Google Apps

ﬂ Groups setup for administrators

In this guide
1. How Google Groups for Business can help your communications.

2. Turn on Groups for Business.

altostrat

3. Create a mailing list with an autoreply, a mailing
list with external users, and a shared mailbox.

4. Train your team.

What you'll need

§ A Google Apps Admin account

@ 30 minutes



How can Google Groups for Business help?

Make your professional communications easier with Groups

Automatic responses for mailing lists

Create info@your_domain.com for potential
customers to contact you. Customers

receive auto-response, “Thanks for your

interest! We'll respond within the next 24 hours.”

External newsletters and groups

With Groups, you can can include people outside
of your domain. Create project group that includes
your team and outside consultants.

Mailing lists your users can manage

You create meetup@your_domain.com to manage a
company event. Allow team members to add or delete
attendees on the mailing list. No more asking you for
help with every little change.

Collaborative (shared) mailboxes

Use a collaborative inbox, support@your_domain.com
for your team to manage requests for help. Your staff
can individually respond to requests and mark them
as resolved. You can see the list of all messages in the
Groups web interface.

Learn more: Syncing files &


https://support.google.com/a/answer/2490100#Sync
mailto:info@solamora.com
mailto:info@solamora.com

What are Google Groups for Business?

As an admin, you can create simple distribution

lists with the Groups feature in your Google

Admin console. With Google Groups for Business, Groups e 2 B-
your domain + Recently viewed Here's the icon in Test NEW Groups 1 post — 2 views

you can do this and more: P— E
Browse all
o Create groups that include users of outside of Recent Discussions ieardscussions

4
Home M
‘ My groups
My discussions -
» Favorites .
FI See attachment.— Cassandra SmithSolarmora.com 7/9/12 by me

. . . . ¢ acenk seeshae J | have a questions about solar panel safety in Test NEW Groué@ 1 post — 2 views

e Letyour users manage distribution lists.
. . Privac y - Terms o fService Yes, Solarmora mentions community pools in their product brochure. Check ... 6/19/12 by me
° S et u p S p e C I a | typ e S Of g ro u p S | I ke S h a re d &i Re: Can the new photovoltaics be modified for a community swimming p... 2 posts — 20 views

mailboxes and online forums.

Creating a group is free and groups don't count
towards your Google Apps user licenses.

Learn more: Syncing files @


https://support.google.com/a/answer/2490100#Sync

1. Turn on Groups

Turn on Groups in your Google Admin console

To begin, let's turn Google Groups for Business in

your Admin console.

1.

Sign in to your Admin console with your
full email address and password.

Click Google Apps on the console’s
dashboard.

Click Groups for Business in the list

of services.

In the Groups for Business settings,
choose On for everyone.

als

Groups

+ I Google Apps ~ ) Settings for Groups for Business

Groups for Business -

http://groups.google.com/a/solarmora.com

http://groups.google.com/a/solarmora.info

Sharing settings

Set policies that control public access to groups, who can
create a group, and group visibility in the groups directory

Advanced settings »

Note, in the dashboard, you’ll also see

Groups. This provides basic email lists.


http://admin.google.com
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1. Turn on Groups

Choose recommended settings

Next, you set who can create and join groups. About these settings:
On the Settings for Groups for Business page: « You can designate group managers on your
team who can add/delete users for each

1. Click Sharing settings.
group.

e Only admins can add external users to a
group. You can change this setting later.

2. Choose the following settings. You can
always change them later.

Outside this domain v’ Private - No one outside this domain can access groups.

Creating groups v Only domain admins can create groups

Member & email access ¥ Group owners can allow incoming email from outside this domain


#
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2. Set up auto-reply

Create a mailing group with an auto-reply

In the next steps, we'll use an organization, What if | already created this group and others
Solarmora.com as a example. in the Admin console?

The admin needs to set up the mailing list Once you enable Groups for Business, any
info@solamora.com for the team to respond groups created created in basic Groups are
to potential customers. automatically migrated over. Find your

groups on the Groups for Business page by

The team wants the mailing list to have an .
clicking by My groups.

auto-response so that all senders receive a
message “Thanks for your interest! We'll be
in touch within the next 24 hours.”

Learn more: Migrated groups @



mailto:info@solamora.com
https://support.google.com/a/answer/166148
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1. Turn on Groups 2. Set up auto-reply 3. Add external users 4. Collaborative inboxes 5. Train your team

Launch Groups for Business +Anne D.

Open Groups for Business: g

1. Inyour Google Apps account, click +Anne D.

the % Apps picker in the upper right.

2. Scroll through the apps and click Groups. '6
Now you're on the Groups for Business Wiiammani
page where you can: Groups 20 - o -
o Create and manage groups My groups ¢
Home M B !
e Read and reply'to.your groups e {‘ Y groups | = rowse 2
messages by clicking the My Starred
discussions link on the left. Those All of your discussions in one place
. . » Favorites Organize with favorites and folders, choose to follow along via email
messages are also available in your
in bOX. Express yourself

Use rich-text editing to customize your posts with fonts, colors, and images.
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2. Set up auto-reply

Create your mailing group

In the Groups page: Note: The other settings control which users in
your organization can view or reply to
messages and join the group. By default, this is
2. Choose the settings listed below. all users in your organization.

3. Click the Create Group button. In the
confirmation window, click Okay.

1. Click the Create Group button.

The group name seen by recipients in message. You might choose

Group name L "o "
P something like, “The Solarmora team” or “Solarmora Sales”.

Group email address e.g. info@solarmora.com or sales@solarmora.com

Description Internal note that only seen by your users.

Group type Email list
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2. Set up auto-reply
O

Set your auto-reply for the group

Groups
1. With your group selected, click Manage
in the upper right.

Solarmora Sales

» Members

2. Inthe list on the left, click Email options. » Messages

v Settings
3. Choose the settings listed below.

Email options
|dentity

Email orefix Text added to the subject line of incoming messages so you can quickly identify
P them. You might set to something like [sales-request].

Email footer Deselect all options. These options are typically used for internal mailing lists
or groups with external members, such as a newsletter.

v Enable auto-reply message for non-members outside the organization.

Auto replies Add a message that all senders outside of your domain will receive.

Tip: include your company info as any custom email footers aren't applied.

Learn more: Auto replies for groups @



https://support.google.com/a/answer/4399701?hl=en&ref_topic=25840
#
#
#
#
#
#
#
#
#

2. Set up auto-reply
®

Add members to your group

1.

With your group selected, click Manage
in the upper right.

In the list on the left, click Directly add
members.

Enter the email addresses (must be
already added as users in your Admin
console) and welcome message for the

group.
Click Add.

Click All Members in list on the left to
see the members of your group.

NEW TOPIC C Mark all as read

Solarmora Team Shared privately
0 of 0 topics ¥ |8+

Groups “ Members

Solarmora Sales ¢

Display name a

Anne D. Royd
v Members

All members Dean Shultz

Invite members Gautam Mone

Direct add members

Outstanding invites Jasmine Carmine

Actions «

Banned

Role

Owner

Member

Member

Member

Bouncing

Email
admin@solarm
dean@solarmc
gmone@solarr

jcarmine@sola


#
#
#
#
#
#
#
#
#

2. Set up auto-reply
O

Test your new mailing group

Great, you created your new group! Next, try
it out.

View the auto-reply

Send a message to the group from an email
account outside of your domain. Check the
auto-reply message and edit as needed.
Note, the group may take up to 6 hours to
become active.

Reply to a message

Check that message sent to the group arrive
in your and other group members' inboxes.

View the message in Groups

In Groups for Business, click My Groups and
select your group. Select a message from an
external user and click the Reply link. You
have the option to reply from the group
address rather than your address.

ﬂ me (Anne D. Royd)

vie me (Anne D. Royd)

Post on behalf of Information Request\%

Learn more: Help for Groups @



https://support.google.com/a/topic/25838?hl=en&ref_topic=9197
#
#
#
#
#
#
#
#
#

3. Add external users
O

Create a group that has external users

In the next steps, we'll use an organization, Google Groups helps the administrator to:

Solarmora.com as a example. - ,
o Create a mailing list that includes users

Solarmora is running an event with a team of who have email addresses outside of
their staff and external consultants and solarmora.com.

volunteers. The event manager wants to
include everyone working on the projectin a
new list, event-planning@solarmora.com

o Allow the Solarmora event manager to
add/delete email addresses in the group
without the administrator’s help.

o Enable the external users to send
replies from the address event-
planning@solarmora.com.



mailto:event-planning@solarmora.com
mailto:event-planning@solarmora.com
mailto:event-planning@solarmora.com
mailto:event-planning@solarmora.com
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3. Add external users

Update the Sharing settings for Groups

First, you'll allow people in your organization to add 5. Leave the settings as before, but
external users to a mailing group. You will designate now make sure these two options are on:

the group owners later.
v Group owners can allow members

1. Sign in to your Admin console with your from outside the domain.

full email address and password. , ,
v" Group owners can allow incoming

2. Click Google Apps on the console’s , _ ,
mail from outside the domain.
dashboard.
3. Click Groups for Business in the list Important: You need to train your group owners
of services. on managing their mailing lists in Groups for
4. Inthe Groups for Business settings, Business. We share some training resources at the

choose Sharing settings. end of this guide.


http://admin.google.com
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1. Turn on Groups 2. Set up auto-reply 3. Add external users 4. Collaborative inboxes 5. Train your team

@
Launch Groups for Business rAmeD. B
Open Groups for Business to create your
group.
+Anne D.
1. Inyour Google Apps account, click
the ::: Apps picker in the upper right. Wy
2. Click Groups. '5ol/yrmam.
3. On the Groups page, click the Groups ——— el =M
Create Group button. My groups C
Home roups rowse a
My discussi K‘ o arodp ‘ = ° :
Starred

All of your discussions in one place

» Favorites Organize with favorites and folders, choose to follow along via email

Express yourself

Use rich-text editing to customize your posts with fonts, colors, and images.
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3. Add external users

Create your mailing group with external users

In the Groups page:

1. Click the Create Group button.

Basic permissions View topics

2. Create the group as you did in the previous
section with email address and name.

Select groups of users ~ Owners of the group

v" Managers of the group

3. Leave the settings as before, but under the All members of the grn foup
Basic permiSSionS section, now make sure v’ All organization memgj;
that the settings, View topics and Post, S A
include the option, All members of the v/ Ouwners of the grot e e
hese users can DOSI messages 1o this group

group.
This gives your external members of group access
to messages.
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3. Add external users

Add external members to your group

1. With your group selected, click Manage
in the upper right.

2. In the list on the left, click Invite
members and add the addresses for
the group. Note:

o You can only invite external users,
you cannot directly add them.

o Internal user addresses must be
already added as users in your
Admin console.

3. Click Add.

4. All Members in list on the left to see the
members of your group.

0

Solarmora Team Shared privately

0 of 0 tDpiCS w84

Groups

Solarmora Sales ¢

+ Members

All members
Invite members
Direct add members

QOutstanding invites

Mark all as read

Members

Display name 4
Anne D. Royd
Dean Shultz
Gautam Mone

Jasmine Carmine

Actions «

Banned

Role

Owner

Member

Member

Member

Bouncing

Email
admin@solarm
dean@solarmc
gmone@solarr

jcarmine@sola
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3. Add external users

@
Designate a manager for the group
Next, you'll select a manager for the group who
can add or delete members of the group. Banned  Actions v  Findmembers  Export members
1. With your group selected, click Manage Add to role Owner
in the upper right. Manager
, , o~ Role Remove from group u'@fmy
2. In the list of members, select people you -
an :
ve chosen as managers for the group. Owner | | n All email
Change delivery setting »
3. Clle the ACtiOﬂS bUttOn at the tOp and Membei Set pogting permisgion b All email
select Add to role > Manager. Member gmone@solarmora.com All email

4, Lastly, set up time with the managers of
group to help them get up to speed with
Groups.
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3. Add external users

Setting up a collaborative inbox

A collaborative (shared) mailboxes can help
your team manage an email request queue,
such customers’ requests for technical support.
Your staff can individually respond to requests
and mark them as resolved.

Watch this video and read this article to learn
more about collaborative mailboxes.



https://www.youtube.com/watch?feature=player_embedded&v=0B0tcZmABOLHreXBRRHhmcDBPdFk#t=0
https://support.google.com/a/answer/167430?hl=en&ref_topic=4625291
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1. Turn on Groups 2. Set up auto-reply 3. Add external users 4. Collaborative inboxes 5. Train your team

Train your team

For more training resources, visit the Google Apps Learning Center at learn.google.com.

Visit the Learning Center

Using Google Apps at work or school

Get help using your mail, calendar, documents, and other Google Apps

e User guides on Groups business features

>
4 + Up your Google Docs
. ) i Your first days e
» Show me how!
. N Sign in and explore Learn tips & tricks
Chang p e Download the Chrome Browser Watch videos
Switch from Outlook or Notes sistants

Set up your mobile

Migrate your mail



http://learn.googleapps.com/drive
http://learn.google.com
http://learn.googleapps.com/drive
http://learn.googleapps.com/drive
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Congratulations! You've set up Groups for Business

Now you know how to:

altostrat

Create groups.

Mail ~

What's the status of Project Everest?

2 Kavita Singh 1:30 PM (11 minutes ago)
k- Hello Mike, | was reviewing the reports today and see that our launch date is.

Customize access and settings.

£ Mike Chang 1:32 PM (9 minutes ago) “ -
to Kavita ~

Hi Kavita,

Set up an auto-reply for a group

We're all set to go! | just chatted with Katy and we're all synced. However, the weather report shows rain next
week $0 | hope that doesn delay our photo shoot. We may need 1o reschedule the shoot 0 it might be good to
schedule a backup shoot date with the photographer for the following week,

Designate a group owner.

Kavita Singh kavitasingh@altostrat.com 1:34 PM (7 minutes ago) - -

Ok I've added another slot with the photographer for July 16th. She's also updated the shot list you sent with
some additional recommendations

< X < X X

Train your team.

Google Apps



