How to Create Groups
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— Log into your Privacy Data Systems account and then click on the
“‘My Groups” button from contacts dropdown list.

&% Group List

Dashboard
Group Name Contact Count Description Created Date Modified Date Actions
Secure Package v
D Test for from 2 Testettit 09/07/2021 06:37:24 AM 09/07/2021 06:37:24 AM /‘ i
Secure Vault
Rows per page: 10 + 1-10f1

Secure Inbox

Contacts

My Contacts

My Groups

Options

Logout

— Click on the “Create Groups” button.



Create Group

Group Name *

sIC

Group Description *

Group for SIC team members

Add Contact Contact Count: 3
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— Enter your group name, description and add contacts then click on
the “Submit” button.

Note: * mark fields should not remain empty.
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— Notice the Group has been added. To make changes to your
group click on the “Edit” icon.



Edit Group

Group Name *

SIC Team

Group Description *

Group for SIC team members

Add Contact Contact Count: 2
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—> Update any information about the group and click on the
"Submit” button.
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—> Click on the “Delete” icon, to delete the group.



Are you sure you want to delete this group?
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—> A modal will be shown and click on the “Yes” button to delete the
group.
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— To delete multiple groups select the required “Checkboxes” and
then click on the “Delete Selected” button.



