Understanding Blackboard Workgroups

About Workgroups

In instances where an institutional entity requests to use Blackboard for non-direct instructional use
(online orientation, advising, faculty resources, committees), the Blackboard staff will create
“workgroup” spaces in Blackboard to accommodate those requests. The individual who is identified as
the workgroup “owner,” and any other faculty/staff who will have editing privileges in the workgroup,
must complete the university’s mandatory Blackboard training before they will be given access to the
workgroup.

Workgroup owners are responsible for adding users to the group and hose users may only be granted
Student role access. The instructions beginning on page 2 of this document explain how to add
individuals as Student role participants in a Blackboard workgroup.

Important Contact Information

Enroliment-Related Support. Workgroup owner are responsible for adding and removing Student role
users to their workgroup. However, there are two instances in which you may need enrollment
assistance with your workgroup.

1. When you have followed the instructions provided in this document but are unable to add one
or more Student role users to your workgroup.

2. When you need to have someone added to your workgroup in a role other than Student. For
example, you may have another staff member who will be assisting with editing and/or
maintaining the workgroup.

In either of these situations, the workgroup owner will need assistance from one of our team’s Learning
Technology Administrators (LTAs). Contact the Support Center, either at SupportCenter@UHCL.edu or at
(281) 283-2828. A staff member will enter your information and request for assistance into UCT’s help

ticketing system. That ticket will then be routed to one of the LTAs, who will follow up with you within
two business days. NOTE: Please ensure that you specify that your request is for a Blackboard
workgroup, rather than for a credit course in Blackboard. This will help ensure that your request is
properly routed to the correct member of our team.

Blackboard Technical Support. Workgroup owners are responsible for setting up their Blackboard
workgroups. If you have questions about how to complete specific tasks in Blackboard, or if you
encounter a technical issue that is NOT related to user access/enrollments, you have two options:

1. Contact Amanda Bruce, our team’s designated Instructional Designer (ID) for all Blackboard
workgroups. You may contact her directly, either at bruce@uhcl.edu or at (281) 283-2933.

2. Contact the Support Center, either at SupportCenter@UHCL.edu or at (281) 283-2828. A staff
member will enter your information and request for assistance into UCT’s help ticketing system.
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That ticket will then be routed to Amanda Bruce, or another member of our team, who will
follow up with you within two business days.

Accessing the Workgroup in Blackboard
1. Loginto Blackboard (https://blackboard.uhcl.edu). Use the same username/password that you
use to log into your UHCL computer (the UHCL\ is not needed).
2. From the My Courses list on the right of the resulting screen, look for the sub-heading, “Courses

in which you are ‘UHCL_Manual_Enroll’,” and click the name of the desired workgroup.

Adding Student Role Enrollments
1. Inthe lower Course Management menu, click the Users and Groups link.
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2. From the resulting sub-menu, click the Users link.

1- - hitpr/blackbomd uhcl aduSwebuppspodal Tramesst jopTiab tab_group id=_7 1 8ui= %2 webapps Sl Fblackboard % edF eveoute B2 Hauncher 33 bype SIDCorpe®
[ - =

| f vy Pces | iy ome | [3] Hew | T30 1

;. dmeniter Viilka-Cpaiesik

Intsrnational Student Dreq s
‘Calendar of Events.
1| Conlad Us

UHCL International Student Orientation -
Enakiad Adaptve ReSease

‘! B hitgsblackbeand wheledu/webapps/portal frameset jspitab_tab_geoug id= 1 FRurls S Fwebapps %2 Fblackboaed B0  execute W2 launcher S3Ftype 3 D ourse RIS B30 2585 1524
ot ——
{8 VyPaces | By tome | [F] Fep | Logoat

* Creale Laar

Find Lisers b Enral
2 ik Mot blank :| |

Understanding Blackboard Workgroups Rev. 03/14/2018



4. Type or paste the participant’s UHCL username in the Username field and then click the Submit
button. NOTE: The username is the portion of the participant’s UHCL email address that appears
BEFORE @UHCL.EDU. For example, our hypothetical participant John Smith has a UHCL email
address of smithj1234@uhcl.edu. Therefore, his UHCL username is smithj1234.
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5. Repeat steps 3 and 4, as needed, until all participants have been added as student role users.

NOTE/IMPORTANT: You can also “bulk add” multiple users by first creating a text document containing
the participants’ usernames, each separated by a comma (,), as shown below:

| Ethics Modules_UserList - Notepad =fE s

File Edit Format View Help

williamsmeli,steel,sherman, cotten, lehmann,michael,benson,kirkman, hodgin,pavlova,martindw,gossett,zalila,le -
hew,miles,starling,gercek,waller,black,decker,xuzhao,mccormack,easley,marks,perdue,durand,whittington,tomb
augh,garland,ayadim, abdelzaher ,walker ,muraskoj,khoury,chandra,rob,duhuil,rusth,wukean,martynov,mitchellj,w
hitel,saleem,tran,williamson,marchesini,whitworthj,wooten,hanna,robinsonjr,lacina,etnyre,erdem,hillr,lee,s
hinha, heagy,mcglashan, cloninger ,voelker,porter,love,sorensen, linjian

Simply highlight and copy the entire block of text and paste it into the username box shown in step #4
above.
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Deleting Participant Enrollments
1. Inthe lower Course Management menu, click the Users and Groups link.
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2. From the resulting sub-menu, click the Users link.
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3. At the Users screen, click the box located to left of each name that should be removed from the
course. Once you have selected all of the students to be removed, click the Remove Users from
Course button.
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4. You’'ll then be asked to confirm that you want to remove the selected user(s) from the course.
Click the OK button.

This action is final and cannot be undone. Delete users?
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