
Blackboard: staff information 
 
 
 
 

Introduction 
 
This HOWTO explains how to change and edit your staff information. This 
includes phone number, office hours, etc... 
 
HOWTO 
 
1) Login in 
2) Click on control panel 
3) Click on staff information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4) To add a profile (you can have multiple profiles for one class)  
 
 4.1) Click the Add Profile button:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 4.2) fill in as much of the form as you want: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 4.3) If you would like to upload a picture, or enter a personal link (for 
example, to your blog) please do so here:  
 
 
 
 
 
 
 
 
 
 
 4.4) Don't forget to click submit! 
 
 
5) To modify a profile: 
 
 5.1) click on         modify   
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 5.2) Change whatever you'd like to change.  
 
 5.3) Don't forget to click submit! 



6) To remove a profile 
 
 6.1) Click               Remove next your profile.  
 
 
 6.2) Verify you want to remove it, and you are done! 
 
 
 
 
 
 
 
 
 
7) To add a folder 
 
 7.1) Click the Add Folder button:  
 
 
  
 
 
 
 
 
 
 
 
 
  



 7.2) Choose a folder name which makes sense 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 7.3) Click on the appropriate visibility choice, and click submit! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you remove a folder, you will remove any and all profiles inside of it. Best 
to just set your folders as "not visible" rather than remove them... 



8) Changing the order of instructors. 
 
 
  
 
 
 
 
 
 
 
 8.1) If you have more than one instructor in a class, you can simply 
click the drop-down box to change the order in which they appear.  
 
 
 
 
 
 
 


