
1. Please complete the training for Blackboard instructors/course designers if you have not already done so.  Take either:

Classroom Training: 

· Blackboard Basics

OR

Online Video Tutorials 
Several other Blackboard online and classroom training courses are available and recommended.  Find tutorials and class registration links on the Blackboard Support page. http://www.urmc.rochester.edu/blackboard 
2. Fill out the URMC New Course Initiation Form electronically using MS Word.  Contact online-learning@urmc.rochester.edu  for assistance if needed. 

The form is available from the Blackboard Support page http://www.urmc.rochester.edu/blackboard/#requestCourse
3. Obtain E-Mail approval from Department Head/Supervisor, or Service Area Educator.

4. E-Mail the URMC New Course Initiation form and the approval E-mail to blackboard@urmc.rochester.edu (Blackboard Support in global).
5. Implement your course content in Blackboard.  Request consulting from the Online Learning team as needed. 

6. Contact the Online Learning team once your content is ready.  The Online Learning team will coordinate with Instructor/SME to configure passing criteria for BB/HRMS Bridge, and coordinate with HRMS contact to create and configure new course IDs and bridge settings. 

7. Once your course is ready and the Bridge is configured, make the course available.
8. Instructor or department administrator initiate and manage enrollments by asking employees to self-enroll (typical method), or manually enrolling employees.  See a template for self-enrollment directions on the support page.  If you would like employees to self-enroll using a single-click URL, create the URL by following the directions below, modify the self-enrollment instructions template for your own course, and email the instructions to potential enrollees.  http://www.urmc.rochester.edu/blackboard/#enrollment
To create a single click enrollment URL for your course:
1. Go to this URL, http://bb.rochester.edu/enroll. 

2. Login with your Blackboard username and password.

3. Copy the URL next to the course you want your students to enroll in.
4. Paste the URL from the tool into your self-enrollment instructions.  See the self-enrollment instructions template  http://www.urmc.rochester.edu/blackboard/#enrollment.  That is a document for you to modify and send out along with the URL.  Change the course name and other course references.  The instructions ask the user to click the URL, and also give the option of enrolling the “old” way via course search.  Also, the template instructions have a place for course name and Blackboard Support contact information.
























Process for Adding a New Blackboard Employee Education Course








