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Blackboard has a sign-up sheet feature in the Group tool that can help you organize sign-ups 
for one-off events. With the self-enrollment option in the Group tool, students can add 
themselves to a group using a sign-up sheet. The sign-up sheet functions like an electronic 
version of a paper sign-up sheet. You can make sign-up sheets available to students on the 
Groups listing page or by adding a link to a content area. 
 
 
This document contains instructions for:  
 

• Creating a sign-up sheet using a Group Set 
• Entering different information/instructions for each sign-up sheet 
• Adding a link to the sign-up sheet to a content area 
• Viewing students on the sign-up sheets 

 
 
 
To create a sign-up sheet using a Group Set: 
 
 
1. Turn Edit Mode on. 

 
2. From the Control Panel, click on Users and Groups and select Groups. 

 

  
 

3. Roll your mouse over the Create button. In the Group Set column, choose Self-Enroll. 
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4. Enter a name and description for the Group Set and indicate whether the group should be 
visible to students (i.e., do you want students to see the other group members) OR is this a 
sign-up sheet where students DO NOT need to see other group members. 

 

  
 

5. Uncheck the boxes for Tool availability as students will not need access to tools for the 
purpose of a sign-up sheet. Uncheck Allow Personalization. 
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6. Enter a name and instructions for the sign-up sheet. Enter the maximum number of 
students who will be able to sign-up on each sheet. Check the Show Members box if you 
want the students to see the group members. Check the Allow students to sign-up from the 
groups listing page if you want them to be able to sign-up from there.  

 
NOTE: Enabling the option to allow students to sign up from the groups listing page is 
beneficial for those students who may attempt to sign-up from their mobile device. More 
information about this issue can be found in the note on page 8. 

 

 
 

7. Enter the number of groups (# of sign-up sheets) you need. If you want to use Smart 
Views, you should check the box to “Create smart view for each group in set”. Click 
Submit. 

 

 
 

 
  

http://cat.xula.edu/food/bb-tip-114-grade-center-smart-views/
http://cat.xula.edu/food/bb-tip-114-grade-center-smart-views/
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Enter different instructions for each sign-up sheet (optional): 
 
 
There may be times you want to have different information/instructions for each sign-up sheet. 
The following instructions should be used to enter specific information/instructions for each 
sign-up sheet. 
 
 
1. Turn Edit Mode on. 
 
2. From the Control Panel, click on Users and Groups and select Groups. 

 

  
 

3. You should see your Sign-up sheets in the list of groups. For each sign-up sheet, roll your 
mouse over the sign-up sheet name, open the options menu by clicking on the arrow on the 
right of the name, and choose Edit Group from the options menu. 
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4. Enter the specific instructions for the sign-up sheet and click on Submit when done. 

Repeat steps 3 and 4 for each sign-up sheet.   
 

  
 Example of Sign-up Sheet 1 

 
 

  
 Example of Sign-up Sheet 2 
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Add a link to sign-up sheet to a content area: 
 
 
Your course should be designed with usability in mind. The chronological ordering of 
coursework makes the course easier for students to navigate. Grouping similar items together 
(i.e., assignments, quizzes, discussion boards, etc.) requires more searching, scrolling and 
clicking in order for the students to get to the required coursework for the week/unit/module 
and therefore makes the course more difficult to navigate. For additional information, refer to 
this best practice for presenting groups. 
 
The following instructions explain how to add a link to the sign-up sheet directly in a content 
area. 
 
 
1. Turn Edit Mode on. 

 
2. Go to the content area that you would like to add the link to the sign-up sheet to. On the 

menu bar roll your mouse over Tools and click on Groups. 
 

  
 

3. Click on the “Link to Group or Group Set” radio button. Select the sign-up sheet that you 
want to link to from the list and click Next. 

  

  

http://cat.xula.edu/food/create-a-user-friendly-elearning-course/
https://en-us.help.blackboard.com/Learn/Instructor/Interact/Best_Practices/Groups_Best_Practices/020_Best_Practice_Presenting_Groups
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4. Enter assignment instructions and availability options for the sign-up sheet link. Click 
Submit. 
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5. The sign-up link will be created in the content area as shown in the example below. You 
can click and drag the link into a new position, if necessary. 

 

 
 
6. In the example above, students would click on the Service Learning Project Sign-up link 

to see the available sign-ups (as shown below) and then they would click on the Sign Up 
button for the appropriate sign-up sheet. 

 

 
 

Important Mobile Friendly Information: A link created using the “Create Link to Group or 
Group Set” option is best viewed on a screen larger than a mobile device screen. This includes 
links to sign-up sheets. Consequently, students on mobile devices may find it better to use the 
Groups Tool link on the course menu to access the sign-up sheet. 
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View the students on the sign-up sheets: 
 
You can view which sign-up sheet the students selected on the All Users page. The following 
instructions enable you to view the sign-up sheets your students signed up for. 
 
 
1. Turn Edit Mode on. 
 
2. From the Control Panel, click on Users and Groups and select Groups. 

 

  
 

3. The default Groups page is displayed. Click on the All Users link. 
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4. On the All Users page, you can view which groups students belong to, search for users, 
add multiple users to a group, and delete users from groups.  
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