Add Members to a Collection

To add new members, you need an image collection.

! Make sure your new member has logged into the tool using NetBadge at least once. This sets up
their account automatically.

If they have not logged in, you won't be able to add them to the collection.

1. Open the collection that needs a new member
® The collection will open in the "View" tab

2. Click the Group tab
® Find the Group tab in the top right corner of the page, under the magnifying glass icon

®  The tab will open

3. Click Add people

® The “Add people to collection” page will open

4. Enter the username, the role, and the field name of the member
® For the username, use the UVa computing id of the person you want to add

® Note: If your new member has never logged in to the tool, you won't be able to add them to the collection.

5. Click Add Users

® A message that confirms your new member will appear


https://wiki.shanti.virginia.edu/x/fDT4B
https://confluence.its.virginia.edu/display/KB/Open+Collections
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