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How to search for and enrol yourself onto courses and modules on Blackboard

To search for modules on Blackboard you will need to click on SysAdmin:
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On the next screen, click on Courses:
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On the course search screen you will need to change the first dropdown option box to ‘course ID’
then enter the module code for the module that you want to search for and click ‘Go’:
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If the module code does not retrieve any results then it may be worth checking whether any zeros

may actually be the letter O (and vice versa). If this still doesn’t retrieve any results then you will
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need to contact the Unit-E team (Unite@uwl.ac.uk) to check that the code is correct and that they

have created this module.

Depending on how long the module has been running for, searching by module code may retrieve

multiple results. You can find the Template and most recent Instance by filtering these results by

‘Term’:
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Once you have found the module that you wish enrol yourself onto, click on the blue hyperlink in the

course ID column to access it:
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Click on the ‘Quick Enrol’ link at the bottom of the left hand sidebar:
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This will enrol you onto the module as an Instructor.
Once you are an instructor on a module you can also enrol any colleagues who need access.

To add a member of staff to a module, click on the ‘Users and Groups’ link in the control panel menu
and then on ‘users’
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On the next screen, click on ‘Enrol User’ and then on ‘Find Users to Enrol’

Users

Enrol User w

Create User
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On the next screen, enter the username of the member of staff who you want to enrol in the
username field, change the role to ‘Instructor’ and click ‘Submit’

Add Enrolments: SS40002E_TEMPLATE

Llsers thar have an existing aorount in the systen can be enrolled in the Coirse. Click Browse to search for users. Onlyy users that are not already enrolled in the Course will be identified in a search for users. More Help

25. Cliek Browse to search.

Chick Swbmit to proceed. Click Caneel to go back

You should receive a message confirming that this enrolment has been processed.



