How to See All of Your Groups and Smart Groups
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Donor Management System

This article covers finding your previously-created Groups and Smart Groups. You can also:

e Add, modify, and delete a Group or Smart Group, or

e Manage the Contacts in those Groups & Smart Groups
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Viewing All Groups

From the Contacts Tab

1. Go to the Contacts Tab

2. Select Advanced Actions on the top right corner of the screen and then Manage Groups

n Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA -~

Search by contact name or email Q Advanced Search

Actions ¥ (@ OSelected RecordsOnly (O) All 174 Records All contacts ~ Add Contact ~

Merge Duplicate

O Name City Province Phone Email Date Created Individuals
0 & AAmadu Toronto oN amadua@canadahelps.org Jul 13th, 2022 5:12f  Merge Duplicate 359 PM
Organizations

O a AAmadu amadua@canadahelps.org Feb27th, 2023 4:4:50 PM
O a A.L Kostenko Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53/  (BETA) Search Builder ~ 1:21PM
(] @ Accessibility Foundation Nov 24th, 2022 6:05 ~ BulkImportContacts 49,47 apy
O a aine@ainemcglynn.com aine@ainemcglynn.com Jun 24th, 2022 10:09 AM Oct 26th, 2022 2:17 PM
O & Alex Fergie London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb27th,20231:23 PM
O a Alicia Mitre Mississauga ON amitreeatwell@outlook.com Oct 19th, 2022 2:01PM Feb 24th, 2023 2:39 PM

Manage Groups

3. On the Manage Groups Page, you will see the following fields and actions:


http://charityhelp.knowledgeowl.com/help/donor-management-system-adding-modifying-deleting-a-group
http://charityhelp.knowledgeowl.com/help/donor-management-system-adding-modifying-deleting-a-smart-group
http://charityhelp.knowledgeowl.com/help/donor-management-system-managing-contacts-in-groups-smart-groups
http://charityhelp.knowledgeowl.com/#viewing-all-groups
http://charityhelp.knowledgeowl.com/#from-the-contacts-tab
http://charityhelp.knowledgeowl.com/#from-the-administrative-settings
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe3a3427cbaf555e3c02a2/n/manage-groups-contacts-tab.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe3a4fcf3ec765a41ec57b/n/manage-groups-edit.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe3b034a86cc6f0b40ff24/n/manage-groups-settings-pg.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fe3a1ac501135e21035e90/n/manage-groups-edit.png
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Manage Groups

© Add Group

Update Smart Group Counts @

Show 25 |~ entries First Previous 1 2 3 4 Next Last
Name = Count Created By Description Group Visibility Mailchimp Sync
Type
$ 1 ki John Bonjovi 2
<$1000 Donors-  unknown  John Bonjovi & User and
Al Time User Admin Contacts
(Smart Group) Only

5
4 Settings More}

$500and Above unknown  John Bonjovi Donors who have made donations more . User and Contacts
(Smart Group) than $500 Mailing  User Admin
List, Only

Settings More i

Modify Groups

1. Hover your cursor to be able to edit the Group Name.

2. Presson the “pencil icon” to edit the Group Description.
3. See alist of allContacts in the Group.
4. Change the Group Settings. You will also be able to add or remove aParent Group associated with the Group.

5. Press on "More" to Delete the Group.

Note: Smart Groups will be labeled with (Smart Group)

From the Administrative Settings

1. Go to the Administrative Settings

2. Under CanadaHelps Contribute, select Manage Groups
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Manage Groups from your Settings

3. On the Manage Groups page, you will be able to see a list of all Groups and various actions:

Note: Smart Groups will be labelled (Smart Group)
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Modify Groups

1. Hover your cursor to be able to edit the Group Name.

2. Presson the “pencil icon” to edit the Group Description.
3. See alist of allContacts in the Group.
4. Change the Group Settings. You will also be able to add or remove aParent Group associated with the Group.

5. Press on "More" to Delete the Group.



