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How to Access the Group Pages 
 
To access your group 
pages click: 
 
Groups from the left 
navigation menu 
(added by the 
instructor) 
 
            or  
 
Communication in 
the Tools box 

            

               
 

 
 
Click the Groups 
button to go to the 
group pages directly 

              

            
 

 
Click  
Communication 
 
Click Group Pages 
to access the page 
with the link to your 
group 
 

   

             
 

Group Features 
 
Click on the link to 
your group.  The 
instructor will assign 
you to a specific 
group. 
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Group Page: 
1. Name of the 

group 
2. Group functions 
3. Name and email 

of group 
members.  

 
Note: Click on the 
person’s name to go 
to the person’s 
Homepage inside 
Blackboard.  

 

       
 

Group Discussion Board 
 
Click on Group 
Discussion Board  
 
Note: All group 
functions are only 
available to group 
members. You will 
only have access to 
your own group. 

  
 
 
 
 
 
 
 
 
 
 
      

 
The Discussion 
Board page opens 
 
Click the Group 
Forum 
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The Thread window 
opens 
 
Functions: 
Add a Thread 
Collect 
Display Preferences 
Search 
 
Note: All the 
functions in the 
group discussion 
board are similar to 
the functions in the 
general discussion 
board.  

 
 

     
 

 
The Thread Detail 
window opens 
 
Functions: 
Collect 
Flag 
Reply 
Modify 
Remove 
Subscribe 
 
Note:  All the 
functions in the 
thread detail are the 
same as the general 
discussion board. 
 
Click OK to go to 
the previous page 

 

       
Collaboration: Group Chat and Virtual Class 

 
Click Collaboration 
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Collaboration 
Sessions page opens 
 
Group members can: 
• Add a 

collaboration 
session 

• Manage sessions 
• Remove sessions 
 
Note: Add, Manage 
or Remove are 
available only in the 
group collaboration 
session 

 

 
The first time you 
open the Virtual 
Classroom, if you do 
not have the Java 
Plug-in you may 
need to download it 
at  
http://java.com/en/download  

   
 
Virtual Classroom 
has the same 
functions as the 
general Virtual 
Class.  
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http://java.com/en/download


 
Chat 
 
Note: Do not close 
the launching chat 
tool window or click 
OK, the chat room is 
a small window 
behind it. If you 
close it, the chat 
window will close.  

         
 
Group Chat has the 
same functions as the 
chat room used for 
the whole class.  
 
Only members of the 
group have access to 
the chat.  

        
Group File Exchange 

 
Click File Exchange 

        
 
File Exchange  
 
The only option is to 
Add File, because 
all members have 
access to the files 
uploaded in this 
page.   
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The process to 
upload a file is 
similar to the Digital 
Dropbox.  
 
Group members can 
remove a file posted 
by another group 
member. 
 

 

 

Group Email 
 
Click Send Email 

        
 
Group Email is 
similar to the general 
email option.  
Complete the form 
provided and click 
Submit. 

        
Note:  For detailed explanations on each function refer to previous tutorials that explained the general 

discussion board, collaborations sessions, digital dropbox and send email. 
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