
 

How do I add a user to my course? 
 

 

 

 

 

If you are the Instructor of a course, you may add other users to your course and 

assign them a role, such as Student or Teaching Assistant.  

 

Each role comes with a different set of privileges. Teaching Assistants have almost all of the privileges of an Instructor: 

they can both view and modify course materials as well as grades. The difference is that TAs cannot change the role of 

users in the course nor change a user’s availability in the course. 

 

 

 

 

 

 

 

 

1. To add a new user, log in to 

Blackboard and click on your course. 

In the sidebar on the left-hand side of 

the screen, in the lower portion under 

Course Management, click Users and 

groups. Then click Users. 

 

 

2. Click the button Find Users to Enroll. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

3. Click the Browse button to 

access a window that will let 

you search for the username of 

the person you wish to add to 

the course. If the user is not 

found, be sure you are selecting 

appropriate search criteria in 

the two drop-down menus on 

the left. 

 

 

 

 

4. Once you have entered the username, select the Role you 

wish to assign to this user—e.g., Teaching Assistant, 

Student, or Guest.* Click the Submit button to finalize the 

changes. 

* Guest access requires additional settings changes in the 

course; see our guide on that topic. 

 

 To add an Instructor, email blackboard@vanderbilt.edu. 

 In a Blackboard “Organization,” the primary roles will be named “Leader,” “Assistant,” or “Participant.” 

https://www.vanderbilt.edu/blackboard/on-demand-resources/how-do-i-enable-guest-access-for-my-course/
mailto:blackboard@vanderbilt.edu

