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1.You can choice the subject and click “Member” button
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2. You can click “+ New Group” to add the class
eslass 6B Use of English «# Teacher Mr. Eric Chan
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3. After you click it, you will see a textbox. Then you can enter the group name and click “Enter” on
the keyboard.
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(Method1). You can click the refresh button then you will see the group that you have been created.
Then click “Manage”.

Bmass 6B Use of English . Teacher Mr. §

Mr. Eric
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Then you will see this windows. You can select the member in the right box. After that, Please click
== to move them to the left box, then click “Submit”.
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(Method?2). You can click the refresh button then you will see the group that you have been created.
You can click Import to Import members to this group.
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5. After you click the Import button, a new windows will be pop up. You can import the the new
members by submitting the csv file.

Import b 4

Source File (.csv or .txt file) : | B I

Sample File : Click here to download sample

Data Column : Columnl: *Group Name
Column2: “Class
Column3: *Class Number
Columnd: Student Mame

= Mandatory field(s)

Submit | Cancel
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