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Blackboard Groups – Manual Enrolled Group 
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Overview 
Using the Groups tool in Blackboard is a great way to incorporate active learning into a course. 

Enrolling students into groups is done in one of three ways: manual, self, or random 

enrollment. 

 Manual enrollment involves the instructor selecting each member one at a time from 

a list of all the students in the course.

 Self-Enrollment allows the students to enroll themselves by using sign‐up sheets that

instructors create for each group. [see the Single Self Enroll Guide] 

 Random Enrollment allows the system to divide up the members of the course and 

assign them to groups based on criteria chosen by the instructor (available when 

creating group sets). [see the Random Enroll Guide]

 Group Sets allow you to create several groups at one time. You can create manual 

enroll, self-enroll, and random enroll group sets. You cannot create a single random 

enrollment group. [see the Random Enroll Guide]

You can choose to create a single group that is manual or self-enrollment or create a group set 

that is manual, self, or random enrollment. The two differences between single group and 

group set are that the group set allows you to create multiple groups and choose from the 

three types of groups. 

Students will be able to access their assigned group(s) through: 

 A My Groups link that will appear below their course menu

 Instructor added Groups link to the course menu

 Instructor added Groups link to a content area

Instructors and enrolled TAs will be able to access and review any content students add to a 

group in your course. 

Create a Single Manual Enroll Group 

1. Access your Blackboard Course 

2. Make sure Edit Mode (upper right corner) is On 
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3. In the Control Panel (below the course menu) select Users and Groups to expand the 

menu 

4. Select Groups 

5. Select Single Group: Manual Enroll from the Create menu 
 

6. Enter a Name for the Group 

7. Optional: Enter a group Description 

8. Select Yes beside Group is Visible to students. 
 

9. Select the Group Tools you would like the group to be able to use and optionally enable 

grading for those that can be graded. 

a. Note: These are tools specific to this group, not to be confused with tools used 

by the whole class. For example, the group’s discussion board will be separate 

from the course discussion board. 

b. Note: Turning on grading for a tool will create a grade column for each group in 

your grade center. 

c. Note: Content Market Tools refer to publisher content purchased by the 

university. 
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10. Optional: Allow personalization of group modules. This allows students to add 

Blackboard-created modules (such as Calculator, Dictionary, etc.) to the group page. 

11. Optional: Create Smart View in the Grade Center. This option creates a smart view in 

the course Grade Center 

12. Select Add Users under Membership to open a list of all enrolled students 
 

13. Add students to the group by selecting the checkbox to the left of their names. 

14. Select Submit to add the students to the group. 
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15. The selected users are displayed 

16. Select the X to the right of the user’s name to remove them from the group or select 

Remove All Users to remove everyone from the group. 
 

17. Select Submit to create the group. 

18. Student View: Students enrolled in a group will see a link to the group below their 

course menu. 
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Want to learn more? Visit Blackboard Help Create Groups 

Add a Group Tool Link to Course Menu 
Optionally you may add a link to the groups area to the course menu. 

1. Access your Blackboard Course 

2. Make sure Edit Mode (upper right corner) is On 

3. Select Add Menu Item icon (+) in the upper left of the course menu 

4. Select Tool Link from the menu 
 

5. Enter a Name for the Group Link, we recommend “Groups” 

6. Select Groups from the Tool Type list 

7. Select the checkbox beside Available to Users to make the link available 

8. Select Submit to create the link 
 

9. The groups link will appear at the bottom of the course menu. Drag and drop to move it 

to the desired location. 

Add a Link to a Group in a Content Area (e.g., Assignments, Course Files, Modules) 

Optionally you can add a link to the group in any content area in Blackboard. 

1. Access your Blackboard Course 
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2. Make sure Edit Mode (upper right corner) is On 

3. Select the Content Area where you want to add the groups link (In this example we use 

the Assignments area) 

4. Select Groups from the Tools menu 
 

5. Select the button beside Link to a Group or Group Set 

6. Choose the title of the group to which you want to link 

7. Select Next to continue creating the link 
 

8. Enter or keep the Link Name 

9. Enter instructions or information into the textbox 

10. Optional: Set the Options for Availability and Date Restrictions 

11. Select Submit to Create the Link 

mailto:sais.odl@jhu.edu


SAIS Online and Distance Learning | sais.odl@jhu.edu | 202-663-5959 Page 7 

 

 

 

 
 

Student View: When a student clicks on the link, it will open their group area. 
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