INSTRUCTIONS FOR ADDING YOUR PERSONAL “ZZ” ACCOUNT TO YOUR BLACKBOARD COURSE

	HOW TO ADD A STUDENT TO YOUR BLACKBOARD COURSE

	1. Sign onto Blackboard Learn and access your course 
2. Ensure the edit mode switch is on 


3.  In the Control Panel area,  click on "Users and Groups" to expand the Users and Groups folder 
4.  Click on "Users" 
5.  Click on the "Enroll User" button 
6.  In the "Username" field enter your “zzinstructorname”, for example, zzdoejohn.
7.  Ensure that the Role reads "Student" before you click “Submit”.


	HOW TO CHANGE YOUR “ZZ” ACCOUNT PASSWORD

	1. Log into Blackboard with zz[instructorusername],  and password 123456.
2. Click “My places” at the top of the Blackboard page then click “Personal Information.”





3. Click the link for “Change Password.”


4. On the Change Password screen, enter your new password in both the “Password” and “Verify Password” fields, then click “Submit.”
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