
Creating and Securing a Yahoo! Group 
 
The following document takes you step by step through the process of first creating a Yahoo! 
Group, and then ensuring that it is secure. A secure group is one where no-one who is not a 
member of the group can access any information, and no one can join without an invitation. 
 
Where possible, we have provided screen shots of the process. Note, however, that  
information in fields in these screen shots are examples of the appropriate information, not 
the information you yourself must fill in! 
 
 If at any stage you have any problems, either contact Yahoo! Direct, or email us at 
pbm@harlequingames.com for advice. 
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Part 1: Creating a Yahoo! Group 

 
Step 1 

• Sign in to “Yahoo! Groups”. 
 
 
Step 2 

• Click on the “Start a Group” link at the right of the screen near the top. 
 

 
 



Step 3 
• The first thing you have to do is select a category for your group. Since this does not 

affect the group’s security very much, assuming you are creating a group for a PBM 
game I’d suggest placing it under: Games > Play By Mail. To do this, first click on the 
“Games” group, then on “Play By Mail”. 

 

 



Step 4 
• When you have chosen a category that you are happy with, click on the “Place my 

group here” button. 
 

 



Step 5 
• In the next screen you need to choose the group’s name. You can choose a name that 

is appropriate for the group’s purpose, or you can choose a name that has nothing at all 
to do with the group, so no one could discover it by attempting to guess your group’s 
name. 

• Choose the group’s email address. This is usually the same as the group’s name. 
• Add a description of the group if you wish. 
• Click on “Continue”. 

 

 



Step 6 
• To finalise the group’s creation you need to complete the word verification. 
• Click on “Continue”. 

 

 
 

 
This completes the creation of your yahoo groups account! 



Part 2: Securing a Yahoo! Group 
  
Step 1 

• Log in to your Yahoo! Groups account 
• Go to your group’s main page 
• Click on the “Management” link at the bottom left hand side of the page. 

 

 
 



Step 2 
• Click on the “Description & Appearance” link, under “Group Settings”. 

 

 



Step 3 
• Click on “(Edit)” link of the “Description” section. 

 
 

 



Step 4 
• Make sure that your Listing type is set to “Not listed” (at the bottom of the page). 
• Click on the “Save Changes” button. This will send you back to the “Group settings” 

page.  
 



Step 5 
• In the “Group Settings” page click on  the “< Back to Management”  link to go to the 

management page. 
• In the management page, click on the “Messages” link in the “Group Settings” section. 

 



Step 6 
• Click on “(Edit)”in the “Posting and Archives” section. 

 



Step 7 
• Here you need to change the following settings: 

1. Set “Who can post” to “Members” 
2. Set “Archive Options” to “Members” 

 
• Click on the “Save Changes” button. This will send you back to the “Group settings” 

page.  
 

 
 



Step 8 
• In the “Group Settings” page click on  the “< Back to Management”  link to go to the 

management page. 
• In the management page, click on the “Membership” link in the “Group Settings” 

section. 
 



Step 9 
• Click on the “(Edit)” link, to the right of the “Membership Type and Welcome 

Message” title. 
 



Step 10 
• Select “Closed”. This will mean that only people who are invited to do so can join the 

group (no-one will be able to apply by sending an email to 
“subscribe.<groupname>@groups.yahoo.com). This is an irreversible change! 

• Click on the “Save Changes” button. 
 

 
 



Congratulations! You have now  made your Yahoo! group’s data secure, so that only 
members of your group can access it. 
  
Anyone who is not a member will see this screen when they visits your group’s webpage: 
 

 
 
 
Please check this! This is the only way to be sure no mistakes have been made. 
 
In order to do so: 

• Sign out of Yahoo! Groups by clicking on the “Sign Out” button at the top of your 
Yahoo! Groups screen. 

• Visit your group without being logged in.  
 
 
 
If you wish to provide a link to your group’s page, the link will be as follows, where <your 
group’s name> is replaced with the name of your group: 
 
http://games.groups.yahoo.com/group/<your group’s name>/ 
 


