Instructions for Faculty adding reserve unit as “Course Builder”

1. Click on Control Panel
\ @ Course Map

@ Control Panel

2. Click on Enroll User

LIB-RES-STAFF: Library Reserves Administration - Carmen Blankinship (Instructor)

Content Areas

List Hodiy Users Enroll User

Course Tools Batch Create Users Remove Users from Course
Announcements
Staff Information Test Manager Pool Manager

Discussion Board Survey Manager Course Statistics
Hetp |
Manage Course Menu Import Course Cartridge Support

Manage Tools Import Package Manual

Settings Export Course Contact System Administrator

Recycle Course Archive Course

Course Copy

2. Search for reserve unit. “Reserve” is last name, library name is first name. User
name is name of library.reserve. Example: mann.reserve. (NOTE period between

library name and reserve.) Click ok.

SLL BLACKBOARD SITES > LIBRARY RESERWES ADMINISTRATION > CONTROL PANEL > ENROLL USER

EE Enroll User

SEARCH | azos | usTaLL

searoh By: @ Lastname O vsername O Email

3. Add library by clicking on add button, then click on submit.

ALLBLACKBOARD SITES > LIBRARY RESERVES ADMINISTRATION » CONTROL PANEL » ENROLL USER

[EJ Enroll User

| usTaL

resene |

Searoh By: () Lact Hame O usemame O Email

2 user(s) located.
Displaying recards 1

AD00
F Reserve, Mann

NAME USER NAME E-MAIL

management reserve mteircEcornell edu
rnann_reservei@oomell edu

Submit )

Mone

oK )



A response will return that the library has been added with role as student. Click ok.
Continue with next steps to change library to Course Builder role.

ALL BLACKBOARD SITES > LIBRARY RESERVES ADMINISTRATION > CONTROL PANEL * ENROLL USER

[EEl Enroll User

Receipt: Success

User management.reserve enrolled with role of Student

3006-12-04 10:57 56 A

OK )

4. At Control Panel, click on List / Modify Users

ALL BLACKBOARD STES » LIBRARY RESERVES ADMINISTRATION » CONTROL PANEL

LIB-RES-STAFF: Library Reserves Administration - Carmen Blankinship (Instructor)

Content Areas Us~r Management

Batch Create Users Remove Users from Course
Announcements
Staff Information Test Manager Pool Manager

Discussion Board Survey Manager Course Statistics

(Hetp |
Manage Course Menu Import Course Cartridge Support

Manage Tools Import Package Manual

Settings Export Course Contact System Administrator

Recycle Course Archive Course

Course Copy

5. Search for library. Click on Properties.

ALL BLACKBOARD SITES > LIBRARY RESERWES ADMINISTRATION > CONTROL PANEL * LIST/ MODIFY USERS

[EE) List / Modify Users

SEARCH ‘ AZ 09 ‘ ADVANCED

resene |

Seach By @& |act Name O Usemame O Email

| usTaw

9 user(s) located.
Displaying records 1-9,

NAME USER NAME E-MAIL ROLE
Resane, Afficana afticana reserve aftlib@comell edu Student
Reserve, Engineering engineering. reserve engreircEgcornell edu Student
Resere, FineArts finearts.resere fal-reserve@comell. edu Student
Reserva, Hotel hatel.resene hotelcirc@@sha. comell. edu Student
Resere, ILR ilr. reserve icire@eormell edy Student
Reserve, Management management.reserve matcircEcormell. edy Student
Reserve, Music music. reserve musicrefi@cornell. edy Student
Resene, OKU aku.resane okureserne@carmell adu Student
Resene, PSL psl.resere pslcircfdromell. edy Student
oK )



5. At “Role and Availability”, click on Course Builder. Click on Submit

ALL BLACKBOARD SITES » LIBRARY RESERWES ADMINISTRATION * CONTROL PANEL » LIST/MODIFY USERS * MODIFY USER PROPERTIES

[E3] Modify User Properties

@ Personal Information
“First Name Africana

Middle Name

Last Name Feserve
“Email afrlib@camell.edu
Student ID 4654G

@ Account Information

“Usemame afticana. rese
© Other Information

O Role and Availapi

Role
O Course Builder O Grader—& st Onstructor @ Student O Teaching Assistant
Available {this course only)
Ves ¥
O submit

" Required Field

Click Submit ta finish. Click Cancel to quit

Cancel )

6. Check confirmation message. Click OK.

ALL BLACKBOARD SITES » LIBRARY RESERVES ADMINISTRATION > CONTROL PANEL » LIST /MODIFY USERS

[EQList 1 Modify Users

User information updated
Mame: Africana Reserve
Email:afrlib@cormell. edu
Student ID:4654G
Username:africana. reserve
Course Role: Course Builder
Course Role Available: ¥

2006-12-04 11:37:32 A

Submit )

oK )



