
How do I use the Advanced Group Management Tool? 
How do I use my Course Documents area??   

   

Step 1.  Access the Advanced Group Management Tool. 
 

  Enter the Advanced Group Management Tool in the Course Tools 
area through the Control Panel. 

   
 

 
 
 
 

  Go to Step 2.
 

Click Advanced 
Group Management 
in the Course Tools 
area of the Control 
Panel. 



 

 

Step 2.  Add a group. 
    

• Click Add Group and then assign a name and description.  

• Check the features you want the group to use (e.g., Discussion 
Board, Email, Virtual Classroom, etc.), and then click Submit. 

 

 

 

 

 

 

 

 

 

When you click Add Group, the screen below will appear. 

 

 

 

 

 

 

 

 

 

 
  

Go to Step 3.

Click Add Group. 

Assign a Group 
Name and 
Description.  

Check the features 
you want the group 
to use, and clic
Submit. 

k 

 



 

 

Step 3.  Assign users. 
   

From the Group Management screen, select one or more groups to 
which you want to assign users, then click View/Assign Users. 
 
NOTE: Once groups are made and users are assigned, forums 
must be created in each group before students can post entries. 
See directions in the instructor manual on how to create forums. 
 
 

 
 
 
 

  Go to Step 3a or 3b.
 

   

From the Group 
Management 
screen, select one o
more groups to 
which you want to 

r 

assign users. 

Click View/Assign 
Users. 

 

http://company.blackboard.com/docs/cp/learning_system/release6/instructor/Add_Modify_Forum.htm


 
 

Step 3a.  Assigning users to a single group. 
   

• Scroll to the bottom of the Assign Users screen and  
select Modify. 

• On the next screen, select users and then click Submit.  
 

   
 

 
 
 
When you click Modify, the screen below will appear. 
 

 
 
 
 

  Go to Step 4.

Scroll to the bottom 
of the Assign Users 
screen and select 
Modify.  

Select users and 
then click Submit. 

 



 

 

Step 3b.  Assigning users to multiple groups. 
   

When assigning users to multiple groups, instructors have a choice 
of randomly assigning all users to various groups or selecting 
specific users for each group. 
 

To randomly assign users: 
• Select the "Perform random user assignment" link on 

the 2. Modify section of the Assign Users screen.  

• On the Random User Assignment screen, type in the 
number of students to be assigned in each group. The 
total must equal the total number of users. Then click 
Submit. 

 

 
 
 
When you click Perform random user assignment, the screen 
below will appear. 

 
Continue Step 3b.

Click Perform 
random user 
assignment. 

Type in the number of 
students to be 
assigned in each 
group. 

 



 

 

Step 3b. (cont.) 
 To select users for multiple groups: 

• Click Modify on the Assign Users screen.  
• On the next screen, select users and then click Submit. 

 
   

 

 
 
 
When you click Modify, the screen below will appear. 
 

 
 
 
 
 
 
 
 
 
 

Go to Step 4.

Click Modify. 

1. Select users to 
be assigned. 

2. Then click 
Submit. 

 



 

 

Step 4.  Return to Group Management screen. 
   
  When you click Submit, you have completed the process and will 

see the screen below. Click OK to return to the Group Management 
screen. 
 

 
 
 

  End.

Click OK to 
return to the 
Group 
Management 
screen. 

 

 


	Go to Step 4.

