Creating Groups for Extended Time

This tutorial will walk you through how to create a group for extended time for testing. The same
directions can be applied to creating groups for specific access to items such as if a student needs
early access the materials.

Directions for Creating Groups:

1. Go into your course.

2. Click on the Control Panel

Course Management

Control Panel

3. Click on Users and Groups

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center

Users and Groups
Customization
Packages and Utilities

Help

4. Click on Groups

Users and Groups

Groups

Users

5. Click on Create

Groups
You can facilitate collaborat)
a sense of online community

Create Import
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Click on Manual Enrollment

Create v Import

Single Group

Ly Errmll
Self-Enroll

Manual Enroll

Enter the Name of your group and change option for Group is visible to students to No

GROUP INFORMATION

Name Extended Time
Description

T T T Arial ¥ 3(12pt) vy T~ iS -2 - |y [ ]| 7 3 2
Path: p Words:0 A
% Group is visible to @ No Yes
students

Uncheck the all items located under Tool Availability

TOOL AVAILABILITY

—_— Blogs
No grading

Grade: Points possible:

Discussion Board
Allow any group members to create forums.
Do not allow student group members to create forums.

Email
Unchecksall|of File Exchange
these boxes!! <
Journals
No grading

Grade: Points possible:

Tasks

Academic Materials

Content Market Tools

) wikis
No grading

Grade: Points possible:
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9. Uncheck the Allow Personalization option

MODULE PERSONALIZATION SETTING

Allow individual group members to person

Allow Personalization/

10.Click on Add Users

MEMBERSHIP

g

Mo users have been added.

Add Users

11. Put a check by each username you want to add to the group and click on Submit

USERNAME FIRST NAME LAST NAME ROLE
[ student03 Student03 Student Student
student02 Student02 Student Student
ﬁ student01 Student01 Student Student
Displaying 1 to 3 of 3 items Show Al Edit Paging...
dd Users n =] Cancel

12. Click on Submit

Cancel
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Directions for Extending Time on an Assessment:

1. Locate the assessment you need to add the extended time to

2. Click on the Chevron and click on Edit the Test Options

m Edit the Test O
Wesalt1.Char

Syllabus

3. Scroll down to TEST AVAILABILITY EXCEPTIONS and click on Add User or Group

TEST AVAILABILITY EXCEPTIONS

k Add User or Grou,

Add User or Group P——_

4. Click on the box by the correct group name and then click on Submit

USER OR GROUP USERNAME NAME
student03 Student03 Student
student02 Student02 Student
student01 Student01 Student
v SR Extended Time
b Displaying 1 to 4 of 4 items Show Al Edit P
Cancel

5. Change time, attempts and/or availability as needed

TEST AVAILABILITY EXCEPTIONS

Click Add User or Group ti

k Remove all Exceptions t

Add User or Group Remove All Exceptions
ATTEMPTS TIMER AVAILABILITY
@ 30
Q2. Extended Time Single Attempt P—— x

6. Click on Submit

Cancel ;g;
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