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How to Enroll & Remove Users in a Blackboard Organization 

With the Role of Organization Administrator this person is able to enroll users into a Blackboard 
Organization.  

Note: For auditing purposes only one Organization Administrator should be assigned per 
organization.  

How to enroll a user: 
1. Log into Blackboard.
2. Navigate to the organization.
3. Navigate to the Control Panel on the lower left of the page.
4. Click on Users and Groups.
5. Click on Users. The Users page will be displayed

with all users currently listed in the organization.
Their role will also be displayed here.

6. Hover your mouse over Enroll User, then click Find
Users to Enroll. The Add Enrollments page will be
displayed.

7. Type the person’s user name in the username field
(Typically, a person’s username is the prefix of their UMES email). Separate multiple
usernames with a comma. You may also use the browse button to search for the username.

a. Click on the Browse button to the right of the username. The users dialog box
will appear

b. Type in the user’s last name in the blank field and select the Go button. A list of
users should populate.

c. Click on the checkbox to the left of the person’s name and select the submit
button.

8. Click on Participant in the Role field and choose the role. If you want them to be enrolled as
a Participant, there is no need to do anything here.

9. Click the Submit button.
10. Verify that the user(s) have been added to the list with the correct role.
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How to remove a user: 
1. Log into Blackboard. 
2. Navigate to the organization. 
3. Navigate to the Control Panel on the lower left of the page. 
4. Click on Users and Groups. 
5. Click on Users. The Users page will be displayed with all users currently listed in the 

organization. Their role will also be displayed here. 
6. Check the box left of the user. You may select more than one user at a time.  
7. Click on Remove Users from Organization.  
8. Click the OK button to confirm. 
9. Verify that the user(s) has been removed 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Warning 

Google Chrome was used to create these instructions. If you are using a different browser, the 
instructions may differ. Please do not use Internet Explorer for Blackboard. 
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