
Group Studio User Guide 
 
When you access Group Studio you will see the three tabs illustrated below – My Groups, Group 
Index, and Request Groups 
 
 
 
 
 
 

 My Groups.  Provides an indexed list of groups in which you are currently a member. 
 

 Group Index. Provides access to a page that lists all of the current categories of groups and allows you to 
access the group guest homepages within each category to read about and request to join a group. 

 
 Request Group. Provides a form that you can fill out to request the creation of a new group. If you request 

the creation of a new group, you become the group leader and you have the opportunity to create and 
manage a group homepage. 

 
 
AS A GROUP MEMBER, THE HOMEPAGE WILL PROVIDE ACCESS TO A NUMBER OF 
TOOLS INCLUDING: 
 
I.  Homepage.  Presents an overview of group material, lists Group Tools, and provides a link to the  
    WINGS Group Policy 
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II.  News. Allows you to read all articles that have been written by other members and to submit articles for  
     potential posting.  Your Group Leader will need to approve submitted articles and post them to the group page. 
 

a. Submit an article by clicking on News under Group Tools, then Post an Article 

 
 
 

b. Type, or cut & paste, information for 
posting (format may be text or HTML) 

 
 

 
 
 

 
 
 
III. Photos. Allows you to view all of the photos that have been posted and to submit photos for potential  
      posting.  Your Group Leader will need to approve the submitted photo and post it to the group page. 
 

a. Submit a picture by clicking on Photos under Group Tools, then Post a photo 
 

 
 

b. Post photos in jpeg or gif format (file extensions .jpg, .jpeg or .gif) only.  
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III.  Links. Allows you to view all of the links that have been posted and to submit links for potential posting. 
      Your Group Leader will need to approve the submitted link and post it to the group page. 
 

a. Submit a link by clicking on Links under Group Tools, then Post a link 

 
 

b. URL for link must begin with http:// 
 
 
 
 
 
 
 
 
 

 
 
 
IV. Files. Allows you to view all of the files that have been posted and to submit files for potential posting.  
Your Group Leader will need to approve the submitted file and post it to the group page. 
 
 

a. Submit a File by clicking on Files under Group Tools, then Add a new file to [group name] 
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V. Message Board. Allows you to enter a dedicated message board where you can read and post messages  
      and replies. 
 
 
 
 
 
 
 
 
 

Select Post a Topic 
to add topics for 
group discussion 

 
 
 
 
 
 
 
 
 
 
 

a. To reply to a Message Board topic (without creating a new topic), click the Post a Message 
link 
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VI. Calendar. Allows you to access a group or course calendar. 
 
If your group chooses to have a calendar, members will be able to open it using a link on the homepage, or through 
a drop-down menu of all calendars to which they belong from within the Calendar application. 
 

Note:  Placing an event on the group calendar does not currently add the event to the individual 
calendars of the group members. Group calendars are for posting events, not inviting members.  To 
invite members to an event, allowing them to RSVP, invite each individual member.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Detailed documentation regarding WINGS calendar use can be found at 
http://www.wright.edu/cats/docs/ by clicking the WINGS Calendar Introduction and WINGS 

Calendar Management links 
 

 
VII. Send Announcements. Allows members to view announcements posted by the group leader.    
 
 

VII. E-mail. Allows you to send e-mail to group or course members. 
 
 

VIII. Chat. Allows you to enter a dedicated chat room where you can participate in real time discussions with 
other members and chat individually using the Whisper button. 
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http://www.wright.edu/cats/docs/


 
 
 
 
IX. Members. Allows you to view a list of other group members and information about each, including any 
homepages 
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