
Add Users and Groups 
 

Blackboard Web Community Manager 



Trademark Notice 
Blackboard, the Blackboard logos, and the unique trade dress of Blackboard are the trademarks, service marks, 
trade dress and logos of Blackboard, Inc. All other trademarks, service marks, trade dress and logos used in 
Blackboard and the Website are the trademarks, service marks, trade dress and logos of their respective owners. 

 

Copyright Notice 
© 2016 Blackboard Inc. All rights reserved. 
 
 

This guide covers all available features and functionality. Features included in your contract may vary. 

 



Blackboard Web Community Manager  Add Users and Groups 

WCMAddUserGroups_070716 i 

Table of Contents 
Introduction .................................................................................................................................................. 1 

Add Users and Groups .................................................................................................................................. 2 

Assign User ................................................................................................................................................ 2 

Assign Group ............................................................................................................................................. 4 

Remove Users and Groups ............................................................................................................................ 6 

 
 

 
 
 
 





Blackboard Web Community Manager  Add Users and Groups 

WCMAddUserGroups_070716 1 

Introduction 

When working with Web Community Manager, you may encounter situations where you will want to 
add users and groups. The process to do this is the same whether you want to share an app, assign 
viewing rights, assign editing privileges or mange Users & Groups. 
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Add Users and Groups 

You can add individual users or groups. A group is a collection of individual users usually created by a 
Site Administrator. 

Here’s how you add users and groups. 

1. In Site Manager, select the option for which you wish to add users and groups. In most instances 
you’ll see Assign Group and Assign User. In some cases, you may only see Assign User. 

Assign User 

2. Click Assign User to add individual users. The Add User dialog displays. 
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3. Enter all or part of a user’s first, last or user name and click Search. Users that match the search 
criteria display. 

4. Click Select to move a user to SELECTED USERS. If you move the incorrect user, click Remove. 
5. Repeat the search until you’ve located and moved all the users you wish to include to SELECTED 

USERS. 
6. Click Add. The Add User dialog is dismissed.  
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Assign Group 

2. Click Assign Group to add groups. The Add Group dialog displays. 

3. Enter a group name or part of a group name and click Search. Groups that match the search 

criteria display. 

Alternatively, click the drop-down and choose a group category. All groups with the category 
selected display. 

4.  Click Select to move a groups to SELECTED GROUPS. If you move the incorrect group, click 
Remove. 
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5. Repeat the search until you’ve located and moved all the groups you wish to include in 
SELECTED GROUPS. 

6. Click Add. The Add Group dialog is dismissed. 
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Remove Users and Groups 

Once assigned, you may need to remove a user or a group—perhaps to revoke editing privileges or 
viewing rights. 

Here’s how you remove users and groups. 

1. In Site Manager, select the option for which you wish to remove users and groups. A dialog 
listing the added users and groups displays. 
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2. Click Remove. A confirmation dialog displays. 

3. Click Yes. The user or group is removed. 


