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Groups 

Instructors may use the Groups feature to divide the class into small 
groups for special projects and collaborative work. The features 
assigned to each group are only visible to group members.  

 
Click on Control Panel 

 

 
 

 
Click on Manage Groups 

 

 
Adding a Group 

 
The Manage Groups page 
opens. 
 
The page shows a group 
already added. 
 
To start a new group, click on 
Add Group.  
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The Add Group page opens. 
 
In this area instructors add 
tools to the group page.   

     
 
Group Information 
 
Type the Name of the group 
and a Description if needed.  

 
 
Group Options 
 
Check the tools you will allow 
the group. 
 
By default the group is 
available, but instructors may 
check no to make it 
unavailable.  
 
Click Submit to post the 
group.  
 
Note: Group tools work the 
same as tools for the general 
course.   
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A Receipt is given 
 
Click OK 

 
 
The new group is added to the 
Manage Groups page.  
 
 

 
Modify a Group 

 
Click on Modify 
 
Note: Modify allows 
instructors to make changes 
and to add participants into 
each group.  

 

 
The Manage Group page 
opens. 
 
Note: Instructors need to take 
these steps with each group.  
 
 

 

 
Click on Group Properties 
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The Group Properties page 
opens. This page is only for 
the group selected.  
 
Instructors may change or 
deselect some options for the 
group. The example shows 
that the virtual classroom was 
deselected.  
 
Click Submit after making 
changes.  

 
 
A Receipt is given.  
 
Click OK 

 
 
Click Add users to Group 

 
 
The Add Users to Group 
page opens. 
 
Click Search: It will list all 
participants in the course.  
 
Note: Only 20 names will 
appear on a page. Instructors 
may only select and submit 
students from one page at a 
time.  
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Select the participants you 
wish to include in the group. 
You may include students as 
well as instructors in each 
group.  
 
Note: Instructors have access 
to groups even when their 
names are not added to the 
group.  
 
Click Submit 

 

 
A Receipt is given 
 
Click OK 

 
 
Click on List Users in Group 

 
 
Click on Search 
 
All participants added to the 
group should be listed.  
 
Click OK to exit.  

 
 
Click on Remove Users from 
Group 
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The Remove Users from 
Group page opens. 
 
Click on Search 
 
A list of users is displayed. 
Select the participants you 
need to remove. 
 
Type “Yes” inside the 
textbox. 
 
Click on Submit.  

 
Removing a user from the 
group is final and cannot be 
undone.  
 
Click OK to continue or 
Cancel to quit.  

 
 
A Receipt is given. 
 
Click OK 

 
 
Click OK to exit the Manage 
Group page 

 
In the Manage Groups page, 
each group displays the tools 
selected by the instructor. 
Notice that Group Two has 
fewer tools than Group One.   
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Removing a Group 
 
In the Manage Groups page 
instructors are able to remove 
groups.  
 
Click on Remove 

 
 
Removing a group is final and 
cannot be undone.  
 
Click OK to confirm or 
Cancel to quit.  

 
 
The group has been removed, 
only Group Two is displayed.  
 
Click OK to exit.  

 
Group Work: Viewing Group Activities 

 
Click on the name of the 
course on top of the screen.  
 
From this view instructors 
may view the work students 
are doing in each group.  
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Click on Communication or 
Groups from the left 
navigation buttons.   
 
 

 
 
Click on Group Pages 

 
 
All the groups created by 
instructors are displayed on 
this page. Groups are 
displayed in alphabetical 
order.  
 
Click on Group Two. 

 
 
This page shows the tools 
available for participants, and 
the participants’ names.  
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Click on Group Discussion 
Board 

 

 
 

 
Group Discussion Board 
 
By default a Forum with the 
same name as the group 
appears. Students do not have 
the buttons to Modify, 
Manage, Remove, or Copy the 
Forum.  
 
The group discussion board 
works exactly the same as the 
general discussion board. 
Refer to the module that 
explains the discussion board. 
 
Click OK to exit.  
 

 
 

 

 
Click on Collaboration 
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Collaboration Sessions 
 
In this page group members 
have access to a virtual class 
and a chat. Instructors may 
manage, remove, or add more 
sessions.  
 
Click OK to exit.  
 
Refer to the Collaboration 
Module to learn about Virtual 
Class and Chat.  

 
Click on File Exchange 
 
 

 
The File Exchange works like 
the Digital Dropbox 
explained in another module. 
Refer to the appropriate 
module for details. 
 
Note: The only difference 
between the Digital Dropbox 
and the File Exchange is that 
participants can only add a 
file without sending in File 
Exchange.  
 
Click OK to exit.  
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Click on Send Email 

 
The Send Email works as the 
email section explained in 
another module. Refer to the 
Email Module for details.  

 
 
Click on the name of the 
student. If the person has 
completed his homepage, you 
will be able to see it.  
 
 

 
This is an example of a 
homepage completed by a 
student. Refer to the 
Homepage module.  

 
 

Copyright © 1999-2008 Goucher College All material herein cannot be used  
unless expressed permission granted by Goucher College. 

 11


