
Collaboration & Groups Comparison Chart 
Tools for collaboration and group creation 

Tool Who May Create Use & Features Limitations Accessibility 
D2L Groups Instructor Asynchronous: Discussions, 

Assignments 
Not a synchronous 
option 

Follow best practices 
for accessible HTML 
files. 

Microsoft 
365/ 
OneDrive 

Instructor, 
Students 

Asynchronous: File sharing and 
editing 

Not a synchronous 
option (although real 
time edits can be 
followed) 

Follow best practices 
for accessible file 
creation. 

MS Teams Instructor (Class 
Channels), 
Students 

Asynchronous: Chat, Channels, file 
sharing, Microsoft 365/OneDrive 
integration 
Synchronous: Breakout rooms, 
recording 

Participants: users 
must have a CMU 
email account 
Browser: must use 
Chrome or Edge (or 
the desktop or app 
version) 
Whiteboard: 
available, not 
included in recordings 

Live captioning (with 
speaker identification) 
option for desktop and 
mobile app versions 
(works in breakout 
rooms); recordings – 
automatic captions/ 
transcript if enabled 
during meeting, may be 
generated after 
meetings if needed 

Zoom Instructor, 
Students 

Synchronous: Breakout rooms, 
recording 

Chromebooks: 
Cloud recording may 
not be available 
Web client: limited 
functionality – use 
Chrome browser if 
unable to install Zoom 
on your device 
Breakout rooms: 
may be joined across 
platforms but need to 
be managed from the 
desktop client 

Live captioning/ 
transcript (with speaker 
identification) option 
(also available in 
breakout rooms); 
editable CC available 
with Zoom or Panopto 
(cloud recordings) 
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Web browsers note for all video tools: Use Chrome or Firefox. The new (Chromium) version of Edge is another 
option. 

Guides: 

• D2L Groups (PDF) 
• Creating Accessible Content in D2L (PDF) 
• Share Your Documents with Microsoft 365 (Microsoft Support web page) 
• Create Accessible Office Documents (Microsoft Support web page) 
• Communicating in Microsoft Teams (PDF) 
• Use Breakout Rooms in Teams Meetings (Microsoft Support web page) 
• Zoom Meetings with D2L (PDF) 
• All You Need to Know about Using Zoom Breakout Rooms (Zoom Blog web page) 
• Zoom Accessibility Guide (PDF) 
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https://www.coloradomesa.edu/distance-education/documents/groups_faculty_000.pdf
https://www.coloradomesa.edu/distance-education/documents/guide-creating-accessible-content-d2l.pdf
https://support.microsoft.com/en-us/office/share-your-documents-b8b4498b-f365-499d-b9a7-5ec65e2ab00d
https://support.microsoft.com/en-us/topic/create-accessible-office-documents-868ecfcd-4f00-4224-b881-a65537a7c155
https://www.coloradomesa.edu/distance-education/documents/communicating-in-microsoft-teams.pdf
https://support.microsoft.com/en-us/office/use-breakout-rooms-in-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://www.coloradomesa.edu/distance-education/documents/zoomd2lhostparticipate.pdf
https://blog.zoom.us/using-zoom-breakout-rooms/
https://www.coloradomesa.edu/distance-education/documents/zoom-accessibility-guide.pdf
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