Technology Services Department
721 Brewer Drive

Monroe, NC 28112

(704) 296-3143

BLACKBOARD CONNECT — CREATE GROUPS

Created By: Technology Services

This document will aid in the creation of groups for targeted communications to Student, Staff, or Other (short and
long term Substitutes)

1. Signin to Blackboard Connect.

2. If you have higher level rights within Blackboard be sure to select the proper Site for administration.
a. Inour Case we will use Union Elementary.

3. Select the Union County Public Schools Drop down menu from the top right corner of the page.
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UNION COUNTY PUBLIC SCHOOLS ANTIOCH ELEMENTARY INDIAN TRAIL ELEMENTARY
BENTON HEIGHTS ELEMENTARY KENSINGTON ELEMENTARY
CENTRAL ACADEMY OF TECHNOLOGY MARSHVILLE ELEMENTARY
CUTHBERTSON HIGH SCHOOL MARVIN ELEMENTARY
CUTHBERTSON MIDDLE SCHOOL MARVIN RIDGE HIGH SCHOOL

DISTRICT EMPLOYEES MARVIN RIDGE MIDDLE SCHOOL
EAST ELEMENTARY MONROE HIGH

EAST UNION MIDDLE MONROE MIDDLE

FAIRVIEW ELEMENTARY NEW SALEM ELEMENTARY
FOREST HILLS HIGH NEW TOWN ELEMENTARY
HEMBY BRIDGE ELEMENTARY PARKWOOD CLUSTER

4. Once you are on the desired site or your default site, Click the Recipients Tab.
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We continually add features and fix issues to
improve the Blackboard Connect experience. For Messa
our newest features, click here

Download Blackboard Connect for iOS or
Android

Have an idea for a great new feature? Sign in to
Behind the Blackboard and submit it in the Ideas 1
section or send us an email. We want to hear
from you
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5. Click Groups.
a. Select New Group Blackboardconnect

Home Message Center Recipients Reports

Contacts

Maps S
13 groups found. All Groups
RSS
Group Name 4  Site
Social AIG UNION ELEMENTA
Bus 140 UNION ELEMENTA

Home Message Center Recipients Reports Admin

Set the Group Name
7. If you have higher level rights

the site field may be changed. Edit Group

Contacts

8. Select Assign Contacts

a. Staff: All Active UCPS Staff m
b. Other: Long & short term Subs | - -

c. Students: Powerschool RSS

Refresh Group by Import

Students and Parents social

o contacts assigned.

Assign Contacts to this Group

Clear
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9. A pop out window will appear. _: o oo
a. Select Type: Select g o
Staff, Other, Student or any : " E;mvw
combination of groups. 0 courty A

10. Select Search SE— 3]

a. The results will be site specific

383 contacts found. o selected.
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11. The search field below will populate
a. Click Select All
b. Click Done

12. Scroll to the bottom of the page
a. Select Save
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Assign Contacts to this Group
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Name Type Name Type Name

Boyd, Angela Swf @  Crump, Mary Staff @  Glasheen, Kathryn

Brown, Jennifer S @  Deaton, Jennifer Staff @  Hadford, Vanessa

Burrows, Kristin s @  Diggs, Mona Staff @  Haggard, Christina

Caines, Miissa St @  Eich Randy Staff @  Hargett, Deborah

Coley, Lisa Swf @  Ellerbe, Kristina Staff @ Heriiy, Amy

UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
UNION ELEMENTARY Staff
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ConnectSupport@blackboard.com 866-360-2155
Chat support is currently unavailable, please call for
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