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There are two different ways to add users to the group. The first option is for the Group
Manager to add new users. The second option is for an individual user to join the group
themselves.

Note: If you are using a Forensics Master Group with Forensic Groups as sub-groups
for organizational or review purposes, you will want to create that structure prior to
adding users to the sub-groups following this guide. The guide for setting up a Master
Group is located here: “How to Create & Manage a Master Group & Sub-Group(s)”.

Option One: Group Manager Adds a User(s)

Click on "My Groups", then click on "Review Dashboard" under the Group that you want
to add users to.
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Then click on "Manage Group™ on the right hand side of the screen of the Group Page.
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On the Group Management page, click on “Add/Edit Membership" under the Users
Section.
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Manage Pernussions

The Add/Edit Membership page will open.
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http://support.cts-portal.com/master-group/2012/8/3/how-to-create-manage-a-master-group-sub-groups.html

In the Add Users section, type user e-mail addresses that you would like to invite into the
box. You can add as many users as necessary. Enter each e-mail address on a separate line

in the box.

Once all users have been added, click on the "Invite User(s)" button.

User email(s)

Add Users

TechReviewer@cts-portal.com
AnalystA@cts-portal.com
AnalystB@cts-portal.com

<9

-Invite users by typing their email into the text input above.
-Emails must be written one on each line.
-Registered users will be emailed an invitation which they must confirm.
-Unregistered users will be emailed an invitation.

Invite User(s)
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A message will be displayed indicating that the specified users have been invited to the
group or a message indicating that the following users are not registered and have been

sent an invitation.

The following users have been invited to the group:

» AnalystV(@cts-portal com

* AnalystQ(@ cts-portal com

The following users are not registered and have been sent an mwvite:

Each user will receive an e-mail. If the user is registered, they will receive an e-mail like
the one shown below. The user should click on the link that is indicated by the arrow.

Collaborative Testing Senvices
www cts-portal com

The following message is from Collaborative Testing Services® online Portal.
You hawve been inviled lo join Tech Review 123 (D 215525) by
Groupleaden@cts-portal com on the CTS Portal

Follow the link below 10 log into the CTS Portal and accep! or deny this invitaion
hitps Marww cls-porial comiprofileigroupsAnvitec 20T 30ca 10601 1eToac0Secaed 20201/
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The link will take the user to the CTS Portal where the user will see an option to accept or
deny the invitation. To accept the invitation and join the group, click on the "Accept"
button.

You have heen invited by GroupLeader@cts-portal com to join Tach Raview 12310
~15

15525 Click 'gccit" to confirm, or select "Deny® to remove the mvitation

If a user is not registered, the user will receive an e-mail stating they have been invited to
join a group and providing a link to register on the Portal.

The user must first click on the Portal hyperlink to register on the site. Once registration is
complete, the second link provided in the invitation e-mail can be used to access the accept
or deny screen as shown above. The user would then click on the "Accept"” button to be
added to the group.

The following message is from Collaborative Testing Services' online Portal

You hawve been invited 10 join Tech Review 123 (ID: 215525) by
GroupLeaderi23@cts-ponal com on the CTS Portal. In order to join this group you will need 1o

register onfiyww cls-portal com/]

by Todlowing this link, | <:=

You only need to register on www cis-portal com/ once

cé you have registerad online, you can accept the invilation

Collaborative Testing Services
www.cts-portal.com

While waiting for a user to join a group, their information will be shown under the “Invites
Awaiting Response” section of the Group Management page.

The invite can be resent or canceled by checking the appropriate box and clicking the
“Apply” button.

Tech Review 123
Lrroup Management
Group name: Tech Review 123 Changs N
LUsers

Add Edit Membership
Manage Permussions

User-Submitted R JUEsEs 1 loin Car VIR
There are no submurted membership requests
Invites Awaiting Responss
User Email Imvited By Resend [avite | Cameel Tnviee
AnabyuB Zots-portal com Groeuplesder Tcts-portal com
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Once the users have accepted the invitation, they will be shown on the bottom of the
Add/Edit Membership window.

| Tech Review 123
\dd/Edit Membership Manage Group
Aild Users

User emad(s) r
Add User(s) |

-Add users by typing ther email into the ted mput above

-Emails must ether be separated by commas, or wrilten one on each line
-Registered users will be emailed an inwitation which they must confirm
Unregistered users will be emaled an mwitation

Ramove User

User [ P teertet|
AnalystAdcts-portal com
AnalystBlcts-portal com <:=
AnalystEicts-portal com
AralystTiflcls-portal com
AnalystUiDcts-portal com
4 i Il clear all permssions that have been set for that

user m thas group and all groups undéemeath thas one

Note: If you would like to delete a user, click on the box next to the user. This will add a
checkmark next to the e-mail address. Click on the "Remove User(s)" button. The user
will be deleted.

Remove Users

User ve LI
AnalystAd@cts-portal com -
AnalyatBf@ctz-portal com

AnalystEdcts-portal com

Analyat Tiflcta-portal com v

AnalystUiflctz-portal com

-Femovwing a user from the group will clear all perrnizsions that have been set for that
user i this group and all groups underneath this one.

Master Group Note: Removing a user from a Master Group will delete the user from
any sub-group associated with the Master Group. However, removing a user from a
Group will not remove them from the Master Group or any other groups. To delete a user
from all the Groups, delete them one time from the Master Group.
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Option Two: User Joins Group Themselves

A Group ID number is located to the right of the group name on the “My Groups” page.
This is needed by a user to join the group. Give this Group ID number to any user(s) who
should join the group.

Tech Review 123

Actions
Beview Dashboard ﬁ

Each user will need to click on "My Groups"”, under the “Data Entry” heading on the left
hand side, then click on "Join a group".

CTS Online Portal

Start a Forensics Master Group

Data Entry
Claum New Data Entry
My Data Entry

Start a Forensics Group

Start an Industrv Grou

The Group ID page will open requesting the Group ID number. Each user will type in the
Group ID number, then click on the “Find Group” button.

Group IT}- 586482 <::

The Group will be displayed, along with a “Join” button. Each user must click on the "Join™
button to join the group.

Tech Review 123

|| <A
I I )
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The user will see a confirmation message displayed, and the steps to request to join the
group are now complete.

A request for membership has been sent to the group.

The Group Manager now needs to accept each user by opening the Group Management
page. Click on “My Groups”, then click on “Review Dashboard” under the group. Click
on “Manage Group”.

The “User-Submitted Requests to Join Group” section will list all users who are awaiting
permission to join the group. Click on the “Accept” button to allow the user(s) to join the

group.

Tech Review 123

Group Management

Group name: Tech Review 123 Change Name

Users
Add Edit Membership
Manage Permussions

U'ser-Submitted Kequests to Join (zroup
User Email Response
AnalvstB@cts-portal.com Accept | Deny
Invites Awaiting Responss

There are no invites awaifing response.
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