
Faculty e-Portfolios
Adding and Removing Group Members
Overview

Access at https://eportfolios.nyit.edu/

 From the dashboard, click the group name in the My groups list.

Page 1



Faculty e-Portfolios
Adding and Removing Group Members

Add Members

1. Click Members.

2. Click add many users at once.

3. Type in the entire first name, last name, or user ID for the person you want to add.

4. Click search.
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1. Locate user in list of Potential members and select. (User will be highlighted)

2. Click the right arrow to add users to People to be added list.

3. Once all new group members are in the People to be added column, click Submit.

4. You will be redirected to the group's members page. A confirmation notification will appear at the
top of the page and the users will be list on the page with a joined date below their name.
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Remove Members
*Remember to remove DPC and SPC chairs from the group before uploading the letter from the
dean.

1. Locate user in list and click Remove from group button to the right of the user's name.

2. A confirmation notification will appear at the top of the page, and the users will no longer be listed
on the page.
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