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A sign-up list can be added to a subject or community to provide students with a means of signing
up online for group work, tutorials, essay titles, projects, etc. Subject coordinators may specify
how many students can sign up for a list, and if they can see who else has signed up. An optional
reserve waiting list can also be created, and students on the reserve list will be automatically
notified by email if a place becomes available on their preferred list. Lists can be exported, printed
and used to populate groups.

CREATING A SIGN-UP LIST

1. Navigate to the area in your subject site where you wish to create a link to a sign-up list.

Click Edit View.

Select Sign-up List from the drop-down menu and click Go.

Enter the name and description of the sign-up list.

Select the list opening and closing dates from the Sign-up Period options.

Select the number of available places and the number of reserve places from List Options.
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Click Submit and then OK on the following receipt page.

POPULATING A GROUP FROM A SIGN-UP LIST

When students have filled a sign-up list, the list data can be used to populate existing groups.
1. Navigate to the area in your subject site where your sign-up list exists, and click Sign up.
2. Click Group Tools on the top menu.

3. Select an existing group from the drop-down menu.

4. Select whether existing group members should be left in the group or removed.
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Click Submit and then OK on the following receipt page.

Report any errors or omissions in this user guide to:

les-guides@unimelb.edu.au

The University of Melbourne has used its best endeavours to ensure that material contained in this publication was correct at the time of printing. The
University gives no warranty and accepts no responsibility for the accuracy or completeness of information and the University reserves the right to make
changes without notice at any time in its absolute discretion. Users of this publication are advised to reconcile the accuracy and currency of the
information provided with the relevant department of the University before acting upon or in consideration of the information. Copyright in this publication
is owned by the University and no part of it may be reproduced without the permission of the University
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