Create Custom Groups and Import Group
Members
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Create a Group Set and Group(s)

1. Access your course >Groups > New group set > Import from CSV.
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2. Click Download Group Sets template.
CU-2025 Blackboard Sandbox Course (ITSC-ULTRA-SC0052)

Import Group Sets

Group Sets allow you to break your class into smaller
student groups. Use the CSV template below to format
your student list.
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3. Open the .csv file you have just downloaded and fill in the following information:

Group Code* Title* Description Group Set® Self Enroll*®
MNew_gc_Group_gc_1 random group 1 content describing groupl first_gc_ultra_ge_group_gc_set Y
Mew_ge_Group_gc_2 random group 2 content describing group2 first_ge_ultra_ge_group_gc_set Y
Mew_gc_Group_ge_3 random group 3 content describing group3 first_gc_ultra_ge_group_gc_set Y

a. Group Code (Mandatory field): Group codes are unique alphanumeric identifiers used only for import
purposes. You can assign any group code you want.

. Title (Mandatory field): The name of the group within the group set.

. Description (Optional field): An optional field to provide a description of the group.

. Group Set (Mandatory field): To assign groups to which Group Set.

. Self Enroll (Mandatory field): Enter Y if you want students to be able to self enroll into groups; enter N
if you want to assign students to groups yourself.

4. After you have filled out the .csv file > Save the file > Return to Import Group Sets page. Click Upload File.
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CU-2025 Blackboard Sandbox Course (ITSC-ULTRA-SC0052)

Import Group Sets

Group Sets allow you to break your class into smaller
student groups. Use the CSV template below to format
your student list.

Upload file Help
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5. Select the .csv file you have just filled > Import.

CU-2025 Blackboard Sandbox Course (ITSC-ULTRA-SC0052]

Import Group Sets

Group Sets allow you to break your class into smaller
student groups. Use the CSV template below to format
your student list.
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6. Please wait until you have received an email notification from Blackboard saying groups import is completed.

Refresh the page.
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Create custom groups (many groups) and import group members

1. Access the Group Set you have just created.
2. Select Options (three dots) > Import Groups or Members.
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3. Select Assign members > Click Download members template.

CU-2025 Blackboard Sandbox Course (ITSC-ULTRA-SC0052)

Import Groups or
Members

Assign members

Add students to a group in a course. You can
automatically assign students to groups or create and
assign students by importing a CSV file.

Create groups

Upload file

Supported format: CSV only
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4. Open sample_groupmembers.csv:
i. Replace the values of Group Code.

User Name" Student ld

First Name

Last Name

ii. Fillinwith the Student ID under the columnUser Name.

Group Sat

nifury_proviewuser MNick Fury_Prevdonllsar first_ge_wlira_ge_group_gc_set

jhubbard lim Hubbard first_gc_wltra_gc_growp_gc_set

ewi_gc_Group_ge 1 ktownsend Kristin Townsend Hirst_ge_ultra_gc_group_ge set
e _gc Group_ge 1 gwverst Gwendolyn  West firdt_ge_ultra_ge group_ge_Set
i _ge Group_ge 1 1davidson Ted Davidaon firsy gc_ulira_ge_group po_set
ew_ge_Group_ge 2 pparker Paser Parker first_ge_ulsra_ge group_ge_set
ew_gc_Group_go 2 sstrange Swphan Strange first_gc_ultra_gc_group_gc_set
g Group_ge 2 Syates Sonja Yotes first_gc_ultra_gc_group_gc_sot
New_ge_Group_ge 2 habibast Harry Abbott firs_ge_ultra_ge_group_gc_set
jew_ge_Geoup_ge 2 mpters Monbgue Peters first_ge_ulwra_ge_group_ge_set
tew_ge_Group_ge 3 bhannes Bruce Banner 1irs1_ge_ultra_ge_group_ge set
wsy_ge_Group_ge 3 IS Carrig Reyes first_go_ulira_ge_group_go_set
ow_ge_Group_ge 3 Ivega lilia Vega first_gc_ultra_ge_group_gc_set
ow_gc_Group_ge 3 oloster Envin Foster first_gc_ultra_gc_group_gc,_sot

(Group Code® User Name- Student ld First Name Last Hame Group Sat

New_gc_Group_gc_1 niry_proviewuser MNick Fury_Prevdonllsar first_ge_wlira_ge_group_gc_set
Wew_gc_Group_ge 1 jhubbard lim Hubbard first_gc_wltra_gc_growp_gc_set
Mewi_gc_Group_ge 1 ktownsend Kristin Townsend Hirst_ge_ultra_gc_group_ge set
Mew_pc Group_gc 1 goverst Gwendolyn  West firdt_ge_ultra_ge group_ge_Set
Mew_ge_Group ge 1 wavidson Tedt Davidson first_ge_ultra_ge_groiup_ge_set
New_ge_Group_ge 2 pparker Paser Parker first_ge_ulsra_ge group_ge_set
Wew_gc_Group_ge 2 sstrange Swphan Strange first_gc_ultra_gc_group_gc_set
Wew_gc_Group_ge_2 Syates Sonja Yotes first_gc_ultra_gc_group_gc_sot
New_ge_Group_ge 2 haa bibost Harry Abbott firs_ge_ultra_ge_group_gc_set
Hew_ge_Group_ge 2 mpters Monbgue Peters first_ge_ulwra_ge_group_ge_set
New_ge_Group_ge 3 LLETE Bruce Banner firay ge_ulira_ge_group ge_set
New_ge_Group_ge 3 eroyes Carrie Reyes first_ge_ulira_ge_group_gc_set
Mew_ge_Group_ge 3 [wega lulia Vega Hirst_ge_ultra_gc_group_gc_set
Hew_gc_Group_gec 3 ohoster Emvin Foster first_gc_ultra_gc_group_gc_sot

ii. Remove the following optional columns: Group Code, First Name and Last Name.

Group Code® User Hame" Student Id First Mama __ Last Name Group Sat

New_gc_Group_gc_1 niury_proviewuser MNick Fury_Prevdonlisar first_ge_wlira_gc_group_gc_set
Wew_gc_Group_ge 1 jrsbband lim Hubbard first_gc_wltra_gc_growp_gc_set
Mewi_gc_Group_ge 1 ktownsend Kristin Towmnsend Hirst_gc_ultra_gc group_ge set
Mew_pc Group_gc 1 gt Gwendolyn  West firdt_ge_ultra_ge group_ge_Set
Mew_ge_Group ge_ 1 wavidson Ted Davidson first ge_ultra_ge_groiup_ge_set
New_ge_Group_ge 2 pparker Paser Parker first_ge_ulsra_ge group_ge_set
Wew_gc_Group_ge 2 sstrange Sawphan Strange first_gc_ultra_gc_group_gc_set
Wew_gc_Group_ge_2 Syates Sanja Yotes first_gc_ultra_gc_group_gc_sot
Wew_ge_Group_ge 2 habibast Harry Abbott firs_ge_ultra_ge _group_gc_set
Hew_ge_Group_ge 2 mipters Monbgue Peters first_ge_ulwra_ge_group_ge_set
New_ge_Group_ge 3 LT Bruce Banner firay ge_ulira_ge_group ge_set
New_ge_Group_ge 3 creyes Carrie Reyes first_ge_ulira_ge_group_ge_set
Mew_ge_Group_ge 3 vega lulia Vega irst_ge_ultra_gc_group_gc_set
Hew_gc_Group_gec 3 whoster Emvin Forstor first @c_wlira_gc_group gc_sot

iii. Save the .csvfile.

5. Return to Import Groups or Members page > Upload your File > Select Import.
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CU-2025 Blackboard Sandbox Course (ITSC-ULTRA-5C0052)
Import Groups or
Members

Create groups Assign members

Group Sets allow you to break your class into smaller
student groups. Use the CSV template below to format
your student list.

Upload file

Supported format: CSV only

Download groups template

cance!

6. Please wait for a while for the system to import > Then refresh your page to see the results.

For more, pIease visit Create and Manage Grou PS (https://help.anthology.com/blackboard/instructor/en/interact-with-

students/groups/create-and-manage-groups.html#improved-group-creation-and-enrollment).

Contact us: ITSC Service Desk (https://servicedesk.itsc.cuhk.edu.hk) () / elearning@cuhk.edu.hk
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