How do | create a private chat group?
Create an IM-enabled group for private discussions by
following the instructions below.

Step One: Create A Group

1. In your Admin Portal, open the Users menu in the sidebar, then select Groups.
2. Click Add User Group, then enter the group’s name and a brief description.

3. Choose if the group will be Private (users added manually by admin) or Open
(users can add themselves from the Groups menu in the top right of your app).
4. Set the Accept IM toggle to Yes.

5. If you would like your group members to only be able to send messages within
the group, set IM from Members only to Yes.

6. Save the group.

Step Two: Enabling IM (Instant Messaging)

1. In your Admin Portal, open the Settings menu in the sidebar then select App
Permissions.

2. Ensure that the setting Allow in-app messaging is turned on.

3. If you would like IM to be enabled only within chosen group(s), switch the IM
Enabled for: option from all to groups then check the box of the group(s) you
would like to have Instant Messaging privileges.

4. Click Save.

Step Three: Adding Users to a Private Group

Option 1: Add Users Individually

1. In your Admin Portal, open the Users menu in the sidebar then select List.

2. Find the listing of the user you would like to add and click the three dots in the
action column, this will open the Actions Menu.

3. In the Actions Menu, select Show Groups.

4. Check the box next to the group you would like to add them to and click Save.

Option 2: Add Users by Phone Number

1. In your Admin Portal, Open the Users menu in the sidebar then select Groups.
2. Find the group you would like to add users to and click the Edit User Group
button.

3. Click the Manage Users button in the top right.

4. Click Proceed in the pop up window.

5. Upload a file containing the phone numbers of the users you would like to add
to the group, or type in the phone numbers manually, and click Continue.
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6. Once you’ve uploaded or entered the numbers of all the members you would
like to add, you will be offered three options:
e Add: Adds the listed users to the group.
e Remove: Removes the listed users from the group.
e Replace: Removes all existing users and establishes a new membership
consisting of just the users you have listed in your uploaded file or entered
into the form.

7. Make your selection and click 'Proceed' to finalize changes.

Additional Support

We’re here to help!

> View Help & Support Videos
Vobo.com/Support

Contact
3 Our Team
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