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Group Manager Overview 
The Group Manager allows users to define and save one or more groups for performing comparison analyses. 
Important: In order to run any type of analysis, you must create at least two groups for comparison. In general, one group (the reference group) should represent your “self” (organization, association, corporation etc.) and at least one (the peer group) should represent your peer(s). 
Note: You will not be able to advance to the Analysis Manager until you create at least two groups. Groups are defined and created based on attributes including geographic market (i.e. national, state, and county), institution type, number of beds, hospital affiliation, CCRC and urban/rural designation. Examples of groups are shown in the table below.
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Adding a Group by Attributes
I. To add a group by attributes: 
a. Go to the Group Manager.
b. Select “Add Group by Attributes”.
c. Name the group. The group will be saved in the Group Manager list, so the name should reflect the type of group you are creating. (Example: If you want to compare your facility to all non-profit nursing homes in the nation, you may want to create and name a group “Nonprofit-National”. 
d. Provide a description for the group you are defining. (Example: All non-profit nursing homes in the nation). 
e. Choose the geographic market of the group – National, State or County.
 When “State” is selected, another menu will pop-up displaying all U.S. States. Choose the desired State(s). Hold down the “Control” key to select multiple States.
 When “county” is selected, another menu will pop-up displaying all U.S. States. Choose the desired State(s) for which you want to select specific counties. Note: You will choose the counties on the next screen after the attributes are chosen. If you select more than one State, each State will be listed on the next screen along with each county in that State. Select all counties in your defined group.
f. Choose attribute(s) of group. Each attribute provides you with further options. Note: By not selecting options within a category, you are by default choosing to include all facilities in that category as part of your defined group.
 Institution type will prompt you to select nonprofit, for profit and government. 
 Bed Quantity will prompt you to select micro, small, medium, large, and very large. 
 Hospital Affiliation will prompt you to select “Located within a hospital” or “Not located within a hospital”. 
 CCRC will prompt you to select “CCRC” or Non CCRC”. 
 Urban/Rural Designation will prompt you to select “Urban” or “Rural”.
  Once attributes are chosen, click "Finish" or "Next Step" (if you have chosen "county"). 
 If you have selected "county" as your geographical group, all the counties in your selected state(s) will appear. Select the county(s) for your group and then click "Finish". 
 The group name you just created will appear in the Group Manager list, along with the description and count of facilities in the group.
Adding a Group by Nursing Home Name 
II. To add a group by a nursing home name: 
a. Go to the Group Manager.
b. Select "Add Group by Nursing Home Name" .
c. Name the Group - This group will be saved in the Group Manager list, so the name should reflect the type of group you are creating. A group can consist of one or more facilities (Example: If your facility is part of a corporate group and you want to compare yourself and all other facilities in your corporation, you may want to name your group “Facilities in Corporation X". If your "group" is your facility alone, you would give it the name of your facility). 
d. Provide a description for the group you are defining. (Example: "All corporate facilities” or "Our facility").
e. Choose the names of one or more group members: 
· Click on the space below “Names of Group members” and a drop down menu will appear. If you do not know the exact name of the facility, start typing in the state two-letter abbreviation followed by a comma and the state abbreviation will appear along with facilities in alphabetical order in a drop-down list. The county where the facility is located will also be listed, but not in alphabetical order. If you know the county where the facility is located, type in the county after the state two-letter abbreviation and the comma, and a list of all facilities in that county will be generated. You can then choose your facility(s) from the list. 
·  If you know the exact name of a facility, you may type it in the space and choose from the drop down list. The likelihood of seeing the correct facility will increase as you type more of the name. For example, type “Wes” and it will bring up many facilities with West and Wesley in their names. Type in “Wesl” and it will bring up fewer facilities and only those with Wesley in their names. Type in Wesley Health and you will see only three facilities with Wesley Health in their name. Note: Only 25 facilities will appear at any time in the list, so the more specific you are regarding the state and county or name, the greater likelihood of seeing your selection in the list.
f. When you are satisfied with your group, click "Finish". 
g. The group name you just created will appear in the Group Manager list, along with the description and the count of facilities in the group.
Adding a Group by Attributes and Name 
III. To add a group by attributes and name: 
a. Go to the Group Manager.
b. Select “Add Group by Attributes and Name”. 
c. Name the group. This group will be saved in the Group Manager list, so the name should reflect the type of group you are creating. (Example: If a LeadingAge state affiliate wants to create a group consisting of all its member nursing homes, the group name may be “LeadingAge (your state) Members". 
d. Provide a description for the group you are defining. (For example: All members of LeadingAge (your state).
e. Choose the geographic market of the group – National, State or County. 
 When “State” is selected, another menu will pop-up displaying all U.S. States. Choose the desired State(s). Hold down the “Control” key to select multiple States. 
 When “county” is selected, another menu will pop-up displaying all U.S. States. Choose the desired State(s). Note: You will choose the county(s) on the next screen after the attributes are chosen.
f. Choose attribute(s) of group. Each attribute provides you with further options. Note: By not selecting options within a category, you are by default choosing to include all facilities in that category in your defined group.
 Institution type will prompt you to select non-profit, for profit and government. 
 Bed Quantity will prompt you to select micro, small, medium, large and very large. 
 Hospital Affiliation will prompt you to select “Located within a hospital” or “Not located within a hospital”. 
 CCRC will prompt you to select “CCRC” or Non CCRC”. 
 Urban/Rural Designation will prompt you to select “Urban” or “Rural”. 
 Once attributes are chosen, click "Finish" or "Next Step" (if you have chosen "county").
g. If you have selected "State" as your geographical group, all facilities in your state will appear in a checklist. Check the facilities you want to include in your group and click the "create group" button at the bottom of the page.
h. If you have selected "County" as your geographical group, all counties in your selected state(s) will appear. Select the county(s) for your group and then click "Finish". Facilities in that county will appear in a checklist. Check the facilities you want to include in your group and click the "create group" button at the bottom of the page. The group name you have just created will appear in the group manager list, along with the description and the count of facilities in the group.
IV. You may view or edit any group from the group manager list by clicking on the pencil icon in the Action column.  Clicking the edit icon gives you the opportunity to view your selection by seeing the count and names of facilities in the group. You may also edit a group (if you created the group using the adding a group by attributes and name function) by scrolling down and checking or unchecking any facilities that appear on the list. Click “Make Changes” when editing is complete.
V. You may delete any group by clicking on the trash can icon in the Action column. Click “Yes” or “No” when asked if you are sure you want to delete the group. Note: If you have saved an analysis that uses one of your saved groups in the calculations, you will not be able to delete the group unless you delete the saved analysis first.
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