
Group Forum Tutorial



Go to 
http://creativeanddigitalmarketing.com

http://creativeanddigitalmarketing.com
http://creativeanddigitalmarketing.com


Login to your dashboard 
http://creativeanddigitalmarketing.com/wp-admin

http://creativeanddigitalmarketing.com
http://creativeanddigitalmarketing.com


Switch tabs to view the Home page 



Select the Groups menu tab 
and select Create a Group 



In the 1. Details tab, enter a
name and description for your group



Select Create Group and Continue



In the 2. Settings tab select 
This is a hidden group

Only users invited can join the group 



In the Group Invitations section, 
Select All group members, Enable discussion forum,

and All Email (send emails about everything)

• Select All group members to 
allow any group member to invite 
others to join the group

• Select Enable discussion forum 
to allow discussions

• Select All Email (send emails 
about everything - recommended 
only for working groups)

•Select Next Step



In the 3. Avatar tab select 
Choose File to select 

an Avatar image for your group 



Find an image on your computer
and select Choose



Select Upload Image to add the image
as your Avatar image



Drag and resize the image to fit 
the Avatar window, then Select Crop Image



Select Next Step 



In the 4. Invites tab, select friends 
you want to invite from the left side list 

and select Send Invite. Select Finish

Send Invite



Switch tabs to view the Home page, 
select the Groups menu tab, select your group 

and select New Topic

• View your new Group
• To add a topic for discussion, 
select your group - Forum - New 
Topic or select the New Topic 
button



Enter Title, Content and Tags 
for the New Topic

• In the Post a New 
Topic section enter
• Title
• Content
• Tags for your new 
topic

•Select Post Topic



Select the Groups menu tab 
to view all the groups



Select My Groups and the
title of your group



In the Home tab of your group,
add new posts relating to the Group Topic

• Below each post are three buttons
• Select Comment to add a comment on a 
topic or post
• Select Favorite to favour a post
• Select Delete to delete a post



To invite more Friends to your Group,
select the Members menu tab



Find a friend and select Add Friend



Select My Friends from 
the Members menu tab 

to view your friends

• Invited Friends will receive an email to accept 
your friendship invitation
• Once invited you can select Groups - My Groups 
- Send Invites and invite them to join your group 


