
User Groups 

Navigating to your System tab, you’ll find a sub-header called User Groups. 

 

Clicking this button will bring up an interface that looks like this: 

1.1. 

This is the menu for managing your user groups. Groups can be customized to allow/restrict access to 

the back of your NEON system. Image 1.1 shows the list of user groups that already exist in your system 

as well as their description to the right. You can create new groups via the ‘Create User Group’ button, 

edit existing ones with ‘Edit Selected User Group’, or ‘Delete Selected User Group’ to delete the group. 

Let’s try to create a new user group and see the options that are available for customizing your NEON 

user-level access. 

 1.2 



Image 1.2 above shows what the user group creation screen looks like. Give your group a name, a ‘code’ 

if your organization uses one, and select a Parent User Group if you want to copy the permissions 

already given to an existing group of users to your new group. Finally, enter a description for this group 

that will appear on the front menu in 1.1. Now, let’s look at the Basic Settings (1.3), where we’ll specify 

the permissions of this group. 

 1.3 

You can see three columns here : Create/Edit, View, and Delete. These are three permission categories 

that you can ascribe to different sections of your NEON system for this group of users.  

Checking Create/Edit will allow users in this user group to create and edit items and/or records 

associated with the NEON partitions to the left.  

Checking ‘View’ will limit the users in this group to viewing these aspects. Not having ‘view’ checked will 

hide this section of your NEON site entirely, including the associated tab.  

The ‘Delete’ option will allow users in this group to delete records associated with certain portions of 

your NEON system.  

Once you’ve set the basic permissions for this group, there are options to further specify user access to 

features of NEON. In image 1.4 below, you’ll see the items to allow the users in this group to access. 



.  1.4 

Here you can allow the users in this group to create and delete email audiences, mail merges, material 

tracking, surveys, access the System control panel under your System tab, and edit campaign emails.  

Finally, in 1.5 you will see an option to further specify user-level access for this group. Once you have set 

all permissions for this user group, click submit.   

1.5 

When you click submit it will take you back to the menu from image 1.1 and display your group there. 

We can now add specific users to this user group. Under the System tab, click . 

Here you will see a list of all System users. It will show Active users as well as Deleted users, the group 

they are in, and their name. 

Clicking  will take you to the screen below, pictured in image 1.6. 

 



For this user, fill in their first name, last name, and email if you wish. User Group will picture all of the 

groups from your menu in image 1.1 that you’ve created. Instead of assigning them the basic System 

User / System Administrator / Limited user levels, you can specify the group, and subsequently the 

permissions for particular users, by selecting the customized user group you’ve just created.  

 

 

 

 


