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ELN User Groups

The ELN enables users to create and manage user groups by navigating to Settings → User Groups
(Fig 1). Any user can create a group and invite other registered users to join it. Once joined, users
must specify which notebooks from their account are visible to the group, after which, all users in the
group will be able to view all of the pages in those notebooks.

Fig 1. Landing page for Settings → User Groups, showing the sub-menu to Create Group, View Groups,
View Invites, and View Requests.

Creating Groups

You may create a group by navigating to Settings → User Groups → Create Group (Fig 2). First, you
must specify a group name and indicate the home institution and department of the group. Then
simply click the “Submit” button and your group will be created and visible under Settings → User
Groups → View Groups. You can create more than one group; there is no limit to the number of groups
any given individual can be a leader or member of.

Fig 2. Create group form. Required fields are: group name (100 character limit), institution, and
department. 'Other' values can be entered where appropriate. Clicking submit creates the group with
the specified information.

Managing Groups

All of the groups that a user has created or is a member of will show up under Settings → User Groups
→ View Groups (Fig 3). Here, you may manage your groups in various ways. If you are an advisor, you
may edit the group, dissolve (delete) your group, manage your notebook visibility, and manage users.
If you are a user, you may manage your notebook visibility or leave the group.

Fig 3. View the groups you lead or are a member of. Adjust notebook visibility, edit the group (if a
leader of), manage members or leave.

Editing Groups

As shown in Fig 4, if you are the (co-)leader/advisor of a group, you may edit basic information about
the group, including its name, home institution, and home department by clicking the 'Edit Group'
button.

Fig 4. Edit group form.
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Inviting Members

Group members are added via an invitation-based system. When you click Settings → User Groups →
View Groups and clicking the 'Manage Members' button (Fig 3), you may choose users to send group
invitations to by clicking the 'Invite Group Member' button. Simply select a user from the dropdown
menu (which you may filter by typing into the input field above), click the box acknowledging you
wish to invite that individual, and then click 'Send Invite' (Fig 5). The user will then have a pending
invitation awaiting their review under Settings → User Groups → View Invites (Fig 6). Once the user
accepts the invite, they'll become part of the group. The leader/advisor may rescind the invitation, if
they choose, from the same page (Fig 7).

Fig 5. Inviting a user to the group.

Fig 6. User invite pending acceptance.

Fig 7. User invite pending cancellation (leader/advisor view).

Setting Leaders/Advisors

Groups can have multiple leaders or advisors. You can designate users to this role by navigating to
Settings → User Groups → View Groups, clicking the 'Manage Members' button, and then clicking “Add
as Leader” by the username you wish to elevate to a leader role. Then, simply type in their name to
confirm and click the 'Confirm Addition' button to make them a co-leader (Fig 8).

Fig 8. Window to confirm change in user role from member to advisor.

Dissolving Groups

If you are the sole leader/advisor of a group, you may dissolve (delete) the group at any time by
clicking the 'Dissolve/delete group' button (Fig 4). You may only do this if you are the sole
leader/advisor. If there are co-leaders/advisors, then they will need to step down from their advisor
roles before the group can be dissolved.

Removing Members / Leaving a Group

If you are part of a research group as a co-leader or as a member, you may leave a research group
anytime you choose. As a co-leader, you must first step down as an advisor (Fig 9), after which you
can leave the group. If you are simply a group member instead, then you can leave at any time by
clicking the 'Leave Group' button.
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Fig 9. Step down as an advisor from a user group.

Removing Leaders/Advisors

Leaders/advisors cannot be directly removed in the way that members can be. Instead, a request-
based system, similar to the group invite, is used. When you issue a request for someone to step
down as a leader/advisor (Fig 9), they must accept the request (Fig 10). Once they do, they'll become
a regular group member and can be removed accordingly. However, if the co-leader refuses the
request, then you will need to have a conversation with them or with BioPACIFIC MIP leadership to
evaluate the situation.

Fig 10. Request to step down as a group leader/advisor. Can be accepted (return to being a member)
or rejected (remain leader/advisor).

Setting Notebook Visibility

In order for group members to see each others' notebooks, they must opt into notebook visibility. This
requires the user to go to Settings → User Groups → View Groups, then click the 'Manage Visible
Notebooks' button. Here, you may select which notebooks should be visible to the full group. Once
you've made your choices, click the button to save them, after which point, all pages in those books
will be visible to the members of the group.

Fig 11. Setting notebook visibility.

Group Notebooks

Once users have selected the notebooks they want visible in the user group, all users may view these
notebooks and their corresponding pages by navigating to “My Group Notebooks” in the top
navigation bar. On this page, users will see a file tree with the following organization: group name,
user name, notebook name, notebook pages (Fig 12). Clicking on a notebook page will load a read-
only version of the notebook page. This is not a copy! It is the real, time-accurate notebook page of
the user who selected its notebook for visibility in the group. All fields and annotation ability are set to
read-only mode and saving or modifying content on the page is disabled. Users can view associated
files (Fig 12) and download them directly from the page.

Fig 12. Group notebook file tree and example page. File tree is organized with Group at the top level,
followed by User, then Notebook, then notebook Pages. Example page shows available files for
download.

https://bpm-wiki.cnsi.ucsb.edu/lib/exe/detail.php?id=eln-guide-basic-user-groups&media=advisor-step-down-request.png
https://bpm-wiki.cnsi.ucsb.edu/lib/exe/detail.php?id=eln-guide-basic-user-groups&media=select-notebook-visibility.png
https://bpm-wiki.cnsi.ucsb.edu/lib/exe/detail.php?id=eln-guide-basic-user-groups&media=group-notebooks-tree-page.png


Last update: 2025/07/29 22:35 eln-guide-basic-user-groups https://bpm-wiki.cnsi.ucsb.edu/doku.php?id=eln-guide-basic-user-groups

https://bpm-wiki.cnsi.ucsb.edu/ Printed on 2026/02/05 23:42

From:
https://bpm-wiki.cnsi.ucsb.edu/ - NSF BioPACIFIC MIP Wiki

Permanent link:
https://bpm-wiki.cnsi.ucsb.edu/doku.php?id=eln-guide-basic-user-groups

Last update: 2025/07/29 22:35

https://bpm-wiki.cnsi.ucsb.edu/
https://bpm-wiki.cnsi.ucsb.edu/doku.php?id=eln-guide-basic-user-groups

	[ELN User Groups]
	ELN User Groups
	Creating Groups
	Managing Groups
	Editing Groups
	Inviting Members
	Setting Leaders/Advisors
	Dissolving Groups
	Removing Members / Leaving a Group
	Removing Leaders/Advisors
	Setting Notebook Visibility

	Group Notebooks


