Please put something in the “Group description” box 

that will indicate how long this group will be needed, 

what it is for and your name.  

 

6. Choose the appropriate Access Level – “Restricted” is 

recommended for groups containing students. 

 

7. Do not check the box next to “Add all users within 

Maryviller2.com to this group”. 

 

8. Click on “Create”. 

 

9. To add members to your group, click on 

“Manage users in {your group}. You will 

need to type their name, username or 

email address in the “Add new 

members” box. When you start typing, a 

drop-down box will appear with 

suggestions. You can add up to 25 

members at a time.  

 

10. By default, the email address added will 

be the Gmail address. If you want to add 

an R-II employee address 

(@maryville.k12.mo.us) or other 

addresses, simply type that entire 

address in the “Add new members” box. 
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Editing a Group 

1. Open Groups from your admin Console 

2. Find the group that you would like to make changes to and click on it 

3. Choose the options that you would like to change: 

 

 

 

 

 

 

 

 

 

 

Deleting a Group 

To avoid the confusion of having too many groups in our Google Apps account, please delete groups 

when you are done with them. 

1. Open Groups from your Admin Console. 

2. Check the box next to the group you want to delete. 

3. In the upper right corner of the screen, a trash can will 

appear, click it. 

4. Confirm that you want to delete the group in the box that 

pops up. 

 

Note: Please be very careful when deleting groups! Only delete groups that you have created 

or have been asked to delete. If you delete a group that is not yours, you will disrupt the work 

of others until it can be recreated. Deleted groups cannot be recovered. 

 

 

When you are done using your Google Apps account, you must remember to log out. The 

security of District staff and students should be a top priority in everything we do! 

 

Change Group Info: name, 

address, description   

Delete User   Add User   

Add/remove users, delete group, change permissions   

Adjust advanced permissions for the group. 

(Probably won’t use) 

An alias is another address where people can 

email the group. (Probably won’t use) 


