l’a WAKE COUNTY Blackboard

PUBLIC SCHOOL SYSTEM

Technology Services Division

Student Batch Enroll

How do | Enroll an Existing Group of Users into a Course?

Blackboard allows School Coordinators to perform the Student Batch Enrollments for your
school. Instructors will complete and submit a Batch Enroll Request Excel file to you.

Prepare Text File

1 Open the Exce| f| | e Batch Enroll Request 2007-2008
Use this form to request the addition of existing users to an existing cours:

8.

9.

el
3
To be submitted by Blackboard School Coordinator ONLY. :
Blackboard School Coordinators will complete within 5 work days T
School Name: ABC Elementary -»
Course ID: 683.cthomas33.course_1.2007 i
Instructor Name: Chris Thomas 3
Blackboard Username (l.e. mjones) 'F
1 2575454 -+
2 13576844
3 53453941 I
4 zrogers #
5 siohnson45
6 23235519 f
Y S ’?""ﬁ\" At i, l\ APt -

There are two tabs in the Excel file. The Data Entry Tab displays all the information the
instructor has entered. Make sure that they have correctly entered the Course ID.

% Data Entry { FOR OFFICE USE OMLY /

Click FOR OFFICE USE ONLY tab.

Click in cell a4 and highlight as far down in the A column as you need to
highlight every entry with a username and course id. A 5

Enrallment for Course 683.cthomas33.course_1. Q

Course ID )

1

2

3

4 |"683.cthomas33.course_1.2007","2575454",
5 |'683.cthomas33.course_1.2007","13576844"
6

7

8

9

"683.cthomas33.course_1.2007"."5345994
"683.cthomas33.course_1.2007","zrogers"
"683.cthomas33.course_1.2007""sjohnsonds” 1. )
"683.cthomas33.course 1.2007"."23235519"

10 "683.cthomas33.course_1.2007"."",.............

Press Ctrl+c to copy the cells. "‘Waﬁ\??&{?quww‘“——"“-*-r"”“““?

Minimize all open windows and right click on your desktop.

I ATT CATALYST(R) Control Center [24 Bitmap Image

Select New > Text Document from the pop-up e e ;| ] Microsoft Office Word Document
menu ReFre?h 4 ‘lﬂ_] M?crosoft Office PowerPoint Pressntation

| Ll ublisher Document
E] Text Docurnent

@ Groove Folder Synchronization  »

‘l?‘i] Microsoft Office Excel Warkshest
[ 2] Compressed (zipped) Folder

Name the file batchenrollments.txt and open it.

Now press Ctrl+v to paste the batch enrollment information into the document.

10.Save the document.
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Use Blackboard to Complete Enrollment into Course
1. Log in to Blackboard at http://blackboard.wcpss.net/

2. Click System Admin tab.

e Sites School Directory Systern Admin

T VI S —_—

3. Click the Courses link in the Blackboard Learning System box in the upper left portion of
the screen.

Blackboard Learning System

Courses

Sefttings
R T

4. Select Batch I.Enrolll Users from the Select { & eloct: [Coures Cinaion viame 18] o]
menu on the right side of the screen. Course Creation Wizard

Archive Course

o Export Course
5 Copy Course

» Irnport Package
i Festore Course
5 ] S0

Batch Enroll Users

5. Click 62 SRS
6. Click [ Browse.. ]

7. Highlight the text document you just saved.

8. Click %= ]

9. Click 2wmt ),

Note: If you receive any errors, be sure to contact the teacher for clarification. You may
need to request a new student account if a student’s account doesn’t exist.

10. Confirm the completion of the batch enrollment with the requesting teacher once you are
done.
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