
 

OLAT / GROUP MANAGEMENT     

 

The members of an OLAT course are managed in one or more groups belonging to this 

course. The tool to manage the groups in a course is called Group management, which 

can be found in the upper bar: 

 

 

1. Overview 

The top menu line of the group management contains the most important functions: 

 

 

Create new (if  

necessary  

additional)  

course groups 

 Table view control 

   

Learning areas are 

helpful when a 

course has a lot of 

groups that need to 

be grouped together 

to simplify filtering. 

 Participant lists 

can be down-

loaded. 

 Group properties (not the members!) can be 

imported here via Excel list. 

   

    Groups can 

be copied and 

deleted. 

 

   

 Participants can be contacted 

via (university) e-mail. 

 

   

   

 

 When a new course is created using the course wizard and a template course, it 

already contains an enrolment module and an associated group that automatically 

includes all students who enrol in the course.  
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2. Creating a group 

It is also possible to create groups directly. This is done via the button . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If there are already 12 people in the 

group, the 13th person will be added to 

the waiting list. Automatic moving up 

has not been activated in this example. 

 

You can give the participants the right to 

leave the group again. At the same time, 

you can add time restrictions to this 

option. 

You should only tick the box for Get 

consent for membership from users if 

the membership 1. was entered 

manually by the person responsible for 

the course (i.e. not through enrolment) 

and 2. is voluntary. In this case, the 

students have to confirm their 

participation again on their homepage. 
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The result then looks like this: 

 

 

 You can return to the editor view of the group at any time: 

o by clicking on the group title (framed in the figure)  

o via the column 'Actions‘ 

o via the side menu                                      

 

 

 

 In the editor view, you can also activate your own group tools for the group. 

However, this can lead to confusion between these group tools and the actual tools 

in the course.  The standard procedure should be that a group only receives its 

own tools (such as a group forum) when it works together, but should not disturb 

other groups that are also in the course. 

 

3. List of members 

Members either enter the group by enrolling in it via an enrolment module, or they are 

added manually by course administrators or tutors (see section 4. Adding or removing 

members). 

 

You can access the participant administration either:          

 via the editor view of the group (see above) and there the tab 'Manage members' (fig. 

on the next page),  

 via the column 'Actions':                                         

 via the ‘number of places‘ icon: 
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 If there is no tick under Status, the student still has to confirm his/her participation in 

the course - before that, he/she has no access (cf. Chapter 2 Creating a group). 

 With the buttons   and the corresponding ticks you can remove participants 

from the course or copy them to any other course group (even in other courses you 

manage!).  

 E-mail addresses and matriculation numbers can also be displayed in the list. To do 

this, open the options behind the cogwheel: 

 

 

 

 

 

 

 

If the course is created automatically, the person responsible for the course is 

also entered here as the supervisor. This is not really necessary because the 

person responsible for the course has the most extensive rights in the course 

anyway.  

 

A distinction is made between supervisors and participants (and people on the waiting 

list). 
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 Supervisors manage the participants of a group. They can add or remove new 

members, they can contact them by e-mail and also enter evaluations. In the course 

itself, their rights are limited. Although they normally do not have any filters, so that 

they can see all contents and also upload materials to elements of the type 'folder', 

they cannot edit the course structure itself (for this they would need course editor 

rights, e.g. as course co-leaders with author rights). 

 

 

4. Adding or removing members 

 There are 3 options for the manual entry of new participants: 

 

 

 Entry in the search field. Enter a name without pressing the return key. You recieve 

a list with all possible results for the name:  

 

 

 

 

 

 

The course participant you are looking for can be marked and added to the list of 

participants. 

 

 If there are name duplicates, please use the Advanced Search. 
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 Advanced Search. This leads to a search mask: 

 

 

 

Place a tick in front of the desired names and add the users.   

 

 Import user list. Here you can add several participants at the same time, provided you 

know their usernames, their preferred university e-mail address or their registration 

number. 

 

 

The search then returns a list of names. By ticking the desired participants are 

selected and added to the group.  
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5. Dealing with a waiting list 

The waiting list can have several functions. On the one hand, it allows the person in 

charge of the course to get an idea of the interest in the course based on its length. On 

the other hand, it means that those interested in the course are already in the system, so 

that they can easily move up if a place becomes available. 

 

 People on the waiting list do not (yet) have access to the course. They can only see 

in their own personal group overview that they are entered on a waiting list. 

 

 Course leaders and supervisors will see the interested people listed in the waiting list 

in the order of their registration. 

    

 If there is a waiting list with automatic moving up, as soon as a participant leaves or 

is removed from the group, the next registered person moves up. An end date can 

also be set for this possibility of automatic moving up. 

 

 Course leaders and supervisors can add people to the waiting list at any time 

(following the same procedure as for regular participants). 

 

 It is also possible at any time to add a person from the waiting list directly to the list of 

course participants by means of         

 

 

6. Contact participants by e-mail 
 

OLAT keeps track of participants based on their HRZ account and only 'knows' 

their university e-mail address. So if you send e-mails via OLAT, these e-mails will 

be directly forwarded to the corresponding e-mail address of the students. 

 

In your group overview, place a tick in front of the group whose participants you would 

like to contact and select the letter icon.  
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You can select 

individual participants. 
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OLAT does not keep the e-mails themselves, nor records of the sending process, it just 

passes the e-mails on to the university's mail server.   

 

 

 

 

www.olat.uni-frankfurt.de 

 

 olat@rz.uni-frankfurt.de    

http://www.olat.uni-frankfurt.de/
mailto:olat@rz.uni-frankfurt.de

