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Q: Do | need to merge sections?

A: By default, Blackboard courses are created for all active course section. You may find it helpful to
merge multiple sections or cross-listed courses into a single Blackboard course if you do not wish to post
identical assignments and information in multiple locations. However, there may be instances where
combining courses is not recommended, such as where exams need to be given to the various sections
at different times, or if the total enrollment of multiple course shells is greater than 100. (If your
enrollments are greater than 100, then it would be best to utilize the separate shells for our content and
grade center.) We recommend that you evaluate your needs in order to develop a course management
strategy.

Note: Instructors who want to merge the course sections must submit merge requests to CTC by noon
two business days before the first day of class. Students will be loaded into the Blackboard system at
approximately noon one business day before the first day of class.

How to Submit a Multiple Sections Merge Request
Step 1: Go to the request site: —— =F
https://requestcat.thsu.edw/.
i . 2-' 11
Step 2: Login with your s [ETELT
TigerTracks account. o T
= [ oo |

. . RT for FHSU

Step 3: Click New ticket link at
Open tickats

the upper left to start yvour e ihte
request.
Step 4: Ellt er Subj (-_l('t Of }’0[11' I‘hr'.:":'.'t' Ill:::::::l: jlfllll'.lll::;:r.lllufh‘ll amil Eniillment Exemgition (Hlackboard Courae Meioe and Ercolimen Evernplion Fegiesis)
request in RT Self Service/Create .
a ticket page eI
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Step 5: Select the sections that
you would like to combine. Hold
left “Ctrl” key on your keyboard
to select multiple shells.

Note: You can only see the
Course ID’s for the upcoming
semester.

Note: If vou can’t see your
courses here, please provide
the course ID and names in the
text box, at the bottom of the
request form.

Blackboard Course Shell{s) You Are
Instructing (hold left 'ctrl* to select
multiple) (Enter additional courses in
the request description)

Select multinle vaiues

Step 6: Select Combine Course
Shells as Course Shell Action.

Create a Combined Course Shell
Couree Shell Action |Exampt Shells from Automatic Enrollment

Seiect ons valus

Step 7: If you want to delete
default individual shells and only
have a combined course shell
listed under your Blackboard
account. select Yes. If vou want tq
have a combined course shell and
keep your individual shells, select
No.

Note: In most cases, you will
want to choose Yes — “delete

the existing individual course
shells™

{no value)

Combine course shells AND
delete default individual
shells?

Camf=
welT

Step 8: Course shell
combinations MUST be
preapproved by your department
chair. Please check your chair
tirst. If your chair okayed this
request, select Approved by
Department Chair in the box.

Approved by department chair?
{Course shell combinations and
enrollment exemptions “must” be
pre-approved by your department
chair.)

Select one value

Step 9: Confirm your
information that you filled out in
the form. If the information in
the request is correct, select
Request Information is
Correct.

Is the information in this request
correct? Changes cannot he
made after submission except
through appending a reply to the
ticket. Expoct completion of the
request within two business days.
Eajoct one vale i

Pmust match IMandatan]
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Step 10 (Optional): You can
provide more information or

Describa the issus below

your request details in the text
box at the bottom of the page.
(EX: If vou do not see vour
course sections in the course list
box of the request form, vou can
provide your course details
here.)

tfyou hawe any questions aboutthis request, you can reach me st 785-628-2184...

Step 11: Click Create Ticket to
Submit Your Request

Create ticket

View or Modify Your Ticket

View or Modify Your Ticket

Changes cannot be made after submission except through appending a reply to the ticket. If you want to
modify the ticket after submission, you can “Reply” in the ticket’s history area.

To view your submission or modify your request,
you can go to Open tickets at the upper left

2. Click on the request that you just created.

Open tickets

Closed tickets

Mew ticket

3. Next page, you will see all the request information. If you want to modify the ticket, click

Reply button at the lower rlght in History area.
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» The Basics ~ Dates
H 30 Crealed FriApr 02 07:04:25 2010
Status: new Starz flot est
Priorty. 0/ started: fot met
Queus: Blackieard Batch Enralment Leat Contact Mot met
e c P . - & CICS101_Wa_Uzonn Dus: Mot se
ackboart Course Shellfs) vou Are mstructing (hald BR oI to e I
e o L=hrol fueting ! & CICS101_WB_UZ010 Closed: Nat el

Approved by gepartment chair? (Cou
enroliment ExXMptians “must* be pre-approved by your deparment

= the informaiion in this request comect?
after eubmeacn except through appending & reply to the ticket.:

aekect multipls)
Courze Shell Action: Combine Courss Shele

Combine course shells AND delets detaul individual shels?. ves

sheleombnations and oo b Deos rimant

chai): Chai
mguest hformation is
Correct

Changes cannot be made

~ History

HFI

i Apr 02 07.04:25 2010 Student. Bb . Ticket created

Updaied: FriApr 02 07:04:28 2010

Subject: Reguest: Course Merge of Multiple Sections for 2010 Surmmer

by biztudent

Brief headers — Full headers

Reply

4. After modifying the ticket, you can click




