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Working and Communicating with Groups Online

The benefits of collaborative group working have been well documented and
include promoting active student participation and responsibility for learning,
deepening student understanding and developing independent skills of

problem-solving, decision-making and critical thinking.

There are a number of tools within Blackboard Software which can enhance
the group working experience by allowing flexible means of communication

and collaborative work areas.

This session is intended to introduce you to some of the options available and
provide you with both the student and designer perspective of using these

tools.

Objectives

By the end of this session participants should be able to:

% Use the Chat, Discussion and Email communication tools within
Blackboard

% Add Entries to the Calendar

% Create module announcements

% Communicate with individuals using the Who'’s Online feature

+ Use group manager to assign students to groups.

% Create group activities for students

Communications Tools

Communication Tools can be provided for each course in Blackboard — These
are Chat, Discussion and Email. These can be customized to suit your course
requirements. If you are not planning to use any of these features, it is a good
idea to remove them from the Course Tools area. In addition, announcements

can be made to your students which are posted in a central location and the
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Who's online feature enables you to communicate with specific individuals

who are already logged in to Courses Online.

In order to add any of the communication tools to the Course Tools Menu,
click on manage course and select tools (ensure that you are in Build view).

Communication Tools

V & Announcements
Post important information in a central location.

v Q Chat
Chat with other users in the course in real time, or use the Whiteboard to display images.

v e Discussions
Post and respond to messages on specific topics,

¥ ¢y Mail
Send messages to other users.

v El Who's Online
Chat with other users who are logged in to WebCT.

Select the required tools by placing a tick in the appropriate box, scroll down

the page and click on Save.

Chat

Chat is a synchronous communication tool requiring participants to all be
logged in at the same time so that the conversation happens in “real time”.

In order to access chat rooms, select Chat from the Course Tools Menu and
click on the Chat Room link. After a short interval, the Chat room window will
open. The chat room window has various features which enhance the basic
chat facility. These include chime preferences, handraise mode, pass the
microphone, mute and deny access. Chime preferences enable a
combination of sounds or flashes on the screen to notify members that
another participant has entered the chat room. Handraise mode means that
students must “raise their hand” in order to be invited to speak by the tutor.
The tutor can then click on Pass the Microphone to enable the student who
raised their hand to speak. The mute option prevents a participant from
contributing to a conversation; however they can view it, while Deny Access

will remove a participant from a room.
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If you use chat with your students it may be worth setting out some guidelines

for “netiquette” when communicating in a chat room.

Setting up a chat room

Once you have enabled Chat on your course tools menu, you are provided

with a default chat room called Common Room. You can however add
further chat rooms by clicking Create Chat or Whiteboard Room in Build

view.
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Create Chat or Whiteboard Room

“Title: I
Description: ;l
[T Use HTML
Item Visibility: & Show Item
' Hide Item
“Maximum users: [ Maximum users allowed by Server Administrator is 1,000
Type

& Chat and Whiteboard
" Chat only
" Whiteboard only

Goals
Associate goals with this chat room.

Select Goals ]

(® More Options (Expand this area to see more options.)

Save | l Cancel ] : | Save and Create Another
* Required field

You can now enter a title and description for the chatroom and choose
whether to show or hide it. You can also decide if you want a chatroom and
whiteboard, a chatroom only, or a whiteboard only. If you have created Goals
(see Adding Learning Materials section), you can choose to link this with them

by clicking on Select Goals.

Under more options you can you can allow users to hide or show chat or
whiteboard in a combined room, allow private chat access (individuals chat to
other single members by double clicking their name in the participant list),
allow students to use an alias for anonymous chat, and maintain a chat room

log of all the communications that have taken place (available in teach view).

Editing Chat Room properties

From the chat screen, click on the action links menu next to the chat room
and select Edit Properties. Make the necessary changes, not forgetting to
open the more options link to set user permissions before finally clicking

Save.
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Viewing the Chat Room Logs

In Teach Tab, locate the chatroom and click on

the action link. Select View Log\

Discussion

® Go to Chat Room
¢ Edit Properties
% Hide Item

80) View Links to this Item
¥ Set Release Criteria

| B View Log
%! Delete

The discussion tool (also known as a bulletin board) is an asynchronous form

of communication which allows participants to log on whenever they want and

read messages that others have posted and add their own.

To access the Discussion area from the Homepage (in Build view), click on

Discussions on the course tools menu.

@ Course Tools
& Course Contefit
() Assessmentf
2 Assignmel*

% Discussions Q
[} Learning Modules

Your location: Discussions

Create Topic || Create Category

All Topics ( 43 Messages / 28 New )

@) Web Links 0 Il %€ r D Statistical information ¥ (6 Messages / 6 New )
(H) = Hidden from Students ¢

@ Instructor Tools :E - D Evaluating search tools % (3 Messages / 3 New )

@ Manage Course

@ Assessment Manager Er D Master Documents 2 (0 Messages )

3 Assignment Dropbox B
[ Grade Book Ru D
Group Manager =
B Group 9 3 M
Tracking

S Selective Release 3 Regbarch Topic 2 (19 Messages )

Comparing search tools % (6 Messages / 6 New )

research proposal (as an aftachment) to your message.

7 Reference Sources % | (7 Messages / 7Z Ngw )

7T D Leaﬂastvle Questiopnaires % (Hiddey)

returned to you. Some of fyou may agre
may not. Please post a mpssage to thisfis
feelings on the results to four questiofhai

any limitations in the test

Topics View all messages
or new messages.

All My Posts ( 7 Messages )

Please upload your completed master document by attaching it to a message posted here.

)&ewsoaoer reporting exercise ¥ (6 Messages / 6 New )

ease compose a new megsage introducing yourself 34d stating the subject you wish to study for the purposes of your assessment.

(0 Messages )

ou should now have youq completed learpfng styles questionnaires
the findings, some of you
sion board outlining your
f you feel that they are
inaccurate, can you think|of reasons/wvhy they should be i.e. are there
way that they are completed?
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Categories are used to group discussion topics and can be created by clicking
on Create Category. Topics are used to group messages and can be created
from Create Topic. It is not necessary to use categories; topics can be
grouped or un-grouped.

Creating Topics

From the discussions screen, click Create Topic. Enter a title, description and

select whether you wish to show or hide the topic. There are further options
that you can choose before clicking on Save.

1. Gradable — Students discussions can be marked and are therefore made

gradable.

2. Editable Posts — Users can edit their own posts i.e. delete etc.

3. Locked — Users cannot post discussions to locked discussion boards.

These are “read only”

4. Anonymous — Posts to the topic will not include the author’s name.

Posting Messages

Click on Create Message. Enter a subject title and a message and click on

Post. To reply to the message, click the message subject and click reply.
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Create Message Message Subject View all comments
in thread

| Create Message ‘

| Expand All || Collapse Al |

™ Subject 05 Messages

[T =- Feedback from ex&rcise % (New) (# g8 (8 Unread )
(New)

(New)

(New)

(New)

(New)

(New)

(New)

r Re:Feedback from exercise

Re:Feedback from exercise

Re:Feedback from exercise

Re:Feedback from exercise

Re:Feedback from exercise

me m< m< om< m<) w< mwe

Re:Feedback from exercise

-
-
-
r Re:Feedback from exercise
-
-
[

(2 Mark as Read‘ ’ Mark as Unread ‘ ’% Create Printable View

‘Q] Delete‘

To edit a message, select the message subject and click edit message.
Please note that students can only edit their posts if the discussion has been

set to allow Editable Posts in the discussion properties.

To print or save a message or messages, select the message(s) you want to
print, and click Create Printable View. Another pop-up window will appear

with the selected messages with the option to print or save as file.

Locking Discussions

Locking Discussion topics and threads prevents students from posting to the
discussion. They are still able to read any existing messages. In order to lock
a topic, locate the topic you wish to lock from the discussion screen and select
Edit Properties. Under Topic settings, select lock this topic and click

Save.
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Grading Discussions
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i ﬂi Message - Windows Internet Explorer i =]

x|

|| Close this window

Message

Subject: Introduction

Topic: Default Topic
Author: PETER THORNTON

Date: October 25, 2007 2:59 PM

Please reply to this message introducing yourself.

Edit Message {{ Reply

Ssages in the thread | Display Complete Thread

Name

Rating Author Date
Il |8+ Introduction PETER October 25, 2007 2:59
THORNTON PM
i| Close this window
=
Done [ [ [ [N3Localintranet H100% ~ 4

With gradable discussions you can grade the student’s participation in the

discussion while viewing the individual student’s posts, with the option to print

or save these posts. Please note you will need to be in Teach Tab to use

gradable discussions. To grade a discussion topic, locate the topic you wish
to grade and from the Actionlinks menu, click Grade Topic. This will then

show the gradable discussions window where you will be asked to enter the

students score.

Grade Discussions for: Dgfault Topic
Grading Criteria: Numeric oudof 0

Save Grades

ade

< Your location: Discussions » Discussion Activity Overview > Disc Student Post

Student Discussion Posts

Save as File

Author: Demo Student 9150040011 %
Topic: Default Topic
New Messages Posted : 0 (Class Average 0)
Replies Posted : 1 (Class Average 1)
Messages Read : 2 (Class Average 2)

Subject: Re:PowerPoint Evaluation Date: June 8, 2007 11:29 AM

The presentation was given in a clear manner and the presenter made eye contact with the audience
throughout. The pace was a little rushed at the outset, however she soon settled into a more
acceptable speed of presentation. Overall the quality of the visual aids was good, with clear images and
bulleted text. Some of the graphs were very difficult to see at the back of the room however.

View Complete Thread
Save as File

Click Save Grades when all of the scores have been entered.

The results can then be accessed by clicking on the Grade Book button in
the Instructor Tools (in Teach Tab).
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Mail

The mail facility in Courses Online uses features which are common to most
email systems. The difference with this mail system is that it only provides
access to other users who are enrolled on the same module on Courses

Online. To access mail from My Blackboard, click on the Mail Icon.

Change Password | Check Browser | Help | Log out

[

Channels Color Layout 2

This will provide you with the full view of all email for the courses on which
you are enrolled. Clicking on the appropriate course will take you to the Mail
screen for that module.

Alternatively, within each module, you can click on Mail on the Course Tools

Menu.

Folders are listed in the left pane, messages to the right.

Your location: Mail > BUSM1111
B Folders: =
Al[ 1nbox
Create Folder
Create Message I” Auto-refresh | Refres
© sent MN 0 (0) Mark all as: | Read ‘ Show:

© prafts 0 (1) [~ Subject 1 @) Author Date

O Dpeleted Mail 0Q) [~ & Attendance October 2, 2006 5:42 PM

me | om<

[T = Attendance October 2, 2006 5:46 PM

[ = EAO ANDREW HALE % November 6, 2006 12:18 PM

[T & Absence %

November 21, 2006 3:53 PM

[ L& Create Printable View | | %) Delete

ove to: |- Select - ¥ @ i Copy to: |- Select - ¥ @

To create another folder click here. To move a message to another folder,

place a tick in the box next to the message and click the green arrow next to
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Move to or Copy To. You can select the appropriate folder from the drop
down list.
Reading Mail

To read mail, click on the hyperlinked subject heading. The email will open in

a separate window.

/2 view Message - Windows Internet Explorer 10l x|

Close this window previous | next
Message Help
From: »1"2i5° 7 JLiuil 2 Sent: October 2, 2006 5:42 PM
To: All Section Instructors

CC:

Subject: Attendance

Hi thi= iz Ll O 0 Tdidnt acierid en the firg® thuredav sessizn due to & 2e off o i’ ment. i did
howev ot atiand ing - Lwegaay e on Dredites, 10 L o W N0t niss ey infuni3te - T ape Wis s o
zied e at e szminar at 3rm tus thurs day.

thanks

l Reply i | Reply to All | | Forward ‘ 1 Print ‘ I Delete

Close this window previous | next

Once you have read your email, you have the usual options to reply, reply to

all, forward, print and delete.

Creating a Message

In mail, click Create Message. A new window will open.

10
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To select the relevant person(s), click on Browse for Recipients. If you wish
to create a simple text message, type your message here.

ﬂi Create Message - Windows Internet Explorer

/ 1=
/ pelp 2

/

"' High priority

If you wish to use
enhanced editing
similar to that of a word
processor, turn the
HTML Creator On.

an

Create Message
[ Browse for Recipients...
*To: I
CC: |
BCC: I
*Subject: |
*Message:
HTML Creator  oOn & Off
Use HTML Insert equation:INew 'I b
Attachments? | Add Attachmen
Send | Preview l Cancel ‘ l Sa
* Requiyed field

Mail Forwarding

You can also add
attachments by clicking
here. The familiar content
browser window will

appear.

It is possible to auto-forward your mail from your Blackboard Modules to

another email account. In My Blackboard, click on My Settings and select

the My Tool Option Tab. You can then select Forward all email messages

to the email address in my profile.

11
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/2 Blackboard Learning System - Windows Internet Explorer —18] x|

@f‘/ - [& 1 dowebct =[] [so0se 2

% & | & Blackboard Learing System 7 v B) - 0 - [hPage v G Took +
My Settings | Help | Log out
University My TOOI
o/ of Worcester .
Options

[SEETTCC | Administration | | Content Manager

Welcome, PETER THORNTON . Today is October 26, 2007 8:42 AM BST. Channels | Color | Lavout | @

- |

Tool Options apply to all of your courses and let you specify default settings for certain course tools. Default settings are always in effect when you first log in, but you can change
the setting on a course-by-course basis while working with a tool. You may not have access to some or all of these tools.

Calendar

Preferred view: |Month x|
Week begins on: [Sunday =

Discussions
P Mark my own posts as read

View:
@ Threaded
€ Unthreaded

Show new messages or threads at

@ Top of list

€ Bottom of list .
Mail

Show messages:

@ bmesaony — Forwarding

Fonts

Font size: [System default 7]
Font type: [System default 7] —

HTML Creator
I Start the HTML Creator by default

Language

My Language [System default ~

Mail
Mail forwagdin
I~ 42rd all mail messages to the e-mail address in my profile

Show messages:

@ al =l
plet bt platform.tooks.dragnd [T T [ S3tocalintranet [®io0% -
start| O] b | ) worki ... | 4 eleaming f knowledoe ... | i Fseacnvetor L [«[OD, SR iz

Calendar

Using the Calendar

The calendar allows students and tutors to create and view schedules. The
calendar uses two types of entry. Course entries can be created that are
either public (viewable by everyone on the module) or private (viewable only
in your own calendar).

Public Entry

< Your location: Calendar » View Month

% The new entry was added successfully.

l Add Entry ‘ | Create Printable View ‘ l Calendar Settings ‘ l Disq{ay New Entries || Delete All || Delete a Range

& June 2007 &

June ~|,|2007 | ® View: |Institution + All courses + personalj >

Sun Mon T Wed Thu Fri Sat
Vie 27 28 29 30 31 1 2
ew s
Week M Participant
conference
4 5 =1 z 8 9
11 12 Today 13 14 15 16

B Communications

Entries in italid\are private entries.

Select Week View Private Entry (in italics)

12
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Adding Entries

{2 Blackboard Learning System - Windows Internet Explorer -8 x|
@; v [& ac. wlc4130011 linFrame. dowebet =1 [#2)[x | [coogte P~
9% 4 B Blackboard Learning System
My Blackboard | Accessibility | Help | Log out
University
o/ of Worcester
Teach Student View TEST AREA - PETE THORNTON
@ Course Tools < Your location: Calendar > View Month
£ Course Content calend
& Announcements
Assessments [ Add Entry H Create Printable View H Calendar Settings H Display New Entries || Delete All || Delete a Range
Calendar )
Month | Week | Day View: [This course only =l e
&) Chat ‘
@ October 2007 %
¢ Discussions
[ Goals q October x|, [2007 x| &
[ Learning Modules l‘ Sun Mon Tue Wed Thu Fri Sat
& wa | View 30 1 2 3 4 s s
& Mail Week
) view z s B 10 1 12 13
&) Web Links Week
. View 14 15 16 17 18 19 20
Who's Online = == =2 — at -2 il
3} Week
(H) = Hidden
21 22 23 24 25 26 Toda 27
@ Designer Tools quiz 1
View q
@3 Manage Course Week Don't forget to do
ETeY the quiz
B File Manager
i 9 more..
Grading Forms -
& Y View 28 29 30 31 1 2 3
{3 Selective Release Week
Entries in italic are private entries.
|
(Applet com.webct.platform.tools.dragndrop.common. DetectPluginApplet started [T [T [ [ [N3tocalintranet [®100% ~
#)start| | O] inbox - Microsoft Outlook _| 1] working with groups 2.7... | @ eLearning { Knowledge B... | [ 2 Blackboard Learning ... S seachveskon (2. [« A[0]Q OB 0855

You can add Public or Private Entries by clicking on the Add Entry button.
Once the essential title has been input, a description is optional and then the
start and end dates can be set. Under More Options it is possible to link the
calendar entry directly to another area of Courses Online i.e. the entry could
read “Don’t forget to submit your assignment”, which would then link the
student through to the assignment box. Alternatively the entry can be linked to
an external url. Recurring entries can also be added so that they display every
day or every week for instance. Click Save to add the entry to the calendar.

13



Working and Communicating with Groups Online

Who’s Online

This facility enables users to chat with others who are logged into a course at

the same time. It is similar to some other forms of “messenger” software

currently used for online communication.

Student View

Teach

@ Course Tools
&y Course Content

8 Announcements

Your location: Who's Online

Who's Online

My Status: | Visible/Available 'I Update

&) Assessments
Calendar

Number of users online in PETE THORNTON : 1

& G Ngile Role Available Online Since

@ Discussions ) ) )

La el [~ JPETER THORNTON Section Designer , Section Instructor Yes October 26, 2007
4 Goals

@ Learning Modules l‘ | Send Chat Invitation

L Mail

&% Roster

@) Web Links
[®] Who's Online

Inviting Members to Chat

Users can invite others to chat by clicking Send Chat Invitation. A pop up
screen will then appear asking you to type an invitation message. Once you
have done this click Send. Your request will then appear on the “distant”

desktop. If they choose to accept, a “Chat” window will appear.

You can also set your status

Your location: Who's Online
My Status: |Visiblef"Avai|able
Visible/Available !
£ Visible/Unavailable

to visible/available,

.. N Number o . ORNTON : 1
visible/unavailable and Invisible
Name Role
inViSibIe- When y0U have [~ PETERTHORNTON Section Designer , Section Instructor

set your status from the drop/Eﬂ @ Send Chat Invitation
down arrow, click Update.

Announcements

The announcements tool enables tutors to create and store all module
announcements in one location for easy access by students. In addition, the
announcements can be delivered as pop-up messages when a student

selects the course from their My blackboard page.

14
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Creating Announcements

ﬁ 0 B DO

&y Course Content | ¥

Click on announcements in the Course Tools Menu.

g\\ Announcements

You will then see the Create Announcement screen detailing listings of
previous enouncements.
L Create Announcement

Order &+ Title Post Date Status

1 IE T N Test Message % June 12, 2007 4:44 PM Sent

X Delete

Click Create Announcement.

< Your location: Announcements > Create Announcement
Create Announcement

To: PETE THORNTON
“Title:

Enter a title and your
message.

“Message: HTML Creator ¢ On @ Off

Select the recipients from the

" Use HTML

list and set your delivery

Recipients
Select the user types that should receive this announcement.
[~ Select All Roles

dates. N.B. Students are not

Section level

Selected by defaU|t YOU MUST ¥ Section Instructor
¥ Section Designer
remember to tick the box next I Teaching Assistant
Student
tO Student ™ Auditor

Delivery Dates

Start displaying on: [3une | ,TLI , [2007 =] m 3|57_L| m
Finally if you wish the message Stop displaying on: @ ever
to be dellvered aS a pop_up! \>|_ Also deliver as a pop-up message

check the box before clicking [ Cancel

Required field
Send.

N.B. Once an announcement has been sent, it cannot be edited.

15
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Group Manager

The group manager allows you to place students into groups to allow them to
work collaboratively on group assignments. The students can be chosen for
the groups individually or they can be randomly assigned. In

d Teach

® Course Too addition, students can use a “sign up sheet” that will enable

fy Course Content

«

them to sign up to a particular group. Once the groups have

8 Announcements

Assessments
Calendar a
&) chat can be utilised within these groups to facilitate

5 Discussions
e “  communication i.e. a discussion topic can be created which
[ Learning Modules  ©
Q Mail only members of a particular group will be able to contribute

&% Roster ) . o
&) Web Links o to. The group manager tool is only available within Teach

been established, the courses online communication tools

[®] Who's Online

(H) = Hidden Tab'
@ Instructor Tools

g Manage Course

Assessment Manager
[ Grade Book

Grading Forms

&) Group Manager x

Tracking
{25 Selective Release

Creating Custom Groups
Custom groups enable the tutor to create specific group names and control
the members who are assigned to the groups. Members can be added to the

group while it is being created, or they can be added later.

Click on Group Manager (from within the Teach Tab). From within the Group

Manager screen, click Create Groups.

The create group screen will appear.

16
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Select Create Custom Group and click on Continue.

= 42} %] [so0gt Ll
BB - B - [dreoe - @ ook - 7

My Blackboard | Accessibility | Help | Log out

University
M\ of Worcester
uil eac! uden

TEST AREA - PETE THORNTON

mbers to the groups?

p and choose the members you want to add to it.)
ips
ips to which you can add members Iater or create groups in which Students are randomly distributed.)

€ Create groups with sign-up sheets
(Allow Students to select the groups they want to join by using sign-up shests.)

Continue | [ Cancel

[
T T R et [ -

istart| (O] o) | Y untied - Paint Sseacnveioon L [« ACIIR 099

The Create Custom Group window appears.

Enter the Group Name and an optional description. You can now save the

group settings and add members later, or click Add Members.

This will open the Add Members screen. Select the tick box next to the

students you wish to add and select Add Selected.

Finally click on Save.

Creating Multiple Groups

Multiple Groups can be created empty, with the members being added at a

later date, or the groups can be created with randomly assigned students.

From the Group Manager screen, click Create Groups. From the Create

Groups screen, select Create Multiple Groups and click Continue. From the

17
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Create Multiple Groups screen, enter the Word or phrase all group names
start with, and an optional description.

age + (0 Tools ~

My Blackboard | Accessibility | Help | Log out
University
o/ of Worcester

TEST AREA - PETE THORNTON

anager > Create Multiple Groups

Create Multiple Groups

Group Info
All grou
En

will start with the same word or phrase, followed by a uniqu:
ase that wil be used in al
the phrase Chemistry

e number.
Il group names in the text box below
Lab, the default group names will be Chemistry Lab 1, Chemistry Lab 2, etc.

E

& who's Online
() = Hidden

How Should the Groups Be Created?
€ Create empty groups, and add members later

Number of groups:

@ Create full groups, and randomly distribute Students

Students
There are 1 Students cu

in this class, including the demo Students
ne of the groups
s the Section Instructor to experience the full course by using the Student View tab.

I™ Include the demo Stu;

(Including the demo Stu

Set Up Groups
@ By number of groups:

€ By number of Students per group:

What Should Be Done with Any Extra Members?
@ Distribute extra members among the groups.

T R e CEr T T T o [ =,
@ start| (@ Google Mai - Inbox - Mo... | |5 Inb | i ) . PAPERE

Under How Should the Groups be Created you have the option of either
creating empty groups and adding the students at a later date, or you can
create the groups and randomly assign the students. To add your students at
a later date, select Create Empty Groups and add members later. Enter the
number of groups you wish to create and click Continue (ignoring any other
options). Click Save.

To create groups with randomly selected students, select Create full groups
and randomly distribute students. Select the appropriate settings for the

remaining options and Continue.
The Confirm Created Groups screen will now appear. You can change the

students assigned to groups by clicking Shuffle Members. Click Save to

create the new groups.

18
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Creating Sign-Up Sheets

Students can add themselves to groups using sign up sheets. The tutor
controls the maximum size of the group and chooses whether to let students
see who else has signed up. To create a sign up sheet, click Create Groups
(from the Group manager screen). Select Create Groups with Sign-Up
Sheets and click on Continue.

/2 Blackboard Learning System - Windows Internet Explorer B -8 x|
G- : gy =[x [ooos o

U8 @ § Blackboard Learning System

My Blackboard | Accessibility | Help | Log out
University
o/ of Worcester
Build [T  Student View TEST AREA - PETE THORNTON
anager > Create Groups with Sign-Up Sheets
Create Groups with Sign-Up Sheets
art with the same word or phrase, followed by a unique number.
rase that will be used in all group names in the text box below
e phrase Chemistry Lab, the default group names will be Chemistry Lab 1, Chemistry Lab 2, etc.
ase all group names I
Maximum Students per group  —
Student view: I Allow Students who have not yet joined a group to see the names of group members. After Students join a
group, they will see a list of group members.
Sign-Up Sheet Settings
Students join a group by clicking a sign-up sheet, which is placed in a folder.
Sign- [
Sign-up sheet instructions | =
Place the sign-up sheet link on: [~ Select - 7]
This is where the Students will go to choose the group they want to join.
Con el |
Requ eld =l
plet bet. platform. tools. dragndr [T [ N3tocalintranet [®w0% -
@ start| (@ Google Mai - Inbox - Mo... | |5 Inb | i ) . & [« AXO] @) 0921

In the Create Groups with Sign-Up Sheets Window, enter the number of
groups required, a word or phrase to start the group names with, an optional
description and the maximum number of students per group. In addition you
can select the tick box to allow students to view member’s names before
signing up. Now, enter the sign up sheet title and instructions under sign-up
sheet settings. Finally, select the folder where you wish to place the sign up
sheet and click on Continue, and then Save.

Sending Mail to Groups

Once groups have been set up, email messages can be sent to all members
of those groups from the Courses Online email tool. Messages can also be
sent to all members from the Group Manager tool.
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In group manager, select the group(s) you want to send a message to and
click on Send Mail. The Create Message Screen appears with the group
members already added to the To: field. Enter a subject, text and add any

attachments before clicking on Send.

Creating Group Activities

Group activities can be created from the group manager tool and consist of
group discussion topics and group chat and whiteboard rooms. To create
group activities, select the group(s) from the Group Manager Screen. Click on
the drop down box next to Create Group Activity and select either discussion

topic of the chat/whiteboard room.
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Then click on Go (the green arrow). The Create Discussion Topic or Create
Chat and Whiteboard Room screen appears. Create the discussion topic or
chat/whiteboard and click on Save. A confirmation that the group activity has

been created will appear.

Summary

This guide has provided you with the basic information you need to begin
working with groups in Courses Online. There are many more options
available than there has been space to discuss in this guide, however, for
more in depth guidance you can use the context-specific help screens in
Courses Online by clicking on Help in the main menu. Alternatively, contact
the E-learning Team at eos@worc.ac.uk for further guidance or an individual

tutorial.
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