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Overview

The Groups tool allows the instructor to set up groups of students for group projects.  
Groups and group members are defined by the course instructor, and all groups have 
access to their own discussion board, file exchange, group email and virtual classroom 
tools.  Students cannot view other group pages unless enrolled as members by the 
instructor.

Create a New Group

1. Choose Control Panel from the course navigation menu.

2. Choose Manage Groups under “User Management.”

The “Manage Groups” page will appear on screen.

3. Click the +Add Group button.
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The “Add Group” page will appear on screen.

Under section 1, “Group Information”:

7. Click Submit to create the group.

4. Enter in a group Name.

5. Enter a description of the 
group and the group members.

6. Under section 2, “Group Options,” select the 
options you want available for this specific group.

And choose to make the group available or not.
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Add Users to Group

Once the group has been created, the instructor can begin adding users to the group.

1. On the “Manage Groups” page in the Control Panel, click on Modify next to the group 
you wish to add members to.

Group Properties will allow you to edit the group title, description and options available to 
group members.

Add Users to Group will allow you to add new users to the group.

List Users in Group will list all the users who are part of the group.

Remove Users from Group will all you to remove users from the group.

2. Click on Add Users to Group.
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3. Click the Search button.

4. From the user list that appears on screen, select the boxes under the “Add” column next 
to the student names you want to add to the group, and click Submit.

Accessing Group Pages

To access group pages in the course:

1. Click on Communication in the Tools menu under the 
course navigation menu.

2. Choose Group Pages from the Communications 
Tools Menu.


