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OVERVIEW

In this module,y ou 6 | | use Group Manager to easily create
to set up private group discussion boards and chat rooms. You will also learn to create
group sign-up sheets that allow students to select which groups to join.

With the Assignments tool, youodll <create indivioc
custom assignments with different instructions for each individual or group receiving the
assignment . Youol | al so |l earn t oe raview grade,e Assi gnr

and publish submitted assignments.

Topics

Group Manager
- Creating Random and Manual Groups
- Creating Group Sign-up Sheets
- Creating Group Activities

Assignments
- Creating and Editing Assignments
- Grading and Publishing Assignments

- Reviewing Assignments Offline

:,{C:) Learning Outcomes

After completing this module, you will be able to:
create groups or sign-up sheets to allow students to add themselves to groups

create group activities such as discussion topics and chat rooms

use Assignment Dropbox to grade and publish assignments

1
1
1 create, edit, and assign assignments to individuals or groups
1
1 compile assignments to export and review

1

associate a grading form with an assignment.
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GROUPMANAGER

Research shows that group work improves critical thinking and problem-solving skills
through discussion, clarification, and evaluation of others' ideas. The Group Manager
tool allows you to create and edit groups to allow students to work on projects within a
group setting.
With the Group Manager tool, you can:

9 create groups where students are individually chosen or randomly assigned

1 create groups with sign-up sheets that allow students to sign up for groups or
projects

1 send mail messages to all members of one or more groups

9 create discussion topics and chat rooms for groups to facilitate group
communication.

Once groups have been created, with the Assignments tool, you can:

9 create assignments that are assigned to groups, allowing students to work
collaboratively or cooperatively

1 create assignments that are assigned to individual students, but provide
different instructions to groups of students.

Your location: Group Manager
Create Groups

[T Group Name i sign-Up Sheet Title Description Members

w

[T Exam Rewview -- Marshall Hall, &:00
Friday - Bring your
notes and food to

share!

| E Send Mail| | [# Remove all Members | | %) Delete

Create Group Activity: I— Select - j b

Instructor View of Group Manager

The Group Manager Tool by Tab

Teach ] The Group Manager tool is only available from the Teach tab.
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Types of Groups

Group Manager allows you to create groups and assign members to them in several
ways. Choose the type of group and a method based on your needs.

I f you want to ¢é Select this group type:
1 create a single group custom
9 individually choose group members
i create unique group names
91 create multiple groups multiple
9 individually choose group members or
assign members randomly
1 create single or multiple groups sign-up sheet
9 allow students to assign themselves

Creating Custom Groups

Create custom groups to specify your own group names and control the members who
are assigned to the groups. When you create a custom group, you can add members
when you create it, or you can add members later.

Y

To create a single custom group:

1. From the Teach Tab, under Instructor Tools, click Group Manager. The Group

Manager screen appears.

2. Click Create Groups. The Create Groups screen appears.

3. Select Create Custom Group and click Continue. The Create Custom Group

screen appears.
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4. In the Settings section, enter the Group name. You can also enter
description,i f youdd | i ke.

a Group

Create Custom Group

Settings

*Group name: ICuIturaI Anthropoly Group A

Group description: Group A's research topic is the influence that language has on =

gender roles within a culture.
|

Membership Information

This group is currently empty. To add members to this group, click Add Members.

I Save ] } Cancel } : Save and Create Another Group
* Required field

5. If you want to add students to the Add Members
group, click Add Memb_ers- The ] ‘ Find Members | [ Show All Members E
Add Members screen displays a list : .
of members [J LastNa &r N " —
: You can search for
W Ahned specific section members
6. Select the check box next to the . ¥ arthur Boroditsky  aboroditsky Student
members you want to add and click ‘
Add Selected [T Chu Wai Wah waiwahchu Student
[T Dion Sylvie sdion Student‘
7. Click Save. 4 s ‘
[T Gibson Logan Igibson Student
[T Kennedy Kieran kkennedy  Student
V¥ Koutsodimos  Ari akoutso Student‘
¥ Parmak Rae rparmak Student‘
@
1]L21)H of 2 | Items 1..10 of 12
[ Add all | [ cancel |
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Creating Multiple Groups

To create multiple groups, you can either create empty groups, and select members
later; or you can create groups with randomly assigned students.

Y To create multiple groups and assign members later:
1. From the Group Manager screen, click Create Groups.
2. Select Create multiple groups and click Continue.

3. Under Group Information, enter the word or phrase all group names will start
with. Optionally, add a default description for the groups.

Create Multiple Groups

Group Information
all group names will start with the same word,or] Group names generated will be Cultural

Enter the word or phrase that will be used jf all| Anthropology Research Project 1, Cultural
For example, if you enter the phrase Chepfistry | Anthropology Research Project 2, etc. )
Chemistry Lab 2, etc.

*Waord or phrase all group

names: start with: ICuIturaI Anthropology Research Project

Default description: The research proiects for the cultural anthropology section of 2l
the course are assigned to groups of three.|

-

4. Under How Should the Groups Be Created, select Create empty groups, and
add members later.

5. Enter the number of groups you want to add. Ignore the remaining options in this
area and click Continue.

6. Click Save. The list of groups appears.

7. From the ActionLinks menu for one of the groups, select Edit Group.

Group Manager

Create Groups

O Group Mame < Sign-Up Description Members
Sheet Title
O Big Bang Sign up For

Theory & Group Project

O Farmoig —
.-'t-a'.roru:[u’ Edit Group
O Planets) <* Edit Sign-Up Sheet |
Resear] & Send Mall

) x Delete
| @ Sen - Nembers x Delete

L

Create Group Activity: [- Select = (>

8. Click Add Members, make your selections, and click Add Selected.

9. Save. The Group Manager screen now displays the members you selected.
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Y To create multiple groups with randomly selected students:
1. Follow steps 1 through 3 above.

2. Under How Should the Groups Be Created, select Create full groups, and
randomly distribute Students.

3. Specify:
1 whether to include the demo student in a group
91 the number of groups or the number of students per group

1 what to do with extra members that do not fit into the randomly generated
groups.

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

Number of groups: | Including the demo student

allows you to see the project

@ Create full groups, and randomly distribute Students .
from the Student View

Students
There are 11 Students currently enrolled in this class, jJcluding the demo student.

i Include the demo student in one of the groups
Q(Including the demo student allows the Instructor to experience the full course by using the Student
View tab.)

Set Up Groups

O By number of groups: |

@ By number of Students per group: |3

What Should Be Done with Any Extra Members?

@ Distribute extra members among the groups.

© Put extra members in their own group.

© Leave extra members to be added manually to groups.

. i I
Continue | | Cancel |

* Required field

4. Click Continue. The Confirm Created Groups screen appears.

5. If you want to change the students assigned to the groups, click Shuffle
Members.

6. Click Save. The new groups are created.

© 2008 Blackboard Inc. 9 Groups and Assignments



Creating Groups with Sign-Up Sheets

Sign-up sheets allow students to add themselves to groups. However, you control the
maximum size of the group and whether students can see who has signed up.

Y To create a sign-up sheet:
1. From the Group Manager screen, click Create Groups.

2. Select Create Groups with Sign-Up Sheets and click Continue.

Create Groups with Sign-Up Sheets

Group Settings

All group names will start with the same word or phrase, followed by a unique number.

Enter the word or phrase that will be used in all group names in the text box below.

For example, if you enter the phrase Chemistry Lab, the default group names will be Chemistry Lab 1,
Chemistry Lab 2, etc.

*Number of groups: 3

*wWord or phrase all group names start with: lArchaeology Project

Default description: Students must sign up for the archaeoclogy project of their =
choice. Groups are first come, first serve.
=
*Maximum Students per group: |5
Student view: W&Allow Students who have not yet joined a group to see the
artes of group members on the sign-up sheet. {Whether this

option is selected or not, after Students join a group, the names
of their group's members will appear on the sign-up sheet.)

3. Under Group Settings, enter:
the number of groups to create
the base name for the group

1

1

1 a description of the group (optional)

1 the maximum number of students per group.
C

hoose whether to allow students to view gr o
up.

5. Under Sign-up Sheet Settings, enter the sign-up sheet title and instructions for
students.

6. From the Place the sign-up sheet link on drop-down list, select the folder
where you want to add the sign-up sheet and click Continue.

7. Click Save.
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Sending Mail to Groups

Once you set up groups, you can quickly send a mail message to one or more groups.
You do not need to select each group member individually. You can also send a
message to all members from the Group Manager tool.

Y To send a mail message to groups:

1. From the Group Manager screen, select the groups you want to send a message
to and click Send Mail. The Create Message pop-up screen appears and the
group members appear in the To field. You can Browse for Recipients to include
additional recipients.

W Cultural Anthropoly  -- Group A's research
Group & % topic is the influence
that language has on
gender roles within a
culture,

@ [= Send Iygil| | [® Remave All Members| | %) Delete ]

Create Group Activity: |- Select - El ié

2. Enter the Subject and Message and click Add Attachments to add any files you
want to include with the message.

3. Click Send. The message is sent to the group members.
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Creating Group Activities
With the Group Manager tool, you can create the following activities:
9 group discussion topics

1 group chat and whiteboard rooms

Y To create a group activity:
1. From the Group Manager screen, select the groups.
2. From the Create Group Activity drop-down list, select either Discussion topic or

Chat/whiteboard room and click the Go icon. The Create Discussion Topic or
Create Chat and Whiteboard Room screen appears.

[V Cultural Anthropoly — -- Group A's research
Group & % topic is the influence
that language has on
gender roles within a
culture,

| = Send Mail| | [% Remove all Members| | %) Delete || { Click the GO icon after
_________ e 1 —— choosing an activity

Create Group Activity: |Discussion topic _*_'_I
- Select -

B 0 &
Chat/whiteboard room

3. Create the discussion topic or chat/whiteboard room and click Save. The Group
Manager screen appears along with a message confirming that the group activity
has been created.

Note: For chat and whiteboard rooms, if you have selected multiple groups, you
can select whether you want to create a single room for all of the groups or
separate rooms for each group.
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ASSIGNMENTS

The Assignments tool allows you to create and manage group or individual assignments

efficiently:

1 Create two types of assignments: text-with-attachments and website.

1 Specify that an assignment is gradable to automatically create a corresponding
column in the Grade Book.

9 Publish student submissions to the entire class, giving students the opportunity
for peer review. You can also allow students to publish their own work.

1 Allow students to take back and edit submissions.

T Attach documents to assignments. Students can also attach documents to their

submi ssions, which @amdelde bras\kioewd dcamdnilc al

The Assignments Tool by Tab

Build 1 From the Build tab, you can create assignments.

Build ] From both the Build and Teach tabs, you can:

1 edit assignments and their properties
Teach

9 assign assignments to existing section members and groups.

j From the Teach tab, you can grade and publish assignments and create
Teac

printable views.
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Assignment Types

You can create two different types of assignments.

Text-with-attachments: Students submit responses by entering text directly into a text
box that appears beneath the assignment question or requirements. The HTML Creator
can be used to easily format their responses in HTML. Students also have the option of
uploading and attaching files.

EXAMPLE For an English Literature course in which you want students to submit
an essay on a novel covered in class, you could create a text-with-
attachments assignment. In the instructions, you could inform students
of the length of the essay and any other requirements. Students would
then upload their essays and attach them to their submissions.

Website: Students submit a website by uploading a zipped collection of HTML files.
They are prompted by the Assignments tool to indicate which page is to be used as the
index page (start page).

EXAMPLE For a Web Design course, you could create a website assignment called
Learning HTML. In the instructions, you could outline the requirements
of the assignment, such as the HTML tags you want students to use,
and provide an attached HTML file as an example. Students would then
upload a zipped collection of their HTML files and attach them to their
submissions.

Your location: Assignments
Inbox | Submitted | Graded | Published

hssignments that you have been assigned and submissions that have been returned to you for editing.

Q Novelists of the Twentieth Century Web Site %
Statud\bndividual Mot Started (Due May 1, 2005 12:00 PM )

Student will work individually to create their own web sites, but groups of students will be assigned to a specific genre, such as
post-rmodern fiction, etc.

Student View of the Assignments Tool
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Collaboration Options

Assignments can be assigned to individuals or to groups. Select an option based on

your goals for the assignment.

same instructions or
receive additional
customized
instructions

I f you want é |Selectthis option: | Example

i students to work and All Students For an Education course, create a
be graded individually | Individually gradable text-with-attachment

assignment instructing students to

9 all students to receive submit a lesson plan based on a
the same instructions favorite childre

students receive the same
instructions and submit individual
lesson plans for grading.

T students to work and All Students For a Biology course, you create a
be graded individually | Individually with text-with-attachments assignment

Create additional for a research paper on one of five

9 groups of students to sets of instructions | different topics. Students can sign-
receive different sets for groups of up for the group they are most
of instructions Students selected interested in, but students work

individually, submit their own
research papers, and receive their
own grades.

9 students to work in Groups of Students | For an Art History course, create a
groups and be graded website assignment called Artists
as a group of the Renaissance and assign it

to groups of students. In the

9 groups to receive the assignment instructions, outline

the basic requirements, such as
the amount and type of
information.

Assign each group a different
artist and give each group unique
instructions.

Each group submits one website,
and all students within one group
receive the same grade.
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Creating Assignments for Individual Students

You create assignments from the Build tab. Regardless of the assignment type or
collaboration options, the basic process for creating assignments is the same.

Settings are grouped into areas: Basic Settings, Grading, Dates, and More Options.

Y To create an assignment for individual students:
1. From the Build tab, under Course Tools, click Assignments.
2. Click Create Assignment.

3. Enter the assignment &en viSibility mestba sedaftebe scr i pti on
assigning to students.

4, Enter the Instructions. If desired, click Add Attachment, and locate and select
your file.

5. Under Student submissions format, select the assignment type.

6. Under Assignment recipients, select All Students individually.

Assignment recipients
& Decide later {Save assignment as a draft and send it later)
™\
®)

All Students individually

Create additional sets of instructions for groups of Students

(O Groups of Students

7. Select whether you want to Show or Hide the assignment (scroll back to Item
Visibility).

8. Under Dates, select the date and time when the assignment is due, as well as
the cutoff date.

Dates
* Due Date {Submissions are accepted after this date but are marked 'late")

|07/11/2006

@ [12:00 PM
' Select this option for due

[J Create a corresponding event in the Calendar tDDI/ date to automatically

appear in the Calendar

* Cutoff Date (Submissions are not accepted after this date and are marked 'missed')
07/18/2006

@ |12:00 PM

© 2008 Blackboard Inc. 16 Groups and Assignments



Note: Assignments submitted between the due date and cutoff date are marked
as nl ate. o

9. Under Grading, select Allow the assignment to be graded and select whether
you want the assignment to have a Numeric or Alphanumeric grade, or to be
graded based on a Grading Form. For numeric grades, enter the maximum
grade.

10. Expand the More Options area and make your selections. See Specifying
Additional Options below for details.

11. Click Save.

Specifying Additional Options

In the Create Assignment screen, you can click the More Options icon to select the
following optional features:

T You can release studentsd6é grades for the
assi gnment Ading Grade Boekgumn visible to students.

T You can allow students to take back assignment submissions submitted before
the due date in order to edit them.

Note: Assignments with this feature enabled are not gradable by the instructor
until after the due date.

1 You can allow students to publish their own submissions.

1 You can notify the instructor by email when a student submits an assignment.

What 6s New

Time Zone Support Time Zones are now configurable at the Institution
level, which helps instructors in administering
assignments.

For exampl e, an instruct
availability beginning at 4:00 P.M. Eastern Time. A
student has set the local time zone in My Settings to
Pacific Time. The assign
displayed to this student as 1:00 P.M. Pacific Time.

In addition, the time will automatically adjust for
daylight savings time.
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Sending Special Instructions to Select Groups
When you create an individual assignment, you can send special instructions to certain

groups. Students will still work individually and be graded individually.

IMPORTANT Before you utilize groups in conjunction with assignments, the groups
must already be created. You can view existing groups or create groups
from the Group Manager tool.

Y To send special instructions to certain groups when creating an individual
assignment:

1. Follow steps 1 to 5 in ATo create an

2. Under Assignment recipients, select All Students individually and select
Create additional sets of instructions for groups of Students.

3. Click Select Groups. The Select Learning Groups pop-up screen appears
displaying any existing groups.

Assignment recipients
¢ Decide later (Save assignment as a draft and send it later)
@& all Students individually

Create additional sets of instructions for groups of Students \787197!@}
Novelists of the Twentieth Century 1 [B
MNovelists of the Twentieth Century 2 (%
Novelists of the Twentieth Century 3 [p

\i Edit group instructions |

¢ Groups of Students

4. Select the groups to which you want to send the assignment and click Continue.
The Additional Instructions pop-up screen appears.

5. Enter the specialised instructions you want each group to receive. To include a
file, click Add Attachments and locate and select the file.

Additional Instructions
Enter instructions and/or attachments for any or all of

Novelists of the Twentieth Century 1
Additional Instructions

Group 1: Your genre is post-modern science fiction &l

:I
ﬁ.d!‘ﬂ,.ﬂ.ttachrnenfﬁ
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