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WHAT IS A GROUP LEADER? HOW DO THEY ACCESS? 

Group Leader is a designation made to one (or more) members of a Group, allowing 

them limited access to ONLY the GROUP MODULE of the system.  This access allows 

the Leader(s) to: 

• View the list of group members 

• Add or remove persons in the Group  

• Email individuals or the entire Group  

The URL for access to the module is: schedulesplus.com/karebears/groups 

 

An authorized Group Leader signs in on a 

computer, tablet or phone with their 

email address and password. 

 

Note: When a person is first assigned as 

a Group Leader, they will get an email 

with an initial password.    
 

Note: This access will show ALL Groups 

for which the person is a Leader 
 

 

The initial display will show one or more Groups at the left (here only one) for which 

the person is a Leader. The first is highlighted in yellow, with the list of members shown 

at the right (partial list shown here).   

If there are multiple Groups shown, Click on the one desired for viewing. 

 

 

 

A Leader can reset their password - CHANGE PASSWORD button. If they also have 

system ADMIN access, there is only one password for that person for all signons  

http://schedulesplus.com/karebears/groups
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A leader can send an email to the entire Group - EMAIL EVERYONE button, or to an 

individual - EMAIL button next to name.  

• See the separate process document SENDING EMAIL for further instructions 

The member list can be exported to an Excel file – EXPORT button.  

• Note: Please remember that all information is privileged and NOT to be used 

outside of the Kare Bears organization. 

A Leader can remove a person from the Group – REMOVE button next to name  

• This DOES NOT remove the person from the overall system, only from 

membership in this Group 

A Leader can ADD a member to the GROUP  

• But ONLY if the person is already in the overall system PEOPLE file 

• An Administrator must add that person to the system first, if needed 

 

 

Click on  

ADD A PERSON 
 

 

Begin to type all or a portion of the name 

 

Select the appropriate person. They are then added to the list of Group members 
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HOW DOES A PERSON BECOME A GROUP LEADER? (SYSTEM ADMIN FUNCTION) 

 

A system Administrator must first access the GROUP in question, and “toggle” one (or 

more) members to be listed as LEAD.  

 

 

 

That Administrator then must access the person’s PEOPLE record, select the ADMIN 

ACCESS tab to: 

• Set their GROUPS MODULE access to YES 

• Set an initial password, which is emailed to the new Group Leader 

 

 

 

Note: the person may already have higher ADMIN authority, but must additionally be 

granted access to the GROUP MODULE 

 

 

 

 

 


