Modifying (Editing) Group Settings

Group settings, such as name, description, and group members can be modified. 

Step 1: [image: image1.jpg]


Click the Teach Tab.

Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.

Step 3: Click on the group’s ActionLinks icon[image: image12.png]


. A menu appears.
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Step 4: Click Edit Group.

Step 5: After making modifications, click Save. 

Deleting Groups

Groups can be deleted several at a time or on an individual basis.

To delete several groups at once:


Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: To delete all the groups, check the box next to Group Name. Or to pick and choose groups to be deleted, click on the box next to a group’s name.
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Step 4: Click Delete. A confirmation message appears.

Step 5: Click OK.

To delete one group:

Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: Click on a group’s ActionLinks icon[image: image4.jpg]


. A menu appears.
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Step 4: Click Delete. A confirmation message appears.
Step 5: Click OK.
Adding Group Members

Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: Click on the group’s ActionLinks icon[image: image6.jpg]


. A menu appears.

Step 4: Click Edit Group.

Step 5: Click Add Members. 

Step 6: To add all students, click Add All. To pick and choose, click on the box next to the student’s name then click Add Selected.

Step 7: Click Save.

Removing Group Members

Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: Click on the group’s ActionLinks icon[image: image7.jpg]


. A menu appears.

Step 4: Click Edit Group.

Step 5: Under Membership Information, select each member and click Remove Selected.

Step 6: Click Save.

Creating Discussion Topics for Groups

If the Discussion tool has been added to the course, discussion topics can be created for groups.

Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: Select the group(s) by checking in the box next to the name(s).
Step 4: From the Create Group Activity menu, select Discussion topic and click the Go icon [image: image8.jpg]


 next to it.
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Step 5: After filling in the specifics for this discussion topic, click Save.
Sending Mail Messages to Groups

If the Mail tool has been added to the course, mail messages can be sent to individuals within groups.


Step 1: Click the Teach Tab.
Step 2: In the Course Menu, under the Instructor Tools heading, click Group Manager.
Step 3: Select the group(s)
· To send to one group

a. Click on the group’s ActionLinks icon[image: image10.jpg]


. A menu appears.
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b. Click Send Mail.

· To send to more than one group

a. Check the boxes next to the names of the groups
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