
Admin Assts: Adding Members to Google Groups 

 
Google Groups is the equivalent of Kerio’s Distribution Lists.  The names of the groups have 
been recreated in Google matching what was in each building’s Kerio distribution lists.   
 
To add users to a Google Group: 
 
Log into Google Apps and click Groups in the top menu bar. 
 
When the Groups window or tab opens, click on the “My Groups” section in the center of the 
window.   

 
 
You will see the list of group(s) of which you are a manager, which means you can add or 
remove users.   

 
 
Find and click on the name of the group to which you would like to add names.  Click Manage in 
the top right corner. 
 

 
 



Click “Direct add members” in the menu on the left side of the Group page (you may need to 
expand the Members section by clicking the triangle to the right of Members): 
 

 
 
Manually type in the email addresses of staff that belong in this group.  Notice that as you type 
in the name, the email address will appear below the text box.  Click on the name one time to 
add it to the textbox. 
 
Leave Email subscription options set to “All Email” so the members receive the emails that are 
sent to this group. 
 
Click “Add” 

 
 

 



To view the list of members for a group, click “All Members” in the left navigation menu. 
 

 
 
You can see the name of the staff and their role, email address, delivery type, and when the 
manager added them to the group: 
Explanation of Roles: 

● Owner: who created that group.   
● Manager: responsible for adding/editing members of the group.   
● Member: staff members/teachers who will get emails because they are part of that 

group. 
Delivery: should be set to “All email” otherwise the members won’t receive emails as part of the 
group. 
 
To return to the main Google Groups page, click “left arrow” at the top of the member list.  
Then click on “My groups” in the left navigation menu to return to your list of groups. 
 
 
** Keep in mind that it may take up to 24 hours for changes to reflect in a Google Group.  
The 24 hours allows the additions and/or changes to sync over all of Google’s servers. 


