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Objectives
• At the end of this workshop, you will be able 

to:
• Explain Group Manager tool (overview)
• Identify the Types of Groups
• Create Groups or Sign-Up Sheets.
• Send Mail to Groups
• Create Group Activities
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Group Manager tool
• Allows you to create and edit groups to allow 

students to work on projects collaboratively.
• Replaces Student Presentations in CE 4.1.
• Available only from the Teach tab.

Types of Groups
• Custom

• Create a single group
• Individually select group members
• Create unique group names

• Multiple
• Create more than one group
• Individually or randomly select group members

• Sign-Up Sheet
• Students self-assign to a group of their choice
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How to Create a Group? Custom
•Go to Teach, and select 
Group Manager under 
Instructor Tools.

How to Create a Group? Custom

•Click Create Groups
•Select Create Custom 
Group
•Click Continue
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How to Create a Group? Custom

•Type in Group Name and Group Description.
•Click Add Members to assign students to the 
group.
•Check student names to be added.
•Click Save to complete the process.

How to Create a Group? Custom

•The Group List appears.
•Check the student name and use Remove Selected to 
delete a student from the group.
•Click Save to save changes.
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How to Create a Group? Custom

•The newly created group appears on the Course Group 
List.
•Check box and click arrow-down button to (1) Edit 
Group, (2) Send Mail, or (3) Delete group.

How to Create a Group? Custom
•Check box to select group
•Use drop-down arrow in 
Create Group Activity to 
select activity:

•Discussion topic
•Chatroom
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How to Create a Group? Multiple
•Click Create Groups
•Select Create Custom 
Group
•Click Continue

How to Create a Group? Multiple

•Type in common name for all groups, e.g., Presentation 
Group
•WebCT CE6.0 will number the groups, e.g., 
Presentation Group 1, Presentation Group 2, etc. 
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How to Create a Group? Multiple
•Complete required 
information indicated with 
a red asterisk(*)

•No. of groups
•Set up groups
•What should be done with 
Extra Members?

•Click Continue

How to Create a Group? Multiple
•The Group List appears
•Click Shuffle Members to 
change group members
•Click Save to complete 
the process
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How to Create a Group? Sign-Up Sheet

•Click Create Groups
•Select Create Group with sign-up sheets
•Click Continue

How to Create a Group? Sign-Up Sheet

•Complete required Group Settings information indicated 
with a red asterisk(*)

•No. of groups
•Base name of groups (course description is optional)
•Maximum no. of students per group

•Choose whether students can preview group member 
names
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How to Create a Group? Sign-Up Sheet

•Complete required (*) Sign-Up Sheet Settings:
•Sign-Up sheet title
•Sign-Up Instructions (optional)
•Location of Sign-Up sheet (defaults to Home Page)

•Click Continue

How to Create a Group? Sign-Up Sheet

•Click Save to confirm Sign-Up sheet settings.
•Students click on the Sign-Up sheet link, click the 
Sign-Up button to sign up for a particular group
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Send Mail to Groups

•Check Group to whom the email is sent
•Click Send Mail
•Complete required information (*)
•Click Submit to send mail

Create Group Activities: Discussion Topic
•Check Group to whom the Activity is created
•Click Create Group Activity drop-down box to select 
activity Discussion topic
•Complete required information (*)
•Click Expand Options to view additional options
•Click Save to complete process
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Create Group Activities: Chat Room

•Check Group to whom the Activity is created
•Click Create Group Activity drop-down box to select 
activity Chat Room
•Complete required information (*)
•Click Expand Options to check Enable Chat Log
•Click Save to complete process

Questions?
• For more information, contact:
• lec@usm.edu

601.266-5518
• Megan Tousignant

megan.tousignant@usm.edu
601.266.6958

• Evelyn K. Green
evelyn.green@usm.edu
601.266.4359


