
In order to divide the seats in the lecture hall for hybrid lectures, you can make use
of Canvas Groups. This short manual will provide a step-by-step explanation of how
you can create Canvas Groups and use them as a sign-up system for physical
attendance for hybrid lectures. 

How to create a sign-up system for
hybrid lectures via Canvas Groups 

Creating the Groups 1.

After opening the Canvas page of your course, go to 'People' in the navigation menu
on the left. From here, you can create groups. In order to add a group set for the
hybrid lectures, click on '+ Group Set' in the upper right corner.  

You will be presented with a window through which you
can manage the name of your group set, as well as the
number of groups, maximum number of members, and
allow self sign-up.

You can name the group set "Hybrid lectures" or something similar. The next step is
to check the 'Allow self sign-up' button. By checking this box, you will enable
students in the course to join a group themselves. In this context, this means that
students can join a lecture group themselves, as well as remove themselves from it.
They can just sign up for whichever lecture they wish to attend. 

The number of groups you need to create depends on the number of lectures in your
course. For instance, create 8 groups if you have 8 hybrid lectures in your course.  

Limit groups to 75 members to ensure that COVID-19 regulations are met. In case
you use a smaller lecture hall, such as the Hybrid Learning Theatre, you can lower
the number of group members to fit the number of students that are allowed to be in
the lecture hall. Irrelevant of the size of the lecture hall, at the moment (written on
the 16th of November 2021), the maximum number of students is 75. 



Click 'Save'. You will now see a 'Hybrid lectures' (or any other name you might have
given to the group set) tab in the 'People' section. You should also be able to see a
confirmation that self sign-up is enabled and that groups are limited to 75 members
(or less). 

Please keep in mind that students do not see the different group sets categorised in
these tabs. They only see a list of all the groups. Therefore, make sure that the group
names make it clear that these are the groups for the hybrid lectures. 

In the tab of the group set, you will see all the groups you have created. 

Make sure to number the lectures, so that they appear to students in the correct
order. If you, for instance, only name them "Hybrid lecture [date] [time]",  the lecture
groups may not appear in the correct order. 

It is advisable to adopt the following names for the lecture groups to make sure
everything is clear to students: "Hybrid lecture [number]: [day] [date] [time]".  You
can also mention the room the physical lecture takes place in, if you wish. Of course,
you can modify the names to suit your preferences, but make sure to mention the
lecture number, day, date, and time in order to allow students to easily see which
lecture they are signed up for. After you have changed the name, click 'Save'. 

By clicking on the three dots on the
right side of the group, you can change
the group name. 

Once you have done this for all groups, your sign-up system is ready. All that remains
is for you to post instructions for the students via a Canvas announcement.  

When students join the lecture groups, you will be able to see per group how many
out of 75 students have signed up to attend the lecture. By clicking on the arrowhead
on the left, you will be able to see a drop down menu with the names of the students
who will be attending. 

After each lecture, remove the group for that lecture, so that these students can join a
group for a later session if there are seats left.



Need help? Contact teachingsupport-eb@uva.nl

2. Instructions for students 

After you have created the groups, go to 'Announcements' and start a new
announcement. Here, we assume that you immediately want students to be able to
sign  up. However, if you do not want students to be able to sign up until a specific
moment, you can first unpublish the 'People' section via 'Settings' in Canvas when
creating the groups. You can then first put up an announcement explaining the sign-
up system, and indicate when students will be able to sign up. When the sign-up
opens up (i.e. when you re-publish the 'People' section), you can then put up a new
announcement with further instructions. 

An example announcement for when sign-up is possible is shown below: 

You can of course modify the announcement based on the specifics for your course.
Instead of the teaching support e-mail, you can also forward students to a teacher or
teaching assistant in the course. 

Essential, however, is that you mention the following points in your announcement:
- Make clear where students can sign up for joining on campus and explain how.
- Inform students that they should leave the lecture group if they are not able to join,
so that another student can take their place.
- Emphasise that only students that have joined the Canvas group for the lecture are
allowed to come to campus. 
- Inform students that they can initially sign up for one lecture, but that they can
later join for other ones if there are spots left.
- Provide information on who to contact if things are unclear. 

Below you will find a textual copy of the announcement above.

Announcement example

Dear students,

From this week on, only 75 students are allowed to be present physically in the lecture
room on campus. Therefore, the lectures in this course will be taught in hybrid form.
This means that for each lecture, 75 of you will be allowed to come to campus. The
rest of you can join online via Zoom. To allow for a division of the seats on campus
for the hybrid lectures, we have created groups here on Canvas. You can find them via
People. There is a group for each lecture in the course.

In order to register for physical attendance during the lecture, you can join the group
of the lecture you wish to attend. If you are not able to make it to the lecture, please
leave the group of that lecture, so that another student can take your place. Please
note that you are only allowed to come to campus if you are registered for that
session by having joined the Canvas group.

Initially, you can sign up for 1 session, but after each lecture, the group will be
removed, so that students who attended that lecture can join another lecture group. 
If anything is unclear, you can contact me via Canvas or send an e-mail to
teachingsupport-eb@uva.nl.

Kind regards,
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