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START HERE

You can create any number of groups to help organize personnel and management responsibilities. The

steps below guide you through Groups so you can work with these on your own.

1.  Navigate to Admin Setting > Global Setup > Groups. Click Edit to see your Groups.

2.  Edit or delete an existing group or create a new one. Review below before proceeding: 

Learn More About Groups...

Groups have members and managers. Members are the people in the group. The group manager simply

oversees the group in Wurk (but does not have to be an actual manager by title at your company). This

person has access to the employee records of the group members. Some groups do not have managers.

These are used for reporting, messaging, and so on, instead of for granting access to people’s records.

“Manager” groups: the pre-installed groups, Manager 1 and Manager 2, are set up for your company

during implementation. When we set up your employees in Wurk, we use these “slots” to assign

organizational managers to them. You can then adjust and change people who are in these two groups

to quickly give them access to employee information, and you can rename these groups to something

more meaningful, such as “Grow Manager” and “Office Manager.” Groups that do not have the X next

to them in the list cannot be deleted and are created during

Groups without organizational managers and manually created groups: aside from the “Manager”



groups above, you can also create your own groups to grant access to employee information for non-

Managers, for example,

A Payroll Clerk is not a manager of anyone, but needs to see all Full-Time non-executives to

process their payroll. A manually created group can be created for this situation, filtered to pull

in full-time non-executives, with the Payroll Clerk assigned as the manager of the group. This

enables the clerk to view and edit their information.

A VP of a whole area has five employees (over which they are Manager 1 or 2), but needs to see

more employees outside of those five. By manually creating a special group By Department for

this team, the VP can be assigned to see additional employees.

Wurk also has a group set up for your entire Company, and whenever you hire new employees, they

are automatically added to that group. This enables you to report on and see information for everyone

in the company.

Filter-based groups bring in people by using filters, such as Job title or Department. These will not

allow you to manually add people to the group.

3.  Open an existing, non-filtered group in Edit mode to get familiar with the settings within a group.

If you select the Auto Add New Accounts option in the upper left area of the first screen, this means that

any new employees will be automatically added to this group.


