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This document provides instructions for adding g ih&tructor, grader or course builder to your
existing Blackboard course site.
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User Name: I
1. Login to your passwors  |[

Bro I’]COWGb m Set my new password
account.
Iforgot my password

Need Help? Reinstate my access
Contact the BroncoWeb Help Center

(208)426-BWEB [2932]

Or email bweb@boisestate edu
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Add to Favorties

Search:
® W0y Self Service
- Wy Favorites
I BSU Pages and Reports Navigate to your self service information and activities.
~ Self Senice A4 Student Center 7 Faculty Center Campus Personal Informatic
I Campus Personal "W Use the student center to check your admissions: Use the Facutty center to manage allyour class, Maintain your personal informatio
Information status, accept financial aid, register for classes, make a student and advisee related activities. and to dos pending to your recor

I Payroll and Compensation payment, view your to-do items, and more.

I Time Reparting

2. Click Faculty

¥ OpeinEmerqency et [3="] payroll and compensation Time Reporting Manager Self Service
Ce nte I. Student Center @@ Review your pay and compensation history. Update Report and review your time, schedules, request ) Navigate 1o self service mformati

— Eaculty Center your direct deposit and other deduction or contribution absences and more. people reporting to you

— Browse Course Catalog information. [ Report Time: = Balances-All Direct Rpt
=] Leave Balances-One Employe

— View My Advisees

— Grade Class by Proxy
- Change Wy Password
- My Dictionary

mplovee Leave Balances
[ Time Wanagement

View My Advisees
‘Access your advises roster and
academic information, class sche
progress and grades.

Irap enefits Browse Course Catal

Review health, insurance, savings, pension or other Browse the course catalng by subject
benefits nformation. Review and update dependent and
beneficiary personal information

Benefits Information

[ Dependents and Beneficiaries

Benefiis Summary

Insurance Summary
Grade Class by Proxy {ﬁ',(}gﬂnsmergenq;\len
Grade Class by Proxy ~!.,.J Set your alert options for the Emergency Notification
System.

Alert Options




3. Click Blackboard

Tabon the top right.

4. Click the
Blackboard Course
Site Requests link
The Faculty

Blackboard Request

page will openin 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.

5. SelecttheDesired
Termfrom the drop-
down menu. Then
Click Search Term

V¢ @ @ Faculy Blackboard Requests
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Faculty Blackboard Requests

Blackboard A

. e d@b estate.edu (dick the Help link on the upper right corner ).
Questions/Concerns: o .. (508) 425 2593
Blackboard Course Site Reguest Instructio
et ik e e e e e AT e e e Al e e e

Nackbnanlserverlsupda‘beﬂzlgﬂﬂam1200pm,300pmand5wpmdally\.

Please click on the Close link in the upper-right hand corner of the browser when you are done.

Select Your Desired Term:

erm: Fall 2009 -
| Search Term l Reset




6. Click Manual
Enrollmentslink on
the menu to the left.

7. Enter the ID
number of the
person you wish to
add in theemplid
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 thecheck box
to the left of the
course you are
adding the person to.

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

11.Click Add
Enroliment.

12.You should get
Successfully added
textandthe 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.



