Blackboard

Groups

Using the Groups tool in Blackboard is a great way to incorporate active learning into a course. Enrolling students into groups
is done in one of three ways: manual, self, or random enrollment.
e Manual enrollment involves the instructor selecting each member one at a time from a list of all the students in the
course.
e Self Enrollment allows the students to enroll themselves by using sign-up sheets that instructors create for each
group.
e Random Enrollment allows the system to divide up the members of the course and assign them to groups based on
criteria chosen by the instructor (available when creating multiple groups).

Creating a Manual Enrollment Group:
1. Once inside your course, make sure Edit Mode (upper right corner) has been turned g
‘On.’ Content Area
edit Mode is: (LD Module Page
2. Click the ‘plus sign’ at the top of the course menu and select ‘Tool Link.’ Blank Page
Tool Link
Web Link
Course Link

3. Give the groups area a name and choose ‘Groups’ for the tool type. Check the box to make it available to users and
click Submit. Once added to the course menu, click on the link to access the Groups tool.

T, 0
o oo o o

| Add Tool Link w EN.553.436.01.5P19 Data %
Mining
Name:
Groups = Home Page
Type: -
Groups J Syllabus

Available to Users
Course Content

Cancel Submit Groups
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4. Click the ‘Create’ button at the top and select ‘Manual Enroll’ under the Single Group area.

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

Manual Enroll

5. Give the group a name, a description (optional), and make it available to students or not.

Group Information

& Name |Group1
Description Text Ecitor i (ECHD
“Normal | [3 | [arial v we | X X || = £ i=

B u
cae ¥ MR & oo @O FARS | YT OO

“| Path: body

< Group Available O Mo ® ‘feg
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TOOL AVAILABILITY
6. Select which group tools you would like the group to be

able to use and optionally enable grading for those that
Blogs

© No grading

Grade: Points possible:

can be graded. Note: These are tools specific to this
group, not to be confused with tools used by the whole
class. For example, the group’s discussion board will be

separate from the course discussion board. 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

Wikis
© No grading
Grade: Points possible:

The following tools are turned off for the course. They can still be ti
the course.

This refers to publisher content
Content Market Tools 5y rehased by the university

7. Allow personalization of group modules or not. This allows students to add Blackboard-created modules (such as
Calculator, Dictionary, etc.) to the group page.

Module Personalization Setting
Allow individual group members to personalize group space modules
Allow Personalization
8. Optionally create a Smart View in the Grade Center for this group.
4. Group Options
Create smart view for this group

9. Click the ‘Add Users’ button to open a list of course members. Next, select from 5 Membership
the list and click Submit to close the window.

Add Users
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Select from |dd Users

the list of

course arch: any + MNotBlank = Go  [] Show all course roles

members
[ Username First Name Last Name
W test3_student test3 student
ﬁ test2_student test2 student
Ll test1_student test1 student

Student

Student

Student

Click Submit /m

10. The group members are displayed. Click the ‘Remove All Users’ button to remove all users from the group, or click the

‘X’ next to a particular user to remove individual users.

5. Membership

Add Users Remove All Users

Username First Name Last Name
ﬂ test1_student testl student
F test2_student test2 student
A testd_student test3 student

11. Click Submit.

12. The new group has been created.

[ MName Group Set Enrolled Members
o Final Project Group A - 3
] Group 1 - 3
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Student

SeltEnroll

Mo
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Available

Yes
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Click on the group name to view its members and access the group tools:

Group 1
\ Click here to edit

Group Tools

Group tools: separate
Collaboration from course tools

File Exchange

Group Blog

Group Discussion Board
Send Email

Group Properties

Group Description

Group Members

m test! student
[ test2 student
AP testd student

Group Assignments

Updated: 5/8/2019, Page 5 of 15 Center for Educational Resources Contact cerweb@jhu.edu



Blackboard

Creating a Self-Enrollment Group:

1. If the Groups tool has not yet been added to your course menu, follow steps 1-3 of E oM
Creating a Manual Enrollment Group.

2. Once added to the course menu, click on the link to access the Groups tool. v EN.553.436.01.5P19 Data

Mining
Home Page
Syllabus

Course Content

Groups

3. Click the ‘Create’ button at the top and select ‘Self Enroll’ under the Single

Grou p area. Single Group Group Set

Self-Enroll Self-Enroll

Manual Enroll Random Enroll

Manual Enroll

Give the group a name, a description (optional), and make it available to students or not.

Note: Selecting the ‘Sign-up Sheet Only’ option will allow students to sign up for the group, but the group will remain
unavailable after they sign up.

1. Group Information

<= Mame Group 2

Description

T T T F Paragraph - Arial - 3(12pt) EE T ||| 2] @ & A
%0 0a E=E=EE = T T, < N SHES E R Fv 32

LT« 0 @4 H HTHL 55

Path: p Wards:0 Y
¢ Group is visible to ® Mo @ Yes ® Sign-up Sheet Only
students
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5. Select which group tools you would like the group to be able to TOOL AVAILABILITY
use and optionally enable grading for those that can be graded.

Note: These are tools specific to this group, not to be confused o B"":‘Noma_n&
with tools used by the whole class. For example, the group’s Grade: Points possible:

discussion board will be separate from the course discussion
@ Discussion Board

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:

O Tasks
Wikis.

© No grading
Grade: Points possible:

The following tools are turned off for the course. They can still be tur
the course.

This refers to publisher content
Content Market Tools 1, rehased by the university

6. Allow personalization of group modules or not. This allows students to add Blackboard-created modules (such as
Calculator, Dictionary, etc.) to the group page.

Module Personalization Setting

Allow individual group members to personalize group space modules

Allow Personalization

7. Give the sign-up sheet a name and provide 4. sign-up options
instructions, if desired. Decide on the maximum 3 Nameof Sign-up  Group 2 Sion-up
Sheet

number of group members, whether to display imsp ShestInstucions

member names, and whether to display the sign- T T T T Paagraph - Aral sz == T el
up sheet in the Groups area. Click Submit. ¥Daa T T, e — =LY

fr T« © © & HTHL [55

[}
[1]]
1liy

B m

8. Optionally create a Smart View in the Grade
Center for this group.

4. Group Options -
. . ] Mumber of
Create smartview for this group Mo et (3
Allow Students to see names of other members in a group before they sign-up

9 ClICk Submlt Show Members
The sign-up sheet can appear on the Groups listing page or be added as a link from other areas,
o Area, Content Folder, Learning Module, or Lesson Plan. Adaptive release rules can be applied tc

Submit Iink, which provides the ability to limit the availability of the sign-up sheet.

Allow Students to sign-up from the Groups listing page

10. The new group has been created.
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Click on the group name to access the group tools:

Group 2

Add Course Module Add Group Module Click here to edit
group properties

Group Properties

Group Description No members listed

Group Members _ / yet because itis a

‘self-enroll’ group

Group Tools

File Exchange

Group Blog |
Group Discussion Board Group tools, separate
Send Email from course tools

Group Assignments

Note: To sign-up for the group, the student would login and access the Groups area of the course and click the ‘Sign
Up’ button. Any groups that he/she is already a member of are also listed on this page.
Student View:

Groups
Create Group

Final Project Group A

Group 1

Group 2

Sign Up
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Creating a Random Enrollment Group:

1. If the Groups tool has not yet been added to your course menu, follow steps 1-3 of Creating a Manual Enrollment

Group.
2. Click the ‘Create’ button at the top and select ‘Random Enroll’ under the Group Set area.

Create Import
Single Group Group Set /

Self-Enroll Randaom Enrall
Manual Enrall Self-Enraoll

Manual Enrall

Give the group a name, a description (optional), and make it available to students or not.

3.

Group Information

2& Marme |Rand0m Enrollment Group

Descrintion Text Editor s (D)
“[Mormal v| [ arial v| B 7 Uze| =% £ |[|[=E== aﬂ i= =
cAE Y NE & o QO STARS (IO OO
“| Path: body
# Group Available O Mo @) ves

4. Select which group tools you would like the group to be able to use. Note: These are tools specific to this group,

not to be confused with tools used by the whole class. For example, the group’s discussion board will be separate

from the course discussion board.
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2. Tool Availability

[7] Blogs
@ Mo grading
@) Grade : Points possible

[F] Collaboration

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

Email
[] File Exchange

[F] Journals
@ Mo grading
@) Grade : Points possible

Tasks

Wikis
@ Mo grading
(@) Grade ; Points possible :

Tools below are furned off for the course. They can still be tf  This refers to publisher content
on for the course.

i contnt e ——————""|_purchased by the university.

5. Allow personalization of group modules or not. This allows students to add Blackboard-created modules (such as

Calculator, Dictionary, etc.) to the group page.

Module Personalization Setting

Allow individual group members fo personalize group space modules

Allow Personalization

6. Optionally create a Smart View in the Grade Center for each group in this set.

4. Group Set Options
Create smart view for each group in set.

7. Determine how group members are to be distributed to the number of groups and how to enroll any remaining
members. Click Submit.
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Membership

Autornatic distribution applies only To students who are currently enrolled in the course. Addifonal students may be enrolled manially.

% Determine Number of ¢ Number of Students per Group[ |

Groups by @ Murnber of Graups

e Determine How to Enroll ® Distribute the rermaining members amongst the groups
any Rermaining Members ¢ Putthe remaining mermbers in their own group
O manually add the remaining membhbers to groups

Submit

Click Subradt o proceed. Click Cancel to quit,

-

8. The new groups have been created.

[ Name Group Set Enrolled Members Self-Enroll Available
[l Final Project Group A - 3 Mo Yes
Bl Group 1 - 3 Mo Yes
Bl Group 2 - 0 Yes Yes
Bl Random Enrollment Group 1 Random Enroliment Group 3 Mo Yes
[[] | Random Enraliment Group 2 Random Enroliment Group 2 Mo Yes

Click on the group name to view its members and access the group tools:

Random Enrollment Group 1 \

group properties

Group Properties

Group Description

Group Members
2l test? student Randomly selected
K teste student
A test3 student

group members

Group Tools

Group Discussion Board Group tOOlS, separate

Group Task _/—
roup Tasks from course tools

Group Wiki
Send Email

Group Assignments
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Batch Enroll Users into Groups:

It is possible to batch enroll several users at once into groups.

(This assumes you are starting with a spreadsheet of student information from ISIS.)

1. Create a new spreadsheet with the following Columns

a.

® oo o

Group Name

JHED-ID

Blank or ISIS ID (optional)
First Name (optional)
Last Name (optional)

Any spaces in the group name need to be replaced with _gc_

So if you have “Group A” in your course, the entry should be written “Group_gc_A”"

If you want a student to be a member of multiple groups, you will need to use an entry for each group:

- A | B | = | D | E |
1D\ Group_gc_ & JHED-ID Test User
7~ \Group_gc_ B JHED-ID Test User
= |Group_gc C JHED-ID Test User

2. When you are ready to save the file, choose File > Save As > Other Formats and save it as a .csv file. You can name it
anything you want, as long as it has the .csv file extension.

3. Locate the file and right-click on it — select ‘Open With" and choose ‘Notepad.’ (Mac Users can use TextEdit)

Open
Prink
Edit

Cuk
Copy

Delete

T4 Convert to Adobe PDF
# Conwert bo Adobe PDF and EMail

Scan for Yiruses,,,

Open With ﬁ:' Microsoft Office Excel

Send To

Create Shortcut

Rename

Properties

» Motepad

@' Firefox

Fé Internet Explarer
E’r WordPad

Choose Progran. ..
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The file should look something like this:

Group_gc_d ,JHED-ID, ,Test User
Group_gc_EB,JHED-ID, ,Test User
Group_gc_C,JHED-ID, ,Test User

4. When you are ready to sort your users into their respective groups, go to the course or organization and navigate to the
Control Panel > Users and Groups > Groups

Control Panel

Content Collection

Course Tools

Evaluation

Grade Center

\ Users and Groups

™~ Groups

Uzers

5. Click the ‘Import’ Button in the upper left of the active frame.

Groups

You can facilitate collaborat
community. More Help

6. Inthe ‘Import Group Members’ section, click the ‘Browse My Computer’ button and browse for your .CSV file

1. Import Group Members

Click Browse to select an import file (CSV) containing grm{Mips. Uploading large files may take a long time.

Attach File Browse My Computer

Once you have chosen the proper file, click Open. Since this process accepts only .csv files, you do not need to set a
delimiter.

Selected File File Name groupmembertest.csv

Do not attach

Note: You do not need to also click the ‘Import Groups’ button. This is for creating groups only, not for adding users to groups.

7. Select which tools you want to be available in each group.
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3. Tool Availablity

Select the group tools you want available for all groups created by your import file. Previous tool availability settings are

overwritten.

Wikis

[[] Commercial Content Tools
Blogs

[[] Collaboration

Email

Discussion Board

File Exchange

[[] Journals

Tasks

8. Click Submit.

9. You should receive a message that your action has been queued, an email will be sent when the process is complete. This

may take a few minutes.

This action has been queued. An email will be sent when the process is complete.

Other Group Features and Options:

Export a CSV file containing
users and groups to your

Import a CSV file containing a

list of users and groups
\

computer to ma%

You &qn facilitate collaboration among students by setting up group
virfual

Create import

lationship with members of the class and promote a sense of &

View All Groups, Group Sets,
or All Users (see below) and
edit propegties pf e

. Groups allow students to establish a closer
g community. More Help

Export

Group Settings

} Bulk Actions View Options
me Group Set Enrolled Members Self-Enroll Hvailable
Final Project Group A - 3 Mo Yes
E Group 1 - 3 Ma Yes

Delete groups and add

View tool availability of all
Smart Views in bulk

groups (see below) and display

group code (group code is a
unique identifier used when

importing/exporting groups
Updated: 5/8/2019, Page 14 of 15 P g/ P g8 P )
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All Users’ View: This view allows an instructor to easily see which groups the users are members of and easily add/remove

them to/from groups.

All Users

\

All Groups Group Sets All Users

You can facilitate collaboration among students by setting up groups. Groups allow students to establish a closer virtual relationship with members of
the class and promote a sense of online community. More Help

Search: any

~ HNotBlank -

Add Multiple Users to Groups

[ Usemame First Name
[[] 4P testa_student test3

[ [ test2_student  test2

[ g test1_student  testl

[ rsczerb! Reid

[ vhall2 Virginia

Last Name

student

student

student

Sczerba

Hall

Go

Student

Student

Student

Student

Student

[] Show all course roles

Group 1 Final Project Group A Random Enroliment Group 1
Group 1 Final Project Group A Random Enrollment Group 1
Group 1 Final Project Group A Random Enrollment Group 1

Random Enroliment Group 2 » = Add 1o Group

Random Enrollment Group 2

Hover over a row and the
‘Add to Group’ option will
appear

View Options > Show Tool Availability: This view allows an instructor to see all of the tools that have been made available to

all groups at once, as well as the ability to add and remove them from each group.

Bulk Actions

] MName

[E] Final
Project

Group A

E]  Group1

[ Group2

[[] Random
Enroliment
Group 1

View Options
Group Enrolled
Set Members
- 3
- 3
- 0
Random 3

Enroliment
Group
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Mo

Mo

Yes

Mo

Available

Yes

Yes

Yes

Yes
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v v v v v x x % X
v X v v v x x X X
x X v v X X v X v

Click a ‘check’ or ‘X’ to change the
availability of a tool to a particular
group.
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