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Groups  

You can use the Manage Groups tool to create group work areas for your students. Groups 

can be used to organize students’ work on projects or assignments, or to create special work 

areas for students. Each group can have its own discussion forums, Assignments folder, and 

locker area. 

 

To create a group 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select New Category. 

4. Enter Category Name. 

5. Select the type of enrollment from the drop-down box: 

 # of Groups – No Auto Enrollment 

 Groups of # 

 # of Groups 

 Groups of # - Self Enrollment 

 # of Groups - Self Enrollment 

 # of Groups of # - Self Enrollment 

6. Enter the number of groups and number of users, depending on your enrollment type. 

7. Under Additional Options you have the choice of setting up Discussion Areas, 

Locker, or Assignments. 

8. Select Save. 

9. If you selected Discussion Areas: 

a. Select the forum or create a new forum. 

b. Select Create and Next. 

10. If you selected Assignments: 

a. Enter a name for the Assignment. 

b. If desired, select the Originality Checking option. 

c. If desired, select or create the appropriate Category. 

d. If desired, select or create the corresponding Grade Item. If you have already 

created a Gradebook in D2L, you can choose to link your Assignments 

folder to the corresponding grade item by selecting the item from the Grade 

Item drop down menu. You can also select New Grade Item to add a new 

item to your gradebook. 

e. Put the total points allowed for the assignment in the Out of box. 

f. Enter the assignment instructions in the Custom Instructions text field. 

g. If desired, to add an attachment to the Assignment select Add a File. 
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h. Select Create. 

11. You will be taken to the Workspace Summary. Select Done. 

12. Select Save. 

 

To add students to a group 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select the group category from the View Categories drop-down list. 

4. Select the drop-down arrow next to the group name and select Enroll Users. 

5. Find the students you want to add to each group in the list and place a checkmark in the 

box next to their names. 

6. Select Save. 

 

To view group Assignment submissions 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select the group category from the View Categories drop-down list. 

4. Select the link under the Assignments column to view that group’s Assignment 

submission. 

 

To view group discussions 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select the group category from the View Categories drop-down list. 

4. Select the link under the Discussions column to view that group’s Discussion topics. 

 

To view group lockers 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select the group category from the View Categories drop-down list. 

4. Select the link under the Locker column to view that group’s locker. 
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To send an email to a group 

 

 

1. Select Instructor Resources then Edit Course from the course navigation bar. 

2. Under Learner Management select  Groups. 

3. Select the group category from the View Categories drop-down list. 

4. Place a checkmark next to the groups you want to send an email. 

5. Select the  Email icon. 

6. Enter a Subject and your message. 

7. If desired, attach a file by clicking Browse then Add. 

8. Select Send. 

Note: All email sent through D2L goes to the recipient’s PSC email account. 

No email is saved or viewed in D2L. 


