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Enrolling Students and Staff in Sections

Role: Administrators, Lecturers

Enrolling staff and students into a Section can done in Blackboard Manager. To get to Blackboard
Manager, go to my.monash portal. Then click on Blackboard Manager.

Enrolling Staff

In Blackboard, staff can be enrolled as Lecturers and Designers in order to create and manage content
in Blackboard. Faculty/School Administrators can enrol staff in Sections using the Blackboard Manager.

1. In Blackboard Manager, navigate to the Section where staff have to be enrolled.

Creating a new Section - Clayton - S1 2008

Section enrolments Section utilities

Backup
Allocate+

-
-
+« Enable open access
« Delete this section

e Manage student access
o Link units
s Manage cohorts

o isibility dates
o Additinnal stidents

% Manage staff roles

Section summary

Creation Date: 17-0ct-2008 15:37
Visibility: Currently visible to students
From 16-0ct-2008 to 17-Mar-2009
Last backed up: N
Vista status: Section in Blackboard

2. Select Manager Staff Roles

Manage staff roles
ABC1234 - Creating a new Section - Clayton - S1 2008
These users have been granted administration access to this section.
From here you can:
s assign administrative and teaching staff to the section by adding new staff

o modify access privileges by managing roles for staff
s remove administrative and teaching staff access by removing staff,

Manage student access

3. Select Add Staff.
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Search for staff
Flease enter the staff member's name that you would like to add.

Tip: You can search for users either by their full name (first and last name) or by their Authcate username.

search for:

Using: ® Full name O Authcate username

[0 Search outside of the Human Resources Division,

[ Soarch ] Cancel

MUSO: Blackboard

4. You can search for staff to enrol into this section either by their full name or their Authcate username.
Type in either the full name of staff or their Authcate username. By default, the search will only look for

staff who are in your organisational unit, but you can also search for staff who are employed by other
organisational units by ticking the Search outside of the ... check box.

5. Click Search. If there is someone who matches your search criteria in the Monash staff directory, you

will see them listed on the Add User page.

Add user

Your search for ext-muso01 returned 1 user.

+ To add a staff to ABC1234 - Creating a new Section - Clayton - £1 2008, select add staff.
e To return to the manage staff roles page click the Cancel button,
o If the staff you are looking for doesn't appear in the list, change your search term and click the Search again button,

User Username Faculty

External MUSQ User0ol ext-muso0l add staff

Search again:

If the user you are searching for is not here, try to search again by changing your search term or by broadening your search to staff outside of your
faculty.

Search for: extmusoll

Using: O Full name @ Authcate usermname
Search outside of the Human Resources Division,

6. Click Add Staff. You will now be able to set roles for the staff member in this section.

Set roles for staff
Flease select the roles that apply to External MUSO User01 for this section,

Lecturer
Cresigner
[ Tutor

[0 Cbserver

‘ Set roles Cancel

7. Select the appropriate roles for the staff member. Click Set Roles.
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Tip: When setting roles, remember that some roles cannot be taken together, e.g. Lecturer and Tutor.

8. You will then return to the Manage staff roles screen and see a confirmation message at the top

indicating that You have successfully set roles for....

Manage staff roles
[. You have successfully set roles for External MUSO Usero01 ]

ABC1234 - Creating a new Section - Clayton - S1 2008
These Users have been granted administration access to this section.

Fram here you can:

s assign administrative and teaching staff to the section by adding new staff

o modify access privileges by managing roles for staff
o remove administrative and teaching staff access by removing staff,

User Username Roles
External MUSO User0l ext-muso0l Lecturer, Designer manade roles
Add staff

Manage student access

remove LSaer

9. You can add more staff to a section using the same process.

10. If you wish to remove staff, you have enrolled, select Remove User

Enrolling students

1. In Blackboard Manager, navigate to the Section you wish to enrol students in.

Creating a new Section - Clayton - S1 2008

Sectio ents Section utilities
s [Manage student access Backup

Allocate+
Enable open access

o LT TN

+ Manage cohorts

« Wisibility dates
« Additional students

o Managde staff roles

Delete this saction

Section summary

Creation Date: 17-0ct-2008 1537
Visibility: Currently visible to students
From 16-0ct-2008 to 17-Mar-2009
Last backed up: [y
Vista status: Section in Blackboard

2. Select Manage Student Access.
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Manage student access

ABC1234 - Creating a new Section - Clayton - S1 2008

From here you can:

assodate Blackboard and the Monash Student Information System (Callista) by linking the relevant units to this section
add student cohorts in order to grant student access to the section

manage section visibility dates for students
grant access in special cases by adding new students.

Link units

To provide student access, you need to assodate Blackboard and the Monash Student Database (Callista) by linking the relevant units to ABC1234 -
Creating a new Section - Clayton - §1 2008.

Link units

Visibility dates
Start date: 16-0ct-2008
End date: 17-Mar-200%
Specify the dates this section will be visible to students.
Modify visibility dates
Additional students
dd student

Manage staff roles

3. Under Additional Students, select Add Student.

Search for student
Fleaze enter one of the student's names that you would like to add to this section.
Tip: You can search for users either by their full name (first and last name), Authcate username or student ID number,

Search for:

Using: ® student Mumber O Full name O Authcate username
O nclude staff in search.

4. You can search for a student, using their full name or their Authcate username.

5. If you wanted to add a staff member as a student, you can tick the checkbox next to Include staff in
search.
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Add student
Your search for ext-muso02 returned 1 user,
+ To add a user to this section, select add user.

e To return to the manage student access page click the Cancel button.
« If the user you are looking for doesn't appear in the list, change your search term and click the Search again button.

User Username Monash Id staff

External MUSO User0z ext-muso02 ext-muso02 Yes add student

Search again:

If the student user you are searching for is not here, try to search again by changing your search term.

Search for: ext-musol2
Using: O student Number O Full name & Authcate username
Include staffin search.

6. Click Add Student.

7. You can add additional students by clicking Search Again.

Note: Most of the time, you would be enrolling students in bulk by linking a section to a particular Callista
unit and then to particular Callista cohorts.

Enrolling students into a Callista unit

When a section is first created in Blackboard, there are three areas listed under it in Blackboard
Manager. These consist of Link units, Visibility dates and Additional students. The Link units link
allows one to link a Blackboard Section to a Callista unit.

Note: Please note that only Administrators can link Callista units to Blackboard Sections. Lecturers are
however able to add the cohorts.

Please see pg 8 of this Learning Card for details on adding cohorts.

Enrolling staff and students in Sections (EN05)
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Manage student access

ABC1234 - Creating a new Section - Clayton - S1 2008

From here you can:
associate Blackboard and the Monash Student Information Systemn {Callista) by linking the relevant units to this section
add student cohorts in order to grant student access to the section

-
s manage section visibility dates for students
e grant access in spedal cases by adding new students.

Link units

To provide student access, you need to associate Blackboard and the Monash Student Database (Callista) by linking the relevant units to ABC1234 -
Creating a new Section - Clayton - 81 2008.

Visibility dates

Start date: 16-0ct-2008

End date: 17-Mar-2009

Specify the dates this section will be visible to students.
Modify visibility dates

Additional students

Add student

Manage staff roles

Note: In our example, we are using a fictitious unit so there is no corresponding unit in Callista.
However, for the purposes of illustration, we have shownb el ow how a Section can
Callista Unit.

1. Click on Link Units to link a Blackboard Section to Callista unit.

Search for units

# To search for units, please enter at least two characters into the search box
Linking wnits enables you to add student cohorts in order to grant student access to this section,

Tip: You can search for units in Callista starting with: (eg ABC or ABC1). Flease énter at least two characters into the search box.

Search for:

iy

2. Search for the Unit using the Unit code. Type in the Unit Code and click Search.
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Select units to link

Unit search results for "MTH1"

Faculty Cohorts
O MTHL000 Spedal toplcs In mathematics level one SCHOOL OF MATHEMATICAL SCIENCES 3
O MTHIOID  Functions and their applications SCHOOL OF MATHEMATICAL SCIENCES S
O mMTHLI020  Analysis of change SCHOOL OF MATHEMATICAL SCIENCES 12
O wMTH1030 Techmiques for modelling SCHOOL OF MATHEMATICAL SCIENCES B
O mTHL112 Numbers, logic and graphs SCHOOL OF MATHEMATICAL SCIENCES 4
O mTHL1122 The nature and beauty of mathematics SCHOOL OF MATHEMATICAL SCIENCES 4

|

3. Select the correct unit(s) from the list of units returned from Callista and click the Link units to section
button. Note that the number of available cohorts is listed next to each unit.

4. You will then see a confirmation screen. Check that you have selected the correct unit(s) and click the
Confirm link units button.

Confirm link units

You have Selected the following umits from Callista 1o Bnk 1o this section,

Faculty Cohorts

Mmﬁ Speclal topics In mathematics level one SCHOOL OF MATHEMATICAL SCIENCES 3

Now that we have linked the section to a Callista unit, we are able to add cohorts from Callista to this
section. The Manage student access screen now contains a fourth area, namely Student cohorts.
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Manage student access
+ You have successfully linked the unit MTH1000 to this section

CHK 1022 - Using coloured chalk effectively 51 2008

MUSO: Blackboard

From here you can:

+ assocate Blackboard and the Monash Student Information System (Calista) by inking the relevant units to this section
* add student cohorts in order o grant student access to the section

* manage Section visibility dates for students

* grant access in special cases by adding new students,

Link units

Code Cohorts linked

MTH1000 Spedal topics in mathematics level one unlink wnit

Link more wnits

Student cohorts

Add cohorts

Wisibility dabes

01-Feb-2008 T 01-Jul-2008

Specify the dartes this section will be visible to sudents,
thodify wisibility dates

Additional students

add shudent

Manage staff roles

5. Click the Add cohorts link to link this section to particular Callista cohorts.

6. From the list of Callista cohorts, select those that this section relates to and click the Add button.

Select cohorts

Flease select the student cohorts which you wish to add to this section.

MTH1000 - Special topics in mathematics level one

Campus Semester Teaching period
O CLAYTOM 51-01 Dy FEE-May 08
(]| CLAYTOM S2-01 Doy JL-0CT 08

7. Once you have selected which Callista cohorts to add, you then need to set their access dates.

Note: The Access Dates are when the students in these cohorts will be enrolled into your Blackboard
section. The Visibility dates determine when students who are enrolled into your section can see the link
to the Section on their Blackboard Home page.

Enrolling staff and students in Sections (ENO5) 8
V2.0 prepared by Staff Development Unit



MONASH University
Studies Online

Set cohort access dates

MUSO: Blackboard

Each student cohort requires a start date for student access. Access dates define the period for student access to l=arming materials. The
default access start date i3 one week before the start date of the teaching period and must be set to a date after today.

The access end date is set to one month after the end of the teaching period. If students require further access, please contact your
Faculty Administrator to arrange this.

Flease note that at the beginning of ¢ach semester, student coharts are loaded into sections prior to the start of the offidal teaching
pericd. Flease contact your Faoulty Administrator to obtain the load date for your Faculty or Business Unit. At other times, students are
lrxaded at least 24 hours prior to the specified access dates.

MTH1000 - Special topics in mathematics level one
Campus Semester Type Teaching period Access start date Access end date
CLAYTON  S1-01 Dy FEB-M&Y 08 15 »||FEE = |08 & 30=-JUN-08

MTHLO00

8. Once you have set the access start dates for all of the cohorts listed, click the Save access dates
button. The default Access dates are those for the teaching period that the cohort relates to. You can
leave the default dates or if you would like these students enrolled earlier or later, you can adjust their
access start date.

9. You will then see a confirmation screen. Check the details and click the Confirm add cohorts button.

Confirm add cohorts
Flease confirm that the following student cohorts are to be added to this section.
MTH1000 - Special topics in mathematics level one

Campus Semester Type Teaching period Access start date Access end date
MTHLO000 CLAYTOM 51-01 iy’ FEE-M&Y 08 18-FEB-08 J0=-JUM-08

Mote; Students in the cohorts above will be added to Monash University Studies Online on the spedfied access start date,

Youwillnowberetur ned to the “Manage student access screen
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Manage student access
I You have successfully added the student cohorts I
CHK 1022 - Using coloured chalk effectively 51 2008

MUSO: Blackboard

From here you can:

+ assodate Blackboard snd the Monash Student Information Systemn (Calista) by linking the relevant units to this section
+ add student cohorts in order to grant student access to the section

+ manage section visibility dates for students

* grant access In specal cases by adding new students.

Link units

Cohorts linked

MTHLO00 Specidl topics in mathematics level one 1

Link more units

Student cohorts

Cohort Access start dabe Access end date

MTHLOOG CLAYTON 51-01 DAY{S1-01) 16-FEB-0G 30-JUN-08 remowve cohort

Add cohorts

Visibility dates

01-Feb-2008 TG 01-ul-2008

Spedfy the dates this section will be visible to shudents.

Modify visibility dates

Additional students

add shudent

Manage staff rales

You have successfully added the student cohorts to the Blackboard Section.

Note: Until the access start date passes, you will be able to remove the cohort. For any linked units, if no
cohort has been added to the Section, you will also be able to unlink the Unit.
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