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academicinnovation@uscupstate.edu. 

 

Blackboard Tips:  
Add an Instructor to Your Course 
 
As the Scholarship of Teaching and Learning confirms, teaching is a social activity and collaborating 
and sharing ideas with fellow faculty enriches the teaching and learning experience for both students 
and faculty. The quickest way to share course content, collaborate across multi-section courses, 
receive or conduct peer teaching observations, and get course support and back-up when you need 
to be out of class is to add a colleague as an instructor within your Blackboard course 
(http://blackboard.uscupstate.edu).  
 
Purpose and Applications 
You can use the Add an Instructor option in Blackboard to: 

• Use Course Copy to share instructional materials, assignments, rubrics, or tests with 
colleagues. 

• Coordinate and share materials across multi-section courses.  
• Provide a contingency plan in case of health, personal, weather, or other emergency. 

 
How to Add a User as an Instructor  
 

• Navigate to Users and Groups under the Blackboard 
Course Tools in the Control Panel as in Figure 1. Click 
on Users. 

• The next window that opens will contain all members of 
the selected course as in Figure 2.  
 

 
 

• Click Find Users to Enroll to add new users to the course (See Fig. 2). 
  

http://blackboard.uscupstate.edu/


For help implementing any Blackboard best practices in your classes, contact 
academicinnovation@uscupstate.edu. 

 

• On the Enroll Users page, click Browse to search for a user by last name, first name, 
username, or email address. Or, if you know your colleague’s username, you may type it in the 
Username box and proceed without browsing.  

 

• The Users search page allows you to search and sort records. The search results include all 
USC System users statewide. Knowing the username or email address may streamline your 
search process.  

 

 
Figure 4 Users Search Page 

• Click the checkbox for any users you would like to add to your course, then click Submit. 

Figure 3 Enroll Users Options 
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• You will return to the Enroll User screen. Click the arrow for the drop-down menu after Role 
and select Instructor (See Fig. 3).  

• Click Submit.  
 
Quick Tips for Use 

• Instructor users cannot be deleted from the course. To delete a visiting instructor, go to the 
Users page, click the down arrow next to a user’s name. Click Change User’s Role in the 
Course to Student. Then, click the down arrow again and Remove Users from Course. 

• Note: FERPA regulations prohibit the sharing of student information except as needed for the 
performance of job duties. Avoid staying in a course longer than necessary and maintain 
FERPA-related confidentiality for all students.  
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