Instructor’s Blackboard Solution for Merged Courses

You will be creating your own merged shell in Blackboard as an Organization through the eCommunity area. You will then put a link in the course shells for students to enroll themselves into the Organization. You can also put a link to the organization into the course shell for students to access the merged course. 
SET UP INSTRUCTIONS:
1. Create an Organization for the Merged course 
a. Login to Blackboard 
b. Go to the eCommunity Tab 
c. Under Organization Creation click on “Click here to create an organization” 
d. You will now fill out the form 
SECTION 1 
e. In the Organization Name area put the Course Prefix and number and sections like: CIS 100: Intro to computers (merged sections 5501, 5503) 
f. In the Organization ID put in the format of BLC_Merged_4062_CIS_100_pbrooksjeffiers. BLC is used instead of BCTC.  Then 4062 = the current semester code, CIS is your course prefix, 100 is your course number and pbrooksjeffiers is your first initial and last name. 

g. In the Description area, you can put the description of the course and that it is the merged area for all sections. – This field is not required. 
h. The subject and discipline can be left at the defaults 
SECTION 2, 3, 4, 5, 6 
i. No change needed 
SECTION 7 
j. Leave it as Self Enrollment 
k. To leave enrollment open do not check or set start/end dates. Set the dates and check the start/end check box if you want to restrict the enrollment times into the Merged sections. 
l. Put a check in the Require access code to enroll check box and enter a password for enrolling into the course. Make up your own password for the course. 
SECTION 8 
m. No change needed 
SECTION 9 
n. Change menu design if desired. This can be changed from within the Organization 
SECTION 10 
o. Submit the Form 
Your Organization is now created. Now you will put the info for the Organization into your course shell for students. We will put this info as an Announcement into the course. 

2. Create a link in your course to the Merged course (organization) 
a. Go to the eCommunity Tab 
b. Click on Browse Organization Catalog 
c. Using the search options, search for the organization you just created 
d. When you find the organization you created, RIGHT CLICK on the enroll button. 

e. Click on Properties from the menu that appears 
f. From the Properties box, select the entire Address/URL that appears (hint: triple click to select the whole URL) 
g. Copy the Address/URL (hint: to copy either right click or ctrl C) 
h. Cancel the Property box 
i. Go to the eCourses tab 
j. Go into the course that needs the link to the organization 
k. Go to the control panel 
l. Click on Announcements 
m. Click Add Announcement 
n. Enter a Subject for the Announcement (enroll into merged section of course – or whatever you want it to say) 
o. In the text box editor, put a message to click the link to access the course material, then paste the Address/URL you copied from the Organization area. (hint: to paste, click the Paste button or use ctrl V or right click and paste) 
p. Set whether or not you want this to be a Permanent Announcement 
q. Set the dates for the announcement if desired 
r. Click submit 
Now, when students enter your course, they’ll see the announcement on how to enroll into the organization. When they click the link and enter the password and hit submit, they are taken directly to the organization. 

3. Tell students how to continue to access Merged course area. 
We don’t want them to have to enroll each time they come to class so you now have a couple of options.

1. Tell them to find the course in the My Community area under My Communities

And/Or

2. Put a link to the Organization in the course area

a. To put the link to the Organization in the Course area do the following. 
b. Go into the Organization 
c. Click in the Address area at the top of the Browser window to select the Address/URL 
d. Copy the Address/URL 
e. Go into your course, I suggest an external link for this 
f. Go to the control panel 
g. Under Course Options 
h. Click on Manage Course Menu 
i. Click External Link 
j. Enter a Name in the name field; like Course Content or Course Area 
k. Paste the link in the URL field 
l. Check the box to have it open in a new window 
m. Click submit 
They now have a link in the Course on the Menu bar to take them to the Organization where the merged course is located. 

4.
At the end of the semester, instructors must remember:

a.
To download their grade book to their computer.
b.
Prepare for next semester by creating a new eCommunity and copy the content from the current eCommunity to the new one.  
Please contact me if you have any questions or problems.

