ADDING COURSES TO A GROUP
Log in to the Learning Management System using the site administrator user ID and password.
From the main menu screen, click on Administration. The Learning Management System will move to the Modify Site Menu page. Click on Manage Site Groups. This will take you to a screen with the list of available groups (see example below).
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This section allows you to manage the groups of this site in the Leaming Management System. You can
add new groups and remove or modify the details of existing groups. Note: the default group is the
group into which self-registering users who do not select an alterative will be added. To remove the
default group, do not select any groups and then click 'Set as Default'.

There are 2 groups in total
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The default group is: Not Set





Using your mouse select the first group to which you want to assign the new courses and then click on Modify Group.

The Learning Management System will now move to the Modify Group Menu page. Click on Modify Group Courses.

The new screen will display the list of courses available to the selected group in two discrete boxes. The box on the right displays the courses already assigned to the group; the box on the left displays the courses available but not yet assigned to the group.

The courses are shown using the ID specified for the course and then the course titles.
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This section allows you to modify the list of courses that are made available by default to members of
this group. When you have finished modifying the list, please click 'Update' to save your changes or

"Cancel' to retum to the previous page.
Function Key: > - Add >> - Add All

Available Courses (7) : -

< - Remove << - Remove All

Assigned Courses (187) : -

[HS04: Safe Manual Handiing ]
HSO3NA: Fire Safety and Evacuation (no au.
[HS03: Fire Safety and Evacuation

HS02NA: VDU and Workstation Health and S
HS02: VDU and Workstation Health and Safc
HSOINA: An Introduction to Health and Safe_|
[HS01: An Introduction to Health and Safety v |
< I ] >

[HS04NA: Safe Manual Handiing (no audio)
[HS05: Avoiding Slips, Trips and Falls
HSOSNA: Avoiding Slips, Trips and Falls (no
HS06: Managing & Handiing Stress at Work
HSO6NA: Managing & Handiing Stress at Wo.
HS07: An Introduction to Managing Health &
[HSO7NA: An Introduction to Managing Healt v |
< i ) >

> Update > Cancel





From the list on the left select the courses you want to assign to the group using the mouse, then click on the single right arrow between the two boxes.

Note: If all the courses available need to be assigned to the group, you can click the double right arrow instead without having to select all the courses.

When the desired courses have been moved to the appropriate list, save the changes by clicking on Update.

Repeat this process for all the appropriate groups.

To remove courses that have previously been assigned, select them from the box on the left and click the single left arrow between the boxes before clicking on the Update link.
