CREATING GROUPS

You can create formal groups of students to collaborate on work, and create these groups one at a time
or in sets. You can manually select group members or allow students to self-enroll. Each group has its
own space, or homepage, with links to tools to help students collaborate. Only you and group members
can access the group tools.

Two group creation options:

e Create a single group
e Create a group set

ABOUT GROUP ENROLLMENT METHODS

Self-Enroll allows students to add themselves to a group using a sign-up sheet. You can make sign-up
sheets available to students on the groups listing page or by adding a link to a course area, such as a
content area, learning module, lesson plan, or folder. When you create a group using sign-up sheets, you
can make the group immediately available to use or available after all members have signed up. Self-
enrollment is an option available for both single groups and group sets.

SignUp Sheet Instructions:
Sign up for the group you would like to particiapte in. NOTE: Students cannot
Self Enroll 1 Self Enroll 1
unenroll themselves
(MotEnrolled ) View Sign-up Sheet to Join a Group Group Members : Maone from groups.
Max Members Allowed : §
Sign Up

Manual Enroll allows you to assign each student in your course to a group. Manual enrollment is
available for both single groups and group sets.

Random Enroll is available for group sets only and automatically distributes membership into groups
based on a designated number of students per group or the designated number of groups. Random
distribution applies only to students who are currently enrolled in your course. You can enroll additional
students manually. When naming a set of groups, the name of each group has a number added to it
when they are first created. For example, a set of groups named "Research" results in groups named
"Research 1," "Research 2," and "Research 3," depending upon the number of groups in the set. After
creation, you can edit the group names.

HOW TO CREATE A SINGLE GROUP: SELF-ENROLL

1. Access the Groups listing page and point to Create

on the action bar to access the drop-down list. Single Group Group Set

2. Select Self-Enroll. Random Enroll

Manual Enroll Selt-Enroll

Manual Enroll




3. On the Create Group page, type a Name and optional Description.

Create Group

You can create formal groups of students to collaborate on work. More Help

Name

Descriphon
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4. Select the Yes option to make the Group Available. If you do not want the group to be available
at this time, select No.

R W NI S ¥
Path: p

| Blogs

 Group is visible to students MNo @ Yes
@ Mo grading

Grade: Points possible

¥ Callaboration

5. Select the check boxes for the course tools you want to make v s o
./ y group members to create forums
available to the group.

Do not allow student group members to create forums
| Email

| File Exchange

6. Select the Grade option and type Points possible for Blogs,
Journals, and Wikis, if you want to grade student submissions.

# Journals
@ No grading
Grade: Points possible

a ap= Task
Tool Availability e
el Wikis
@ No grading
@ B|OQS Grade: Points possible:

() No grading

The following tools are turned off for the course. The;
. . . — re turned on for th i

(=) Grade : Points possible are turned on for the course.

¥ Commercial Cantent Tools

@]’ Show participants in "needs grading” status ﬂ after every | + | Entries

Add Rubric ¥

7. Select the check box for Allow Personalization to allow students to add personal modules to the

group homepage. Only the group member who added the modules can view them.
NN NI s WY S S W N v

MODULE PERSONALIZATION SETTING

Allow individual greup members fo personalize group modules.

Allow Personalization N s L Y o N e NP S SN o P Y o NN

SIGN-UP OPTIONS

8. Complete the Sign-Up Options: il <

A. Type the Name of Sign-up Sheet. TTT S s E-T-#2-¢Qix%s
% D = b g q -
B. Enter Sign-up Sheet Instructions. &7 :Z S e
You might tell students that they
&)
cannot unenroll themselves from
groups.

Maximum Numbar of g
Members : J

7] ABw shudents 1o ign-up Bom the groups listing page -.‘3J




C. Type the Maximum Number of Members. Once the maximum has been reached, no
additional students may sign up for that group.
D. Select to Show Members if you would like students to see who has already signed up for
each group.
E. Select Allow students to sign-up from the groups listing page to allow students to sign-
up from the Groups area along with any location you have added into the course.
9. Select the option for Create smart view for this group to add a Smart View in the Grade Center.

GROUP OPTIONS

[[] Create smartview for this group

The newly created group appears on the Groups listing page.

HOW TO CREATE A SINGLE GROUP: MANUAL ENROLL

1. Access the Groups listing page and point to Create
on the action bar to access the drop-down list. )

2. Select Manual Enroll. Sl @ Group Set

Self-Enroll Random Enrall

Manual Enroll Selt-Enroll

Manual Enroll




On the Create Group page, type a Name and optional Description.

Create Group

Name

Desaripton
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Select the Yes option to make the Group Available. If you do not want the group to be available

at this time, select No.

Path: p

< Group is visible to students

MNo @ Yes

Select the check boxes for the course tools you want to make

available to the group.

Select the Grade option and type Points possible for Blogs,

Journals, and Wikis, if you want to grade student submissions.

Tool Availability

 Blags
(_) No grading

(=) Grade : Points possible :

Add Rubric

[n__.‘] Show participants in “needs grading” status ﬂafter every | 1 2 | Entries

\_—/’\,_/'M

| Blogs
@ Mo grading
Grade: Points possible

¥ Callaboration

| Discussion Board
® Allow any group members to create forums.
Do not allow student group members to create forums

| Email
¥ File Exchange

# Journals
@ No grading
Grade: Points possible

¥ Tasks

el Wikis
@ No grading
Grade: Points possible

ools are turned off for the course. The;
1 for the course.

¥ Commercial Cantent Tools

Select the check box for Allow Personalization to allow students to add personal modules to the
group homepage. Only the group member who added the modules can view them.

MODULE PERSONALIZATION SETTING

Allow Personalization

Allow individual group members to personalize group modules.
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Select the option for Create smart view for this group to add a Smart View in the Grade Center.

GROUP OPTIONS

[] Create smartview for this group




9. Complete the Membership section: AT e R Bttt S
A. Select the Add Users button.

B. Select the checkbox next to each
student’s name to add to the group. g Hnars

C. The total selected students can be see S e i o

under the Add Users area in el g el A panad
the bottom left corner of the Add Ueers
page. Search: any || NotBank ¥ Go ‘Show all USLrs regaralass of role
D. Click Submit. ey
O’w - Heary sgnec Suce
a5 @ Linca Vs o
@mﬁas:pr Chiis Casper Sl
foron

torawn = Tony Broan Stucent w
Aiduss B o J Gancel

10. Students are added into the Membership area.

A. Add additional StUdents Ao\ s e A AN

by clicking the Add MEMBESZHIP
Users button. @ @
B. Remove all the students =
listed below by clicking
the Remove All Users Usemame Firsthame LastName Role
button. cecasper Chris Casper Student (x| @
C. Remove one student at nhwagner Henry Wagner Student x

a time from the group
by clicking the red X to the right of the student’s name.
11. Click Submit.

The newly created group appears on the Groups listing page.

HOW TO CREATE A GROUP SET: RANDOM ENROLL

1. Access the Groups listing page and point to Create
on the action bar to access the drop-down list.

2. Select Random Enroll. single Group Group et

3. On the Create Random Enrollment Group Set page, SelfEnmol
type a Name and optional Description. Wanuzl Enroll Seff-Enroll
Create Random Enrollment Group Set hg Manual Enroll
You ean populate groups automatically by simply choosing the number of groups or members per group. More

 Indicates a required field.

GROUP INFORMATION /
2% Name

Description
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Select the Yes option to make the Group Available. If you do not want the group set to be

available at the present time, select No. N N
Path: p ¥ Blogs
@ Mo grading
Grade: Points possible
Group is visible to students Mo @ Yes
« Collaboration
« Discussion Board

@ Allow any group members to create forums.
Do not allow student group members to create forums,

Select the check boxes for course tools you want to make

« Email
available to the group set. % File Exchange
Select the Grade option and type Points possible for Blogs, @ Journals
Ty . . . @ Mo grading
Journals, and Wikis, if you want to grade student submissions. Grage: Poins pocsible
¥ Tasks
Tool Availability s
@ Mo grading
@] Blogs Grade: Points possible:

() No grading

ing tools are turned off for the course. The;
on for the course.

(=) Grade : Points possible :

# Commercial Content Tools

[n__.‘] Show participants in “needs grading” status ﬂafter every | 1 2 | Entries

Add Rubric

Select the check box for Allow Personalization to allow individual group members to add
personal modules to the group homepage. Only the group member who added the modules can

view them.
IHamWMMf

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

Allow Personalization
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Select the option for Create smart view for this group to add a Smart View for each group in the
Grade Center.

GROUP OPTIONS

[[] Create smartview for this group




9. For the Membership section:

MEMEBERSHIP

Automatic distribution applies only to students who are currently enrolled in your cours

Determine Mumber of Groups @ Mumber of Students per Group
oy ) Number of Groups

Determine howto enroll any 5 Distribute the remaining members amongst the groups.
remaining members )
) Putthe remaining members in their own group.

(@] Manually add the remaining members to groups.

a. Type the Number of Students per Group to create or the Number of Groups.
e Number of Students per Group — set the amount of students, and Blackboard
will determine the number of groups.
e Number of Groups — set the number of groups, and Blackboard will determine
how many student go into each group.
b. Select an option to Determine How to Enroll any Remaining Members in the groups.
e Distribute the remaining members amongst the groups —students will be
distributed evenly across the groups.
e Put the remaining member in their own group — students will be placed into
their own group. This will add an additional group.
e Manually add the remaining members to groups — provides you with a list of
each group current members, and “extra” students, allowing you to place the
remaining students into the group of your choice.

10. Click Submit.

The newly created group set appears on the Groups listing page with students added according to the
selected options.

HOW TO CREATE A GROUP SET: SELF-ENROLL

1. Access the Groups listing page and point to Create
on the action bar to access the drop-down list. =
2. Select Self-Enroll. Single Group Group Set

3. On the Create Random Enroliment Group Set page, SeltEnroll Random Enroll
type a Name and optional Description. anust el

Manual Enroll

Create Random Enrollment Group Set

You can populate groups automatically by simply choosing the number of groups or members per group. More

cates a required field.

GROUP INFORMATION

Name

Description
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Select the Yes option to make the Group Available. If you do not want the group set to be

available at the present time, select No.

Path: p

Group is visible to students Mo @ Yes

Select the check boxes for course tools you want to make

available to the group set.

W NI S

¥ Blogs
& No grading
Grade: Points possible;

! Collaboration

| Discussion Board
» Allow any group members to create forums
Do not allow student group members to create farums

Wl Email

| File Exchange

Select the Grade option and type Points possible for Blogs, @ Joumals
. - . @« Mo grading
Journals, and Wikis, if you want to grade student Grade: Points possitle
submissions.  Tasks
¥ Wikis

Tool Availability

# Blogs
(_) No grading

(E) Grade : Points possible :

[Qj Show participants in “needs grading” status ﬂ after every

Add Rubric

@ Mo grading
Grade: Points possible

The following tools are turned off for the course. The;
are turned on for the course.

| Commercial Content Tools

1 | Entries

Select the check box for Allow Personalization to allow individual group members to add
personal modules to the group homepage. Only the group member who added the modules can

view them.
J—wm—«ar(\_.ﬁ—wwm/\/—

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

Allow Personalization
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Complete the Sign-Up Options:

A. Type the Name of Sign-up Sheet.

B. Enter Sign-up Sheet Instructions.
You might tell students that they
cannot unenroll themselves from
groups.

C. Type the Maximum Number of
Members. Once the maximum has
been reached, no additional students
may sign up for that group.

D. Select to Show Members if you
would like students to see who has
already signed up for each group.

E. Select Allow students to sign-up
from the groups listing page to allow

T o I e N s W NI N I

SIGN-UP OPTIONS

Hame of Sign-up A
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Sign-un Shee instructions
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students to sign-up from the Groups area along with any location you have added into

the course.



9. Enter the Number of Groups to be created and select the option for Create smart view for this
group to add a Smart View for each group in the Grade Center.

GROUP SET OPTIONS

+- Number of Groups

[] Create smartview for each group in set.

10. Click Submit.

The newly created group set appears on the Groups listing page with students added according to the
selected options.

HOW TO CREATE A GROUP SET: MANUAL ENROLL

1. Access the Groups listing page and point to Create
on the action bar to access the drop-down list. )

2. Select Manual Enroll. Songliz Eromm Group Set

3. Onthe Create Random Enroliment Group Set page, salr-Enrol Random Enroll
type a Name and optional Description. Manual Enroll SeltEnrol
Create Random Enrollment Group Set
You ean populate groups automatically by simply choosing the number of groups or members per group. More H

Indieates a required field

GROUP INFORMATION

& Name

Description
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4. Select the Yes option to make the Group Available. If you do not want the group set to be

available at the present time, select No. N
Path: p ) Blogs
@ No grading

. L Grade: Points possible:
+ Group is visible to students Mo @ Yes
| Collaboration

# Discussion Board
@ Allow any group members to create forums.
Do not allow student group members to create forums

5. Select the check boxes for course tools you want to make B
available to the group set. @ Fil: Exchange

wl Journals
# No grading
Grade: Points possible

W Tasks

W Wikis
@ No grading
Grade: Points possible

The following tools are turned off far the course. The;
are turned on for the course.

il Commercial Content Tools




6. Select the Grade option and type Points possible for Blogs, Journals, and Wikis, if you want to

grade student submissions.

Tool Availability

# Blogs
Mo grading

(=) Grade : Points possible :

Add Rubric

@j Show participants in “needs grading" status [[Jj after every | 1 4 | Entries

7. Select the check box for Allow Personalization to allow individual group members to add
personal modules to the group homepage. Only the group member who added the modules can

view them.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

Allow Personalization
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8. For the Group Set Options section, type the Number of Groups to create.

Membership

% Determine Number (&) Number of Students per Group |4
of Groups by
_) Number of Groups

Determine How to
Enroll any Remaining
Members ! Put the remaining members in their own group

(E) Distribute the remaining members amongst the groups

! Manually add the remaining members to groups

9. Click Submit.
10. Set Group Set Enroliments:

A. Hide members already in another group in
this set — As you are selecting students to
add to each group, this option will hide a
student who has already been added to
another group, preventing a student from
accidentally being added to more than one
group.

B. Randomize Enrollments — Select this button
to have Blackboard automatically add
students across the groups for you to then
change individual students.

C. Name — Change the group name, if desired.

D. Add Users — Add students by selecting the
Add Users button.

. Delete Group — Delete this group entirely.

F. Add Group — Add an additional group.

GROUP SET ENROLLMENTS

f\

Filter Available Members _/‘ Hide members already in another group in this set
@)

Randomize Enroliments Collapse All
-Igroups 1

Name groups 1 (1C )
C/
Add Users L')

No users have been added

Delete Group L@

= groups 2
Name groups 2

Add Users
No users have been added
Delete Group
~Igroups 3

Name groups 3

Add Users

No users have been added

Delete Group

Add Group (@
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EDITING GROUPS

On the Groups listing page, you can create groups, as well as edit and
manage them. Each group’s contextual menu provides quick access
to the group homepage and email. You can also access the options to
edit group properties.

Editing a group allows you to add or remove members, as well as
change its name, availability, and tools. In addition, you can allow
students to create their own self-enroll groups.

=

o o o g

Group Jupiter:

Group Saturn.
groups 1
groups 2

groups 3

Open Group

Edit Group

Email Group

Delete Group marofSi2 1Ryl hy@

Create Smart View

e Open: This option opens the group homepage, where you can add course or group modules.
e Edit: This option opens the Edit Group page. Edit any of the initial options chosen when you
created the group, with the exception of changing the Grade option for gradable group blogs,

journals, and wikis.

e Email: This option allows you to send an email message to the entire group or to select

members in it. To learn more, see

Sending Email to a Course Group.

¢ Delete: To remove a group you no
longer need, please contact your
instructional designer with your course

Delete Confirmation

Delete Grade Column

el m

Warning: The following tools are listed in the Grade Center. To delete the Grade Center column and all grades
for the tool, select the check box below for the tool. This action cannot be undone. To prevent grades for a

deta | IS a nd exa Ct names Of th e grO u p(S) Group Tool from being deleted when the Group is deleted, leave the check box blank.

you would like deleted. If grade Group Saturn
columns exist in the Grade Center for @ oo
the group you would like deleted, such b

@ Blogs

as for gradable group blogs, journals,
or wikis, let your instructional designer know what

columns you would like to retain, if any. For example, in the Delete Confirmation page, your
instructional designer can uncheck boxes for any columns that you need to preserve.

e Create Smart View: Quick access to

add a Smart View to the Grade Center if you have not already added one.
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