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Requesting Course Section Combination
Instructions

Purpose: Requesting Course Section Combination walks through the process of
combining multiple sections of a course into a single course section from the instructor's
perspective. Course materials can then be added and updated in a single location.

*Note™ This process should be completed prior to adding or copying materials into a

course section. The Grade Center and tools such as Email and Discussion Board will
display students from all combined sections.

Requesting Course Section Combination

Needed to Complete:

To complete “Requesting Course Section Combination”, you will need to have:

» Access to the internet and a web browser such as Firefox or Chrome
» The complete list of sections to be combined, including the following information for each (which
can be found in the Schedule of Classes):
o Course Name, e.g. Introduction to Course Combination
o CRN (5-digit Code), e.g. 12345
o Course Number, e.g. ABC 10001
o Section Number, e.g. 001
o Semester ID (4-digit Year and 2-digit Semester; 10=Spring, 60=Summer, 80=Fall), e.g.
201510
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Step 1: Navigate to the Blackboard Learn Resources For Faculty Getting Started
page

Go to http://www.kent.edu/blackboard click the Resources For Faculty menu at the top of the page
and choose the Getting Started link.

Blackboard Learn

TECHNICAL SUPPORT RESOURCES FOR FACULTY RESOURCES FOR STUDENTS ~ BLACKE

Getting Started h [ utorials General Resources
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Step 2: Access the Course Combine Request Form Login page

Click the Course Combine Request Form link to access the Login page.

GETTING STARTED

NFORMATION SERVICES BLACKBOARD LEARN RESOURCES FOR FACULTY GETTING STARTED

GETTING STARTED WITH YOUR COURSE

Use the guidelines and resources listed here to assist you in setting up your
course.

Blackboard Learn works best with Chrome (recommended), Safari, and
Firefox browsers. Internet Explorer has been known (o cause issuas within Blackboard
Leam

Setting up your course shell must be completed by your Department Schi@@uler so thay
can set up course codes in Banner for Blackboard Learn.
Use the Copy Course Content guide 1o learn how 10 copy content from a p DS course inlo

a currant course

Combine Multiple Course Sections - Please submit your Course Combine Reguest Form
and allow a couple of days for processing
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Step 3: Access the Course Combine Request Form

Enter your Flashline ID and Password. Then click the Log In button.
Please Login

T KSU Login
Flashline 1D:

| fiTkent edu

weicuine:to Blackboard Course Combine Request Form!

Password:

|
Log In _

This secune web sie uses encnpdon and sothen st

Far 24/7 Support, please call 330,672, HELP or submit a ticket at support.keat.edu

For additional Blackboard Learn infermation, please visit: www/kent edu/blackhoard

slancands 1o protect the confidentalty of web transsotons.
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Step 4: Confirm Your Sections Have No Content
Click the No button.

*Note* It is highly recommended to combine sections that do NOT contain content. If there is content in
one of the course sections to be combined, click the Yes button, follow the instructions, return to the
form as directed, and continue with these instructions.

Do any of your course sections have content?
(combining courses with content could result in Josing all content within those courses)

| e

By chicking YES. you will be forwarded to step-by-step instructions on how o Export [ Archive your course conlent pror to the course
combine (pages 1&2), as well as instructions on how to import your content (pages J&4) after the course combing has been complated.
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Step 5: Confirm Contact Information

Confirm that the information populating Instructor Name, Flashline Email, Department, and Campus
are correct and update if necessary. Enter your Phone Number and click the Next button.

= Welcome

Faculty Contact Information

nstructor Namea
Phome Mumper
Flashbne Email
Department

KEMNT -

Next h
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Step 6: Choose Number of Course Sections to Combine and Select Semester

Click the first drop-down menu and select the exact number of course sections to be combined.

Click the second drop-down menu and choose the Semester during which the sections will be
delivered.

*Note* Courses can only be combined from the same semester.

= Welcome | Logout

Coaurse Information

For each course that you would like combined, we need to know the following:

Course Mame
CAN

.
.

« Course Mumber
« Saction Mumber
L]

Semester ID (Year / Semester (10=3pnng, G0=Summer, S0=Fall)

Below is an example of a course listing from the "Registrars Schedule of Classes”

Semester I
Course# Year/Saemester
Course Name CRN l Section#
[[HTRD TO COMPUTER .I.PPI.ICAHCIH5|-'15515]-| MILS 240 53|-| 001 |201510 |

Select the EXACT number of courses to be combined: ' h

Semester

Fall 2015 N huumm the same sermnestes
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Step 7: Enter Course Section Information

Enter the requested course section information into the boxes provided. Click the Save button to submit
the form.

Select the EXACT number of courses to be combined: .
Semester
Fall 2015 * . Courses can cnly be combined from the same semester
Coursa Mami SHM course # Secton &

q Infroduction to Course Co 12345 ABC 10001 001
# Infroducition to Course Co 12346 ABC 10001 00z
* Infroduction to Course Co 12347 ABC 10001 003

L I T

Save _
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Step 8: View Request Confirmation

A page will appear to confirm that your request has been received. You will receive an email to the
email address entered in Step 5 when the process is complete.

“ Welcome | Logout

We have received your request to combine multiple course sections. We will process this request as quickly as

possible, which could take a couple of days. You will receive an email as soon as your request has been completed
confirming your course sections have been combined.

Please visit kent.edu/blackboard and browse for important information, tutorials and workshop schedules.
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