University of North Carolina at Chapel Hill

School of Public Health, Department of Epidemiology
Principles of Epidemiology for Public Health (EPID600)

TA Manual, 2011 edition
Welcome to EPID600 (called EPID160 until fall 2006).  The original version of this manual was created by an EPID160 TA (Sally Mountcastle) for EPID160 TAs and is meant to be a helpful tool in teaching, preparing, learning, and grading.   Enjoy the semester!
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TA duties

Getting started


Week 1 – Introductory lecture and The Age of AIDS.  Small groups formed at end of week. Students introduce themselves. Case study 01 (required).

Week 2 – Studying populations lecture and case study (Demographic concepts).


Week 3 – Incidence and prevalence lecture and case study (HIV in Zimbabwe).

Evaluating student performance

Case studies – individual answers, group answers

Peer evaluations of individual students’ contributions
TA evaluations – of individual students, of small groups (selectively)
Examinations – 2 short answer, 1 essay
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Evaluation of TA (by students)

Recordkeeping

Creating a Group and TA folder in Blackboard

9/16/2010, 4/27/2011, 5/5/2011  vs

Instructors’ Orientation Meeting
Agenda

1. Introductions

2. About teaching and being a TA

3. UNC policies – you’re a UNC and NC employee now (see http://cfe.unc.edu/pdfs/tac.pdf)

4. EPID600 on the web

a. sakai.unc.edu (access requires authorization) – has links to above and private info.

b. www. unc.edu/ epid600/ (open access and archival)  - has lecture slides, case studies, submission forms
c. www.epidemiolog.net (the Evolving Text and the EPID160/168/600 historical sites)

5. Overview of materials (textbook, schedule, case studies, exams, extras)

6. Review of TA responsibilities – see separate outline of responsibilities

d. Attend and assist with class (classroom TAs especially), listen to, and/or read course lecture
e. Attend weekly instructors meeting [matters arising regarding individual students and small groups, preview of mini-lectures, overview of case study, grading issues]

f. Teach/facilitate 2 lab sessions per week (classroom TA’s lead two 2-hours/sessions, each with 2-3 groups of about 10 students each; Internet TAs teach/facilitate 2-4 groups of about 10 students each.)

g. Monitor groups, assist them with their work on “consensus” case study answers, and evaluate them.

h. Review individual case study submissions and award points for “effort” (Internet TA’s)
i. Review or grade selected questions from group case study submissions.

j. Grade selected questions from the 3 exams.

k. Respond to questions and comments from students; be available to meet by telephone or in-person with students
l. Assist Vic with the conduct of the course.

m. Occasionally assist with letters of recommendation.

7. Overview of the classes – refer to the schedule

8. TA Group Assignments – each TA will be in charge of 2-4 small groups.  You will receive a roster of the students in each of your groups at the end of the first or second week of class. Each classroom TA will teach a lab on Tuesdays from 5-6:50 and Wednesdays from 4-5:50 with up to 44 students total.

9. Administrative

n. FERPA requirements and quiz

o. Be familiar with UNC Email Policy (http://its.unc.edu/ccm/groups/public/@its/documents/content/ccm3_025561.pdf) – please use unc.edu addresses for all EPID600-related email.

p. Be familiar with UNC sensitive data policy (http://help.unc.edu/CCM3_020433)

q. Photocopies can be made in room 2104 MG (with a copy code).

10. Activities of first few weeks when the small groups start meeting:

r. Create TA biographies in Blackboard (photos are nice – must fit the dimensions), TA folders in Blackboard, small groups discussion forums
s. Greet students and handle introductions; discuss procedures for small group work

t. Make sure students know their small group assignments (and rooms, if applicable)

u. (Classroom TAs) Annotate and post photos of each group to make it easier for everyone
v. Make sure that all small groups submit their (complete) case study consensus answers. 
w. Give a mini-lecture/review/live meeting each week, the more interactive, the better (Internet TAs do this 2-3 times during the semester in "Live meetings".)
11. Questions?

We estimate that over the course of the 16-week semester your duties as a TA will require a weekly average of about 20 hours (including a total of about 64 hours of grading examination and consensus case study answers).  Please plan your schedule with this in mind and keep some track of the time so we can titrate the workload.

The Joy of Teaching – according to the author (UNC history professor Peter Filene), good teachers display five personal characteristics. Good teachers display enthusiasm, clarity, and organization. They are stimulating and care about their students. (www.uncpress.unc.edu/browse/book_detail?title_id=1329 ). To inspire yourself, take a look at the comments at http://www.sph.unc.edu/epid/student_comments_on_tas_2450_7065.html. Another book is Mastering the Techniques of Teaching, Joseph Lowman (1995)
Course start-up

Blackboard TA introductions (Faculty and Staff); TA folders

FERPA (http://regweb.unc.edu/official/training/)  When Nancy or Carmen has entered you into the student information system (SIS) database you can take the FERPA quiz at Faculty/Staff Central (log on with your ONYEN – you will automatically be presented with the quiz).

Materials

1. Course textbook

2. Blackboard

3. www.unc.edu/epid600/ (TAs can download case study questions and answers from the website – with an instructor code – please keep the URL and code private)

Suggested entry for your CV.  Example entry: Teaching Assistant, “Introduction to Epidemiology for Public Health” (Epidemiology 600, www.unc.edu/epid600/). (SEMESTER[s] and YEAR[s])  Duties included preparing and delivering short review lectures [classroom TA’s], monitoring small group work, evaluating students’ class participation, answering student questions, grading case studies and exams, and contributing to the development of course materials. 

Evaluating Student Performance

You will play a major role in evaluating students in a large class, so it is important to take a systematic approach.  Student performance evaluation is based on:

1. Case studies – individual answers, group answers

2. Peer evaluations by the students in each small group (“team”)

3. Your evaluation of each small group effectiveness (and in some cases individual student’s participation)
4. Exam #1

5. Exam #2

6. Exam #3 (Final paper)

Each evaluation includes both numeric and verbal components.

"Peer Evaluations"
During the 1990’s, Carl Shy redesigned EPID160 to follow a cooperative learning model, which emphasizes active learning in small groups.  Peer evaluation within groups is an important component of this model, and these evaluations contribute to the student’s grade.  To provide students with a clear idea of how they are to evaluate each other and to promote consistency, there are specific criteria for the evaluation.  These criteria and the form for submitting the peer evaluations are on-line.  The criteria can be found at: www.unc.edu/epid600//peereval/ (see below).  The submission forms (see example below) will be created near the time for submitting the evaluations.  Students will access the forms via the Blackboard course website, since they contain student names.

Students are asked to complete Peer Evaluation forms twice during the semester (see course schedule for dates).  Evaluations include both numeric ratings and comments.  The first Peer Evaluation provides feedback and an opportunity to improve performance.  Scores from the first evaluation are not included in the course grade.  Only the second evaluation affects the grade (though performance during the first part of the course may be taken into account in the rating).  [Note to classroom TA’s:  students complete peer evaluations only for the 6-10 other members of their small group, not for all 16-22 students in the lab.]   The Peer Evaluation score used in the grade is computed as the median of the overall ratings ("Overall evaluation of how much this person has contributed to the group and to your learning") received from the other small group members on the end-of-course Peer Evaluation form.  To prevent groups from giving everyone the highest score, if a student gives a score above 100% to half or more of the group, that scores are trimmed.
You will also evaluate your students' group participation two times during the semester, by using the same criteria and webform as the students use for the Peer Evaluation.  Your evaluation may or may not include ratings.  If it does, the participation grade will be computed from the average of your rating on the second evaluation form with the median of the rating from the student's peers. You evaluation is confidential to the student, Vic, and Lorraine.  The comments you submit are very valuable and appreciated by your students, and may also be useful as notes should you be asked to contribute to a letter of recommendation.

Base the second TA Evaluation on performance during the entire semester but give more weight to the period after the first TA Evaluation.  For any one criterion we would expect only a few students in any group to receive the highest ratings, and we hope few would receive ratings below 80-90%.
Case Study submissions

Students are invited to submit answers to selected Case Study questions to their TA each week.  These submissions are usually scored as “satisfactory effort” (=1), “some effort” (=0.5), or “inadequate effort” (or not submitted) (=0), though you may make finer distinctions if you wish.  With this scoring, a student can receive up to 10 points on the final grade (currently there are only 9 case studies, but we’ll find a 10th point).  Points awarded for Case Study submissions are usually reported to students via the Blackboard Grade Center.

Example of peer / TA evaluation form

Student #1: Garcia, Maria Cristina
For each of the following behaviors, assign a score of 1 to 5, according to the rating scale for that behavior:
	1. Participating in group discussion forums each week (view scale)
	[image: image1.wmf]

Choose



	2. Preparing for group discussion forums (reading textbook; reading or listening to lecture; reading case study article and supplementary materials; answering the Case Study questions). (view scale)
	[image: image2.wmf]

Choose



	3. Making good quality contributions in discussion forums (view scale)
	[image: image3.wmf]

Choose



	4. Serving as Discussion Forum Leader, including preparation (Note this will not apply for students who have not yet been a Forum Leader - see NA option for this criterion) (view scale)
	[image: image4.wmf]

Choose



	5. Supporting the other members of the group by listening to and valuing the opinions of others (view scale)
	[image: image5.wmf]

Choose




	**6. Overall evaluation of how much Scott has contributed to the group and to your learning (if you assign ratings above 100% to half or more of your group members, the ratings above 100% will be adjusted downward - e.g., 90%, 90%, 110%, 110%, 120% become 90%, 90%, 100%, 100%, 110% because the median rating was 110%) 
	


Procedure

The webform through which you and your students submit their peer evaluations generates an email to you, to Vic, and to the email address entered into the form (should you receive an email from an evaluation in your name that you did not actually submit, be sure to notify Vic!).  Please review these emails as they are received for reasonableness, missing ratings, and to screen out a possibly inappropriate or unnecessarily hurtful comment (these are very rare).  You are asked to retain the emails for your reference and backup, but you do not need to process them further.  Vic will process the emails by computer program to collate the scores and comments about each student, compute average scores, and generate a document containing the Peer and TA Evaluation results for your students.  Vic will email this document to you for your final review (and to spot any gross data management gaffs).  You may approve the document as is or send back one with minor corrections.  Vic will then send out the reports by computer email.  (If you see the need for substantive changes, please consult with Vic on the logistics.)

The webform also includes a place for general comments about the group, the TA, the faculty, the course, or any other matter.  Since these comments are included in the email generated by the form, they are not anonymous.  However, when the form is submitted the student is presented with a link to a form for submitting an anonymous comment directly to the Assistant to the Chair for Graduate Studies (a.k.a. Nancy Colvin).

Examinations

Grading in EPID600 is designed so that all members of the class should be able to pass the course with a respectable grade by doing the assigned work, even if they do poorly on examinations, since lab participation accounts for 10% of the final grade and another 10% can be earned from case study submissions graded for “effort”.  That information may help to reduce anxiety for some of your students.  On the other hand, one must do well on the exams in order to earn an honors grade.

The first two examinations are take-home, open-book, with about 7 days allowed for completion.  As with the weekly case studies, each examination is based on an article.  Most of the questions use a short-answer format, but there are usually some multiple choice and/or true-false questions.  Students submit their exam answers via a webform.

If the exam article and/or questions are available before the scheduled date for posting it, TA’s are asked or invited (depending on how much in advance the article and/or questions are available) to propose, preview or pretest the questions.  After the exam is posted, the TA’s “take” the exam and compare their answers with the answer key from Vic.  Once there is agreement on the range of answers and algorithms for partial credit, TA’s score a handful of answers on a trial basis, as a pilot.  The instructors then discuss the answer key and review the trial grading, generally at our regular instructors meeting.

Vic’s general approach to grading is to give points to an answer that indicates some understanding even if the answer is incorrect.  For example, if we regard a grade of 40% as a “fail” and a grade of 60% as a “low pass”, then at least 3 points should be awarded for a 5-point question if the answer indicates at least an acceptable level of knowledge and understanding.  So on the basis of the trial grading we attempt to determine the number of points to give for various answers that are not completely correct.  

To enhance consistency and fairness in scoring exam answers, each TA grades selected questions across all exams.  When the answer guide and partial-credit algorithms have been accepted, the TAs divide up the exam questions among yourselves, and Vic will email you one or more text files with the answers to the questions you are grading.  These files will also contain XML-like “tags” to identify the student and to indicate where you should enter the score for the answer and a grader comment if appropriate.  Here is an example of a student’s answer with the grader’s scores and comments (in bold):

<student>  <pid> 71721339 </pid>

<sub Set="1" RecordID="051012043210" TextLocn="16589" />

<questabbrev> x1Q4 </questabbrev> <answer words="69">

_______________________________________________________________________________,

4a) Sensitivity cannot be determined because we don't know how many individuals had preclinical disease.  We only know how many who had pre-clinical disease tested positive.

4b) PPV = 150/900 or 17%

4c)  Specificity of the PSA screen if the PSA test is 10ng/ml or greater is 50/900=5.56

4d) Specificity of the PSA screen if the PSA test is 20ng/ml or greater = 100/100 or 1.0

_______________________________________________________________________________,

</answer>

<score part="a" max="8">  8 </score>

<score part="b" max="8">  8 </score>

<score part="c" max="8"> 0  </score>

<score part="d" max="8"> 0  </score>

<comments> Part c. This can't be estimated. I'm not clear where 50 comes from, also 50/900 = 5.56% or 0.056 (be careful with decimal places). Part d. 1 is the correct numeric answer, but calculation is not correct. I don't know where 100 comes from. Formula for sensitivity = TN  / TN + FP, which can also be written = TN / All non-cases. See answer key. </comments>

</student>
Some TAs have preferred to score answers while reading from the electronic version; other TA’s have preferred to print out the answers, mark scores and/or comments, and then transcribe these into the file.  The choice is yours.  Either way, please be sure to type your entries within the appropriate tags and not to change the format, since the files that you return to Vic will be processed by a SAS program.  

When Vic has received the files (via email) he processes them with (evolving) SAS programs to extract the scores and comments, collate them by student, calculate total scores, and generate an email message to each student reporting the exam results.  You will be emailed a document containing all of the messages for your students, for you to review prior to their distribution.  Since Vic is processing a large amount of data “untouched by human hands”, your review is essential for quality control.

Scoring exam answers and entering scores and comments is a big job – one of the major tasks of the course – but the web-based submission and electronic distribution of answers and scores has saved a great deal of busywork from manual systems used prior to summer 2004.

It is most helpful if the exams can be scored and returned to the class by the week after they were due.  Vic estimates that it takes about 20 hours per TA to score her/his questions and enter the data, including correspondence concerning the exam.  If you like to keep track of how you spend your time, he is always interested in improving such estimates.

Evaluating the Final Papers (Exam 3)

Evaluating final papers comes at a difficult time because you are trying to complete your own classes and write your own papers.  For that reason the guidelines stipulate that papers turned in late may be given a grade of IN (incomplete) so that the instructors are not placed in the unfair position of having less time to evaluate late papers in order to meet the (unalterable) University’s deadline for submission of course grades.  

The final paper consists of a critique of an epidemiologic study.  The critique is structured as a serious of questions, which are scored independently in the same manner as the exams.  There is a word limit for the answers, with points deducted for excessive length.  Detailed instructions are at www.unc.edu/epid600/critique/ but may not have been updated for the current semester. 

Each answer is scored for accuracy, appropriate use of epidemiologic terminology, and evidence of critical thinking and a grasp of epidemiologic concepts.  The following “scale” may be useful in calibrating your grading.

· No Knowledge Demonstrated – no answer was provided, or what has been written shows no demonstration whatever of learning from EPID160 or even recognition of material in the paper; hopefully there won’t be any such answers 0% (0 points) 

· Very Poor / Clearly Unsatisfactory – reflects very little of what is presented in EPID160; we would hope that no one reading the answer would think that it came from an EPID160 graduate  (5-24%: 1-2 out of 10 points) 

· Poor / Seriously Deficient – an answer that reflects little (but at least some) knowledge; we would be somewhat embarrassed if it were taken as an indication of EPID160 (25-44%: 3-4 out of 10 points) 

· Fair / Barely Satisfactory – an answer that misses major points or contains significant errors or misuse of epidemiology terms; we would not choose such an answer as indicative of our objective for the course (45-64%: 5-6 out of 10 points) 

· Good / Very Good – an answer that makes a favorable impression and reflects well on EPID160; entirely satisfactory.  We would be pleased for this to be regarded as an example of what students learn in EPID160 (65-84%: 7-8 out of 10 points) 

· Excellent / Outstanding – an answer that people would admire, representing a proficient summary and critique that we might want to use to “advertise” (e.g., on the website) the fine work that EPID160 graduates can do (85%-100%; 9-10 out of 10 points) 

Vic anticipates a total score distribution with a median somewhere between 80 and 90.  

Appendix

Facilitation guidelines for EPID600 small group discussions (classroom course)

0) Opening remarks

· Pass snacks around (if applicable)

· Does anyone have comments/questions, e.g., from the previous week?

1) Overview of article

· Would anyone like to summarize main points or share general feelings about this article?

· Write key concepts on board if helpful, invite reactions from other group members

2) Go over questions

· Some groups prefer to ask each member in turn to give her/his answer to the next question; other groups start with having volunteers give their answers and calling on others later

· For calculation questions, it’s often useful to work out the answer on the board

· For conceptual questions, it’s useful to refer to the day’s lecture or TA mini-lecture

· Read the provided answer after discussion of each question; since everyone will receive a copy, read selectively from long-winded answers (usually the first paragraph will suffice).  You might try to elicit other points by posing follow-up questions to the group.

· Answers should be passed out to the rest of the group at the end—the discussion is likely to be more fruitful if the answers aren’t just sitting there in front of them

3) Move the discussion along

· Maintain a good pace so that all questions are covered during the alloted time – if a question is taking too much time, consider asking the TA for clarification and moving on to the next question; try to estimate how much time is available for each question or group of questions

· During lulls in the discussion, the facilitator can share his/her answer or perspective 

· Probing team members for their answers, rather than just reading their questions aloud, may encourage more thinking

· Everyone should be encouraged and supported for expressing opinions.  Disagreements are opportunities for deeper understanding – invite each proponent to explain or defend his/her position.  If agreement does not emerge, try to identify differences in the assumptions being made.  These discussions can also illustrate the complexity of some issues in epidemiology and public health.  There may be no one “correct” answer.

4) Encourage participation

· Take advantage of the variety of expertise in the group – some have a clinical background, others are good at math, others may have worked in public health areas such as HIV or state health departments, and still others are good at coming up with creative/insightful opinions

· Try to include the quieter ones by finding their strengths and encouraging their participation

· For those having difficulty, try to spend some time trying to figure out the problem together

· Try not to dominate discussion; take advantage of lulls in the discussion to share your points

· Be supportive of people’s answers; positive feedback always encourages more discussion

· Maintaining a positive, enthusiastic attitude throughout discussion helps keep people interested

5) Time and other issues

· Some case studies end earlier than others, and groups move at different paces—it’s up to the group how much they want to get out of the case study

· Remember that understanding concepts from case studies will come in handy for future exams, papers and other exercises!

· With the computer projector, use View|Zoom and in MS Word click the page break to scroll.

· Please shut down the computer and projector, recycle cans and bottles, turn off lights (
Original from Cindy Ma, 11/20/2002, rev. 11/21/2002, …, 5/5/2006, 12/29/2009
Appendix

Evaluation of TA (by students)

Students will submit the following anonymous evaluation form early in the course, to give you feedback about how they regard your teaching.  The results will be provided to you and discussed in the instructors' meeting.  The course evaluation at the end of the semester also asks students about their TA and has a section for general comments.  All of this information is generally shared publicly.

Note:  All questions use the response scale:

 0. Not true 

1. Somewhat true 

2. Quite true 

3. Very true 

n. No opinion 

1. My TA is ________

    Please tell us how true are the following statements about your TA.

2. My TA is responsive and prompt (i.e., within 24 hours). 

3. My TA is helpful and flexible. 

4. My TA communicates clearly. 

5. My TA is approachable, encouraging, friendly, and interested in my learning. 

6. My TA is knowledgeable about course structure and procedures.

7. My TA is knowledgeable about epidemiology. 

8. My TA appreciates me, recognizes my accomplishments, and stimulates my learning. 

9. My TA gives me constructive critical feedback, suggests ways to improve, and points me to additional learning resources. 


Appendix

Recordkeeping

Vic will maintain a central database with information on all students in the class.  He will provide you with a spreadsheet containing the roster for your groups, information for monitoring the performance of group members, and summary statistics for the class for disseminating as appropriate.  The spreadsheet has the following fields: 

· Small group (team) number (e.g., 3, 4)

· Name (as in University records)

· “Call me” – what the student prefers to be called (please verify this field)

· Gender, based on the first name (please verify this field)

· PID

· School (e.g., Public Health, Social Work)

· Degree Program (e.g., MSPH, PhD, BA)

· Department (e.g., Nutrition, Health Behavior/Health Education)

· Email address (from the original class roll unless updated) – Vic will use this address for generated mailings and/or the student’s ONYEN.

· Privacy flag – indicates if the student has asked that his/her directory information including e-mail address not be released.  If this field is marked PRIVATE be sure not to disclose any of the information about the student to anyone other than the student, the registrar, or an instructor needing the information for the course.

You may find it convenient to add columns to this spreadsheet to keep track of lab attendance and participation in small groups and Discussion Forums, which information you will need for the TA evaluations you will make.  Internet TA’s may find this a convenient location to record points awarded for Case Study submissions.  Or, you may prefer to copy the list of names to a separate worksheet.

Note that most of this information is regarded as confidential under the Family Educational Rights Privacy Act (FERPA) so must be kept private and used only in fulfilling your responsibilities as an instructor in EPID600.  Where the Privacy Flag is present, even directory information such as the e-mail address should not be released even to other students in the group (of course, the student is free to give the information out, and not all students are aware of the implications when they elect to have their directory information flagged as private).

Appendix

Adding a Group in Blackboard

You will define a group for each of your small groups, for distributing information, disseminating responses to questions, and carrying on team discussions outside of the classroom.  Compose your messages offline, saving regularly, to prevent loss of data in the event of a computer or network problem.  Then copy and paste into the dialogue box in Blackboard.

[image: image6.png]


Adding Your Groups to Blackboard (note – the following may have changed in the current Bb version)

6) You will perform these steps when you receive your small group rosters from Vic.

7) Select the “Control Panel” button.

8) Then under “User Management”, select “Manage Groups”

9) Follow the Instructions listed below for each of your groups. Please use the following naming convention for each of your groups (Group #).  Include the faculty (Lorraine and Vic) in each group.  Once you have added your students into their groups, you and your students will be able to use Blackboard to send emails to any or all of your groups.

 

	10) Overview
	Groups may be added by accessing the Add Group page and then the Add Members page.

	11)  Add Group page
	Click Add Group on the Manage Group page. The Add Group page will appear as 
shown below.
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(continues on next page)

	12) Entry fields
	The table below details the entry fields on this page.

	 Main Group Information

	Group name:
	Enter a group name (Group 1, Group 2, etc.).

	Description:
	Enter your name

	Group Options

	Enable Group Discussion Board function:
	Click No to indicate that this group is not to have access to the Discussion Board functions.

	Enable Group Virtual Classroom function:
	Click No to indicate that this group is not to have access to the Virtual Classroom functions.

	Enable Group File Exchange function:
	Click No to indicate that this group is not to have access to the group file exchange function.

	Enable Group Email function:
	Click Yes to indicate that this group will have access to the group email function.

	Make Group Visible Now:
	Click Yes or No to control the availability of the group.


 

Next you will need to add persons to each “group” you have created.  Using the Group rosters that were provided to you, follow the instructions below.
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Add Users to Group Page

 

	13) Overview
	Once a group has been created, users are added to the group using the Add Users to Group page.


	14)  
	Click Add Users To Group on the Manage Group page. The Add Users to Group page will appear as shown below.[image: image10.png]£ Add Users To Group - Study Toam 1
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	15) Search Functions
	The table below details the search functions on the Report by Item page.

 

	To . . .
	Then . . .

	search for a user using the user’s last name or user’s Onyen
	· Select the Search tab. 

· Enter either a last name or a user ID. 

· Select either the Last Name or User ID option. All matching entries will be displayed.

	search for a group of last names or user names that begin with a particular character.
	· Select the A-Z, 0-9 tab.

· Click on the first letter of the last name or on the first number of the user’s ID. All matching entries will be displayed.

	list all users
	· Select the LIST ALL tab. 

· Click on the List All button to list all the names enrolled. All entries will be displayed.


 

	16)  Add the user
	Click the user’s check box that is to be added to the group and click Submit. A Receipt: Success page will appear to verify that the user was enrolled.


 To send an email for your group/groups, select the “Communications Button”, then select “Send Email” and then select the group(s) to receive the email.
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