[bookmark: _Hlk139897532][image: Edge Hill University Logo]

Import Group Sets and Groups to Blackboard

Using CSV Files for easier set up
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[bookmark: Part_1:_Merging_Courses][bookmark: _Toc241155453]Introduction


[bookmark: Introduction]If you have a large number of students and want to speed up the process of creating groups and adding students to them, you might be able to do this using .csv files.
These files can be created using a spreadsheet application like Microsoft Excel. You can use one file to set up Group Sets and Groups, and a second file to assign students to groups.
[bookmark: Part_1a:_Merging_one_area_into_another]This is a simple guide, but more details are available on Blackboard’s ‘Import and Export Groups and Members’ page.


[bookmark: _Toc241155454]Step One: Importing the Group Sets and Groups


· Enter the Blackboard area that you want to set up the groups in.
· Select the ‘Group’ tab.
· Select ‘New group set’ then ‘Import from CSV’.
· Select the ‘Download Group Sets template’ link to download the template.
· The easiest way to prepare the .csv file is to open the template in spreadsheet software like Microsoft Excel.
Leave the title row as it is and add one group per line. If you were setting up a set of discussion groups, the spreadsheet might look like:
	Group Code*
	Title*
	Description
	Group Set*
	Self Enroll*

	discussion1
	Discusson Group One
	Discussion Group One will be led by Amanda
	Discussion Groups
	N

	discussion2
	Discusson Group Two
	Discusson Group Two will be led by Bob
	Discussion Groups
	N

	discussion3
	Discusson Group Three
	Discusson Group Three will be led by  Carla
	Discussion Groups
	N





There are details of what is allowed in each column in the ‘Import Group Sets from the Import Group Sets panel’ section of the Blackboard help pages.
Save the file in .csv format and use the ‘Upload File’ option on the ‘Import Group Sets’ side bar to select it. Finally select ‘Import’ to upload it.
You may need to refresh the screen to see changes.



[bookmark: _Toc241155455]Step Two: Importing the Group Sets and Groups


· In the Groups tab, select the drop-down menu for the Group Set, and select Edit.
·  [image: Location of the dropdown menu, and the Edit option.]
· Select the drop-down menu on the top right of the page
· [image: Location of the drop-down menu, and Import groups or members link.]
· Switch to the ‘Assign members’ tab.
· Use the ‘Download members template’ link to access the template.
· Open this up, again the easiest way to prepare the .csv file is to open the template in spreadsheet software like Microsoft Excel.
If we were adding students to the discussion groups we set up earlier, the spreadsheet could look as simple as:
	Group Code*
	Username*
	Student Id
	First Name
	Last Name
	Group Set

	discussion1
	20202424
	
	
	
	

	discussion2
	20202525
	
	
	
	

	discussion3
	20202626
	
	
	
	


There are details of what is allowed in each column in the ‘Import members into groups template’ section of the Blackboard help pages.
Save the file in .csv format and use the ‘Upload File’ option on the ‘Assign members’ tab of the ‘Import Group or Members’ side bar to select it. Finally select ‘Import’ to upload it.
You may need to refresh the screen to see changes.
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