
 
 
 
 

 

 

Adding a New Group 
 From the Groups Manager, press [F1 – Add New Group]. 

1. A blank Add New Group form displays.  

 

3. Enter the Group Name and the Description.  

4. To add branches to your group, press [F5 – Add Branch]. 

5. The Select branch for the group window displays, with a list of recently selected 

branches in the grid. 



 
 
 
 

 

 

 

6. Search for, locate and select the branch you want to add to the group by 

pressing [F10 – Select]. 

7. The Add New Group window displays, with the selected branch in 

the Branches section. 

 



 
 
 
 

 

 

8. Repeat the process to add as many branches as required. 

9. When you are done, press [F10 – OK]. 

10. The Groups Manager displays, with the newly added group in the grid.  
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