Groups: Manage Categories Desire2Learn Step-by-Step | V9.4

This step-by-step guide will demonstrate how to create and edit categories in the
Groups tool in DesireZ2Learn (D2L).

Groups: Manage Categories

1. Select Edit Course.

e | 2 Edit Course | 19 Logout

2. Select Groups.

Administration

&} Groups e

Set up, edit, or enroll users in groups; create group work
areas.

Y& Tools

Activate or deactivate tools for this Course Offering, rename
tools, or customize tool help.

Create a Category

3. Select New Category.

Manage Groups /
Category List ? New Category
-

Categories
View Categories: |Cat-1 vl
r =m
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4. Enter a Category Name.
5. Optional: Enter a Description.

Category Information

a—

+ Category Name: Category

Description: \i Basic | Advanced

¥ BIlIUEEFsS == h<g=00
Description

O [& 3

6. Select an Enrollment Type from the dropdown menu.
a. # of Groups - no Auto Enrollments (the system creates the number of groups
and the instructor enroll members manually).
b. Groups of # (the system will randomly create groups of the specified size).
# of Groups (specify the number of groups for the system to create).
d. Groups of # - Self Enrollment (specify the maximum number of member per
group and enroll themselves).
e. # of Groups - Self Enrollment (specify the number of groups to be added and the
students enroll themselves).

g]

5 & (3

Enrollment Type: | # of Groups - No Auto Enrollments 3/

# of Groups - No Auto Enrollments
* Number of Groups: Groups of #
# of Groups
Additional Optionsg Groups of # - Self Enrollment
# of Groups - Self Enroliment
Collapse the additional’ options

Create []Set Up Discussion Areas @

7. Enter one of the following options (depending on the Enrollment Type):
a. Specify the Number of Groups.

s =]

Enroliment Type: f# of Groups -

«Number of Groups: |1 —

0 Auto Enrollme

b. Specify the Number of Users.
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i. Optional: Select Auto-Enroll New Users.
ii. Optional: Select Randomize users in Groups.

Enroliment Type: | Groups of # '3

* Number Of Users: 6 e

Advanced Properties

Hide Advanced Properties /
Groups Options: #Auto-Enroll New Users © /
#Randomize users in Groups %
8. Optional: Select Set Up Discussion Areas.

9. Optional: Select Set Up Locker.
10. Optional: Select Set Up Dropbox.

Additional Options

Collapse the additional options

Create @ Set Up Discussion Areas @
Workspace: @ Set Up Locker 4

# Set Up Dropbox \
| Cancel P | Create

11. Select Create.

12. Perform the following steps if Set Up Discussion Areas was selected:

a. Select a parent forum from the Forums dropdown menu.
b. Optional: Select Add Another to create additional topics.
c. Select Create and Next.

Create Restricted Discussion Areas - Category

Create Restricted Topics

Category Name: Category /
«Forums: | FORUM for questions [ %@ 2)
sl FORUM for questions
| Skip FORUM for weekly/chapter/concept discussions d AnotherJ Create and NextJ

13. Perform the following steps if Set Up Dropbox was selected:
a. Enter a Name.
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b. Optional: Select a Category.

Create Dropbox Folders

Folder Properties
—
+*Name: &7

Folder Type: Group submission folder - Category

Category: [Mevr€atenory]

Optional: Select a Grade Item.
d. Enter the total points in the Out Of text field.

Grade Item: IArticIe on Module-1 vl New Grade Item
Out Of: |10 K

Optional: Enter Custom Instructions.
Optional: Select Allow users to add this folder to their ePortfolio

Custom Instructions:
S—

g)

=, 0

ePortfolio Artifacts: # Allow users to add this folder to their ePortfolio @

g. Optional: Select Add a File.
i. Select a file from one of the available locations.

Submit a File - Desire2Learn Training Course - MN State Community and Technical

College

! My Computer Please select the file(s) to upload from your computer:

BS Course Offering Files 1. fe Files\Dropbox-1.doc| _Browse..
Add
% My Locker

Eﬁ Group Locker

~—
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ii. Select Upload.
Rename a Category

14. Select the desired Category from the dropdown menu.

Manage Groups

@5 Category List °§- New Category

Categories

View Categories: | Group Category 2 '+ |

Group Category 1 :
O 5m Group Category 2

Groups

Members Dropbox Dlscq

15. Select the title of the category.

Categories

View Categories: | Group Category 1 |+

o=l

Groups

/ Members Dropbox Discussions Locker Actions
U Group Category 1 (3)

® 8

16. Enter a new Category Name.

Edit Category - Group Category 1

Category List % Edit Category ‘4}‘_)) Enroll Users
41 Add Group

e
Category Information /

+ Category Name:

Group Category 1

Description: |

17.Select Save.
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