
Step-by-step Tip Sheet
Add your syllabus

Follow the steps below:

· Go into the Control Panel

· Click on “Course Information”
· Select “Add Item” from the Action Bar.

· Complete Section 1 – Content Information of the Add Item page.

· Select “Browse” next to Attach Local file. Select the file on your computer.

· Complete the “Name of Link to File field”. This name appears to users; they will select this link to open the attached file. 
· Select the option “Create a link to this file:” in the drop-down list in the Special Action field
· Click “Submit”
 Guest Access to Course Information 

Guest Access to Course Information will be automatically turned on so students may view the course syllabus before and during registration. 

Faculty should place their syllabus in the Course Information folder.

If you have other content areas that you do not want guests to see (particularly copyrighted materials), you should verify that guest access is turned off to those areas in the course.

Turn off guest access to other content areas:

Follow the steps below:

· In the section of the Control Panel titled “Course Options”, click on “Manage Course Menu”. 

· You will be presented with a list of menu items

· Scroll down to the content area that you want to make unavailable to guests

· Click “Modify” 

· You will be presented with a list of options for access. 

· Scroll down to: Allow guest access

· “Uncheck” the box to make this area unavailable to guests in the course.

· Click “Submit”.

Student Enrollment

Blackboard courses will be generated automatically using the Registrar's data.  The Blackboard course ids for Fall 2007, begin with the prefix "2078". 


The Blackboard Administrator will run enrollment updates to Blackboard in the evenings, Monday - Friday beginning a few weeks before semester begins. 

Course Availability

These automatically created courses are set as “unavailable” by default.  This means that the instructor can see it, but the students cannot.  When you are ready for students or guests to have access to your Blackboard course site, you must set your course available. 

 

Setting your course available to students:

Follow the steps below:

· In the section of the Control Panel titled “Course Options”, click “Settings” 

· You will be presented with a list of options. 

· The second item in the list is “Course Availability” - Click on the link.

· Select "Yes" 

· Click “Submit”

