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Creating a Group and adding Users

Create a Group

From home page select the Administration tab in the tool bar located on the
left hand side of the page > Proceed to select group’s icon > Select Add group.
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Proceed to give the group a title and select Update to finalise the creation.
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Adding Leaners

Select Add Users

N
Testing
Group Edit Group Edit Users Group Notes
Group Files Group Web Forms Add Group To Web Form
Show All Group Details Sub Groups Group Courses
A
Group Users
B Group Details COPY GROUP
Group Title Testing
Group Type Default
8 Sub Groups == ADD SUB GROUP
# Group Courses 4 ADD COURSES
& Group Users ¥ ADD USERS

Select the Learner/s you would like for this group. Select Forward

SELECTED 3 /19 (M/X 1000) iﬂ?xl:‘f

‘ FIRST NAME Pegin typing to filter.

YOI

Learner, Abi Learner, Demo Leamer, Fiona Leamer, Francis Learner, Georgia

Admin, Amber ‘Assessor, Trainee Foley, Callum

WD

ner, Harget Leamer, Joanne Learner, Kiki Tutor, Tina

Verifier, EQA




Creating a Group and adding Users

Select the Student role from the dropdown.

~

Role Student

Admin
Manager
Teacher

N
Select role for selected users...

Select Save in order to assign an learners to the group.
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Adding Tutors

Select Add Users

N
Testing
Group Edit Group Edit Users Group Notes
Group Files Group Web Forms Add Group To Web Form
Show All Group Details Sub Groups Group Courses
A
Group Users
B Group Details COPY GROUP
Group Title Testing
Group Type Default
8 Sub Groups == ADD SUB GROUP
# Group Courses 4 ADD COURSES
& Group Users ¥ ADD USERS

Select the Tutor/s you would like for this group. Select Forward

SELECTED 3 /19 (M/X 1000) iﬂ?xl:‘f

‘ FIRST NAME Pegin typing to filter.

YOI

Learner, Abi Learner, Demo Leamer, Fiona Leamer, Francis Learner, Georgia

Admin, Amber ‘Assessor, Trainee Foley, Callum

WD

ner, Harget Leamer, Joanne Learner, Kiki Tutor, Tina

Verifier, EQA




Creating a Group and adding Users

Select the Teacher role from the dropdown.

N
Select role for selected users...

~

Role Student

Admin
Manager
Teacher

Select Save in order to assign an teachers to the group.
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