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Blackboard Organization Instructions for
Instructions for Enrolling, Deletin ng or Changing the Roles of Members:

Find/Modify a User's Role
1. Goto "Control Panel" of the Organization of which you are a Leader.
2. Click on "List/Modify Users".
3. Search for the member by typing the last name, username or email and clicking Search.
4. In the resulting list, click the "Properties" button corresponding to the appropriate member.

Enroll users
1) Goto "Control Panel" of the Organization of which you are a Leader.
2) Click on "Enroll User".
3) Search for a member by typing the last name, username or email and clicking "Search".
4) Check the box corresponding to the appropriate user.
5) Click "Submit" for changes to take effect.

Remove any user except President
1) Go to "Control Panel" of the Organization of which you are a Leader.

2) Click "Remove Users from Organization".

3) Search for the member by typing the last name, username or email and clicking "Search".
4) Check the box corresponding to the appropriate user.

5) Type the word "Yes" in the text box provided at the bottom of the screen.

6) Click "Submit" for changes to take effect.

BEemove a {previous) President
1) Follow "Find/Modify a User's Role" procedure.
2) At the bottom of the screen, change the "Role" to "Member".
3) Follow the "Remove any user except President” procedure.

Adding a President of Organization
1) Follow the "Enroll users" procedure to enroll the new officers as members of the organization.
Note: This step is unnecessary if the user is already a member of the organization.
1) Follow "Find/Modify a User's Role" procedure,
2) At the bottom of the screen, change the "Role” to "Leader”.

Adding other Officer Members:
1) Follow the "Enroll users" procedure to enroll the new officers as members of the organization.
Note: This step is unnecessary if the user is already a member of the organization.
2) Follow "Find/Modify a User's Role" procedure.
3) At the bottom of the screen, change the "Role" to "Assistant”. '



