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Using Group Tools 

This guide demonstrates the tools Blackboard provides to facilitate communication and 

collaboration when you create groups. Using these tools, it is easy for group members to 

exchange and store files, send emails to one another, and share ideas on a discussion board 

visible only to that group. Group members can also divide projects into separate tasks which 

can be marked as in progress or completed, and if you choose, you can allow groups to 

personalize the appearance of their group home page. There is also a Collaboration tool that 

provides synchronous chat and virtual classroom functions (not to be confused with Blackboard 

Collaborate). By default, all of these features are enabled. Some instructors prefer to streamline 

the interface for students by disabling unnecessary features. 

Not covered here are the steps required to create groups: consult Setting Up Groups and 

Deploying Groups for further information. 

Step 1 

 

As an instructor, you can 

view links to all group home 

pages by clicking “Groups” 

in the “Users and Groups” 

section of the Control Panel. 

Students can click the right 

chevrons by their group 

name, listed under “My 

Groups” in the navigation 

sidebar. (For more details on 

how students can access 

their groups, see Deploying 

Groups.) 

Step 2 

 

The image to the right 

shows a group home page 

with all Group Tools 

enabled, including 

customization. This is the 

default setting. Tools can be 

accessed either using the 

“Group Tools” module on 

the group home page, or 

from the group submenu on 

the sidebar. Note that there 

is a list of members in the 

group. 
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Collaboration Step 1 

 

The first tool listed is called 

“Collaboration,” which 

offers synchronous 

whiteboard and chat 

functions, and is not to be 

confused with the more 

robust Blackboard 

Collaborate. If you want 

students to do more 

involved collaborative work, 

we recommend you use 

Blackboard Collaborate 

instead. However, you may 

wish to provide a simple 

way for students to chat in 

real-time. By default, two 

sessions appear: “Lecture 

Hall,” which uses the “Virtual 

Classroom” tool to provide 

a simple whiteboard, and 

“Office Hours,” which uses 

the “Chat” tool for instant 

messaging. If you want to 

use only one of these, you 

can delete the other.  You 

can also delete both or edit 

the names of either by 

clicking on the chevrons.   

Collaboration Step 2 

 

If you just want to have a 

chatroom, delete the 

“Lecture Hall” session and 

select “Edit” for the “Office 

Hours” session. Enter a name 

like “Live Chat” under 

session name. If you want 

the chatroom to be 

accessible only for a certain 

time period, set date 

restrictions on the 

availability. Click “Submit” 

when done. 
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Collaboration Step 3 

 

To enter the chatroom, click 

on the session name. Note 

that you must have a 

recent version of Java 

installed and pop-up 

windows enabled to use this 

function. 

Collaboration Step 4 

 

A new window will open, 

where you can see a list of 

class members who are 

participating in the chat. 

Type a message in the box 

at the bottom and press 

Enter to send a message. 

Remember that if you are 

interested in incorporating 

more extensive real-time 

collaborative work in your 

course, you should consult 

the documentation for 

Blackboard Collaborate. 

File Exchange Step 1 

 

The second group tool listed 

is called “File Exchange.” 

When you access the “File 

Exchange” tool, you will see 

a list of files uploaded by 

group members. To add a 

file, click the “Add file” 

button at the top of the 

screen. 

File Exchange Step 2 

 

Click the “Browse My 

Computer” button to 

upload a file from your 

computer, and click 

“Submit” when you’ve 

finished. 
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File Exchange Step 3 

 

You will see the file 

added to the list. To 

download the file, click 

the file name. To delete 

it, click the chevrons to 

the right of the name 

and select “Delete.” 

Group Discussion Board 

 

The Group Discussion 

Board tool works exactly 

the same as regular 

Discussion Boards, 

except forums are visible 

only to group members. 

For more details, consult 

the guide Creating and 

Using Discussion Boards. 

Group Tasks Step 1 

 

Blackboard provides a 

tool which can be useful 

for managing group 

projects. Students can 

divide projects into 

separate tasks, each of 

which can be assigned a 

different level of priority 

and a different status of 

completion. To add a 

task, click the “Create 

Group Task” button at 

the top. 

Group Tasks Step 2 

 

Make sure the name of 

the task is clear and 

descriptive; the 

description for each task 

is not included on the 

Group Tasks page. 
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Group Tasks Step 3 

 

Enter the due date for 

the task and set the 

priority level as high, 

normal, or low. Click 

“Submit” when done. 

Group Tasks Step 4 

 

Here is a Group Tasks 

page that has been 

populated with three 

tasks. Note that an 

exclamation icon 

appears next to high 

priority tasks, and a 

downward-facing 

arrow appears next to 

low priority tasks. To 

view a task 

description, click the 

title of the task. 

Group Tasks Step 5 

 

By default, the status 

of each task is “Not 

Started.” Students can 

switch the status of a 

task to “In Progress” or 

“Completed” by 

clicking the downward 

chevrons and select 

the appropriate 

option. You can also 

select multiple tasks 

and use the delete 

and status buttons to 

delete or change the 

status of multiple tasks. 
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Send Email Step 1 

 

The “Send Email” tool 

makes it easy to email 

all members within the 

group. Group members 

are listed in the box on 

the left side. Either click 

the “Select All” button 

or choose the desired 

recipients. Then click the 

right arrow. 

Send Email Step 2 

 

Write the subject and 

message of the email in 

the lower part of the 

screen. If you need to 

attach a file, click 

“Attach a file.” Click 

“Submit” when you are 

ready to send the email. 

Personalization Step 1 

 

Finally, Blackboard 

allows students to 

personalize their groups. 

When you enable the 

personalization option, 

students can add their 

own personal modules 

to their group home 

page (not visible to 

other group members). 

Students can add a 

calculator, a calendar, 

or a dictionary, among 

other modules, visible 

only to themselves. To 

remove a module, click 

the “x” icon in the upper 

right corner of the 

module. 
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Personalization Step 2 

 

When you choose 

“Customize Group 

Banner” from the 

navigation sidebar on 

the left, you can edit 

the banner that 

appears at the top of 

the Group homepage. 

Students can add their 

names or an image in 

the text box. 

Personalization Step 3 

 

Enabling group 

personalization also 

lets students change 

the color scheme of 

their group. Students 

can choose a color 

theme from those 

listed when they click 

“Customize Group 

Color” from the 

navigation sidebar. 

Personalization Step 4 

 

Pictured to the right is 

a group homepage 

that has been 

personalized. 
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Edit Group Settings 

 

Now that you’ve seen 

how different group 

tools are used, you 

may want to enable or 

disable some for 

groups you’ve already 

created. Do so by 

clicking “Groups” in 

the “Users and 

Groups” submenu in 

the Control Panel, and 

then clicking the 

chevrons by a group 

and selecting “Edit.” 

 


