university

ual B of the arts
m london

How to Batch Add Users to a Course Group from a

Moodle Course — Staff

Create a Course Group

Workfiow Cantent Particho Groups

university
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1. Click Groups and My groups

My groups

Sethngs

Membership

Open w No

/ 3. Set Controlled to Yes
Controlled Yes o

2. Click Create group — =
Create group

Request w No
4. Select Course member
oles Course. Member, Tutof, Admin  * <+ | . 5

e : Tutor, Admin ’

Friond Invitatione o No

Recommendations MN¢

Pages

Create and edit Jl group members (4

e 5. If you're setting up the group for formal
AT ST Ll assessment purposes you may also
wish to check the Allow Submissions

Allow archiving of submissions « No optlon O
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Change your Group into a Course Group

If you've already got a group you want to use, check that it is set up to be a Course Group, as described
above. You can edit the group settings by going to the group's About tab, then clicking on the Settings
button on the top right.

Portioin Groups Admmsiraton

My groups Fmagroups My Mends Find Mends Insttubon membersip Topics Expiose Contertt Explore Froble Pages Explore Skashare

ual; s

_Mzmnels Torens Group pages Cobeclions Share  Flies
1. Click Settings to change
your group into a course

About | Course Gro

ZEatinspage ~ O Settngs W ATtwegroup @ Delele

Group Pages

Foup Homepage

Batch Add your Users

If you have selected a course which has members, you should see a list of all the members in the left-hand
column

Partfoko Groups Admintration

My Qroups  Find groups My tends  Find friends Institution membership  Topks  Ewxplore Content Explore Profie Pages Explore Skilshare

ual; g

1. Click Members

About - Farums Group pages  Colieclions Share  Fles

Members | Course Group

Search sortsd by

ASmnfrgl 2. Click on the batch add users
from Moodle course link

You can mwie usars 10 join 1hes group through thedt profile pages of sond mullipde invitations s T Thes 15 B controlled membership group. S0 you can add usens
directly through thewr profde pages or add marny users al once

This 5 @ course group, S0 you have the option to bateh add sers from 5 Moodie courss
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Worknow Conlent Portiolo Groups Admmnistrabion

My groups Fing groups My hiends Find hiends Insbtulion membeacshin Topcs Expiore Content Explore Profile Pages Explore Sullshare
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Course Group M-FOI’\MII Group pages Codectons Share Fies

Members

3. Type course name or
course ID and select from

Course name or ID 1647 BA (Hons) Painboeg

M52 1123617 - 1617 BA (Hons) Pamtp@ Camberwell Fu-tems Yoar 1

1254212216 18/17 BA (Hons) P#hting Camberwed Full time Year 2

TN25A213216/17 - 16/17 BA (Hors) Panting Camborwell Fufl-time Year 3

Potential members ST125A216/17 - 16717 BA (Hons) Parrg ars to be added
—
—

Fliter nvett Niker

Sudimd

Note: this process will not work unless you click on one of the suggested matches. If there is no
appropriate match, try a different wording for your course hame. Use a distinctive keyword in the course
name if there is one.

If you have selected the wrong course, you can click on the X next to the course name to remove it and its
members, before trying again.
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Workiow Conlenl Portfolo Houps Admmsiration
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Course Group Abou-‘omlm Group pages  Colleclions Share  Flies

Members 4. If you have selected the wrong course, you can

click on the X next to the course name to
Addw remove it and its members, before trying again.

°°“"""":‘°"° 2 vom couse] 6+ Add names to the Users
SRSt 5. Select names ; to be added

/ Users to be added

.:i,', el 8. Click Invert filter to select students
Fllter: gtat / Ivwert fites /
B 9 Click Submit

Note: If any of the users doesn't have a workflow account, one will be created for them as part of this
process.

Potential members

7. Filter staff

A report at the top of the page will display the results of the process for each member added.

Staff members will have '(staff)’ written after their names, so you can use the Filter function to find them by
typing 'staff' into the Filter box. Tick the Invert box if you want to exclude staff from the list of potential
members.

Further Support

Additional support is on hand should you require help. Contact the Digital Learning Support team at
disupport@arts.ac.uk
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