
Technology Services Department 
721 Brewer Drive 
Monroe, NC 28112 
(704) 296-3143 

Union County Public Schools | Date Modified: May 26, 2020 | Version: 1 

1 

 

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. Sign in to Blackboard Connect. 

2. If you have higher level rights within Blackboard be sure to select the proper Site for administration. 

a. In our Case we will use Union Elementary. 

3. Select the Union County Public Schools Drop down menu from the top right corner of the page.  

 

 

 

 

 

 

 

4. Once you are on the desired site or your default site, Click the Recipients Tab. 
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5. Click Groups. 

a. Select New Group 

 

 

 

 

 

 

 

 

6. Set the Group Name 

7. If you have higher level rights 

the site field may be changed. 

8. Select Assign Contacts 

a. Staff: All Active UCPS Staff 

b. Other: Long & short term Subs 

c. Students: Powerschool 

Students and Parents 

 

 

 

 

 

 

9. A pop out window will appear. 

a. Select Type: Select  

Staff, Other, Student or any  

combination of groups. 

10. Select Search 

a. The results will be site specific 
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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 

 


