Creating Empty Groups for Manual Enrolment by You
To create groups first head to the Groups tool in the MyLO toolbar.

You will then need to click on the blue “New Category” button as circled below.

L] Content [ News (>’ Discussions ﬂ Dropbox  |7] Quizzes Grades ' Groups @3 Other Tools v A5 Edit Unit
Manage Groups @ Help
MNew Category

Categories
View Categories

Mode Groups A

£ Email 'm Delete
Groups Members Dropbox Discussions Locker

Mode Groups (2) «

Default Group Study Mode External

w o

Default Group Study Mode Internal

5] Email i Delete

When you click the button you will see a new window as shown below.

The first item is the Category Name — this is the name of the
SET of groups you are creating, this is the name that
Category Information appears in the dropbox of the groups tool. Call it something
Category Name specific and relevant to the set of groups you are about to
create, for tutorials you should add the campus to the title.

New Category

Description

The description field is optional.
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The important thing is the dropbox for ‘Enrolment Type’.
The option you want is the first one in the list, circled
below:
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Additional Options

Expand the additional options This allows you to specify how many groups you initially want

m Cancel to create. You can add as many members to these groups as
you want. When you select this option you will see a field
asking ‘Number of groups’ and Group Prefix which is a default
initial name for all of the groups. There is another document that goes into ‘additional options’ for now click
save and move onto the document titled “Editing Group Names and Members”.




