INSTRUCTIONAL INFORMATION
COMPUTING TECHNOLOGY

||III oe the Studenis lr‘ the Cur
I T '} I I ]
."I.U.-'_-"- wver the Faculty Enbance the Admin

i e

e roes Creating Single Groups

What are Blackboard groups?

Blackboard groups can facilitate collaborative work by giving a subset of student’s tools
such as email, online discussion, and file exchange. These tools are separate from the
course tools; they are only available to the members of a particular group. Groups may be
useful for teaching assistants and the small section of students that they work with. You
may also want to create groups for students working on a project or researching a
common topic.

When creating a Blackboard group, you are given two options under Create Single
Group. Manual Enroll and Self Enroll. Manual Enroll gives the instructor the ability to
select who is enrolled into the group. They are given the course roster and they are able to
select users as they wish. The self Enroll gives the users the option to sign up for access
to the group. Both options are explained below.

Manual Enroll

1. Under control Panel on the left side of your screen, click Users and Groups, then
Groups.

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center

Users and Groups

Groups
Users
Customization

Packages and Utilities

I Help
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2. Click the down arrow next to create and select Manual Enroll from the Single Group
menu.
Groups

You can facilitate collaborat
sense of online commug

Click Down
Arrow

Single Group Group Set
Self-Enroll Random Enroll

I Manual Enroll I Self-Enroll
Manual Enroll

3. Fill in the name of your group in the Name field as well as the optional Description.

1. Group Information

¥ Name |

Description
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4. If you would like for the group to be available to your students, make sure that the
Group is visible to students says “Yes”. If you do not want your students to be able to
view this group yet, select “No”. By default, “Yes” is selected.

+ Group is visible to students () No @& Yes

5. Select the tools that you would like to be available within the group. Please note that
Blogs, Journals, and Wiki’s can have the option of being graded.

2. Tool Availability

¥ Elogs
@ Mo grading
Grade : Points possible :

¥ Calendar

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

M Email
¥ File Exchange

@ Journals
@ Mo grading
Grade : Points possible :
o Wikis
@ No grading
Grade : Points possible :
Tools below are turned off for the course. They can still be turned on/off for the group but they will not be available until they are turned on for the course.
M Collaboration
[ Tasks

¥ Commercial Cantent Tools
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6. The Module Personalization Setting allows students to add and remove modules to
the group space. This is turned on by default. If you do not want your students to have
this ability, uncheck the box next to “Allow Personalization”.

3. Module Personalization Setting

Allow individual group members to personalize group space modules

Allow Persanalization

7. The Group Options section allows you to create a smart view in the grade center for
this group. You can use this option if you use group assignments.

4. Group Options

# Create smart view for this group

8. The Membership section allows you to choose which users you would like to be
included in that group. Click the Add Users button. Then click the checkbox next to the
users name. After all users are selected click the submit button.

Add Users
Search: | Any + || WotBlank | Go [ Show all course roles
Username First Name Last Name Role
20080126022616100167 Hunter Student Student
[ 20110226024739709118 MD Nazmus Nasir Student
bb_demo_925227 Demao User Student
20090404023255260068 Hunter Student-Two Student
Displaying 1 to 4 of 4 items Show All || Edit Paging...
Check off the users you
would like to add to the
group
5. Membership
Add Users Remove All Users
Added selected users to group. o
Username First Name Last Name
20090404023255260068 Hunter Student-Two Student x
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9. Make sure to click submit at the bottom right corner to complete the creation of your
group.

10. You will be returned to the group’s homepage where you will see a list of all of your
groups. To enter a group, click on the name of the group.

[ MName Croup Set Enralled Members Self-Enroll Available

[ 10 Minute presentation groups 1 No Yes

Builders 2 No Mo

11. If you selected “yes” for Allow Personalization When creating your group, the users
in the group will all have the ability to add course modules. Add Course Module at the
top of the screen allows users to add modules from the Course blackboard site, such as To

Do.

Add Course Module Add Group Module

a) If you should like to remove a module that has been added to the group, click
the X at the right top corner of module. This will not delete the module from

your course, only the group.
* To Do E‘

12. Add Group Module allows you to add any modules that you did not select when
initially creating your group. Also, if you delete a group module and would like it back,
you would click there to select it.

Add Course Module Add Group Module

13. You can customize the layout of your group page by selecting the two-arrow icon in
the top right hand corner.

Customize Page i ! H
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Self-Enroll

Self-Enroliment Groups allow Students to join a Group by adding their names to a sign-
up sheet. Sign-up sheets can be made available on the Groups page and can limit the
number of people allowed to join the group.

1. Under control Panel on the left side of your screen, click Users and Groups, then
Groups.

* Control Panel

¥ Content Collection
» Course Tools
¥ Evaluation

¥ Grade Center

I * Users and Groups

| Groups
Users
¥ Customization

¥ Packages and Utilities

¥ Help

2. Click the down arrow next to create and select self-Enroll from the drop down menu.

Groups

You can facilitate collaboratig fong students by setting uj
Help

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

Manual Enroll

3. Fill in the name of your group in the Name field as well as the optional Description.

1. Group Information

4 Name

Description
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4. Group Available
a) If you would like for the group to be available to your students, make sure that
the Group is visible to students says “Yes”.
b) If you do not want your students to be able to view this group yet, select “No”.
c) “Sign-up Sheet Only” gives you the ability to have a group created, but the
students cannot see the group. They will only be able to see the title and the
description of the Sign-up sheet (which will be provided by the instructor later in
the creation process). They will then have the ability to sign- up for it. You, as the
instructor will be able to see who signed up for the group. You can go back to edit
the group and make it available so it will be available to the students that signed
up for it.

Croup is visible 1o students Mo @ Yes Sign-up Sheet Only

5. Select the tools that you would like to be available to your students within the blog.
Please note that Blogs, Journals and wiki’s have the option of being graded.

Tool Availability

# Blogs
@ No grading
Grade : Points possible

# Calendar

¥ Discussion Board
@ Allow any group members 1o create forums
Do not allow student group members to create forums

@ Email
# File Exchange

# Journals
® Mo grading
Grade : Points possible

# Wikis

@ No grading
Grade : Points possible

# Collaboration
¥ Tasks

# Commercial Content Toals

Tools below are turned off for the course. They can still be turned on/off for the group but they will not be available until they are turned on for the course.
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6. The Module Personalization Setting allows students to add and remove modules to
the group space. This is turned on by default. If you do not want your students to have
this ability, uncheck the box next to “Allow Personalization™.

3. Module Personalization Setting

Allow individual group members to personalize group space modules

# Allow Personalization

7. The Sign-up Options name will be the name that the student’s will see when they are
signing up for a group. The sign-up sheet instructions are optional, however, they will
help the students define which group they are signing up for, so they could be very
helpful.

4, Sign-up options

Mame of Sign-up Sheet

ign-up Sheet Instructions
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a) You have the option to give a maximum number of members for a group. If
you do not have a maximum number, you can leave the box empty.

b) The show Members check off box allows the members of the group to be
visible to users before they sign up for a group. If you do not want the users
names to be seen, you can leave the box unchecked.

C) The Allow Students to sign-up from the Groups listing page option, allows
students to click “Groups” and sign up for a group on that list. By default, this
option is checked off.

Maximum Number of
Members A I

Allow Students to see names of other members in a group before they sigr-up

Show Members %'

The sign-up sheet can appear on the Groups histing page or be added as a link_from other areas, such as a Confent
Area, Content Folder, Learning Module, or Lesson Plan. Adaptive release rules can be applied to the content page
link, which provides the ability to limit the cvailability of the sign-up sheet.

¥ Allow Students to sign-up from the Groups listing page ‘ l C '

8. The Group Options section allows you to create a smart view in the grade center for
this group. You can use this option if you use group assignments.

4, Group Options

# Create smart view for this group
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9. Make sure to click Submit at the bottom right corner to complete the creation of your
group.

10. You will be returned to the group’s homepage where you will see a list of all of your
groups. To enter a group, click on the name of the group.

Name Group Set Enrolled Members Self-Enroll Awvailable
10 Minute presentation groups = 1 Mo Yes

[  Builders - 2 Mo Na

Research praject group = L1} Yes Yes

11. If you selected “yes” for Allow Personalization When creating your group, the users
in the group will all have the ability to add course modules.

Add Course Module at the top of the screen allows you to add modules from the Course
blackboard site, such as To Do.

Add Course Module Add Group Module

a) If you should like to remove a module that has been added to the group, click
the X at the right top corner of module. This will not delete the module from
your course, only the group.

*To Do E

12. Add Group Module allows you to add any modules that you did not select when
initially creating your group. Also, if you delete a group module and would like it back,
you would click there to select it.

Add Course Module Add Group Module

13. You can customize the layout of your group page by selecting the two-arrow icon in
the top right hand corner.

Customize Page T

If you have further questions, faculty members can email bb@hunter.cuny.edu or
contact the Technology Resource Center at 212-650-3358 and students can contact
the Student Help Desk at (212) 650-EMAIL (3624) or

studenthelpdesk@hunter.cuny.edu.
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