SciencesPo USING ZOOM

DIVIDING YOUR VIRTUAL CLASS INTO SUB-GROUPS

This tutorial will enable you to divide your virtual class into sub-groups, therefore allowing your
students to work in small groups and then return to the main session of the virtual class.

The function “Divide into groups” enables you to divide your virtual Zoom class into sub-groups (group
sessions) so that your students can work together in groups.

This division can be done automatically or manually, and you can move from one group to another as
required.

DIVIDING MY VIRTUAL CLASS INTO SUB-GROUPS
1 - Create and manage groups (group sessions)
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4 - Launch the group sessions
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1 - Create and manage groups (group sessions)

1.1 - Create the groups
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It is recommended to allocate students to group sessions first of all. To do this:

e Launch your virtual class using Zoom
e In the toolbar, click on the button “Divide into groups”

e This window will open

[ Créer une séance de groupe *
Affecter 4 participants dans Séances :
Q automatiquement () Manuellement

4 participants par séance

e Select the number of group sessions you wish to create and choose the way you wish to

allocate students to these sessions:
o Either automatically: Zoom will divide the students equally among the groups
o Or manually: choose which students you would like to allocate to each group
(please refer to the section “Allocate students to group sessions”)

e Click on “Create sessions”
e Your group sessions will be set up and the number of participants indicated for each session.
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) Diviser en groupe - Pas commencé X

v Activité en group... 2
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+ Activité en group... 2
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veronique dubois-bouchet

Recréer v Options ~ | Ajouter une session | eSS SINEC FHPEET IEE

1.2 - Additional options to manage the groups
If you wish, you can configure additional options prior to launching the group sessions. To do this,

e Click on “Options” at the foot of the window.
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Autoriser les participants & revenir & la session principale 3 tout moment

() Les salles de discussion se ferment automatiquement aprés: 30 minutes
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e Tick the options that interest you

o 1/ Move all the participants automatically into discussion groups: if you
select this option, all the students will automatically be divided into group
sessions (also called conference rooms).If this option is not selected, the
students will need to click on “Join” to be allocated to a group session.

o 2/ Authorise participants to return to the main session at any time: if
you select this option, your students can choose to return to the main
session from their Zoom interface. If this option is deselected, they will need
to wait until the teacher ends the group session.

o 3/ The discussion groups will close automatically after X minutes: if
you select this option, the group sessions will come to an end automatically
after the specified length of time.

o 4/ Send me a notification when the time is up: if you select this option,
you will be alerted when the time is up for the activity in the group session.

o 5/ Countdown before the group session ends: if you select this option, the
students will have a countdown of the time remaining until their group
session ends and they return to the main class.
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2 - Allocate students to group sessions
To allocate students to group sessions, click on “Allocate
wish to assign to this group. Repeat this operation for each session of the group.

”y

next to the sub-group and select the students you

3 - Change the allocation

Q) Diviser en groupe - Pas commencé > —
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» Activité en groupes séparés 2 Affecter |:| Maxime CREPEL
(] wveronique dubois-bouchet |

Once you have allocated students to the group sessions, either automatically or manually, you can then
make changes.

NB: Students who have not been assigned to the group sessions will remain in the main class when the
group sessions begin.

e Click on “Move to” and select the group you wish to allocate the student to

+ Activité en groupes séparés 1 E
Charlotte TEMPIER

Maxime CREPEL
Veronique DUBOIS BOUCHET =] Déplacer dans

+* Activité en groupes séparés 2 Affecter

4 - Launch the group sessions
e Click on “Begin all sessions” to launch the group sessions.
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e Your students are automatically divided into groups or receive an invitation to join the respective
groups to which they have been assigned (also called conference rooms in Zoom - see the invitation

below).

%

Rejoindre les salles de conféerence...
Activité en groupes séparés 1

Cela peut prendre quelques instants.

e You remain in the main class.
e [f a student does not join their group session, the mention “(not joined)” appears next to their

name.
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&) Diviser en groupe - En cours
= Activité en groupes séparés 1 Rejoindre

Charlotte TEMPIER (non rejointe)

Maxime CREPEL (non rejointe)

5 - Send a message to all the groups
You can send a message to all the groups.

1. Click on “Divide into groups” in the toolbar.

® oe 3 1]
~ PS5y - ~ 8 @ 1

Démarrer vidéo Inviter Participants Partager I'écran Converser Enregistrer Diviser en groupe

2. Click on “Send a message to all”
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3. Type your message in the window and click on “Send”

The message will be visible to all participants in the group sessions.

6 - Receive a request for help and join a group session
From their group, students can ask you for help using a “Request help” button and invite you to join them.

HLE @ @® (7]

Démarrer vidéo Participants Partager I'écran  Converser Enregistrer Demander de |'aide

Students’ toolbar

In this case, a window opens on your screen.
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e Click on the button “Join the conference room” to join the group.

Maxime CREPEL dans Activité en groupes séparés 1 a
demandé de |'aide,

Rejoindre la salle de conférence I: Plus tard .'I

7 - Leave the group session
To leave the session where you were asked for help, click on the button “Leave the group session”

3 (1]
~ ~ as

Démarrer vidéo Participants Partager I'écran Converser  Enregistrer Diviser en groupe

A notification will appear:

e Click on the button “Return to the main class”

) Quitter la séance >

Voulez-vous quitter cette séance de groupe et revenir a la séance
principale ?

Quitter la réunion ~ EUSGINERERELLLED RN | Annuler |
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8 - Close all the groups and return to the main session
To end all the group sessions and bring your students back to the main virtual class,

e Click on the button “End all the sessions”
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e According to the option you have selected, the sessions will end after the countdown or your
students will be immediately invited to rejoin the main virtual class.
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