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1. On the module page, highlight and copy the designated assignment/exam name, you’ll need this for later.

2. Under the Administration section click Users>Groups

3. Delete any groups which are not current i.e 2017

4. Click the Groupings tab and do the same

5. Click Groups tab and then “create group” and paste the assignment/exam name you copied from step 1 then click “Save Changes”.

6. Click Groupings tab and do the same - paste the assignment/exam name you copied from step 1.

7. Along the same line as your newly created group, click the Populate button (it looks like 2 shadows standing close together). Highlight your new group and then click add < . Now click Back to groupings

8. Click Groups tab and highlight new group and click Add/Remove Users

9. Find the corresponding Excel Mark Sheet from the Assessment Submission module folder. Copy the first student number. Paste this number in the Search bar under Potential Members. When you see the same student appear, highlight them and then click Add < and wait for the screen to refresh. The student will move from the Potential column to the Group Members column. Repeat these steps for the remaining students on the mark sheet.

10. In the Assessment Schedule Script Column, fill in the total number of candidates as indicated from the Mark Sheet and save the Assessment Schedule.

11. Click Back to Groups and go back to the Course Page. Click Edit Settings for the Assessment/Exam and scroll down to Restrict Access. Click Add Restriction>Grouping the select the new group.

12. Click Save and Return to Course.
