E]] e COLLEGE OF , )
MANAGEMENT @ -// 7 3 "‘ll-./ I"
INFORMATION TECHNOLOGY

»

Blackboard 9.0: Enrolling Students
The Enroll User feature enables Instructors and TA’s to add users to a course and set their course role.

To Manually Enroll a Student

1 In the Control Panel of your Blackboard course, select User under Users and Groups
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2 Select Enroll User — Find Users to Enroll

Create User

Find Userns to Enroll
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3 Search the existing Blackboard user index BY LAST NAME for each individual student
you wish to enroll. You may also search USER NAME ( NetID) or EMAIL ADDRESS.

4 Once the student has been located in the index, check the Add check box for the correct
student and then click Submit.
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If the student is already enrolled in the course, his/her name will not appear in the list.

Students will be batch enrolled in all courses by the Blackboard Administrator twice a day beginning one week
before the start of the semester and continuing for three weeks into the semester.
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