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LMS USER GUIDE 
CREATING GROUPS 

 

1) Navigate to Groups using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Groups 

Organisation Admin Procedure Organisation Admin Dashboard>Groups 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Groups 

 

2) Select Add 
New Group 

 

 

3) Complete the 
form  

 

4) Select 
Submit 

 

 

Click on Add New 

Group 

Mandatory fields 
are shown with an * 
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5) Select 
Courses 

You are now ready to add course(s) to your group 

 

6) Select Add 
Course 

 

Click on Courses 
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7) Highlight the 
relevant 
course(s) and 
select Add 
Selected 

 

8) Use the 
breadcrumb 
trail to go 
back to View 
Group 

The course will then have been added to your group 

 

 

 

Take the tick out of the box to send message to Learners 
(as there are no learners in the Group at this stage) 

Use the breadcrumb trail 
to go back to View Group 
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9) Select Add 
Members 

This is the view of the Group you have created 

 

 

10) Find the 
relevant 
learners 

You now can start adding new members to this group 

 

 

Click on Add Members 

Leave box ticked if you want the system to 
email new members You use the 

Go directly to 
user option to 
search  

OR 

You can use 
the 
Organisation / 
Department to 
bring up a list 
of learners 
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11) Highlight the 
relevant 
learners 

12) Select Add 
Selected 

 

 

13) Click Send 
when you are 
ready to send 
the message 

 

If you have clicked the box to send a message to new members, then the following screen will 
appear 

 

 

If wish to you can edit the message by clicking the 

Edit button, making the relevant changes to the 

message and selecting Done 
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14) The Report 
button will now 
be available, 
select this if 
you wish to 
produce an 
Excel 
spreadsheet 
containing the 
relevant details 

This report is optional 

 

 

15) You can see 
the learners 
have been 
added to the 
Group 

 

 

You can send a Group 

email (this does not 

send a password 

reminder) 


