
Navigating the Manage Building Groups Screen 
 

 

“Manage Building Groups” allows all user types to create user specific building groups, within their organization for 
example regions, divisions or states. The user will have access to these groups when running reports, saving and 
scheduling reports, and modifying their dashboards. The groups can contain any combination of buildings, divisions, and 
sub-divisions at the user’s discretion. (Note: these groups can only be seen under your individual LTC Trend Tracker 
profile/account.) 
STEPS 

a. To create your first group: 

1. Click on “Manage Building Groups” from the left-hand side of the screen. 
 

 
2.  Select the Divisions, Assisted Living Communities, or Skilled 

Nursing Centers you would like in your group. 

i. NOTE: Your group can contain any combination of buildings, 

divisions, and sub- divisions. 

3.  In the “GROUP NAME” box at the bottom of the screen, type the 
name of your new group.  

4. Click  

Example Below: 
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b. To Edit and Delete Groups: 
1. Step 1: In the first drop down, list choose the group you wish to edit or delete. 

i. To delete the group, click  

2. Step 2: If editing, add or remove the necessary Divisions, Skilled Nursing Centers and/or 

Assisted Living Communities from the group. 

3. Step 3: Click  

 
c. To Run a Report & Save and Schedule Reports with a Division and/or Building Groups. 

NOTE: You do not have to choose a division or a building group to run a report. A user can scroll down to 
the, “Choose Skilled Nursing Centers/Choose Assisted Living Communities” section, and choose a 
building(s). 

1.  Click  

2.  Choose the Building Group you wish to run a report for. 

i. You do not have to choose a division to run a report for a building group. A user can 
scroll down to the, “Choose Building Groups” section, and choose a group alone 

 
3.  Verify that the divisions and/or building groups checked are what you wish to run a report for. In 

the sections below titled, “Choose Skilled Nursing Centers/Choose Assisted Living 
Communities” you will see which buildings are included in your divisions and/or building groups’ 

selection by highlighting and check marks. To remove a building from the report criteria, click on 

the check mark associated with that building. 
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