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Background

Blackboard Course areas are automatically created for every Module and
Programme in the Student Information Database (SID). These Course areas are
initially empty apart from the basic template. All students registered for the
Programme or Module in SID will be automatically enrolled in the Blackboard
area and will be able to access it once the academic in charge of the Course

area has opened the course to students.
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Merging Courses

These automatically generated Blackboard sections do not necessarily match
the taught curriculum. Some programme teams use a programme area, some
don’t. Some departments provide students with a separate module area for
each module, and some join several modules together in one Blackboard

Course area.

This guide will help you ensure that the way the Course areas are set up in

Blackboard fits with the way the curriculum is taught.

The examples used in this guide may not be the same as modules and
programmes that you will be working with. However, the technical process
involved will be the same, whether you are merging a Child Course into a
Parent Course, creating a new area with the * MRG’ suffix to merge several

courses into, or giving staff access to the section.

In Part 1a we look at merging some Child Courses into a Master Course. In Part
1b we’ll look at creating a new Course area for several Child Courses to be

merged into. Each option could be used depending on requirements.

This guide will help you ensure that the way the Course areas are set up in

Blackboard fits with the way the curriculum is taught.

The examples used in this guide may not be the same as modules and
programmes that you will be working with. However, the technical process
involved will be the same, whether you are merging a Child Course into a

Parent Course, creating a new area with the . MRG’ suffix to merge several
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courses into, or giving staff access to the section.

In Part 1a we look at merging some Child Courses into a Master Course. In Part
1b we’ll look at creating a new Course area for several Child Courses to be

merged into. Each option could be used depending on requirements.

Course merging is performed using the Admin Panel in Blackboard. Click on the

Admin menu to access this panel.

N.B. When you need to close the Admin Panel use the link on the top right of the
screen:

Close Administrator Panel

To search for courses to merge you need to access the ‘Courses’ page.

Click on the ‘Courses’ link to open it.

Courses

Part 1a: Merging one area into another

We will use a module with the code LIT1000 in this example. You can search for

this in the ‘Search’ section, using ‘Course ID’ ‘Contains’ ‘LIT1000’.
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Search: Course D ¥ (Contains ¥ LIT1000

In the returned results, we see a range of modules from different years.

Associate Availability: Delete
STATUS COURSEID ., COURSE NAME DATE CREATED
@ 2011_LIT1000 TEXTS & CONTEXTS 2011 28/04/11 02114
@ 2011_LIT1000S 'IZ'(EJ:CTS AND CONTEXTS (SKELMERSDALE) 22/04/11 02:14
1
@ 2011_LIT1000U TEXTS & CONTEXTS 2011 28/04/11 02:15
@ 2012_LIT1000 TEXTS & CONTEXTS 2012 15/05/12 03:08
o 2012_LIT10005 'IZ'E:(;S AND CONTEXTS (SKELMERSDALE) 15/05/12 03:08
@ 2012_LIT1000U TEXTS & CONTEXTS 2012 15/05/12 03:09
@ 2013_LIT1000 TEXTS & CONTEXTS 2013 14/05/13 03:29
AN TEXTS (Sk Al
@ 2013_LIT1000S Zgﬂs ND CONTEXTS (SKELMERSDALE) 14/05/13 03:28
@ 2013_LIT1000U TEXTS & CONTEXTS 2013 14/05/13 03:31
Q 2014_LIT1000 TEXTS & CONTEXTS 2014 07/05/14 03:36
AN I Al
o 2014_LIT10005 TEXTS AND CONTEXTS (SKELMERSDALE) 07/05/14 03:36
2014
2014_LIT1000U TEXTS & CONTEXTS 2014 07/05/14 03:37
Q 2015_LIT1000 TEXTS & CONTEXTS 2015 01/05/15 01:02
o 2015_LIT10005 TEXTS AND CONTEXTS (SKELMERSDALE) 01/05/15 01:02
2015
2015_LIT1000U TEXTS & CONTEXTS 2015 01/05/15 01:55
2016_LIT1000 TEXTS & CONTEXTS 2016 19/05/16 16:25
Associate Availability: Delete
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Let’s say that we are interested in the 2016-17 years modules. We can see that
there are three prefixed with 2016:
e ‘2016_LIT1000" which is the main area that most student have accessto.
e ‘2016 _LIT1000S’ which is a version of the module taught off campusin
Skelmersdale.
e ‘2016 _LIT1000U’ which is a version that Study Abroad students are given

access to.

The Skelmersdale students are taught separately from the main group of student
taught at Ormskirk, so the section with the prefix S does not need merging into
the main area. However the Study Abroad student will be part of the group taught
at Ormskirk, and they will need access to the same Blackboard course as those
students. We therefore need to merge the Study Abroad student area (the Child

area), in with the main area (the Master area).

Hover over the Course ID for the main area which is going to be the Master

course and a grey circle will appear.

-~ 4 AN

FAY * = VUV

Click on the grey arrow to open a menu. Select the Edit option and the ‘Course
Settings’ page opens. Within the section ‘General Information’ you will see a

check box labelled ‘Select Courses to Merge’.

Select Courses to Merge
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If you click on the box a Child Courses section appears below it. This allows you to

select ‘Child’ courses to merge into the ‘Master’ course (i.e. ‘2016_LIT1000’).

Select Courses to Merge

CHILD COURSES

Add Child Courses

Click on the ‘Browse’ button and a window will open containing search options.
You can use this to search for a child course to add. In this case we want to add
2016_LIT1000V’, so we’ll search for that.

Click on the check box on the left to select the Course area, then click the ‘Submit’

button. The Course ID for the Child Course will be added to the text box.

Add Child Courses 2016_LIT1000U Browse...

You can then click on the ‘Submit’ button to save your changes.
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If you search for either the Child or Master Courses now you will see an arrow next
to the Child Course, and its Course ID indented. This visual indication of the

relationship between the two Course areas will make it easier to track.

Q

t

Q

Part 1b: Creating a new ‘Parent’ area to merge modules into

We have seen how to merge one area into another. However, there are cases
where separate modules or instances of courses are taught together. For
example, two programmes might share the teaching on a Research Methods

module but register the students separately on their own modules.

In this case you would create a new area that will be used as a ‘Parent’ course,

and merge in both modules.

Click on ‘Create Course’ and select ‘New’ from the menu.

Mew

Reztare
Batch

Merge Enrolments
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Add information to the ‘Create Course’ page.

e Course Name: Should be the title of the course which students will see. If
the module names are the same, you can use the same title. If they are
different you might want to decide on a title which both groups of students
will understand. For consistency, we’d recommend writing this in capitals.

e Course ID: Should be in the format YEAR_[distinguishing information such
as programme of module code] MRG. For example, 2017 _
FOHSC_BSCN_MAR17_MRG, where 2017 represents the 2017-18 academic

year and MRG shows that it is a merged course.

e Term: Select the academic year that this area relates to, to allow staff to
organise their list of courses by academicyear.

e Availability: Leave the ‘Available’ setting set to ‘No’ to prevent students
being able to view the section. The module/programme leader will

release the section when it is time.

When you have added the information click the ‘Submit’ button.

The new area will need the Course or Module template applying. These can be

downloaded from the Module and Programme Blackboard Templates page on

eShare.
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They can be uploaded to the new Blackboard area through the ‘More options for

Course Content’ menu. Select ‘Import Content’.

Q ses

[F Batch Edit

[} Import Content

Then select ‘Import Course Content’ and select the zip file for the template

that you downloaded.

To merge the ‘Child’ course(s) into this new ‘Parent’ course, repeat the

process in Part 1a of this guide.
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Part 2: Staff Access to Courses

Adding Programme or Module Leads

Once the first ‘Programme or Module Leader’ is enrolled, they can then enrol other

staff themselves through the course area.

You can do this via the Administrator Panel.

Locate the course in the Courses section, as before.

Click on the round grey ‘action link’ that appears next to the course name and select

‘Enrolments’ from the menu that appears.

20

20

20

20

20

201

15_PUP1178}

16_PUP11

16 PUP117

16_PUP117

17_PUP117

6_PUP117

Cpen

Edit

Enrolments
Reports
Categorise

Goals Association
Quoras

Template Options
Make Available
Make Unavailable
Expart/Archive

Bulk Delete

FOUNDATTON

201
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On the following page click on the ‘Enrol Users’ button.

This opens the Add Enrolments page.

Add Enrolments: 2017 _PUP1178

I leore Fhet F py — e e eE e TR 1 s e e anenlled fo
USsers tnat Nave an exisiing accournt in Ine system can oe enrol In

Username

Role Student

e
Ir

1e course. Click Browse fo search for users.

pu

with commas. Click Browse to search.

Browse...

You need to add a username, and select a role, before clicking the ‘Submit’ button.

If you do not know their username, click on ‘Browse’, and use the search options to

find a user and their username.

The module or programme leader should be added with the ‘Programme or Module

Leader’ role, which can be selected from the drop-down menu.

Click the ‘Submit’ button to finish adding the user.

Extra Note: Secondary roles

Secondary Institution Roles are used to customize what users see on the
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Institution Page in Ultra Base Navigation. From the ‘Admin’ menu select ‘Users’

and search for the username.

Select ‘Edit’ from the dropdown menu against the username, you can edit their

institution roles.

Users

Create User Batch Actions

Search: Username v Contains ¥  clarestaff

Edit

Edit user properties.

Make Availk

Make Unavailable

Select the name of the faculty from the list of ‘Available Roles’ and click on the

arrow that points to the right to move it to the list of ‘Secondary Institution Roles’.

Click the ‘Submit’ button.

This will allow the user to see the faculty specific panel on the Institution Page of

Blackboard.
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INSTITUTION ROLES

Select one or more Institution Roles

Available Roles

Faculty of Health and Social Care - HUG
Faculty of Health and Social Care - PUP
FAS Associate Tutors

FAS_BIOLOGY

FAS_BUSINESS

FAS_COMPUTING

FAS_CPD

FAS_ENGLISH_HISTORY
FAS_GEOGRAPHY

-

>

Selected Roles

Primary Institution Role

Staff

Secondary Institution Roles

BbMobile User
EDUCATION_PRIMARY_UG_ITT

Employability Preview

FACULTY_EDUCATION
FACULTY_OF_HEALTH_AND_SOCIAL_CARE
FOHSC PRF-RFGISTRATION NURSING PROGS

-
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Part 3: The ‘Unused Courses’ Term

In Ultra Base Navigation, the Course page will list all courses a student is attached

to even if that course is not being used and/or is unavailable.

To avoid confusion, departments have the option to move courses into a Term
called ‘Unused Course Areas’. You would only move courses into this Term if they
were never going to be used. Courses that are simply unavailable but will be made

available later, should remain in their originally assigned Academic Year Term.

You can do this via the Administrator Panel.

Click on the ‘Courses’ link to open it.

Search for the course(s) as before, in this example, the search is based on the

course name and the date of creation.

Select the courses for which you want to change the Term. Click Associate - Terms
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Create Course Enrol Users Backup Actions

Search: Course Name & Contains “ core

snD Date Created After v 03/05/2020

In AllCourses v Go

Associate Availability: Delete
(m] Cacegories COURSE NAME DATE CREATED COURSE FILES ROGRAMME OR MODU DER USERNAM
Terms
Q 2020_CORE_SKILL_001 R:iig:‘:z 'fg;';sc EoREE Al 09/07/20 09:10 Original
[x] 2020_CORE_SKILL_002 g‘:ﬁ:&ﬁj:;rﬁi]fo‘;wsc EERE 09/07/20 09:05 Original
Q 2020_CORE_SKILL_003 ;2ESLEECCTREEWS_;L;TT'ESD(FDHSC CORE " 5o/07/20 02:05 Original
Q ST AN S AL ;SESL[EED&Q?,‘;FR,QSZQ‘;OHSC CORE " 4o/07/20 09:10 Original
peeiicrmaTIE AnvuTe LeuE o
. ) . .
Select the Term ‘Unused Courses’ and Click Submit.
~  Organisation 1 Continuous No 14
Unused Courses From 01 June 2020 to 30 June 2020 No 0
Displaying 1 to 13 of 13 items Show All Edit Paging...

In practice, what this does is move the courses into a Term which may be a filter

option on the home Courses page for users. Users will only see ‘Unused Courses’ in

the filter if they are attached to courses which are in that Term.

Unused Courses v

Upcoming Courses
Current Courses
Organisation 1
Development Spaces
Academic Year 2020/21

Academic Year 2019/20

Unused Courses .
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Part 4: Troubleshooting Common Student Issues

You might get queries from students if they cannot access Blackboard

courses that they expect to. If so, it is worth considering the following

things.

Is the area released to students? The academic member of staff in
charge of the section might not have made it available yet.
Students may have applied one of the filters on the Courses page

of Ultra Base Navigation.

Current Courses .
Filter = All Courses v

Upcoming Courses
All courses

Courses | am taking

Development Spaces
X Open courses
Academic Year 2018/19

Academic Year 2017/18 Completed courses

For the week at the start of term when students are registering, student
course registrations feed through to Blackboard overnight, and during
the rest of the year the process runs once per hour. Close to the start of
term, if it looks like a student should have access but doesn’t, it is worth
asking the student to wait until the next day.

If students cannot see an area that they expect to see, you can check on
SID to see if they are registered on the module or programme in

question.

Be aware that with merged areas, students see the name of the area that they

are enrolled in, rather than the name of the parent area that this might have

been merged into. This can cause confusion if staff are telling them to look for

LTD1005.docx Learning Technology Development, Library and Learning Services

16



a certain area. Generally though, the names of child and parent courses are

similar.
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