Adding Groups to Studentcentral

This guide covers how to add groups to a studentcentral module. This enables staff to communicate
with groups individually, and also helps filter grade centre by group. This guide just covers creating
groups to reflect cohorts or occurrences, but groups can also be used for:

e Creating sign up lists for events
e Creating self-enrol groups (e.g. for assessments/presentations — students pick their own

groups)
These processes are not covered in this guide — speak to Craig Wakefield (LTA). This guide covers
creating groups and manually adding students based on lists within InfoView, e.g. Semester
groupings

Stage 1: Create a single, manual enrol group in a module area

1) Login to studentcentral: https://studentcentral.brighton.ac.uk/
2) Navigate to the module you wish to set up groups for
3) Inthe Control Panel, click Users & Groups > Groups

4) On the Groups screen, click Create then

Manual Enrol Groups

You can facilitate collaboration among students by setting up gr
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Manual Enrol Self-Enrol
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5) You are now going to create a group. The settings you need are:

Setting

Suggested Setting

Name

E.g. Sem1. Avoid spaces in the name if you are uploading a
student list via a spreadsheet

Group is visible to students

Yes

Tool Availability

Unless these have been specifically requested, you can untick
these options

Widget Personalisation
Settings

Untick

Group Set Options

Tick this to create a Smart View for the grade centre

Membership

If you are uploading group list via a spreadsheet ignore this
option and move to Step 6 below.

If you wish to add users individually, click Add Users to display a
student list.

Click ‘Show All’ to display all students registered on the module
Tick the students you wish to add to the group. Note the total
number of students you have selected is displayed in the bottom

left corner.

Click submit to add those users to the group

6) Click Submit to create the group

If you need to add members via a spreadsheet — go to Stage 2

If you have already added members — go to Stage 4




Stage 2: Adding users to a group via a spreadsheet

For large groups this option can be more time efficient. You need to first create a group/multiple
groups (see Stage 1). You can then obtain a report from InfoView with the student usernames, which
can be pasted into a spreadsheet. Note you can use one spreadsheet for multiple groups within a
single module.

Obtaining student usernames from InfoView

e Logon to InfoView
e In Module reports > Class list by module and course

Note: Once you have done this once, it will come up in your recently viewed documents list.

1) The spreadsheet from InfoView should have a number of tabs/sheets.

2) Navigate to the sheet titled ‘By all student names’ (1)

3) Highlight the usernames of the students in the relevant group you are creating. Copy this
(right click > Copy)
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1
2 PA417 Swimming and Water Safety - 2016 SEM2 Occ C
3

Academ o dent no. [First name Family name |Username |Cor— moa | M |odule name Period | Module leader Known as
4 i Year code e
5 (2016 [166043811 |Jonathan Pheps = Honours PHYSICAL EDUCATION FT_ | PA#17 |Swimming and Water Safely SENZ C[Wiss GL Tedeman Jonny
5 2016 [16e04s521 |Katherine Lynch Brown = Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C |Wiss GL Teideman Kity
7 [2016 [1680488411 |Justine [Walker imwS7_|Kit~ees BA Honours PHYSICAL EDUCATION PA417_|Swimming and Waler Safety SENZ ¢ |Wiss GL Teideman Justine
g [2016  [168052531 |Daniel Crayne o481 |KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safely SENZ C[Wiss GL Tedeman Dariel
g 2016 [1ee0sraan |Lewis Daziey 10385 |KIEA014 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|wiss GL Teideman Lowis
40 2016 1680702211 |Casey Bush cb948 |KIEAD14 BA Honours PHYSICAL EDUCATION PAX17 | Swimming and Water Safety SENZ € |Wiss GL Teddeman Casey
112016 |1eeneeesi |Grace ockwel 9068 |KIEADT4 BA Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C [wiss GL Teideman Grace
12 2016 |16800089/1 |calum Brackett cabd1 _|KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|Wiss GL Teideman Calum
132016 168142521 |Aaron Reedman apir11_|KIEAD14 BA Honours PHYSICAL EDUCATION PAX17_|Swimming and Water Safely SENZ C|Wiss GL Tedeman (aron
142016 166153071 |Leigh Smitn 15727 |KIEA014 BA Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C |Wiss GL Teideman Leigh
15 2016 168176711 |Megan 2 mz103_|KIEAD14 BA Honours PAYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|Wiss GL Teideman Megan
15 /2016 168183211 |Chioe Farrel P68 |KIEADT4 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safely SENZ C[Wiss GL Tedeman Chioe
172016 [tee1ezzan |Ben Kensdale DKIT0|KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|wiss GL Teideman Ben
1g /2016 |16618504/1 |Olivia Cifford 0c120_|KIEADI4 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Waler Safety SENZ ¢ |Wiss GL Teideman Olivia
19 2016 [16e1e508/1 |Poppy Sansom pfsi2_ |KIEADT4 BA Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C[Wiss GL Teideman Poppy.
90 2016 |16819520/1 |Jessica Painter jp742__|KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|wiss GL Teideman Jess
01 2018 |1682162211 |lohn Day j9644|KIEAD14 BA Honours PHYSICAL EDUCATION PAX17_|Swimming and Water Safely SENZ C|Wiss GL Tedeman aifie
22 2015 |16823684/1 |Finn Paterson fop10|KIEAD14 BA Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C [wiss GL Teideman Finn
93 2016 |16826113/1 |Hayley Pink np253_|KIEADI4 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safety SENZ C|Wiss GL Teideman Hayley
4 2018 |168326881 |Luke Balara 1675 |KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safely SENZ C[Wiss GL Tedeman Luke
25 2015 |16834231/1 |Calum Hart che12 |KIEAD14 BA Honours PHYSICAL EDUCATION PA#17_|Swimming and Water Safety SENZ C |Wiss GL Teideman Calum
26 2016 |16844721/1 _|Nikolaos Kaishas k233 |KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Waler Safety SENZ ¢ |Wiss GL Teideman Nikolaos
7 2018 |16852079/1 |Charotte Pooke ps80|KIEAD14 BA Honours PHYSICAL EDUCATION PA417_|Swimming and Water Safely SENZ C[Wiss GL Tedeman Chariotte
z
29 PA417 Swimming and Water Safety - 2016 SEM2 Occ D
30

Academ o\ dent no. [First name Family name  |Username [Course moa | M9 |yodute name period | Module leader Known as
¢ e Year code .
32 2018 |1680275011 |Jessica-amy Butcher job87 [K1DADD1 BA Honours wih TS PHYSICAL EDUCATION WITH QTS FT_ | PA#17 |Swimming and Water Safely SENZ D [Wiss GL Tedeman Jessica
33 2016 |16803957/1 | Lousse [Tempie 6113 |KIDADD1 BA Honours wih GTS PHYSICAL EDUCATION WITH QTS PA417_|Swimming and Water Safety SENZ D |Wiss GL Teideman Louise
34 2016 |16804150/1 | James [Waterton jwB43|KIDADD! BA Honours wih OTS PHYSICAL EDUCATION WITH 0TS PAS17 | Swimming and Water Safety SENZ D |Wiss GL Teideman James.
3; 2016 |1620440411 |Erma Stranger 25592 |KIDADOT BA Honours wih QTS PHYSICAL EDUCATION WITH 0TS PA#17_|Swimming and Water Safety SENZ D [Wiss GL Teideman Emma
96 2016 |16804g8e/1_|Hamsh Sacree ns455|KIDADOT BA Honours wih QTS PHYSICAL EDUCATION WITH QTS PA417_|Swimming and Water Safety SENZ D |wiss GL Teigeman Hamish
97 2018 |16E0518E1 |Adam Rees arSe¢[KIDADD! BA Honours wih QTS PHYSICAL EDUCATION WITH 0TS 417 |Swimming and Water Safety SENZ D |Wiss GL Tedeman dam
22 2016 |16808287/1 |Leanne Bennett 767 _|IDAUD1 BA Honours wih TS PHYSICAL EOUCQTON Winozemt= 417_|Swinming and Water Safety SENZ D |uiss GL Teideman Leanne

bystudent | bymocule | by module and personaltutor | by all student names 1
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4) Paste the usernames into cell B2 of the template spreadsheet (sample_groupmembers.csv).
The usernames will replace the dummy usernames on the template.

5) Check that the correct group name is given next to each student name (e.g. Sem1). Amend

as necessary

Group CocUser Name

Seml ir699
Seml klbs9
Seml imwe ST
Seml dc4g1
Seml 4385
Seml chO43
Seml gog8
Seml cabg1
Seml apjri1
Seml Is727
Seml mz103
3 |Seml cf368 [
seml il User names successfully pasted f
Seml oc120
Seml pfs12 Mow i must change amend the
Semil ip742 last three group codes as all of
Seml jdGdd these students are in Sem 1
Seml fop10
Seml hp259
Seml lab73
Sem2 ch&13 |
;5 [semz2 a3 |
Sem2 cp6al

6) You can repeat by copying the next group from the infoview
spreadsheet and pasting further down the column. Again
make sure the group names match the correct students.

7) You’ll now need to clean up the template by removing any
dummy usernames that aren’t required

8) Save the spreadsheet as a CSV file with a new name (e.g. PA417 groups.csv)

Group Coc User Name

Sem1
seml
Sem1
Sem1
seml
Sem1
seml
Sem1
Sem1
seml
Sem1

3 [Sem1

seml
Sem1

6 |SemL
7 |Sem1

Sem1
seml
Sem1
Sem1

1P699

KIbSS

jmwS7

dedsl

14385

cb943

gos3

cab1

apiri1

1s727

mz103

365

bk170

oc120

pfst2

ipr42

jo4e

fop10

hp259

1ab73

Sem2

3 [Sem2

cha13

k293

fsem2

cpsan

Sem2

6 [Sem2
7|sem2

Sem2
Sem2
Sem2
Sem2
Sem2
Sem2
Sem2
Sem2
Sem2

7 [Sem2

Sem2

jab87

t13

w843

5583

hs4s5

arsgd.

16767

2

ic1020

jmas

rwii7

md487

Next group are simply
pasted below

Ir346

ajc31




Stage 3: Importing group members from a spreadsheet

1) Login to studentcentral: https://studentcentral.brighton.ac.uk/
2) Navigate to the module
3) Inthe Control Panel, click Users & Groups > Groups

4) On the Groups screen, click Import

Groups

You ean facilitate collaboration among st

Create Import ‘\

5) Under Import Group Members, click Browse my Computer and find the CSV file you just
created. Click Open once you find the file

IMPORT GROUP MEMEERS

Click Browse to select an import file (CSV) containing group memberships. Uploading large files may take a long time.

Attach File Browse My Computer

—

6) You'll return to the Import page. Click Submit

7) You’'ll return to the group page. The process can take a few seconds so don’t panic if you see
there are still not the correct numbers of students in your groups. Refresh the page or return
after a minute or so to see if it w=has worked. You’ll receive a confirmation email when the
import is complete. Its usually no more than 1 minute depending on numbers
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Stage 4: Adding a SMART view to the Grade Centre

As part of Stage 1, you selected the option to create a Smart View for the group, so Grade Centre
can be filtered to only shows users in that group. You need to add this as a ‘favourite’ so it is

displayed when a tutor accesses the Grade Centre.

1) Navigate to the module you have set up the
groups for

2) Inthe Control Panel, click Grade Centre >
Full Grade Centre

3) Inthe menu bar, click Manage > Smart
Views

Grade Centre : Full Grade Centre

When screen reader mode is on, the Grade Centre data appears in a simplified grid. You cannot free:
Details. When screen reader mode is off, you can type a grade directly in a cell on the Grade Centre

Grade Centre. More Help

Create Column Create Calculated Column «

=% | Move To Top Email

Grade Information Bar

- .

[ cavel Edith
[[ |Fangio Juan
[ Student Demo
[ Student 1 Demo
[] Student 2 Demo

Manage v~ Reports

Marking Periods
Grading Schemas

Grading Colour Codes

Smart Views 07 Febn

Column Organisation

17 Febi
Row Visibility .

25 Jamu
Send Email

26 Janu
Mark Approval and Transfer

16.Jan

4) YouU'll see the existing Smart Views listed (many are created by default). Find the one that
has been created for the group(s) you have set up. Click the star icon to save as a favourite.

Title

Assignments

Blogs

Discussion Boards

Final Grade View

Group: eXAM 3

O O @ @3 o 0o 0

Group: test

5) Click Ok to complete

System
System
System
System

Custom

Custom



Troubleshooting Groups

Groups have been set up but a tutor is unable to email them?

e Make sure the groups have been set as ‘available to students’ (See Stage 1)

Groups have been set up but importing members via a spreadsheet isn’t working?

e Make sure:
o The group names in the spreadsheet match those in studentcentral. Ideally group
names should not have spaces.
o The students in the spreadsheet are enrolled on the module in studentcentral. You
cannot add students to a group who are not enrolled.

I created a group(s) but need to make a change to the settings?

e See below

I need to manually add/remove a student at a later date?

e You can edit groups at any time:

e Login to studentcentral: 4]  Semd
https://studentcentral.brighton.ac.uk/
e Navigate to the module test Open Group
e In the Control Panel, click Users & Groups >
Groups Bulk A | Edit Group
e Locate the group you wish to edit, and click e
the menu button after the group name.
Click Edit Delete Group

Create Smar View
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