Adding a TA or instructor to a Blackboard course

1. To add a TA/Co Instructor in Blackboard go to https://crs.uh.edu/login/login.php and enter your PSID number and click continue.
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Blackboard Faculty Course Request

“This form is NOT for student use.
For the protection of faculty privacy, this form is located on a secure server.

 Information on Blackboard workshops - See the Faculty Development and Instructional Support site at
http:/letuo.uh.edulappsiworkshopsiworkshopcalendar.cfm

 Dont know your PeopleSoft ID? Contact your department business administrator or call 713-743-1411

 Questions? Concers? Send email to blackboard@uh.edu or call 713-743-147.

Instructor PeopleSoft ID





2. Click on “ADD TA/Instructor at the top of screen.
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Step 1 - Select A Course

« Click a course number to begin your request for a course shell. At the next step, you will have an
opportunity to add more sections to this shell

« Courses you have already requested have a status in the right hand column. To make changes to courses
already requested, send an email to blackboard@uh.edu or call 713-743-1475 option 1

« Click here if you would like to request a course not i the list below.

 Below are the courses listed under vour name in PeopleSoft.




3. Choose the Learning Management System you would like to add the TA to and Submit (Vista or Learn)
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TA/Instructor Management

Step 1a - Select learning management system [leam9 [~ [ SubmitLMS Change.
vistad
Step 1b - Select the course(s) to add TAlIns(mm click "Continue".





4. Click the course(s) you would like to add a TA to and Continue
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TA/Instructor Management
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Step 1b - Select the course(s) to add TA/Instructor, then click "Continue”.

Year| Course |Section| _Tile | Requestor | Instructor | Status
COMM3353 11435 Information and Comm
Bping 2013 COMM3353 27795 Information and Comm ~ Perez. ] Created

COMM3353 38714 Information and Comm





5. Click on the Begin Search button.
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Step 2 - Select TA/Instructor. |_Begin Search





6. Search for the person you want to add. Then click on the Search button.
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7. Select the Person and Answer Questions regarding access
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1 record(s) found.

Step 3 - Answer Questions on Role:

Willthe person add materials or help design your Blackboard course?

Willthe person assist you in managing the students and grades?
« Ifyes, wil the person need to download or upload grades?

Willthe person be the primary instructor for this course?

Submit | Cancel





8. A confirmation email will be sent to you – Click on the link to confirm.
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Please confirm the TA request (ticket #[Illll) to add or drop the
following TA(s) or Instructor(s) to the following Blackboard Leam
shell(s)

ENGL1300 12033 Spring 2013

ENGL1300 12036 Spring 2013

First Name|Last Name|Role | Action|Instructor Type]
(I . | H TA|add

If this is comect, please click this link to confim:

ttps://crsweb uh.edu/crs/ta/prof response php’
e Wmma+Xow=—=&r=d4ymnag=

The TA/Instructor will not be added/dropped until you click the
link above.




About an hour and a half after you click on the confirmation link in the email, the TA or instructor will be added to your course.
