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 Using Groups in D2L 
 
Introduction 
You can create groups of students in your D2L courses and give them group-restricted 
discussion boards, dropbox folders (for submitting assignments), and lockers (for sharing 
files).  

You can create empty groups and then add students to them yourself, or let D2L 
automatically sort students into groups, or create empty, self-enrollment style groups that 
students will sign up for. 

Both you and your students have a link for the Groups tool in the Communication Tools 
drop-down menu. You – the instructor – will use the Groups tool to create and manage 
groups in your courses, whereas your students will use the Groups tool to see which 
group(s) they are in, to enroll in self-enrollment style groups, and to communicate with 
their group members. 

This handout will introduce you to some essential skills and concepts for using the Groups 
tool in D2L. 

 

Key Concepts 
Students can see only the group-restricted activities (discussions, dropbox folders, and file 
lockers) for the group(s) they belong to. You, the instructor, can see everything for every 
group. Likewise, when you role switch to Student you will still be able to see all the groups 
and their activities. Even if you impersonate the Demo Student, you will still be able to see 
all the groups and their activities. But an actual student will see only his or her own group’s 
activities. 
 
You can create group-restricted discussions, dropbox folders, and lockers at the same time 
you create the groups, or after the fact. You can also restrict an existing or new discussion 
topic to any given group or groups. New dropbox folders can be created as individual 
folders or as group folders. 
 

For a more in-depth dive into the Groups tool, see the Help menu in D2L. Click on Help in 
the toolbar, then on Learning Environment at the top of the “D2L Resource Center” screen. 
On the Learning Environment screen, under Collaboration and Communication, click on 
Groups. There you’ll find detailed information about creating and managing groups. 

 

Center for Teaching & Learning Groups Page 1 

Last updated 2/18/2015  printed 2/19/2015 



STEPHEN F. AUSTIN STATE UNIVERSITY 
Center for Teaching & Learning 

 
New groups are given default, generic names by the system: Group 1, Group 2, Group 3, and 
so on. You can rename them, though. 

 

Creating Groups 
To create groups, you begin by creating a category. Here’s how: 

1. Click Communication Tools > Groups. 

2. Click New Category. 

3. Enter a name in the Category Name field. This isn’t the name of a specific group – a 
typical category name might be Discussion Groups, or Major Project Groups, or Fall 
Semester Groups. 

4. (Optional) Enter a description of the groups in the Description field. 

5. In the Enrollment Type drop-down menu, choose how you’d like enrollment in the 
groups to work. (See the Enrollment Types section on the next page.) 

6. Depending on which Enrollment Type you selected, specify the Number of Users 
per group and/or the total Number of Groups you want to create. 

7. If you selected either the Groups of # or the # of Groups options, you will see a link 
to hide/show a couple of Advanced Properties. Select Auto-enroll new users if you 
want any new students who enroll in the course to be automatically placed into a 
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group. Select Randomize users in Groups to have D2L randomly assign students to 
groups (if you don’t randomize, students are placed into groups alphabetically). 

8. If you want to give each group a discussion topic, select the box by Set up 
discussion areas (under Additional Options). 

9. If you want to give each group a shared file locker, select the box by Set up lockers 
(under Additional Options). 

10. If you want to give each group a dropbox folder, select the box by Set up dropbox 
folders (under Additional Options). 

11. Click the Save button. 

If you chose to create discussion areas and/or dropbox folders, the next series of screens 
will allow you to name and create those items. Follow the on-screen prompts and make the 
desired selections. 

Remember, you can always return and make these activities later on if you don’t choose to 
make them now. In fact, it is often better to create and then rename your groups first (if 
you don’t like the generic names), and then return later to create group-restricted 
discussion topics and dropbox folders. 
 
Enrollment Types 

• # of Groups – No Auto Enrollments: Choose this option to create a specific number 
of groups and then manually enroll students yourself. 

• Groups of #: Choose this option to create groups that each contain a specific 
number of students (though there may be a group left over with a different number 
of students, depending on your total enrollment in the course).  

• # of Groups: Choose this option to create a specific number of groups. D2L will 
attempt to auto-enroll an equal number of students into each group, but there may 
be one group with a slightly different number of students, depending on your total 
enrollment in the course). 

• Groups of # – Self-Enrollment: Choose this option to give students the ability to 
enroll themselves into their group of choice. The maximum number of students per 
group is limited to the number that you specify. 

• # of Groups – Self-Enrollment: Choose this option to give students the ability to 
enroll themselves into their group of choice. The total number of groups is limited to 
the number that you specify.  

• # of Groups of # – Self-Enrollment: Choose this option to give students the ability 
to enroll themselves into their group of choice. You can limit both the number of 
groups and the maximum number of students that can enroll in each group. 

Note: For Self-Enrollment style groups, students will go to their Groups screen to find the 
link to sign up. 
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Adding Additional Groups to a Category 
You can add more groups to a category at any time. Here’s how: 

1. On the Groups screen, select the desired category from the View Categories drop-
down list.  

2. Click the drop-down arrow beside the category name, and choose Add Group.  

 

3. Type a name in the Group Name field. 

 

4. Click the Save button. 

Note: This won’t automatically create a discussion topic or dropbox folder for the new 
group. You’ll need to go to the Discussions and Dropbox tools and manually create a group 
restricted discussion topic and dropbox folder for the new group (if desired). 
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Enrolling Students in Groups (or Changing Enrollments) 
You can easily move students around from one group to another, or otherwise manually 
populate your groups. Here’s how to manually enroll students in groups or change their 
enrollment: 

1. On the Groups screen, select the desired category from the View Categories drop-
down list.  

2. Click the drop-down arrow beside the category name, and choose Enroll Users. 

3. Use the check boxes to enroll students or to change their enrollments.  

4. Click the Save button at the bottom of the screen. 
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Renaming Groups 
To rename a group:  

1. On the Groups screen, select the 
desired category from the View 
Categories drop-down list. 

2. Click the name of the group you want 
to rename. 

3. Type a new name for the group in the 
Group Name field. 

4. (Optional) If desired, edit the Group 
Code and/or enter a Description.  

5. Click the Save button. 

 

Deleting Categories and Groups 
Deleting a group or even an entire category of groups is quick and easy.  

1. On the Groups screen, select the desired category from the View Categories drop-
down list.  

2. Select the check boxes beside the group(s) you wish to delete, or beside the category 
name if you wish to delete the category and all its groups. 

3. Click Delete. 

4. In the confirmation box that pops 
up, click the Delete Groups/ 
Categories button. Note: Any 
associated dropbox folders and 
discussion topics will also be 
deleted. 

 

Adding Group Restrictions to Discussions  
To restrict an existing discussion topic to a specific group, click Course Tools > 
Discussions link on the course toolbar, then click the Group and Section Restrictions link 
at the top of the screen. There you will find the options you need.  
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You can also edit any discussion topic, go to its Restrictions tab, and choose to restrict it to 
a particular group or groups. 

 

Adding Group Restrictions to Dropbox Folders 
You cannot edit an existing dropbox folder in order to change it from an individual folder to 
a group folder; it is either one or the other, and the option cannot be changed after it is 
created and saved. But when you create a new folder in the Dropbox, you’ll see an option to 
designate the Folder Type – either individual or group. 

 

Adding Group Restrictions to Other Course Material 
 To restrict any other activities or content in your course to a specific group or groups, you 
can use Release Conditions.  

As your Condition Type, select Classlist > Group Enrollment. In the Condition Details 
drop-down list, choose the name of the group or the category of groups. Then click Create 
to create and attach the condition.  

 

Conclusion 
Any time you have questions or need assistance with D2L groups, you can call our in-house 
D2L Support team at 468-1919, or email us at d2l@sfasu.edu. 
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