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Course Central is the new tool that you can use to link your courses to Blackboard at the beginning of each
semester. This is also the tool you can use to create a Mailing List for your class.

Supported Web Browsers & Windows Operating Systems

Windows OS Internet Explorer 8 Internet Explorer 7 Firefox 3.6x Firefox 3.5x
Windows XP Supported Supported Supported Supported
Windows Vista Supported Supported Supported Supported
Windows 7 Supported Supported Supported Supported

Supported Web Browsers & Mac Operating Systems

Mac OS Safari 5.x Firefox 3.6x Firefox 3.5x
Mac OSX 10.5 “Leopard” Supported Supported Supported
Mac OSX 10.6 “Snow Leopard” Supported Supported Supported

Please note that there is no longer an Express Setup. All you need to do is create a new Blackboard
course for each section and link that section to the new course. In the instructions below, start with
section II titled “Creating a new Blackboard Learn Course.” After you create the course, refer to section
IV titled “Linking your Sections to your Blackboard Learn Course.” While this process is not as quick
as the earlier Express Setup option, it is part of a framework that will give instructors more control over
their Blackboard Learn courses.
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I. Navigating to Course Central

Course Central can be accessed by navigating to the following URL: http://central.clemson.edu .
Alternatively, it can be accessed through Blackboard Learn.

To navigate to Course Central from within Blackboard Learn:
1. Open your web browser and navigate to Blackboard Learn (http://bb.clemson.edu).
2. Click the Courses tab.

CLEMS@N

U NIl VvVERS I TY

ii MyPlacss ifff Home @ Hep =g Logout Screen Reader Support

MyCLEmson Courses

[ MyCLEmson I Motifications Dashboard
Add Module Personalize Page T4

Warkgroups Content Collection Employees Clemson Resources Portal Admin System Admin

m

B My Calendar

My Announcements C

Set Up Your Courses C
University Applications University Web Sites -

CU Safe Alerts (Rave Wireless) Academic Success Center My Courses

elearning Clemson University Libraries Courses you are teaching:
CCIT

() Business Writin
SR S ERETE O SR Sy G bt

3. On the right side of the Courses tab, click the Course Central (Course Setup Tool) link.

CLEMS.% - ii MyPaces ffff Home @ Heip =i Logout Screen Reader Support
@N

U NI VvVERGS I TY

MyCLEmson Courses Workgroups Content Collection Employees Clemson Resources Portal Admin System Admin

Course Setup and Deletion

Course Central (Course Setup Tool ‘.—
Use this tool to set up your courses.

|IE is NOT a supported browser for Course Central.

Following are the supported browsers for Course
Central:Windows with Firefox 3.5 and above
Mac with Firefox 3.5 and above

MOTE TO INSTRUCTORS:

Courses you are teaching:

(11 Business Writing

Instructars must set up their
courses in Blackboard
before they will show up in
students’ My Courses list.
The course setup tool is
available on the Courses tab

Courses in which you are enrolled:

and on the Portal Admin tab. Mac with Safari 5.x
Instructions for use of the Request Course Deletions

i Reqguest Course Deletions
setup tool are available on

the CCIT website at CCIT Request deletion of BB courses

Web site.
SIP B R  EPIII B8 S T PP PR Y S T ey

n

4. This will open the Course Central login page in a separate tab or window.

5. Enter your network Userid and Password.
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i Central Ovenview | % Logout: memarsh | #Jj As

COMPUTING AND

& My Central @mrsacwm 2| di Growp Centia INFORMATION TECHNOLOGY

Save All | <7 Revert All | [ View Tutorial

Available CRSM Sections Courses

= —

[il]sotBy * 2 18 New [y Delete [11] Sort By » [ID> Close All @ Filter Courses: £3 Clear Filter 2

. ) P
.s S0000CRLT 101002 ED memarsh-engl304 | 0 sections 27
_s S0000CRLT__101001 Links 2 Resources Owners Course |D: memarsh-engl304 | Course Name: memarsh-engl304

%8 Add ‘:@ Remove ';% Remove All
r

Courses Pending Deletion (0) =

o Restore 3¢ Remove [§]]SortBy » 2

6. Course Central will load with the Course Central page displayed.

I1. Creating a new Blackboard Learn Course from
Course Central

To create a new Blackboard Learn course from Course Central:

1. Click the New button in the Courses area toolbar.

{8 Preferences | & Central Overview | ¥ Logout: memarsh | 4] Assist User

COMPUTING AND

& My Central ,_@Cuurse Central 2 i, Group Central INFORMATION TECHNOLOGY
Save All | <7 Revert Al | [ View Tutorial

Available CRSM Sections 1 )Courses

[l sotBy * 2 M Delete [31] Sort By » & Open All @ Filter Courses: £ Clear Filter 7

& S0000CRLT_101001 il

_s S0000CRLT__101002 | Create Course

& S0000CRLT__101003 Course ID: memarsh-CU-101 2)
Course Name:  CU-101

() The course ID is valid.

Cancel @

[

et ity aks i n P AN oo s, i s e g IR A e, gt B e g, et e A g

2. The Create Course pop-up window will be displayed.

3. The beginning prefix of your course will be displayed. For example, if your Userid is MEMARSH,
your Course ID will begin with MEMARSH. There is a limit of 24 characters.

4. Enter additional course identifiers in the field provided. For example, if your class code is CU101,
you could enter CU-101.

5. Then click Create.
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{8 Preferences | § Central Overview | % Logout: memarsh | #J§ Assist User

COMPUTING AND

£ My Conteal 7 | [ngl Gourse Cential 2| ) Group Contea __INFORMATION TECHNOLOGY __
( 2 iaverl Al | B View Tutorial

Avallable CRSM Sections Courses

ESon By w ? ENEW Eb‘Deleta ESon By » [II> Close All 4 Filter Courses: £ Clear Filter ?
& S0000CRLT_101001 [\ | memarsh-cU-101 | 0 sections (1 i (unsaved) 2 7|~
“5 S0000CRLT__101002 Links 2 Resources Owners Course ID: memarsh-CU-101 | Course Name: CU-101

"] Add 5% Remove 5% Remove All

AS S0000CRLT__101003 %8 "% u&
T P P SRUOTRI RN L e o = - 7 a———" ]

6. The new course will be displayed in the Courses area. Notice that on the right side of the course the
word (unsaved) is highlighted in red. At this point this course has not been saved.

7. To save this new course, click Save All.

III. Filtering your Blackboard Learn Course List

To filter your Blackboard Learn course list:

1. Inthe Courses area, enter criteria to filter your list of Blackboard Learn courses. The criteria are
case sensitive. For example, | will get different results for the filter criteria “DE” than I will for

73 d e”
& Preferences | & Central Oveniew | ¥ Logout memarsh | #]] Assist User
- COMPUTING AND
S wycenral 7 | {\g couseentarz | 4 croup Central 2 ___INFORMATION TECHNOLOGY
Save All | <2 Revert All | [ View Tutorial
Available CRSM Sections Courses
[2]] oty » 2 18 vew [18 Detete [£1] sortsy » U Close anf: Filler Courses: [DE |Es crear Fiter 2
& S0000CRLT_101003 [\g ] cempe-102-001 | 0 sectons 2D
[\@[ ] cemoe-102-102 | 0 sectons | 2D
[\@ [ cemoe-102 | 0 sections 2D
[\@J[] cem-De-102-003 | 0 sections 2D
[\@J[] cem-De-102-004 | 0 sections 2 [
s - A g g ANl AL 5 NNkt iy e BTN it otk At

&8 Preferences | & Central Ovenview | %l Logout memarsh | #j

COMPUTING AND
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& My Central 2 @Cmﬂse Central 2 t:ﬁ Group Central 7

save Al | 7 Revert Al | [ view Tutorial

Available CRSM Sections Courses
[£1] sotBy » 2 [18 Mew [l Delete [2] SotBy v D cmgaAl\I@ Filter Courses: Fs Clear Filter ?
& S0000CRLT__101003 @[] de_101 | 0 sestions 2p
@D developing_an_online_course_mpa | 0 sections. | 2D
it e A e A s, o 8 b, P 0 o, g, Prrerr g, P ettt o bt i,

2. As you type, the system will automatically begin filtering your Blackboard Learn course list.

3. To remove the filter criteria and return to the full list of your Blackboard Learn courses, click the
Clear Filter button.
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Linking your Sections to an existing Blackboard

Learn Course

To link your Sections to your Blackboard Learn course from Course Central:
In the Courses area, locate the Blackboard Learn Course to link your Course Roster.

IV.

1.
2. Click the triangle at the right to expand the course.

# Assist User

i Central Overview Logout: memarsh

'OMPUTING AND

’ Preferences
Cl
INFORMATION TECHNOLOGY

s My Central Course Central ? ._,H Group Central

Save All |  Revert All |ﬂV|ewTuluma\
Available CRSM Sections Courses
ESnr‘t By = ? ENEW E;De\ete [ZSnr‘t By * [{> Close All € Filter Courses:
& S0000CRLT__101002 & Clear Fiter_?
Il[ED memarsh-engl304 | 0 sections E. 2Dk

Aﬁ S0000CRLT__101001

Next, locate the Sections to link to the selected Blackboard Learn course in the Available Sections

area
Drag and drop the Sections to link to the Links tab of the selected Blackboard Learn course.

4,
Alternatively, you can click the Add button ) to select multiple sections to link.

OMPUTING AND

Ci
INFORMATION TECHNOLOGY

@oﬂursecemra\ 2| 4 Grow conta
) Revert Al | [l View Tutorial

i My Central

Save Al
Available CRSM Sections Courses

[ New [3 Dalste [31) Sort By » [ID> Close Al & Filter Courses: £ Clear Filter ?

29

[l sotBy v ?
ED memarsh-engl204 | 0 sections

& S0000CRLT_101002 1
‘5 S0000CRLT__101001 Links 2 Resources Owners
\ R Add 5 Remove 5 Remove Al

)1 S|

Course ID: memarsh-engl304 | Course Name: memarsh-engl304

R S S

5. The section is displayed on the Links tab of the Blackboard Learn course. Notice that on the right

side of the Blackboard Learn course the words (unsaved) are highlighted in red. At this point this

course has not been saved.
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{8 Preferences

[il]Sort By » 2

& S0000CRLT_101002

i Central Oveview | % Logout: memarsh | #}] Assist User

7 !
@Course Central ? 28 Group Central

 Revert Al | [ View Tutorial

Available CRSM Sections Courses

E New } Delete E Sort By » [II> Close All @ Filter Courses:
IED memarsh-engl304 | 1 section

Links 7| Resources Owners

o Add 8 Remove ) Remove Al

’E—“‘v S0000CRLT__101001 3

6. To save this link, click Save All.

7. Open your web browser and navigate to Blackboard Learn. Check the Photo Class roll under Course
Tools, the Grade Center, or Users under the Users and Groups section of the Control Panel to ensure

that your students have been populated.

Note: If the students don’t show up in one of the sections mentioned above, wait a few minutes
and then check again. If they don’t show up within a couple of hours contact
ITHELP@clemson.edu.

Course ID: memarsh-engl304 | Course Name: memarsh-engl304
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OMPUTING AND
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INFORMATION TECHNOLOGY

£3 Clear Filter 2

D)

S o Y

V.Adding additional Owners to your Blackboard Learn

Course

Note: Adding additional owners (Instructors & TA’s) to your Blackboard Learn Course only
gives them access to Blackboard. If they need to have access to enter grades into Web, or to
modify or deploy the Student Assessment of Instructors then they need to be added from the

mainframe.

Adding Additional Instructors

To add an additional instructor to your Blackboard Learn course:

1. Inthe Courses area, locate the Blackboard Learn Course to add an additional instructor.

2. Click the triangle at the right to expand the course.

’ Preferences i Central Overview | Logout: memarsh +II Assist User

& My Central Course Central 7 _M Group Central

PUTING AND

(]
INFORMATION TECHNOLOGY

Save All |

~§ SO0000CRLT__101003

Revert All ‘ B view Tutorial

Available CRSM Sections Courses
[l]sortBy v 2
*ﬁ SO0000CRLT__101002

E New E. Delete [z Sort By * g Open All -é— Filter Courses

B Clear Filter 2

I ‘".D memarsh-engl304 | 1 section

’;D memarsh-melissas626 | 0 sections 2D
’;D memarsh-itunesu | 0 sections 2D
[\ [ memarshietest26 | 0 sections 2D

— T

3. Next, click the Owners tab.

P T I e I P SO~ C L ST et L
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Preferences # Central Overview | Logout: memarsh +]I Assist User

COMPUTING AND
INFORMATION TECHNOLOGY

- o) g -
@ My Central 2 Course Central 2 fo:*3 Group Central 7

| Save All | - Revert All ‘ ﬂ View Tutorial

Available CRSM Sections Courses

@Sun By~ ? 'ENEW EDeIete IZ Sort By * D> Close Al &X Filter Courses: | 8 Clear Filter ?

& S0000CRLT__101002 [\ ] memarsh-malissas626 | 0 sections 2b -

= g . ?

~§ SO0BOCRLT 101003 ’g[‘memarsh itunesu | 0 sections 2 D
,;D memarsh-ietest626 | 0 sections | 2D
,;D memarsh-engl304 | 1 section v

| Links 7 ‘ Resources 7 | Owners 7 ICDurse ID: memarsh-engl304 | Course Name: memarsh-engl304

g Add Eg Remove Eﬁ Remove All
’g—ﬁ SO000CRLT__101001 B3

T e R o o b, S A oot s i | st s B A S I g NI At i e At i T s

4. Inthe field provided, enter the user ID for the additional instructor.

1

Preferences i Central Overview % Logout: memarsh +!l Assist User

©_ COMPUTINGAND
INFORMATION TECHNOLOGY

& My Central 7 COI.I[SE Central ? .*_:3 Group Central 7

| Save All | & Revert All | ﬂ View Tutorial

Available CRSM Sections Courses

[E]sortBy » ? [ New [\ Delete [5] SortBy v [{D> Close All 4 Filter Courses: | @ Clear Fiter 2

_‘6 SO000CRLT__101002 ’;D memarsh-melissas626 | 0 sections 2D -
[\ [ ] memarsh-itunesu | 0 sections 2D

,“6 S0000CRLT__101003 ©
@D memarsh-etest626 | 0 sections 2D

v

]—%D memarsh-engl304 | 1 section

Links 2 Resources
DEBM 1 | & Add I Remove
&  Welissa Lockhart (MEMARSH)

Pl A0, b s Attt JP A st it s, A s | [ et 1 g by sk B e N ik gt

? ‘ Owners ? ‘ Course ID: memarsh-engl304 | Course Name: memarsh-engl304

1

e

5. Then click Add.

& My Central ¥ COI.I[SE Central ? .*_:3 Group Central 7 0 0 OLO
E] Save Al L <7 Revert All | B view Tutorial
2 l
Available M Sections Courses
Snrt By » ? ’ENE}W EDe\ete lZSurtBy * [ID> Close All € Filter Courses: | B Clear Filter ?

_ﬁ SO000CRLT__101002 ’;D memarsh-melissas626 | 0 sections

% SO0000CRLT 101003 ED memarsh-itunesu | 0 sections
- —
’GD memarsh-ietest626 | 0 sections

ED memarsh-angl304 | 1 section

(unsaved) ? <7

? ‘ Owners ? ‘ Course ID: memarsh-engl304 | Course Name: memarsh-engl304

Links 2 Resources
DEBM | B Add & Remove

mn

8 Melissa Lockhart (MEMARSH)

B & DebraCharles (DEBM)

’— [] memarsh-CU-101 | 0 sections D
%WW#MNW&M‘MM

N g AR s gomadh
6. The new instructor will be displayed in the Owners area. Notice that on the right side of the course
the word (unsaved) is highlighted in red. At this point the addition of the new instructor has not

been saved.
7. To save this new instructor, click Save All.
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Adding a TA to your Blackboard Learn Course
1. Inthe Courses area, locate the Blackboard Learn Course to add an additional instructor.

2. Click the triangle at the right to expand the course.

Preferences i Central Overview | %l Logout: memarsh +l| Assist User

COMPUTING AND
INFORMATION TECHNOLOGY

& My Central 7 Course Central ? ;:AH Group Central ?

| Save All ‘ Revert All ‘ ﬂ View Tutorial
Available CRSM Sections Courses
@Snn By v ? ENEW gDe\ete ,Z Sort By * g Open All ~§‘ Filter Courses: | 2 Clear Filter ?
& S0000CRLT__101002 [\ [ memarsh-melissas626 | 0 sections 2D
’—" [] memarsh-itunesu | 0 sections 2D
& S0000CRLT__101003 L s
?

N ,D memarsh-ietest626 | 0 sections

I& ;D memarsh-engl304 | 1 section . 7 D

A gl e A STt s o etk B G b il s Pl i P, T T

3. Next, click the Owners tab.

Preferences # Central Overview | Logout: memarsh +ll Assist User

MPUTING AND

©_ _COMPUTINGAND
INFORMATION TECHNOLOGY

2 0 At 2
@ My Central ? Course Central 2 fo:*3 Group Central 7

| Save All | - Revert All ‘BV\ewTutuna\
Available CRSM Sections Courses
ort By  ? ew [ Delete 31| SortBy ose %@ Filter Courses: ear Filter ?
SortBy ¥ ? BN Delete [$1 Sort By * [ Close All 4 Filter C 3 Clear Filter ?
“5 SO000CRLT__101002 ,GD memarsh-melissas626 | 0 sections by~
= ) . -
.ﬁ SO0BOCRLT 101003 ’g[‘memarsh itunesu | 0 sections 2 D
,;D memarsh-ietest626 | 0 sections | 2D
,;D memarsh-engl304 | 1 section v

| Links 7 ‘ Resources | Owners 7 ICDurse ID: memarsh-engl304 | Course Name: memarsh-engl304

ﬂ Add Eg Remove Eﬁ Remove All
’g—ﬁ SO000CRLT__101001 B3

Tt et o, e A A o AN ool i | st s BN A T A S A I Aty e s e Pt e,

4. Inthe field provided, enter the user ID for the TA.
Note: The TA’s employee ID should be used, not their student ID.

1

Preferences i Central Overview Logout: memarsh +ll Assist User

COMPUTING AND
INFORMATION TECHNOLOGY

- 0 o) .
& My Central ¥ Coulse Central ? 28 Group Central 7

Save All | ~ Revert All | B view Tutorial

Available CRSM Sections Courses

[Z]]sortBy * 2 [8 New [Mh Detete [21] SortBy * [if> Close All 4 Filter Courses: | B Clear Fitter 2

_ﬁ S0000CRLT__101002 @D memarsh-melissas626 | 0 sections 7 D I+

2 y ”

«.& S0000CRLT_101002 @D memarsh-itunesu | 0 sections ? D

@D memarsh-etest626 | 0 sections 2D
kA4

]—%D memarsh-engl304 | 1 section

Links Resources 7 ‘ Owners ? ‘ Course ID: memarsh-engl304 | Course Name: memarsh-engl304
DEBM 1 | & Add Remove

1

8 Welissa Lockhart (MEMARSH) NS
o Y o I T Y A PRI T

-

5. Then click Add.
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. Preferences i Central Overview Logout: memarsh +ll Assist User

& My Central
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0 L
Course Central 7 fo:*3 Group Central

7 Revert Al | B view Tutorial

Courses
ENE‘W gDe\ete ESurtBy * [I> Close All 4 Filter Courses:
[\ 7] memarsh-mlissas626 | 0 sections

Available 'e®SM Sections

;;_—:ISU[T By v ?

_‘% S0000CRLT__101002
& SO000CRLT__101003 [\g) [ memarshtuneau | 0 sections

- a ’;D memarsh-ietest626 | 0 sections

ED memarsh-engl304 | 1 section

Links
DEBM

Resources
i % Add % Remove
& Welissa Lockhart (MEMARSH)

Owners 2 Course ID: memarsh-engl304 | Course Name: memarsh-engl304

3 Clear Filter 2

(unsaved) ? %7

@ & DebraCharles (DEBM)

[\ ] memarsh-CU-101 | 0 sections
R T TR

A s g AP ki I s i o i P PN BV PPt

2D

The new instructor will be displayed in the Owners area. Notice that on the right side of the course

the word (unsaved) is highlighted in red. At this point the addition of the new instructor has not

been saved.
To save this new instructor, click Save All.

Next, open your web browser and login to Blackboard.

Navigate to your Blackboard Learn course.

CLEMS@®N

@ MyPlaces fily Home @ Help =3I Logout

U NI VERSTITY

My Institution m Community
Business Writing memarsh-engi304 [NIEEES

Content Collection System Admin

Editiode is: [0 |[Z]

a CIEE]E
@ Users

Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups

Displaying 1 to 2 of 2 items

Groups

Users

= Customizatine

10. From the Control Panel, click the chevron to expand Users and Groups.
11. Then click the Users link.
12. The Users page is displayed.

# Business Writing »
(memarsh-
engl304) Users that are enrolled in a course can be located using the Search criteria provided. More Help
1| Home Page
1| Information Enroll User ¥ Batch Enroll Users
1| Contenti
1| Discussions Search:l Username EH ‘Nut blank E“ | Go
1| Groups <
1| Tools =
Remove Users from Course Refresh
1| Help
D Username LastName First Name Email Role Observer Available
COURSE MANAGEMENT D debm | ¥ Charles Debbie debm@clemson edu Instructor Yes
[[] memarsh |2 Lockhart Melissa memarsh@clemson.edu Instructor Yes
# Control Panel
Remove Users from Course Refresh

. A M A sty ..._w_r‘-..wm\_y'..—-&-a—a-.‘...‘-«mm‘”_rr—-‘-.w#\‘__. - af““

Show All | Edit Paging...
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@ MyPlaces ffy Home @ Help =g Logout
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My Institution m Community ‘Content Collection System Admin
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EditMode is: [T |(7]

# Control Panel
Content Collection

* Course Tools ‘.@

. Displaying 1 to 2 of 2 items

Evaluation

Grade Center

Users and Groups

Groups
Users

Customization

Packages and
Utilities.

E Users
(memarsh-
engl304) Users that are enrolled in a course can be located using the Search criteria provided. More Help
1| Home Page
1| Information &% Batch Enroll Users
1| Contente
{ | Discussions search:‘ Username Ell | Not blank El‘ \ Go
1| Groups
1| Tools =
Remove Users from Course Refresh
1| Help
|:| Username Last Name Eirst Name Email Role Observer Available
COURSE MANAGEMENT debm Debbie debm@clemson.edu Instructor Yes
[[] memai Melissa memarsh@clemson.edu Instructor Yes
Refresh

Show All | Edit Paging...

13. Click the chevron to the right of the Username.
14. Then select Change User’s Role in Course.
15. The Change User’s Role in Course page is displayed.

, & MyPlaces Home Help =38 Logout
CLEMS@N ’ e @ A

U N1 VERSTTY

My Institution m Commun| ﬂ‘y ‘Content Collection System Admin
T R e ReTEtP i Users - Change User's Role in Course

\{.3 | Change User's Role in Course

=]

1 1
Role Student Instructoq (@) Teaching Assistant (‘ Course Builder (=) Grader Guest

Available (this course only)

1

16. Select the Teaching Assistant radio button.
17. Then click Submit.
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CLEMS“’N @ My Places fily Home @ Help =38 Logout

UNI1 VERSTTY

My Institution m Community Content Collection System Admin

Business Wriing memarsh-engi304 I

»

EditMode is: [T |(7]
Success: Role edited. ]

# Business Writing

(memarsh-
engl304) % Users

Home Page

Information [ Users that are enrolled in a course can be located using the Search criteria provided. More Help

Content
Enroll User ¥

Batch Enroll Users
Discussions.
Groups

o0k < Search:‘ Username Ell |No| blank El‘ [ ] Go

[l

Help

Remove Users from Course

Refresh
COURSE MANAGEMENT D ‘ Last Hame First Name Email Role Observer Available
2 debm@clemson.eduy
2 Control Panel [[] debm [¥ Charles Debbie debm@clemson.edu Teaching Assistant ‘— Yes
Content Collection [[] memarsh | Lockhart Welissa memarsh@clemson edu Instructor Yes
Coursejlools Remove Users from Course Refresh
Evaluation

Grade Center

Displaying 1 to 2 of 2 items Show All | Edit Paging...
Users and Groups

Groups
Users

Customization
Packages and

Utilities.

18. The User’s page is displayed with the updated role.

VI. Unlinking your Sections from your Blackboard Learn
Course

To unlink a Section from your Blackboard Learn Course from Course Central:
1. Click the Remove button ([=]) at the end of the Sections identifier.

2. Alternatively, you can select the Sections identifier that is on the Links tab of the Blackboard Learn
Course.

i Central Oveniew | %l Logout: memarsh | #j§ Assist User

©  COMPUTINGAND
@Cﬂurse Central 2 gﬁ Group Central INFORMATION TECHNOLOGY
" Revert Al | B View Tutorial

Available CRSM Sections Courses

[l sortBy * 2 [3# New 48} Delete [21] Sort By = [ Close All @+ Fiter Gourses: £ Cloar Filler 2
& S0000CRLT_101002 [\l [ ] memarsh-CU-101 | 1 section (unsaved) 257 *
“5 S0000CRLT__101003 Links 2 Resources Owners Course |ID: memarsh-CU-101 | Course Name: CU-101

%8 l:@ Remove All
2 I}

.:‘ S0000CRLT 101001 x.

1

o ATt Sl B e et e i G gt s i

3. Then click the Remove button.
4. Then click Save All.
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VII. Unlinking multiple Sections from your Blackboard
Learn Course

To unlink multiple Sections from your Blackboard Learn Course from Course Central:

1. Click the Remove All button (El) at the beginning of the group of the Section identifiers.

2. Alternatively you can press Shift and click to select the Section identifiers that are on the Links tab
of the Blackboard Learn Course.

{8 Preferences | § Central Overview | %] Logout: memarsh | 4]} Assist User

©  COMPUTINGAND
4, Group Central INFORMATION TECHNOLOGY

i My Crg

[E] Save All %7 Revert All | [H View Tutorial
Available CRSM Sections Courses

[l sotBy v ? [ New [y Delete [21] Sort By w [ID> Close Al @ Filter Courses: €3 Clear Filter 2
.5 SO000CRLT__101003 [\g[] memarsh-cU-101 | 2 sections (unsaved) 27 *

Links 2 Resources Qwney 2 Course ID: memarsh-CU-101 | Course Name: CU-101
i* Add ‘7& Remove E‘B Remove All
o & SO000CRLT 101001 &
k{ |:: SO000CRLT 101002 3

1

1

T g | A it A | G A Al e i AL sl bt e, )

3. Then click the Remove All button.
4. Then click Save All.

VIII. Creating a Mailing List for your Section

To create an email distribution list for your section:
1. Inthe Courses area, locate the Blackboard Learn Course that your Sections are linked to.
2. Click the triangle at the right to expand the course.

view | %l Logout: memarsh | #] Assist User

COMPUTING AND

i INFORMATION TECHNOLOGY
28 Group Central

Available CRSM Sections Courses
[il]Sort By » 2 [1# New [\ Delete [21] Sort By = [ID> Close Al @ Filter Courses: £ Clear Filter 2
& S0000CRLT_101003 [\ | | memarsh-CU-101 | 23e1 % (unsaved) 257 *
5 _
Links Owners 2 | Course ID: memarsh-CU-101 | Course Name: CU-101
Blackboard Organization ?
Shared File Space (2 ? L
|!’7 Mailing List | memarsh-CU-101@lists.clemson.edu 72D
B T ST T e T WP IP R

Click the Resources tab for the selected Blackboard Learn course.
Select the Mailing List checkbox.

Then click Save All.

Next click the My Central tab.

o o~ w
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& Preferences | & Central Oveniew | X Logout memarsh | #]] Assist User

COMPUTING AND
INFORMATION TECHNOLOGY

Q Wy Central 2 | | %) Course Central (f Group Central

save All | <2 RevertAll | I View Tutorial

My Central

2D
2D

‘5 My Sections | 3 primary ownerships = 0 co-ownershi 2D

s My Sharea Fie Sy 1 2 2D
Do ) —~

] memarsh-CU-101 — Contact

& My Groups | 20 ownerships - 34 memberships

[\ My Courses | 29 ownerships - 28 memberships

IR s sinn R IR g it I e

it i, g i

7. Click My Mailing Lists to expand and view mailing lists that have been setup for your courses.

8. Find the course that you want to email.

9. If you have an email client setup on your computer, click the Contact link to email the members of
the course distribution list.

10. If you are using a web email client, right-click the Contact link at the end of the Blackboard Learn
course identifier and select Copy Email Address. Open your web email client and use CTRL +V
to paste the course distribution email address in the To: field.

11. Then enter your email message and press Send.

IX. Deleting Blackboard Learn Courses

To delete a Blackboard Learn course:
1. Inthe Courses area, select the Blackboard Learn courses to delete.

{8 Preferences | § Central Overview | %] Logout: memarsh | 4]} Assist User

COMPUTING AND
INFORMATION TECHNOLOGY

L My Central Ok Group Contral
[E] save All | <7 Revert All | Al View Tutorial
Available CRSM Sections Cours\ 2
[fl]sotBy * ? Q, o New [ Delete [[21] Sort By » & Open Al @ Filter Courses: [memarsh £ Clear Filter 7
& S0000CRLT__101003 '@ [V] [nemarsh-afternoon626 | 0 sections 2D
nemarsh-| eveningcourse sections [4
& ] h-0626 | 0 secli 2D
Courses Pending Deletion (4) = i_;r:‘emavsh—mellssasﬂzﬁ | 0 sections P
: 31 v?
7 Restore X Remove Sun By ~ 2 [g [nemarsh-istesté2s | 0 sections 7D
™ h-evening-627
L e s et [\ [ |fnemarsn-627-moming | 0 sections 2D
= memarsh-627test-final [\l [ 1nemarsh-enai3o4 | 0 sections 2D
e Cannat restare after /611 [—
@ []fnemarsh-itunesu | 0 sections 2D
[\g memarsh-627-1152am
Y P e [\ [ femarsh-cu-101 | 2 sections 2D

[\& memarsh-11am62Ttest
e Cannat restore after #6111

2. Then click the Delete button in the Courses area toolbar.

3. If you are the only instructor for the selected Blackboard Learn course, you will see the What do
you want to do? pop-up window. This window allows you to either reassign the Blackboard Learn
course to an alternate instructor, or to trash the course.
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Course Central

- What do you want to do?

memarsh-evening-627 {1 of 4)

You are the only owner assigned to the course
memarsh-evening-627, would you like to assign
another owner and remove yourself as an owner or
Fmove this course to the trash? Reassigning this

| course is not a revertable action.

You are aboutto move this course to the trash can
which means MEMARSH will no longer be able to
use this course

NOTE: All sections must be removed before a
course can be moved to the trash.

Trash Course || Reassign || Cancel

Click Trash Course to delete this Blackboard Learn course.

CLEMSON

COMPUTING AND
INFORMATION TECHNOLOGY

5. Click Reassign to assign another owner to the Blackboard Learn course and remove yourself as an
owner. When you select this option a field will be displayed to enter a User ID for the new course

owner.
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6. If you are not the only instructor for the selected Blackboard Learn course, you will see a different
What do you want to do? pop-up window. This window allow you to remove yourself as the
owner of the course, or to trash the course.

What do you want to do?

memarsh-afternoon626

You are not the only owner assigned to the course
memarsh-afternoon626, would you like to remove
yourself as an owner or maove this course to the
trash? Removing yourself as an owner of this course
is not a revertable action

You are about to move this course to the trash can
which means DEBM, MEMARSH will no longer be

able to use this course.

NOTE: All sections must be removed before a course
can be moved to the trash.

Trash Course || Remove Self || Cancel

7. Click Trash Course to delete this Blackboard Learn course.
8. Click Remove Self to remove yourself as an owner of this course.

9. If you click Trash Course, the system will move the course to the Course Pending Deletion area.

{8 Preferences | & Central Overview | ¥ Logout: memarsh | #J}] Assist Use
COMPUTING AND

& My Central @Course Central 2 i, Group Central INFORMATION TECHNOLOGY
B save Al | <7 Revert All | B View Tutorial

Available CRSM Sections Courses

[il]Sort By » 2 [1# Mew [y Delete [21] Sort By » ¥ Open Al @ Filter Courses: [memarsh £ Clear Filter ?
_& SO0000CRLT__101003 ,G memarsh-afternoong26 | 0 sections ? D

,g memarsh-0626eveningcourse | 0 sections 2D

Courses Pending Deletion (4) A+ I_E[_ memarsh-melissas626 | 0 sections 2D

Y ?

7 Restore X Remove [31] Sort By v 2 [\@ [#] memarsh-istests2s | 0 sections D
['0 s et [\ [ memarsh-627-moming | 0 sections 2D
@ memarsh62Ttest final ’gl:‘ memarsh-engl304 | 0 sections 2D

0 oot restore ater 8811

’GD memarsh-itunesu | 0 sections 2 D
memarsh-627-1152am

R) ot vestore afies 816011 ’GD memargh-CU-101 | 2 sections 7D
r' memarsh-11am627test

0 oot restore ater 811

ot I Ar-"‘-‘----“w—w ampteraien T PR B e PR

10. If you have accidentally deleted a Blackboard Learn course, it can still be restored if it is in the
Courses Pending Deletion area. There is a date below each course that indicates the last day the
course can be restored.

11. To permanently remove a Blackboard Learn course from the system, you can select the course in the
Courses Pending Deletion area. Then click Remove.
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12. The system will display the What do you want to do? pop-up window again. This time the options
will be to delete or reassign the course.

What do you want to do?

memarsh-evening-627

You are the only owner assigned to the course
memarsh-evening-627, would you like to assign
another owner and remaove yourself as an owner or
permanently delete this course? Reassigning this
course is not a revertable action.

You are about to delete this course permantly, which
means MEMARSH will no longer be able to use this

course.

NOTE: All sections must be removed before a course
can be moved to the trash

Delete Course || Reassign || Cancel

13. Once you click Delete Course the Blackboard Learn course is deleted permanently.

14. To save the changes you have made, click Save All.
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