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Create Groups

Group Set with Manual Enroll

Group Set generates several groups at one time and is recommended for setting up multiple
groups. Manual Enroll allows you to manually assign each student in your course to a group.

1. Inthe course Control Panel, click Users and Groups and select Groups.

COURSE MANAGEMENT
Control Panel

Content Collection —
Course Tools

Evaluation —

Grade Center —

4 v wv w w |

Users and Groups

Groups
Users

2. Click the Create pulldown menu, then select Manual Enroll under Group Set.

Groups

You can use the Course Groups tool to create a

Create Import

Single Group Group Set
Sel-Enroll Sel-Enroll
Manual Enroll Random Enroll

Manual Enroll

3. Under Group Information, enter the Name and optional Description, and select the Yes
radio button next to Group is visible to students.
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GROUP INFORMATION

24 Name Discussion Groups

Description
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Path: p

+# Group is visible to students No @ Yes

4. Under Tool Availability, uncheck the checkboxes for any course tools you don’t want to
make available for the group, and select the radio buttons for the settings you want.

TOOL AVAILABILITY

Blogs

@ No grading
O Grade: Points possible:

Discussion Board
@ Allow any group members to create forums.
O Do net allow student group members to create forums.

Email
File Exchange
Journals
@ No grading
(" Grade: Points possible:
Tasks

Class Collaborate Ultra
7y Allow all group members to create and access session recordings.
@ Do not allow student group members to create or access session recordings.

Content Marksat Tools
Wikis

@ No grading
O Grade: Points possible:
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NOTE If you want to grade student submissions for Blogs, Journals, and/or
Wikis, select the Grade radio button and enter the Points possible.

If you want to give the groups a Group Room where they can collaborate
online with their group members in real time, leave the Class Collaborate
Ultra checkbox selected and select the radio button for the setting you want.

5. Under Module Personalization Setting, uncheck Allow Personalization if you don’t want
students to personalize group modules.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

#| Allow Personalization

6. Under Group Set Options, enter the Number of Groups you want to create, then click
Submit.

GROUP SET OPTIONS

- Number of Groups

Create smart view for each group in sat.

Click Submuit to proceed.

7. Under Group Set Enrollments, click Add Users under the Name of the group you want to
enroll students in.

Last Updated: 4/19/2023 Page 5
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NOTE To add students later, go to the Groups page, click the chevron next to

GROUP SET ENROLLMENTS

Filter Available Members # Hide members already in another group in this sst

Randomize Enroliments Collapse All

- Discussion Groups 1

2 Name |Discussion Groups 1

Add Users
Mo users have been added.
Delete Group
[=| Discussion Groups 2

# Name |Discussion Groups 2

Add Users

Mo users have been added.

Delete Group

= Discussion Groups 3

the group Name and select Edit Group. Scroll down to the Membership
section and click Add Users.

8. Select the checkbox next to the student(s) you want to enroll in the group.

Add Users

Search: | Any

Usermname
v [ demot
v [ demod
| demo2
. demo3

Mot Blank ¥ Go Show all users regardless of role
First Name Last Name
Diana Prince
Clark Kent
Demo Two
Sheldon Cooper

Student

Student

Student

Student

NOTE You can also use the Search criteria to find and select students to enroll.
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9. Click Submit to add the users and close the Add Users window. The names appear in the
group section.

NOTE To remove users, click the X in their name row.

10. Repeat Steps 7-9 to add students to another group.
11. Click Submit.
12. For instructions to give students access to their group, refer to the Create Student Access to

Groups section starting on page 19.
Group Set with Self-Enroll

Group Set generates several groups at one time and is recommended for setting up multiple
groups. Self-Enroll allows students to add themselves to a group with a sign-up sheet. Students
cannot remove themselves from a group.

1. Inthe course Control Panel, click Users and Groups and select Groups.

COURSE MANAGEMENT
Control Panel

Content Collection —
Course Tools

Evaluation —

Grade Center —

4 v w w w |

Users and Groups

Groups
Users

2. Click the Create pulldown menu, then select Self-Enroll under Group Set.

Groups

You can use the Course Groups tool to create a

Create Import
Single Group Group Set
Self-Enroll Sel-Enroll
Manual Enroll Random Enroll
Manual Enroll
Last Updated: 4/19/2023 Page 7
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3. Under Group Information, enter the Name and optional Description, and select the Yes
radio button next to Group is visible to students.

GROUP INFORMATION

24 Name ?E)iscusswon Groups

Description

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac)
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+# Group is visible to students No @ Yes Sign-up Sheet Only

4. Under Tool Availability, uncheck the checkboxes for any course tools you don’t want to
make available for the group, and select the radio buttons for the settings you want.

TOOL AVAILABILITY

Blogs
@ No grading
O Grade: Points possible:

Discussion Board
@ Allow any group members to create forums.
O Do net allow student group members to create forums.

Email
File Exchange

Journals
@ No grading
O Grade: Points possible:

Tasks

Class Collaborate Ultra
7y Allow all group members to create and access session recordings.
@ Do not allow student group members to create or access session recordings.

Content Marksat Tools
Wikis

@ No grading
O Grade: Points possible:
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NOTE If you want to grade student submissions for Blogs, Journals, and/or
Wikis, select the Grade radio button and enter the Points possible.

If you want to give the groups a Group Room where they can collaborate
online with their group members in real time, leave the Class Collaborate
Ultra checkbox selected and select the radio button for the setting you want.

5. Under Module Personalization Setting, uncheck Allow Personalization if you don’t want

students to personalize group modules.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

#| Allow Personalization

6. Under Sign-Up Options, enter the Name of Sign-up Sheet and the Sign-up Sheet
Instructions. (Let students know they cannot unenroll themselves from groups.)
7. Enter the Maximum Number of Members.

SIGN-UP OPTIONS

3+ Name of Sign-up Sheet

Sign-up Sheet Instructions

T T T T Paragraph
D Ooamwo =
Qe

Path: p

Maximum Number of Members|s

Show Members

Discussion Groups Sign-up Sheet

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

v Arial v 3(12pt)
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| Allow students to sign-up from the groups listing page.

v

1w ==&

Allow students to see names of other members in a group before they sign up.

ERERITEL® 2T |X&

[

HTML [55

Use the sign-up shaet to enrcll in your group. You cannot unenroll yourself from the group ence you sign up

-

Words:20 4

The sign-up sheet can appear on the groups listing page or be added as a link from other areas, such as a content area, content folder, learning
module, or lesson plan. You can apply adaptive release rules to the content page link, which provides the ability to limit the availability of the
sign-up sheet.

NOTE Select the Show Members checkbox if you want students to see the

names of other group members before they sign up.
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8. Under Group Set Options, enter the Number of Groups you want to create, then click

Submit.

9. For instructions to give students access to their group, refer to the Content Area Tool Link
section on page 20 or to the Course Menu Tool Link section on page 22.

GROUP SET OPTIONS

~ Number of Groups

Create smart view for each group in set.

Click Submit to proceed.

Group Set with Random Enroll

Group Set generates several groups at one time and is recommended for setting up multiple
groups. Random enrollment automatically distributes students into groups based on settings
for maximum members per group or total number of groups. It applies to students currently
enrolled in your course. You can enroll additional students manually.

1. Inthe course Control Panel, click Users and Groups and select Groups.

2. Click the Create pulldown menu, then select Random Enroll under Group Set.

Control Panel

Course Tools
Evaluation

Grade Center

4 + w w w A

Groups
Users

COURSE MANAGEMENT

Content Collection

Users and Groups

Last Updated: 4/19/2023
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Groups

You can use the Course Groups tool to create a

Create + Import

Single Group Group Set
Self-Enroll Self-Enrall
Manual Enroll Random Enroll

Manual Enroll

3. Under Group Information, enter the Name and optional Description, and select the Yes
radio button next to Group is visible to students.

GROUP INFORMATION

2= MName Discussion Groups

Description
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% Group is visible to students No @ Yes

4. Under Tool Availability, uncheck the checkboxes for any course tools you don’t want to
make available for the group, and select the radio buttons for the settings you want.
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TOOL AVAILABILITY

Blogs
@ No grading
(" Grade: Points possible:

Discussion Board
@ Allow any group members to create forums.
O Do naot allow student group members to create forums.

Email
File Exchangs
Journals
@ No grading
O Grade: Points possible:
Tasks

Class Collaborate Ultra
(" Allow all group members to create and access session recordings.
@ Do naot allow student group members to create or access session recordings.

Content Market Tools
Wikis

@ No grading
(" Grade: Points possible:

NOTE If you want to grade student submissions for Blogs, Journals, and/or
Wikis, select the Grade radio button and enter the Points possible.

If you want to give the groups a Group Room where they can collaborate
online with their group members in real time, leave the Class Collaborate
Ultra checkbox selected and select the radio button for the setting you want.

5. Under Module Personalization Setting, uncheck Allow Personalization if you don’t want
students to personalize group modules.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

#| Allow Personalization

6. Under Membership, select an option for Determine Number of Groups by and enter the
Number of Students per Group or the Number of Groups.

7. Select an option to Determine how to enroll any remaining members in the groups.

Last Updated: 4/19/2023
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Groups by

MEMBERSHIP

# Determine Number of

% Determine how to enroll
any remaining members

Automatic distribution applies only to students who are currently enrolled in your course. Additional students may be enrolled manually.

@ MNumber of Students per Group
Number of Groups

# Distribute the remaining members amongst the groups.
Put the remaining members in their own group.
Manually add the remaining members to groups.

8. Click Submit.

9. For instructions to give students access to their group, refer to the Create Student Access to

Groups section starting on page 19.

Single Group with Manual Enroll

Single Group allows you to create groups one at a time. Manual Enroll allows you to manually

assign each student in your course to a group.

1. Inthe course Control Panel, click Users and Groups and select Groups.

2. Click the Create pulldown menu, then select Manual Enroll under Single Group.

COURSE MANAGEMENT
Control Panel

Content Collection —
Course Tools

Evaluation =

Grade Center —

4 v w w w

Users and Groups

Groups
Users

Groups

You can use the Course Groups tool to create a

Create Import

Single Group Group Set
Sel-Enroll Sel-Enroll
Manual Enroll Random Enroll

Manual Enroll
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3. Under Group Information, enter the Name and optional Description, and select the Yes
radio button next to Group is visible to students.

GROUP INFORMATION

2 Name Group A

Description

T T T T Pparagraph ¥ Aral ¥ 3(12pt) ol =
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Path: p

¢ Group is visible to students No @ Yes

4. Under Tool Availability, uncheck the checkboxes for any course tools you don’t want to
make available for the group, and select the radio buttons for the settings you want.

TOOL AVAILABILITY

Blogs
@ Mo grading
() Grade: Points possible:

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

Email
File Exchange

Journals

@ No grading
() Grade: Points possible:

Tasks

Class Collaborate Ultra
(7 Allow all group members to create and access session recordings.
@ Do not allow student group members to create or access session recordings.

Content Market Tools
Wikis

@ No grading
() Grade: Points possible:

Last Updated: 4/19/2023 Page 14
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NOTE If you want to grade student submissions for Blogs, Journals, and/or
Wikis, select the Grade radio button and enter the Points possible.

If you want to give the groups a Group Room where they can collaborate
online with their group members in real time, leave the Class Collaborate
Ultra checkbox selected and select the radio button for the setting you want.

5. Under Module Personalization Setting, uncheck Allow Personalization if you don’t want
students to personalize group modules.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

#| Allow Personalization

6. Under Membership, click Add Users.

MEMBERSHIP

Add Users

Mo users have been added.

NOTE To add students later, go to the Groups page, click the chevron next to
the group Name and select Edit Group. Scroll down to the Membership
section and click Add Users.

7. Select the checkbox next to the student(s) you want to enroll in the group.

Add Users
Search: | any ¥ | NotBlank v Go Show all users regardless of role
Usermname First Name Last Name
v . demot Diana Prince Student
" . demod Clark Kent Student
. demo2 Demo Two Student
. demo3 Sheldon Cooper Student

NOTE You can also use the Search criteria to find and select students to enroll.

Last Updated: 4/19/2023 Page 15
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8. Click Submit to add the users and close the Add Users window. The names appear in the
Membership section.

NOTE To remove users, select the X in their name row.

9. Click Submit.
10. Repeat Steps 2—9 to create another Single Group with Manual Enroll.
11. For instructions to give students access to their group, refer to the Create Student Access to

Groups section starting on page 19.
Single Group with Self-Enroll

Single Group allows you to create groups one at a time. Self-Enroll allows students to add
themselves to a group with a sign-up sheet. Students cannot remove themselves from a group.

1. Inthe course Control Panel, click Users and Groups and select Groups.

COURSE MANAGEMENT
Control Panel

Content Collaction ==
Course Tools

Evaluation =

Grade Center —+

4 v w w w A

Users and Groups

Groups
Users

2. Click the Create pulldown menu, then select Self-Enroll under Single Group.

Groups

You can use the Course Groups tool to create a

Create w Import

Single Group Group Set
Sel-Enroll Self-Enrall
Manual Enroll Random Enroll

Manual Enroll

Last Updated: 4/19/2023
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3. Under Group Information, enter the Name and optional Description, and select the Yes
radio button next to Group is visible to students.

GROUP INFORMATION

3 Name [Group B~

Description

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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+# Group is visible to students No @ Yes Sign-up Sheet Only

4. Under Tool Availability, uncheck the checkboxes for any course tools you don’t want to
make available for the group, and select the radio buttons for the settings you want.

TOOL AVAILABILITY

Blogs

@ No grading

O Grade: Points possible:
Discussion Board

@ Allow any group members to create forums.
O Do net allow student group members to create forums.

Email
File Exchange

Journals

@ No grading
O Grade: Points possible:

Tasks

Class Collaborate Ultra
7y Allow all group members to create and access session recordings.
@ Do not allow student group members to create or access session recordings.

Content Marksat Tools
Wikis

@ No grading
O Grade: Points possible:

Last Updated: 4/19/2023 Page 17
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NOTE If you want to grade student submissions for Blogs, Journals, and/or
Wikis, select the Grade radio button and enter the Points possible.

If you want to give the groups a Group Room where they can collaborate
online with their group members in real time, leave the Class Collaborate
Ultra checkbox selected and select the radio button for the setting you want.

5. Under Module Personalization Setting, uncheck Allow Personalization if you don’t want
students to personalize group modules.

MODULE PERSONALIZATION SETTING

Allow individual group members to personalize group modules.

#| Allow Personalization

6. Under Sign-Up Options, enter the Name of Sign-up Sheet and the Sign-up Sheet
Instructions. (Let students know they cannot unenroll themselves from groups.)
7. Enter the Maximum Number of Members.

SIGN-UP OPTIONS

44 Name of Sign-up Sheet Group B Sign-up Sheet

Sign-up Sheet Instructions
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T F Paragraph v Arial v 3¢p) v Z-E-T-2-@& QiNa
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Use the sign-up shest to enroll in your group. You cannot unenroll yourself from the group once you sign up.

Path: p

‘Words:20 7
Maximum Number of Members|s

Allow students to see names of other members in a group before they sign up.

Show Members

The sign-up sheet can appear on the groups listing page or be added as a link from other areas, such as a content area, content folder, learning

module, or lesson plan. You can apply adaptive release rules to the content page link, which provides the ability to limit the availability of the
sign-up sheet.

# Allow students to sign-up from the groups listing page.

NOTE Select Show Members if you want students to see the names of other
group members before they sign up.

Last Updated: 4/19/2023
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8. Click Submit.
9. Repeat Steps 2-8 to create another Single Group with Self-Enroll.

10. For instructions to give students access to their group, refer to the Content Area Tool Link
section on page 20, or to the Course Menu Tool Link section on page 22.

Create Student Access to Groups

My Groups

After you create groups and add users, each student’s group appears by default under
My Groups in the Course menu (except self-enroll groups). Students click the name of their
group under My Groups to access their group’s tools and homepage.

* My Groups
¥ Discussion Groups 1 —

File Exchange

Group Discussion Board
Send Email

Group Homepage

NOTE You will not see the My Groups link as the instructor unless you enroll
your preview user in one of the groups, and then use Student Preview
mode to access the group. If you don’t have a preview user
(username_previewuser), you can create one by entering Student
Preview, then click Exit Preview and select the Keep the preview user
and all data radio button.

IMPORTANT My Groups does not list sign-up sheets; therefore, self-enroll
group students will not see their group in My Groups until they
access their group sign-up sheet from a Content Area Tool Link
(refer to the next section) or from a Course Menu Tool Link (refer
to page 22) and sign up for a group.

Last Updated: 4/19/2023 Page 19
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Content Area Tool Link

A Content Area tool link appears in a content area (e.g., Homepage, Units, Assignments, etc.) in
your course. It links to the Groups page, which displays the group a student is enrolled in
and/or any available sign-up sheets. As the instructor, you see all the groups in your course.

1. Go tothe Content Area in the course (e.g., Homepage, Unit 1, etc.) where you want to add
the link.

2. Click the Tools pulldown menu and select Groups.

Build Content « Assessments v Tools Partner Content
Introduction Discussion Board

Blogs

Journals

Wikis
B Course Readings Groups

Tools Area @

3. Select the radio button for the type of link you want to set up: Link to the Groups Page or
Link to a Group or Group Set.

CREATE LINK: GROUP

Link to the Groups page, link to a specific group or group set, or create a new group or group set.

s Link to the Groups Page
Link to a Group or Group Set

Link to @ Group or Group Set —>Select group below-—
Group Set:
Discussion Groups
Discussion Groups

NOTE To link to a Group or Group Set, select the group from the list.

4. Click Next.
5. Enter the Link Name and any Text you want to appear with the link.

Last Updated: 4/19/2023 Page 20
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LINK INFORMATION

2 Link Name Discussion Groups

Color of Name . Black

Link Group: Discussion Groups

Text

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph ¥ Arial Y 3(12pt) v = - IS
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Click the Discussion Groups link above to access your group.

6. Under Options, select the Yes radio button next to Available.

7. Optional: select the Display After and Display Until checkboxes and enter the dates and
times if you want students to have access to the link for specific dates and times.

OPTIONS
Available s Yes Mo
Track Number of Views Yes @ Mo
Date Restrictions Display After ©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Display Until (5=
Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

8. Click Submit.

@ Discussion Groups
o

%D Click the Discussion Groups link above to access your group.

NOTE The new Content Area tool link appears at the bottom of the page. To
move the link, hover your mouse to the left of the title until the four
arrows appear, then click and drag the link to place it where you want it.

Last Updated: 4/19/2023 Page 21
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Course Menu Tool Link

A Course Menu tool link will appear in the left Course menu. It links to the Groups page, which
displays the group a student is enrolled in and/or any available sign-up sheets. As the
instructor, you see all the groups in your course.

1. Inthe left Course menu, click the + (plus sign) in the upper left and select Tool Link.

Content Area
Module Fage
Blank Page

Tool Link @

e —

Course Link

2. Enter the Name, select Groups from the Type pulldown menu, and select the Available to
Users checkbox.

Add Tool Link
2 Name: [Discussion Groups
Type: Groups v

Awailable to Users

Cancel Submit

3. Click Submit.

NOTE The tool link appears at the bottom of the list of links in the Course menu.
Click and drag the link to place it where you want it.
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Create Group Assignments and Group Discussion Assignments

Create Group Assignments
1. Go tothe Content Area (e.g., Unit 1, etc.) where you want to create the assignment.
2. Click the Assessments pulldown menu and select Assignment.

Build Content Assessments v Tools ~
Introduc,  Test

Survey

Assignment

Self and Peer Assessment

’@ Discussi  McGraw-Hill Assignment
" Click the D

3. Under Assignment Information, enter the Name and Instructions.
4. Optional: under Assignment Files, click Browse Local Files, Browse Content Collection, or
Browse Cloud Service to select and attach a file.

ASSIGNMENT INFORMATION

<+ Name and Color

| |. Black

Instructions

For the toolbar, press ALT+F10 {PC) or ALT+FN+F10 (Mac).
B I Uy S Paragraph v Arial v 10pt v = v = v L v i
¥ TEQ 9c¢ =ZE=T=Z= == X% L4 1% — & F

T QOO RN BvE BE BEHHBE BEBD T 6 @O0

ASSIGNMENT FILES

Attach Files
Browse Local Files Browse Content Collection = Browse Cloud Service

-
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5. Enter the assignment Due Date by selecting the checkbox and entering the date and time.

DUE DATES

Submissions are accepted after this date, but are marked Late.

Due Date (=]

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

6. Under Grading, enter the Points Possible.
7. Optional: click Add Rubric if you want to select or create a rubric for the assignment.

GRADING

~ Points Possible

Associated Rubrics Add Rubric

Submission Details

Grading Options

Display of Grades

8. Click the Submission Details link and select the Group Submission radio button.

9. In the Items to Select box, select the groups and click the right-pointing arrow to move the
groups to the Selected Items box.
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Submission Details

If any students are enrolled in more than one group recetving the same assignment they will submit more than one atfempy
necessary to provide these students with an overall grade for the assignment.

Assignment Type Individual Submission

e Group Submission
Portfolio Submission

Selecting this option will require students to submif a portfolio as a response to this assignment

ltems to Select

Group B Group A
Group C

Selected ltems

>

| Move to list of selected items

Invert Selection Select All

Invert Selection Select All

IMPORTANT Any groups remaining in the ltems to Select box will not have
access to the group assignment.

10. Under Availability, select the Make the Assignment Available checkbox.

11. Optional: select the Display After and Display Until checkboxes and enter the dates and
times if you want students to have access to the assignment for specific dates and times.

AVAILABILITY

# Make the Assignment Available

Limit Availability Display After (=]
Enter dates as mm/ddyyyy. Time may be entered in any increment.
Display Until &

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Track Number of Views

12. Click Submit.
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Group Discussions and Group Discussion Assignments

Create Group Discussions and Group Discussion Assignments

The Group Discussion Board tool must be enabled for each group before you can create a group
discussion or discussion assignment. To enable the Group Discussion Board tool or verify it is
available for each group, refer to the Show Tool Availability section on page 46. You need to
create a separate discussion or discussion assignment for each group.

1. Inthe left Course menu under Control Panel, click Users and Groups and select Groups.
2. Click the chevron next to the group Name and select Open Group.

Name Group Set
¥ Discussion Group 1 &3 Discussion Groups
: i
Discussion Group 2|  Open Group h | Groups
Discussion Group 3 | S
Email Group I
Bulk Actions
Delete Group

Create Smart View

3. Under Group Tools, click Group Discussion Board.

Group Tools

File Exchange
Group Discussion Board
Send Email

4. Click Create Forum.

Discussion Group 1
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5. Under Forum Information, enter the discussion or discussion assignment Name, then enter
the instructions in the Description textbox.

FORUM INFORMATION

L Mame Discussion Group 1: Introduction Assignment

Description

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph v Arial vi|302on)  w|[:i= -3 T || ] i A
D Odamw EEEE = A5 ol — = [V ]

Q@ @ B f omshps - 1 « @ @ & H HTML £S5

Introduce yourself to your group. Include your major, why you are taking this course, and three leaming geals you want to achieve
by the end of the course. Click "Create Thread” at the top left of the window to create your post.

-

Path: p Words:42 4

6. Under Forum Availability, select the Yes radio button.

7. Optional: select the Display After and Display Until checkboxes and enter the dates and
times if you want students to have access to the discussion or discussion assignment for

specific dates and times.

FORUM AVAILABILITY

Available s Yes No

Enter Date and Time Restrictions Display After 2
Enter dates as mm/'dd/yyyy. Time may be entered in any increment.

Display Until (=]
Enter dates as mm/dd/yyyy. Time may be entered in any increment.

8. Under Forum Settings, select Participants must create a thread in order to view other
threads in this forum if you want students to create their post before they can read their

classmates’ posts.
9. Discussion is an assignment — continue with Step 10.
Discussion is not an assighnment — proceed to Step 13.

10. Select the Grade Discussion Forum radio button, enter the Points possible, select
Show participants in needs grading status, and select the number of posts from the

pulldown menu.
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NOTE Showing participants in needs grading status displays the Needs Grading
icon in the Grade Center and puts the posts in the queue on the Needs
Grading page after students make the specified number of posts.

11. Enter the assignment Due Date by selecting the checkbox and entering the date and time.
12. Optional: click Add Rubric if you want to select or create a rubric for the assignment.

FORUM SETTINGS

If a Due Date is set, submissions are accepted after this date, but are marked late.

Viewing Threads/Replies
@ Standard View

() Participants must create a thread in order to view other threads in this forum.
If participants are required fo create threads in order to view other threads in the forum, they cannot
delete or edit their own posts, and cannot post anonymously. Those options will be set for you
automatically.

Grade

@) No Grading in Forum
[@] Grade Discussion Forum: Points possible: [0 |

This type of forum requires a specific set of options enabled. Those options were set for (3
you:

+ Thread alignments was changed to Forum alignments

() Grade Threads

Show participants in "needs grading" status () after every Posts
Due Date
O | & | | ©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Associated Rubrics
Add Rubric
Mame Type Date Last Edited Show Rubric to Students
Alignments
Forum alignments
Thread-alignments

13. Select the desired options in the Subscribe, Create and Edit, and Additional Options
sections.
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Subscribe Do not allow subscriptions

Allow members to subscribe to threads

@ Allow members to subscribe to forum

Include body of post in the email

® Include link to post

Create and Edit Mew-AnenvmeusPest

Ay FReHST

Allow Author to Delete Own Posts

Allow Author to Edit Own Published Posts
¢ Allow Members to Create New Threads
#| Allow File Attachments
< Allow Users to Reply with Quote

Force Moderation of Posts

Additional Options Allow Post Tagging

Allow Members to Rate Posts

14. Click Submit.
15. Repeat Steps 1-14 to create a discussion or discussion assignment for each group.

NOTE A separate Grade Center column is created for each group’s discussion
assignment. You can consolidate the individual Grade Center columns for
the discussion assignment into one column per assignment. Refer to the
Consolidate Discussion Assignment Grade Center Columns section
starting on page 31.

16. For instructions to create a link to the group discussion or discussion assignment, refer to
the next section Create Link to Group Discussion or Discussion Assignment.
Create Link to Group Discussions and Discussion Assignments

1. Go tothe Content Area in the course (e.g., Unit 1, etc.) where you want to create the link to
the discussion or discussion assignment.

2. Click the Tools pulldown menu and select Groups.

Build Content Assessments v Tools « Partner Content

Introduction Discussion Board
Blogs
Journals
Wikis

E? Course Readings Groups @
Tools Area
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3. Select the Link to the Groups Page radio button.

CREATE LINK: GROUP

Link to the Groups page, link to a specific group or group sel, or create a new group or group set.

a) Link to the Groups Page
Link to a Group or Group Set

Link to a Group or Group Set —Select group below—
Group Set:
Discussion Groups
Discussion Groups

4. Click Next.

5. Enter the Link Name, and then enter instructions for how to access and complete the
discussion or discussion assignment in the Text textbox.

LINK INFORMATION

2£ Link Name Discussion 1 Assignment: Introductions

Color of Name [ ] Black

Link Tool: Groups

Text

T T TT -Format— v Arial v 30y v =-FE-T-#2-@€ @i 2a
%/0[ala == =5 =EkEE v — — o [F
Q@ E B S omshups - T « @ © L B

1. Click the "Discussion 1 Assignment: Introductions” link above. This will link you to your Discussion Group.
2. Click the link for your Discussion Group (example: Discussion Group 1).

3. Click the "Group Discussion Board” link located in the "Group Tools" section.

4. Read the information and questions in the "Discussion 1 Assignment: Introductions™ forum.

5. To begin your response, click the "Discussion 1 Assignment: Introductions” forum link, then click "Create
Thraad" at the top left of the window.

-

Path: ol » li Words:74

6. Under Options, select the Yes radio button next to Available.

7. Optional: select the Display After and Display Until checkboxes and enter the dates and
times if you want students to have access to the link for specific dates and times.
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OPTIONS
Available » Tes Mo
Track Number of Views Yes @ Mo
Date Restrictions Display After (=]

Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

Display Until ®

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

8. Click Submit.

0
’%] Discussion 1 Assignment: Introductions
1k
1. Click the "Discussion 1 Assignment: Introductions” link above. This will link you to your Discussion Group.
<€E‘> 2. Click the link for your Discussion Group (example: Discussion Group 1).

3. Click the "Group Discussion Board" link located in the "Group Tools” section.
4. Read the information and questions in the "Discussion 1 Assignment: Introductions” forum.

5. To begin your response, click the "Discussion 1 Assignment: Introductions” forum link, then click "Create Thread” at the top left of
the window.

NOTE The link to the discussion or discussion assignment appears at the bottom
of the page. To move the link, hover your mouse to the left of the title
until the four arrows appear, then click and drag the link to place it where
you want it.

Consolidate Discussion Assignment Grade Center Columns

When you create a group discussion assignment, a separate Grade Center column is created for
each group’s assignment. For example, if you have five groups, that will create five Grade
Center columns for every discussion assignment.

Consolidating the columns for each discussion assignment will make the Grade Center more
manageable. First, Create a Minimum/Maximum Column (refer to the next section) for each
discussion assignment. Second, Edit the Total Grade Column (refer to page 34) to include the
Minimum/Maximum columns in the Total Grade rather than all of the individual discussion
assignment columns. Finally, you can Hide Individual Columns from Student and Instructor
Views (refer to page 35).

Create Minimum/Maximum Column

1. Inthe course Control Panel, click Grade Center and select Full Grade Center.

2. Click the Create Calculated Column pulldown menu and select Minimum/Maximum
Column.
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Grade Center : Full Grade Center
The Full Grade Center displays all columns and rows in the Grade (

Create Column Create Calculated Column ~ Manage ~

3 | Move To Top

Grade Informafion Bayg

B Last Name CUHE BT RO < Student ID

3. Enter the Column Name, then select the Primary Display from the pulldown menu.

Average Column

Minimum/Maximum Column

Total Column

COLUMN INFORMATION

24 Column Name

Grade Center Name

Description
T T T T Paragraph
¥ 0 Oa =

Path: p

Primary Display

Secondary Display

Q& E M fi oMshups - T « ©®@ @ o B

CH 2 Discussion Assignmeant

Displays as the column header in the Grade Center. Recommended not fo exceed 15

v Arial Y 31 v E-E-T-2- &

ST T o — =

HTHL CE5

Score A

Caleulated grades display in this format in both the Grade Center and My Grades.

None v
This display option is shown in the Grade Center only.

4. Under Select Columns, select Maximum for Calculation Type, and select Selected Columns

and Categories for Include in Minimum/Maximum.

5. In the Columns to Select box, select the discussion assignments you want to include in the
Minimum/Maximum column, then click the right-pointing arrow to move the assignments

to the Selected Columns box.
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SELECT COLUMNS

To find the maximum or mint
defined set. If Gra
the defined sef, choose Selected Columns and Categories.

Calculation Type Minimum @ Maximum

Include in Minimum/Maximum All Grade Columns
® Selected Columns and Categories

Columns to Select:
J
CH 2 Discussion

Graded Forum

Fun Question Type Examples
Inline Grading Assignment

| Assignment with Rubric

Column Information
CH 2 Di ion: Category-Dis Points Possibh

Categories to Select:
Assignment

Survey

Test

Discussion

Blog

Journal

Self and Peer =,
ICalegury Information

Calculate as Running Total w Yes No

there is no grade.

um value within the defined set of columns, choose the appropriate calculation option. Choose All Grade Columns to include all grade columns 1
g Periods exist, limit the columns included in the defined set by choosing All Grade Columns in Grading Period. To include specific columns or categorie:

Selected Columns:

Column: CH 2 Discussion

el

A running total only includes items that have grades or attempts. Selecting No includes all items in the ealculations, using a value of o for an item if

6. Under Options, select Yes to include this column in Grade Center calculations.
7. Select Yes to show the column to students.

OPTIONS

My Grades.

Select No for the first option to exclude this Grade (]

Include this colurmn in Grade
Center calculations

Show this column to students

Show Statistics (average and

» Yes No

w Yes MNo

Yes @ No

median) for this column to
Students in My Grades

Click Submit to proceed.

Click Submit.

Proceed to the next section Edit the Total Grade Column for instructions to edit the Total
Grade column to include the Minimum/Maximum columns rather than all of the individual

discussion assignment columns in the Total grade.
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Edit the Total Grade Column

You need to edit your Total Grade column to include only the Minimum/Maximum columns for

the discussion assignments and not the individual assignment columns. Otherwise, each

individual discussion assignment column and the Minimum/Maximum columns will be factored
into the final grade (i.e., calculating the assignments as worth more points than they should be).

1. Inthe course Control Panel, click Grade Center and select Full Grade Center.

2. Click the chevron to the right of the Total column title and select Edit Column Information.

0 Start Here!

 (CH 2 Discussia (/' CH 2 Discussi

Quick Column Information

TR

Edit Column Information

1 Column Statistics {?EdECCIUﬂnIFFGrmat'E"
74 00 | ot e rectect e T

3. Under Select Columns, select Selected Columns and Categories for Include in Total.

In the Columns to Select box, select the Minimum/Maximum columns for the discussion
assignments, and any other assignments, exams, etc. that you want to include in the Total
grade, then click the right-pointing arrow to move the items to the Selected Columns box.

SELECT COLUMNS
Choose All Grade Columns to include all grade columns in the tofal. If Grading Periods exist, limit the columns included in the tofal by choosing All Grade Columns in
Grading Period. To include specific columns or categories in the total, choose Selected Columns and Categories.

Include in Total All Grade Columns
® Selected Columns and Categories

Columns to Select: Selected Columns

Start Herel = Column: CH 2 Discussion Assignment o
CH 2 Discussion

CH 2 Discussion

Fun Question Type Examples
Inline Grading Assignment
Assignment with Rubric

Fun Question Tvne Quiz Groun B (Remotely Proc ™
"COWI’T!F\ Information

(z_i_r,v

Categories to Select:

Assignment

Survey

Test

Discussion

Blog

Journal

Self and Peer &
|Category Information

Calculate as Running Total @ Yes No
A running total only includes items that have grades or attempts. Selecting No includes all ifems in the caleulations, using a value of o for an
item if there is no grade.

5. Under Options, select Yes to include this column in Grade Center calculations.
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6. Select Yes to show the column to students.

OPTIONS

Select No for the first option to exclude this Grade (]
My Grades.

Include this column in Grade # Yes MNo
Center calculations

Show this column to students # Yes No
Show Statistics (average and Yes @ No

median) for this column to
Students in My Grades

Click Submit to proceed.

7. Click Submit.
Hide Individual Columns from Student and Instructor Views

1. To hide the individual discussion assignment columns in the Grade Center from the
students, click the chevron to the right of the column title, then select Hide from students
(on/off).

| ] |
|CH 2 Discussiao © | CH 2 Discussia ¢ |CH 2 Discussia

|
Quick Column Information

Send Reminder
Change Due Date
View and Add Alignments

View Grade History ,

Edit Column Information
Column Statistics
Set as External Grade

Hide from students {on/off)

Sort Ascending | Hide from students (on/off)

Snrt Noceondinn

NOTE A red slash appears to the left of the column title to indicate the column
is hidden from the students’ view.

2. To hide the individual discussion assignment columns in the Grade Center from the
instructor view, click the chevron to the right of the column title, then select Hide from
Instructor View. The column no longer appears in the Full Grade Center.
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Quick Column Information

Send Reminder
Change Due Date
View and Add Alignments

View Grade History

Edit Column Information
Column Statistics
Set as External Grade Icon Legend

Hide from students (on/off) |
t Rows Displayed
Sort Ascending

Sort Descending

Hide from Instructor View

Jme]

\T Hide from Instructor View ‘

NOTE To unhide the column from Instructor View: click the Manage menu >
Column Organization > select the checkbox next to the column Name >
click Show/Hide at the bottom of the page > select Show Selected
Columns > click Submit.

Grade Group Assignments and Group Discussion Assignments

Grade Group Assignments

You can grade group assignments from either the Needs Grading page (refer to the next section
Grade Group Assignments from Needs Grading) or from the Full Grade Center (refer to the
Grade Group Assignments from the Full Grade Center section on page 37).

When you grade a group assignment, that grade is automatically assigned to all group
members. You can change an individual group member’s grade (refer to the Change Individual
Group Member Grade section on page 39).

Grade Group Assignments from Needs Grading

1. Inthe course Control Panel, click Grade Center and select Needs Grading.

2. Onthe Needs Grading page, click the User Attempt link (i.e., the group name) to open the
assignment.

Last Updated: 4/19/2023 Page 36

Questions? Contact us at blackboard @ttu.edu or 806-742-5933.


mailto:blackboard@ttu.edu

E Online

[Category ftem Name User Atternpt Date Subim
Assignment Group Assignment 1 Discussion Group 1 February 2
Discussion Discussion Group 1: Introduction Assignment Clark Kent | Attempts for this course that need grading |

3. Onthe Grade Assignment page, grade the assignment and enter the grade in the Attempt
textbox, enter Feedback to Learner (optional), click the plus sign in the circle and select
Insert Local Files if you want to attach a file, click the Add Notes link to add Private Grading
notes (optional), then click Submit.

ATTEMPT
4/2/20 3:24 PM 810

FEEDBACK TO LEARNER

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

ORI
B Add Notes

Cancel = Delete = Save Draft m

4. Click Submit. The next assignment that needs grading opens.

5. Repeat Steps 3-4 to grade the next assignment; or, click the Exit button to return to the
Needs Grading page.

Grade Group Assignments from the Full Grade Center

Group assignments that have been submitted but not graded are indicated with the Needs

Grading icon ““ in the Full Grade Center. All group members’ cells display the Needs Grading
icon, regardless of who submitted the group assignment.
1. Inthe course Control Panel, click Grade Center and select Full Grade Center.

2. Go to the Grade Center column for the assignment, hover your mouse over the cell with the
Needs Grading icon, then click the chevron to the right and select Group Attempt.
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3. On the Grade Assignment page, grade the assignment and enter the grade in the Attempt
textbox, enter Feedback to Learner (optional), click the plus sign in the circle and select
Insert Local Files) if you want to attach a file, click the Add Notes link to add Private Grading

View Grade Details
Exempt Grade

Group Attempt Discussion
Group 1 4/3/20 | ;_;.

L
Group Attempt

notes (optional), then click Submit.

Click Submit.

5. Click the right arrow in the Viewing gradable items box to open and grade the next group’s

assignment.

ATTEMPT
42720 3:24 PM 8110

FEEDBACK TO LEARNER

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

® % A
& Add Notes

Cancel = Delete | Save Draft m

<

Viewing 1 of 2 gradabie items

(% Discussion Group 2 (Attempt 1 of 1)

>

t Grade Next ltem

6. Repeat Steps 3-5 to grade the next assignment.
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Change Individual Group Member Grade

1. Inthe course Control Panel, click Grade Center and select Full Grade Center.

2. Go to the Grade Center column for the group assignment, hover your mouse over the cell
for the group member, then click the chevron to the right and select Group Attempt.

1ssion: St vGroup Assignn (=

View Grade Details

Quick Comment
Exempt Grade

1
i
Group Atternpt Discussion
Group 1 4/3/20 9.00
—| Group Attempt

3. Onthe Grade Assignment page under Assignment Details, click the Pencil icon next to the
grade you want to change.

Exit

Assignment Details ~ 3 ::

GRADE
LAST GRADED ATTEMPT 9/10

Graup Members ~

ATTEMPT
2028120 10:58 AM 9.00/10

SUBMISSION
D Respondus Sample Quiz_upload.docx

I«

GROUP MEMBERS

. Diana Prince > o 9.00/10
. Sheldon Cooper

Cverride/revert f1p

Clark Kent
o= s 9.00/10

4. Enter the new grade, then click the Checkmark to save it.
5. Click Exit to return to the Full Grade Center.
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Grade Group Discussion Assignments

When you grade a group discussion assignment, each group member is graded independently
of other members in their group. You don’t assign a group grade for contributions to the group
discussion board.

You can grade group discussion assignments from either the Needs Grading page (refer to the
next section Grade Group Discussion Assignments from Needs Grading) or from the Full Grade
Center (refer to the Grade Group Discussion Assignments from the Full Grade Center section
on page 41).

Grade Group Discussion Assignments from Needs Grading

1. Inthe course Control Panel, click Grade Center and select Needs Grading.

2. On the Needs Grading page, click the User Attempt link (i.e., the group member’s name) to
open the assignment.

Category Item Name User Attempt Date §
Discussion Discussion Group 1: Introduction Assignment Clark Kent Febru
Discussion Discussion Group 1: Introduction Assignment Sheldon Co:{ Attempts for this course that need grading P
Discussion Discussion Group 1: Introduction Assignment Diana Prince Febru

3. Optional: on the Grade Discussion Forum page, click Reply if you want to respond to the
student’s post, then enter your Message and click Submit.

4. Grade the assignment and enter the grade in the Grade textbox, enter Feedback to Learner
(optional), click the plus sign in the circle and select Insert Local Files if you want to attach a
file, click the Add Notes link to add Private Grading notes (optional), then click Submit.

GRADE
3/5/21 1:50 PM 5

FEEDBACK TO LEARNER.

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

@ %A

= Add Notes

Cancel || Save Draft | NS
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5. Click Submit. The next assignment that needs grading opens.

6. Repeat Steps 3-5 to grade the next assignment; or, click the Exit button to return to the
Needs Grading page.

Grade Group Discussion Assignments from the Full Grade Center

Group discussion assignments that have been submitted but not graded are indicated with the

Needs Grading icon = in the Full Grade Center.

1. Inthe course Control Panel, click Grade Center and select Full Grade Center.

2. Go to the Grade Center column for the discussion assignment, hover your mouse over the
cell with the Needs Grading icon, then click the chevron to the right and select Grade User
Activity.

Discussion Grc () i Discussion Grc () iGmup Assignn | Pl

View Grade Details
Exempt Grade

Grade User Activity
L= )

NOTE The gray bar indicates students who are not in that group.

3. Optional: on the Grade Discussion Forum page, click Reply if you want to respond to the
student’s post, then enter your Message and click Submit.
4. Grade the assighnment and enter the grade in the Grade textbox, enter Feedback to Learner

(optional), click the plus sign in the circle and select Insert Local Files if you want to attach a
file, click the Add Notes link to add Private Grading notes (optional), then click Submit.
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FEEDBACK TO LEARNER

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

@ %A

[E Add Notes

Cancel || Save Draft m

5. Click Submit.
6. Click OK to return to the Full Grade Center.
7. Repeat Steps 2-6 to grade the next assignment.

Manage Groups

Class Collaborate Ultra Sessions
Create Class Collaborate Ultra Session

You can create Class Collaborate Ultra sessions to meet with individual groups. You need to
create a separate Class Collaborate Ultra session for each group and communicate to the
groups the name of their session and the specific time they need to join their session.

1. Inthe course Control Panel, click Course Tools and select Class Collaborate Ultra.

¥ Control Panel
b Content Collection —

¥ Course Tools

Accessibility Report LTI 1.3
Achievements
Announcements
Attendance

Blogs

Cengage Learning

Last Updated: 4/19/2023 Page 42

Questions? Contact us at blackboard @ttu.edu or 806-742-5933.


mailto:blackboard@ttu.edu

E Online

2. Click Create Session.

Class Collaborate Ultra

= Sessions

Cathy's Practice Course - Course Room
q Unlocked (available)

Create Session

3. Enter the Session Name (e.g., “Discussion Group 1 Meeting”).
4. Enter the Start and End dates and times for the session.
5. Click the Gear icon and complete the Session Settings options.

IMPORTANT If you are going to record the session and want to download the
recording, you need to select Allow recording downloads under
Recording.

Session Settings ~

Default Attendee Role

Participant v

Recording

B Allow recording downloads

Anonymize chat messages

6. Click Create.

7. Click Save.

8. Close the Session Settings panel. The session you created is listed on the Class Collaborate
Ultra Sessions page.

9. Repeat Steps 2-8 to create another session.

10. Create a link to Class Collaborate Ultra so group members can access their session: to create
a Content Area link, refer to the next section Create Content Area Link to Class Collaborate

Ultra Session; to create a Course menu link, refer to the section Create Course Menu Link
to Class Collaborate Ultra Session on page 44.

NOTE The group members will access their group sessions through one of these
links. When they access the Class Collaborate Ultra tool, they will select
their group session and then select Join Session.
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Create Content Area Link to Class Collaborate Ultra Session

1. Gotothe area in the course where you want to place the Class Collaborate Ultra tool link.
2. Click the Tools pulldown menu, click More Tools, then select Class Collaborate Ultra.

Build Content

Fuy

Assessments v

AV

Tools +
L
Discussion Board
Blogs
Journals
Wikis
Groups
Tools Area
GoReact

Pearson's MyLab & Mastering
(Content)

Mediasite - Link to Collection
Cengage Learning MindLinks ™
Achievements

Mediasite - Link to
Prezentation(s)

Mediasite - Upcoming
Presentation

Welcome and Introduction |

Enabled: Statistics Tracking

This module includes a Welcome §

assessment, a T/F quiz that helps

McGraw-Hill Content

More Tools

Partner Content +

Access WebAssign
Achievements
Announcements
Elackboard Help
Calendar

Cengage Learning MindLinks™
Tonl

Class Collaborate Ultra @

iz

Content Market Tools

Course Meszages

Email

Foliotek

Follett Discover

Glossary

Hawkes Single Sign On
McGraw-Hill Campus
McGraw-Hill Higher Education

Microsoft Teams
My Grades
OfficeMix

FPearson's MylLab & Mastering
(Tools)

Portiolios

Portfolios Homepage
Purchase Course materials
Rawls Mediasite Collection
Rawls My Mediasite

Research and Adopt Course
Materials

Roster

Secure Exam Proctor Tool
Skilsoft

Starfish

Tasks

‘Wiley Course Resources

3. Click Submit. The tool link is placed in the course Content Area for you and your students to

easily access.

Create Course Menu Link to Class Collaborate Ultra Session

1. Inthe left Course menu, click the + (plus sign) in the upper left and select Tool Link.

2. Enter the Name.

Content Area
Module Page
Blank Page

Tool Link @

s

Course Link

Last Updated: 4/19/2023

Questions? Contact us at blackboard@ttu.edu or 806-742-5933.

Page 44


mailto:blackboard@ttu.edu

E Online

3. Click the Type pulldown menu and select Class Collaborate Ultra.
4. Select the Available to Users checkbox.

| ——————— ]
Add Tool Link

Mame:
| Class Collaborate Ultra |
Type:

Class Collaborate Ultra v |

I Available to Usersl

Cancel Submit

5. Click Submit.

NOTE The tool link appears at the bottom of the list of links in the Course menu.
Click and drag the link to place it where you want it.

Email Groups

Email All Groups

1. In the course Control Panel, click Course Tools and select Send Email.

2. On the Send Email page, click the All Groups link.

3. Enter the Subject and the email Message.

4. Select the Return Receipt checkbox if you want an email receipt that lists the names of the

groups (not the individual group members) the email was sent to.

5. Optional: click the Attach a file link, then click the Choose File button to browse your
computer for the file.

6. Click Submit to send the email.

NOTE A copy of the email is sent to the sender. The email message is not stored
in Blackboard.

Email Single / Select Groups

1. In the course Control Panel, click Course Tools and select Send Email.
2. On the Send Email page, click the Single / Select Groups link.

3. Inthe Available to Select box, select the group(s) and click the right-pointing arrow to move
the group(s) to the Selected recipient box.
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% To
Available to Select Selected
Group B Group A
Group C
>
<
%I‘ﬂcve to list of selected items
Invert Selection  Select All Invert Selection Select All

NOTE Click the left-pointing arrow to move a group out of the recipient list.
Click Invert Selection to select groups whose names aren’t highlighted, or
to deselect groups whose names are highlighted.

Enter the Subject and the email Message.

5. Select the Return Receipt checkbox if you want an email receipt that lists the names of the
groups (not the individual group members) the email was sent to.

6. Optional: click the Attach a file link, then click the Choose File button to browse your
computer for the file.

7. Click Submit to send the email.

NOTE A copy of the email is sent to the sender. The email message is not stored
in Blackboard.

Show Tool Availability

Use Show Tool Availability to see which groups have access to certain tools and to make tools
available or unavailable for the groups.
1. Inthe course Control Panel, click Users and Groups and select Groups.

2. On the Groups page, click View Options and select Show Tool Availability. Available tools
show a green checkmark in their columns; unavailable tools show a red X.

Bulk Actions View Options

e Show Tool Availability @

Show Group Code
Group A =

Group B

Group C
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3. Select the green checkmark in a tool’s column to make it unavailable; select the red X in a
tool’s column to make it available.

X v v Vv X b
x v v v X x
X v v X X X

Remove a Group Member

Course instructors can remove group members. Students cannot remove themselves from
a group.

1. Inthe course Control Panel, click Users and Groups and select Groups.
2. On the Groups page, click the chevron next to the group Name and select Edit Group.

Groups

You can use the Course Groups tool to create an interactiv

Create v Import

~% | Bulk Actions View Options
Name

# Discussion Groups 183

Discussion Groups 2 ‘ Open Group
Bulk Actions T
| Email Group
| Delete Group

|  Create Smart view

3. Onthe Edit Group page, scroll down to the Membership section, and select the X in the
student row for the student you want to remove.
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MEMBERSHIP

Add Users Remove All Users

A demod Clark

. demo3 Sheldon

Click Submit to proceed.

Kent

Cooper

Student

Student

Cancel m

4. Click Submit.

NOTE To verify that a student has been removed, go to the group’s homepage

to check the list of members.

Delete a Group

1. Inthe course Control Panel, click Users and Groups and select Groups.

2. On the Groups page, click the chevron next to the group Name you want to delete and

select Delete Group.

Groups

Mame

v GroupA

You can use the Course Groups tool to create an|

Create v Import

¥ | Bulk Actions Viiew Options

Group B

" | BulkAct

Open Group
Edit Group

Email Group
Delete Group

Create Smart View

3. Click OK. The Delete Confirmation page opens if there are Grade Center columns associated

with the group.
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4. To delete the Grade Center column and all grades for the tool, select the checkbox(es) for

the tool(s). To keep grades for a group tool from being deleted when the group is deleted,
do not select the checkbox(es) for the tool(s).

IMPORTANT You can retain any group-related grade columns that are in the
Grade Center. On the Delete Confirmation page, do not select the
checkboxes for any Grade Center columns you need to preserve.

5. Click Delete.
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