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This document provides instructions for adding a TA, instructor, grader or course builder to your 
existing Blackboard course site.     

1. Login to your 
BroncoWeb 
account. 
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2. Click  Faculty 
Center. 
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Blackboard: Adding a TA, instructor, grader or cour se builder 
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3. Click  Blackboard 
Tab on the top right. 
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4. Click  the 
Blackboard Course 
Site Requests link.  
The Faculty 
Blackboard Request 
page will open in a 
new window.  

NOTE: If  the Faculty 
Blackboard Request 
page does not open, 
make sure that you 
either allow popups or 
disable your popup 
blocker. 
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5. Select the Desired 
Term from the drop-
down menu.  Then 
Click  Search Term. 
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6. Click  Manual 
Enrollments link on 
the menu to the left.   
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7. Enter the ID 
number of the 
person you wish to 
add in the emplid 
box.  Make sure that 
there are no spaces 
at the beginning or 
end of the ID# as 
that will generate an 
error. 

8. Click Search 
Emplid. 
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9. Click  the check box 
to the left of the 
course you are 
adding the person to. 

10. Select the 
appropriate role in 
the drop down box. 
(default is Teaching 
Assistant) 

11. Click Add 
Enrollment. 
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12. You should get 
Successfully added 
text and the person 
you added should 
show below the 
course.  

NOTE: Users added in 
this manner will have 
access to your course 
site after the next 
update.  Blackboard is 
updated every 3 hours 
from 0900 – 2100.  
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