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About this Workshop
In the Workshop, you will become familiar with the Group Manager tool and how it can be used to create groups and group activities. You will also become familiar with the Assignments tool and how it can be used to create assignments that can be submitted as text with attachments, or as a web site. You will be introduced to the different types of collaboration options available for assignments. Finally, you will learn how to grade and publish assignments. 
Topics

· Creating Groups 
· Creating Group Activities 
· Creating and Editing Assignments 
· Grading and Publishing Assignments
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	         Learning Outcomes 


After completing this module, you will be able to:

· use Group Manager to create groups.
· use Group Manager to create group activities (chat and whiteboard rooms, discussion topics).
· create several types of assignments and assign them to individuals or groups.
· edit assignments.
· explain the functions of the tabs in the Assignment Dropbox.

· grade and publish assignments.

Creating Groups

Research shows that group work improves critical thinking and problem solving skills through discussion, clarification, and evaluation of others' ideas. 

WebCT Vista includes the Group Manager tool, which allows you to create and edit student groups for collaborative work. 
You can:  

· create groups where you hand pick the members. 
· create groups where students are assigned to groups randomly.

· create groups with sign-up sheets that allow students to sign up for groups or projects they want.

Types of Groups 
Group Manager allows you to create groups and populate them in several ways. Choose the type of group and the population method based on your requirements: 
	Requirements 
	Group Type 

	· single group 

· want to hand pick group members 

· want to create unique group name
	Custom

	· multiple groups 

· want to hand pick group members

· want all group names to begin with the same prefix 
	Multiple. Populate by: 

· creating Empty Groups

· using Edit Group to add members

	· multiple groups

· want members to be assigned randomly

· want all group names to begin with the same prefix
	Multiple. Populate by creating Full Groups. 

	· single or multiple groups

· students assign themselves

· can choose whether students can view other group members before signing up.
	Sign-Up Sheet




Accessing the Group Manager tool 

The Group Manager tool is available from the Teach tab. You can access it from:

· Course View, on the Course Management toolbar
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· Tool View, under Course Management Tools.
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	Note
	Template designers access Group Manager from the Build tab. See the Appendix for instructions. 


Creating Custom Groups

Custom groups provide you with complete control over the group names and the members who are assigned to the group.

	Note
	Template designers can create groups but cannot add members to them. See the Appendix for instructions on creating empty custom groups. 


· To create a single custom group:

1. From Group Manager, Create Groups.  The Create Groups screen appears.

2. Select Create Custom Group and click Continue.  The Create Custom Group screen appears.

3. Enter the group name and optional description.

4. To add students, click Add Members. A list of section members is displayed.

5. Select the members to add to your group and click Add Selected.  To add all members to the group, click Add All.

6. Click Save.
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Creating Multiple Groups

You can either create empty groups and hand pick the students later, or you can create full groups of randomly assigned students. 

	Note
	Template designers can create multiple groups but cannot add members to them. See the Appendix for instructions on creating multiple empty groups. 


· To create multiple groups:

1. From Group Manager, click Create Groups.  The Create Groups screen appears.

2. Select Create Multiple Groups and click Continue.  The Create Multiple Groups screen appears.

3. Under Group Information, enter the base name for the groups, along with a brief description. 
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4. Under How Should the Groups be Created, select whether you want to create empty groups to which you can assign students later, or full groups with randomly assigned students.
· If you select the option to Create empty groups, and add members later, enter the number of empty groups you want to generate.
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· If you select the option to Create full groups and randomly distribute Students, specify: 

· whether to include the demo student in a group.

· the number of groups or the number of students per group.

· what to do with “leftover” students that do not fit into the randomly generated groups. 

5. Click Save. 

Creating Sign-up Sheets

Sign-up sheets allow students to add themselves to groups. You control the maximum size of the group and whether students can see who has signed up. 

· To create a sign-up sheet:

1. From Group Manager, click Create Groups.  The Create Groups screen appears.

2. From the Group Manager screen, click Create Groups.  The Create Groups screen appears.

3. Select Create Groups with sign-up sheets and click Continue.  The Create Groups with Sign-Up Sheets screen appears.

4. Under Group Settings, enter:

· the number of groups to create

· the base name for the group

· a description of the group

· the maximum number of students per group.

5. Choose whether to allow students to view group member names before signing up. 

6. Under Sign-up Sheet Settings, enter the sign-up sheet title and any instructions for students.

7. From the Place the sign-up sheet link on drop-down list, select the organizer page where you want to add the sign-up sheet.

8. Click Continue. When the Confirm Created Groups screen appears, click Save. 
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	Hands-On Practice: Creating Groups

	· You would like students to conduct online debates on several controversial topics they have been researching.  

· Create three empty groups with a name prefix of Debate Group,
· You have decided to provide an optional case study for students to complete collaboratively.    

· Allow up to six students to sign up for the case study.
· Do not allow students that have not yet joined the group to see the names of existing group members.  

· Place the sign-up sheet link on the Home Page,
· You have decided to have pairs of students critique the Web sites submitted by other students.  (You will create this assignment later.)

· Randomly assign students to Portfolio Review groups.

· Specify that two students should be in each group, with extra students distributed among groups.


Creating Group Activities

With the Group Manager tool, you can create group activities to facilitate communication and collaboration. You can:

· create group discussion topics.
· create group chat and whiteboard rooms. 

· To create a group activity:

1. From the Group Manager screen, select the groups for which you want to create a group activity.

2. From the Create group activity drop-down list, select either Discussion topic or Chat and whiteboard room and click the Go icon.  The Create Discussion Topic or Create Chat and Whiteboard Room screen appears.

3. Make your selections to create the discussion topic or chat and whiteboard room and click Save.  The Group Manager screen appears and a message confirming that the group activity has been created is displayed.
Note: For chat and whiteboard rooms, if you have selected multiple groups, you can select whether you want to create a single room for all of the groups or separate rooms for each group. 

	[image: image9.wmf]  
	Hands-On Practice: Creating Group Activities

	· Create a chat room for each Debate Group that you created earlier.

· Create a discussion topic for each of the groups working on the case study. 


Creating and Editing Assignments
The Assignments tool gives you the opportunity to engage students by creating a wide variety of assignments based on the material you have presented or on topics you want students to research.

Key Features

The following features of the Assignments tool give you the flexibility to create assignments similar to those that you would create in a regular classroom environment:

· two assignment types – text-with-attachments and web site 

· integration of the HTML Creator

· assignments can be assigned to individual students or groups

· designers, section instructors, and students can upload and attach documents

· student submissions can be published to the entire class, giving students the opportunity for peer review

· students can be allowed to take back and edit submissions

· assignments can be gradable and include a corresponding column in the Grade Book tool

Assignments Tool Functions by Role 
	Function 
	Role 

	Create Assignments 


	· Template Designer from Build tab
· Section Designer from Build tab

	Assign Assignments to Groups
	· Template Designer from Build tab
· Section Instructor from Teach tab

	Edit Assignments 
	· Template Designer from Build tab
· Section Designer from Build tab
· Section Instructor from Teach tab

	Grade and publish submissions 
	· Section Instructor from Teach tab


Creating Assignments 

Assignment Types

You can create two different types of assignments: 

· Text-with-attachments: students submit responses by entering text directly into a text box that appears beneath the assignment question or requirements; the HTML Creator can be used to format their response in HTML.  Students also have the option of uploading and attaching files.

Example: For an English Literature course in which you want students to submit an essay on a novel covered in class, you could create a text-with-attachments assignment.  In the instructions, you could inform students of the length of the essay and any other requirements.  Students would then upload their essays and attach them to their submissions.

· Web site:  Students submit a web site by uploading a zipped collection of HTML files; they are prompted by the Assignments tool to indicate which page is to be used as the index or starting page.

Example: For a Web Design course, you could create a web site assignment called Learning HTML.  In the instructions, you could outline the requirements of the assignment, such as the HTML tags you want students to use, and provide an attached HTML file as an example.  Students would then upload a zipped collection of their HTML files and attach them to their submissions.

Collaboration Options

Assignments can be assigned to individuals or to groups. You might want to choose the type of collaboration based on your learning objectives. 

	
Learning Objectives


	Suggested Collaboration Type
	
Example

	· students must work individually.

· all students will receive the same instructions.

· students will be marked individually.
	Individual
	For an Education course, you could create a gradable text-with-attachment assignment instructing students to submit a lesson plan based on a favorite children’s book.  All students would receive the same instructions, submit individual lesson plans, and be graded individually.

	· students must work individually.

· students will receive different sets of instructions.

· students will be marked individually. 
	Individual assigned to groups
	For a Biology course, you could create a text-with-attachments assignment for a research paper on one of five different topics.  Students can sign up for the group that is based on the topic in which they are most interested, but students work individually, submit their own research paper, and receive their own grades.

	· students will work in groups.

· groups may receive the same instructions, or may receive additional customized instructions.

· students will be marked as a group. 
	Group
	For an Art History course, you could create a web site assignment called Artists of the Renaissance and assign it to groups of students.  In the assignment instructions, you could outline the basic requirements of the assignment, such as the amount and type of information you want students to provide on their web sites.  

Each group could be assigned a different artist and receive unique instructions. 
Each group would submit one web site, and all students within the group would receive the same grade.


Accessing the Assignments tool from the Build Tab

You create assignments from the Build tab. You can access the Assignments tool from any of the Build tabs: 
· on the Basic View or Power View tab, under Add to Home Page, click Assignments and then select Go to Assignments.
[image: image10.png]Create Assignment ]

Select fram inventary

[There are currently
no Items
in Inventory

Go to Assignments




· on the Content Inventory tab, from the drop-down menu, select Assignments and click the Go icon. 
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Creating Assignments for Individual Students 
You can create an assignment and assign it to individual students even if there are no students yet in your section or you are designing a template. 

The settings involved in the assignment creation process are grouped into several categories: the basic Settings, Grading, Dates, and More Options.

Settings

Complete the basic Settings to create the framework for your assignment.

· To complete the basic Settings:

1. From the Assignments tool, click Create Assignment. The Create Assignment screen appears.

2. In the text boxes, enter the assignment Title and Instructions.  Note: When entering the instructions, you can format them using the HTML Creator.

3. If you want to attach a file that contains the instructions or supplements the instructions that you entered in the text box, click Add Attachment and locate and select your file.

4. Under Student submissions will be, select the assignment type.
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Send Assignment To

Once the framework for the assignment has been created, you can assign it to students. 

· To assign it to individual students:

5. Under Send Assignment To, select All students individually. 
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Dates

You can specify both a due date and a cutoff date for assignments. The due date is the date by which you want students to submit the assignment. The cutoff date is the last date the student can submit the assignment. Assignments submitted between the due date and the cutoff date will be marked as late.  

· To determine the due date and/or cutoff date:

6. Under Due Date, from the drop-down lists, select the date and time at which the assignment is due.

7. If you want the assignment due date to appear in students’ calendars, select Create a corresponding event in the Calendar tool.

8. Under Cutoff Date, from the drop-down lists, select the date and time at which students can no longer submit their assignments.
Grading

Assignments can be gradable. If gradable, a corresponding column will automatically be created in the Grade Book tool.  

· To make the assignment gradable:

9. Next to Allow the assignment to be graded, select the check box.  

Note: A column for the assignment will be automatically created in the Grade Book tool.

10. Select whether you want the grade to be numeric or alphanumeric.  For numeric grades, enter the maximum grade.
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More Options

Students can be allowed to take back their submissions in order to modify or edit them further.  Assignments that have this feature enabled are not gradable by the Section Instructor until after the due date.

Students can also be allowed to publish their own submissions or the Section Instructor can have sole control over publication.

· To specify whether students can take back and/or publish their submissions: 

11. If you want to allow students to take back and review or rework their submissions before the due date has passed, select Students can take back and correct work after submission.

12. Select whether you want to allow only the Section Instructor or both the Section Instructor and students to publish submissions to the course.
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	Hands-On Practice: Creating Assignments for Individual Students

	Create an individual assignment that is appropriate for your section or template, or select one of the assignments below.

· Create a text-with-attachments assignment that is assigned to all students to work individually.  Make the assignment gradable with a maximum grade of 10.  Allow students to take back their work and publish their submissions to the class.

· Create a web site assignment that is assigned to all students to work individually.  Ensure that the cutoff date is the same as the due date.  Make the assignment gradable with alphanumeric grading.  Do not allow students to take back their work and only allow the Section Instructor to publish submissions to the class.


Creating Individual Assignments Assigned to Groups 

The process for creating individual assignments in which students receive special instructions as a group is the same as for creating individual or unassigned assignments, except for the Send Assignment To settings.

	Important 
	Before you can assign assignments to groups, the groups must already be created. If you are unsure whether any groups have been created, go to the Group Manager tool, where you can view any existing groups or create groups if necessary. 


· To create an assignment in which students will be included in groups but will work individually and receive individual grades:

1. Complete the basic assignment settings to create the framework for your assignment.

2. Under Send Assignment to, select All students individually.

3. Next to Create additional instructions for groups of students, select the check box. 
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4. Click Select Groups.  The Select Learning Groups pop-up window appears and any existing groups are listed.

5. Next to each group you want to assign the assignment to, select the check box and click Continue.  The Additional Instructions pop-up window appears.

6. In the text boxes, enter the specialized instructions you want each group to receive.

7. If you want to attach a file, click Browse to locate and select the file.

8. Click Save. The Create Assignment screen appears.

9. Complete the Dates, Grading, and More Options sections and save your assignment.

Creating Group Assignments 

	Important 
	Before you can assign assignments to groups, the groups must already be created. If you are unsure whether any groups have been created, go to the Group Manager tool, where you can view any existing groups or create groups if necessary. 


· To assign the assignment to groups of students, who will work collaboratively and receive the same grade as the other members of their group:

1. Complete the basic assignment settings to create the framework for your assignment.

2. Under Send Assignment to, select Groups of Students.

3. Click Select Groups.  The Select Learning Groups pop-up window appears and any existing groups are listed.  Locate and select the groups.
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4. If you want to provide groups with unique instructions additional to those you already provided, next to Provide groups with additional instructions, select the check box and click Save.  The Additional Instructions pop-up window appears.

5. Enter the instructions, upload any files you want to attach, and click Save.  The Create Assignment screen appears.

6. Complete the Dates, Grading, and More Options sections and save your assignment.
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	Hands-On Practice: Creating Group Assignments

	Create a group assignment that is appropriate for your section or template, or select one of the assignments below.  Flesh out the assignment, giving it specific parameters based on subject matter as well as exploring possible variations and their appropriate settings.

· Current Events: Students work in groups to research and analyze current events then submit a collective report.

· Case Study or Problem-Based Learning: Groups of students are assigned a problem to work through together, but each student submits their own solution.

· Web Presentation:  Over the course of the semester, students work together in groups to create presentations, submitting and receiving feedback from the Section Instructor.  During the last week of class, the groups review and critique each other’s work. 


Editing Assignments 

Assignments are created on the Build tab. You can edit assignments from either the Build tab or the Teach tab. If the assignment has not been viewed by a student, you can fully edit the assignment. However, if the assignment has been viewed, you cannot edit:

· the type of assignment (text-with-attachments or web site).
· who the assignment has been assigned to. 

· To edit assignments from the Build tab:

1. From the Content Inventory tab, from the drop-down menu, select Assignments and click the Go icon.
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            The Assignments screen appears. 
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2. Locate the assignment that you want to edit and click its title. The Edit Assignment screen appears. 

3. Edit the assignment as desired and click Save. The Assignments screen appears and the assignment is saved. 
· To edit assignments from the Teach tab: 
1. From the Tool View sub tab, from the drop-down menu, select Assignment Settings and click the Go icon.
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The Assignments screen appears. 
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2. Locate the assignment that you want to edit and click its title. The Edit Assignment screen appears. 

3. Edit the assignment as desired and click Save. The Assignments screen appears and the assignment is saved. 

	  [image: image23.wmf]
	Hands-On Practice: Editing Assignments

	· Edit the title and description of the Expectations assignment so they are more descriptive.

· Modify the assignment dates so that the due date is one month from today. Make the cutoff date the same as the due date.

· Change the publishing options to allow students to publish their own work. 


Grading and Publishing Assignments 

You can view, grade, and publish assignments from the Assignment Dropbox. The Assignment Dropbox provides five tabs that follow the progress of an assignment:

· the Submitted tab displays assignments that have been submitted by students. You can grade or publish the assignments. 

· the Not Submitted tab displays assignments that have been assigned to students and not yet returned to you, or that have been submitted and that you have returned back to the student. 

· the Graded tab displays assignments that have been graded. Non-gradable assignments can also be marked as completed.

· the Published tab displays any assignment that has been published to the entire class, either by you or the student.

· the All tab displays all assignments regardless of the submission status. The list can also be viewed by individual assignments.

Accessing the Assignment Dropbox

The Assignment Dropbox is available on the Teach tab. 

· To access the Assignment Dropbox, from the Tool View sub-tab, select Assignment Dropbox and click the Go icon. 
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Grading Assignments

You can grade assignments from the Assignment Dropbox. The grade is automatically added to the Grade Book column for the assignment. 

· To grade an assignment:

1. From the Assignment Dropbox, click the Submitted tab. The list of submitted assignments appears. 
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2. Click the assignment’s hyperlinked title. The Assignment Submission screen appears.
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3. Complete the following sections: 

a. Under Grader/Review Comments, enter your comments.

b. If you want to provide the student with any additional files, such as corrected versions of their work, click Add Attachments and select the file to attach. 

c. Under Save Options, select Return graded submission to Student and enter the grade. 

4. Click Save. The Assignment Dropbox appears. The assignment is moved to the Graded tab and the grade is added to the assignment column in Grade Book. 

Publishing Submissions

You can publish assignments that you would like all students in your course to see. 

1. From the Submitted, Graded, Published, or All tab, locate the submission you want to publish and, under Actions, click its Publish Controls icon. The Publish Controls pop-up window appears. 

2. Click Publish. The submission is copied to the Published tab and made available to the entire class for viewing. 

Compiling Submissions 

You can compile student submissions into a zip file which you can download and then view locally. The zip file contains an HTML file for each student, with information about their submission. If the assignment was a text-with-attachments type, and the student attached a file the HTML file includes a reference to the file and the file itself is included in the zip file. If the assignment was a web site, the HTML file for their submission includes the start page for their site. All of the files that make up the web site are included in the zip file.

· To compile submissions:
1. From the Submitted, Graded, Published, or All tab, select the submissions that you want to compile. 
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2. Click Create Printable View. The Compiled Submissions screen appears. 
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3. Click Save to File. The Compiled Submissions screen updates to display a linked file name for the saved file.
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4. Click the file name. Your browser's file download dialog box appears. 

5. Select where you want to download the compiled submissions. 

6. Click OK. The Submitted, Graded, Published, or All tab appears. 

Note: The file is also saved to your My Files folder. 

	  [image: image30.wmf]
	Hands-On Practice: Grading and Publishing Assignments

	· Review Hannah’s submission to Introduce Yourself.  Add comments, and return for additional work.

· Review and grade several of the Web Portfolio assignments.  Grade them and publish several for the class to view.


Appendix: Creating Groups for Template Designers
Accessing Group Manager 

Template designers access Group Manager from the Build tab, from either the Basic View or Power View sub-tab. 
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Types of Groups 

Since templates do not contain students, template designers cannot create groups and hand pick members to add to them. Instead, template designers create empty groups and the section instructor later populates the group with members. 

Group Manager allows you to create several types of groups. Choose the type of group based on your requirements: 

	Requirements 
	Group Type 

	· single group 

· want the section instructor to hand pick group members 

· want to create unique group name
	Custom

	· multiple groups 

· want the section instructor to hand pick group members

· want all group names to begin with the same prefix
	Multiple

	· single or multiple groups

· students assign themselves

· can choose whether students can view other group members before signing-up
	Sign-Up Sheet




Creating Custom Groups

You can create empty custom groups that the section instructor will later add members to. 

· To create a single custom group:

1. From the Group Manager screen, click Create Groups.  The Create Groups screen appears.

2. Select Create Custom Group and click Continue.  The Create Custom Group screen appears.

3. Enter the group name and optional description.

4. Click Save. 

Creating Multiple Groups

You can create empty groups and the section instructor will hand pick the students later. 

· To create multiple groups:

1. From the Group Manager screen, select Create Multiple Groups and click Continue.  The Create Multiple Groups screen appears.

2. Under Group Information, enter the base name for the groups, along with a brief description. 
3. Under Group Creation, enter the number of groups. 
4. Click Save. [image: image32.png]



You can add members when you create the custom groups, or you assign them later. 
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