
 

PART 2 
CREATING GROUPS 

There are two ways to create groups in VITA. One is from the Main Menu, and the other is 
from within the Groups tab in the VITA workflow. 
 

2.1 CREATING A GROUP FROM THE MAIN MENU 

To add a group from the Main Menu, click on Add or Update Group under the Manage 
Groups section.  

Once you have clicked on Add or Update Record Group you will land on the Update/Add 
Groups screen. 
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At the bottom of the screen you will see the Add New Group field. Simply type in the name of 
the group want to create then click on Go! 

 
Once you click on Go, you will land on the Group Settings screen, where you can determine 
how the groups you create will function. 
*Please see Part 2 for instructions on how to set up your Group 
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2.2 CREATING A GROUP FROM WITHIN THE GROUP TAB 

Whether you are creating a new record, or editing an existing one, you can use the Group tab 
from within the VITA workflow – a quick and easy way to ensure your records are aggregated 
for optimum collection management. 
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Clicking on the Groups tab will take you to the Groups Management screen where you will see 
a list of all the groups you have created for your agency.  
 

 
 
 
 
 



5 

To add a record to a group – or groups – simply click on the box beside that group. Once you 
have chosen all the groups you want, don’t forget to click Update to commit the changes.  
 
In this example, we are going to add a record to several groups: 
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Once you click on Update, the record is added to the chosen group(s): 
 

 
 

You can also create new groups from within the Groups tab. The process is exactly the same as 
it is for creating groups from the main menu, i.e., enter the name of the group you wish to 
create in the Add New Group field at the bottom of the groups management screen, then click 
on Go. 
 
Once you click on Go, you will land on the Group Settings screen, where you can determine the 
functionality of your group(s) 
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