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Create text file 
containing student 
enrollment data for 

courses with 
Blackboard/

Blackboard Partial 
instructional methods 

(only students with 
active registration)

Send File to CITS

Create Blackboard 
Course Sites

Banner/SIMSSchool Blackboard Administrators

Create Courses For 
Upcoming Semester

School Banner Users

Prepare a list of all 
course sites course 
ids created for the 

upcoming semester 
and forward to CITS

Assign Blackboard/ 
Blackboard Partial 

Instructional Method

CITS

Confirm receipt of 
courses/ course  ids 

from schools

Receive text file 
containing student 

enrollment data

Compare new enrollment 
file to enrollment file 

received the previous 
evening

Are students 
missing from the 
new enrollment 

list?

Disable student access 
from the appropriate 

Blackboard course site.  
CITS will replace Term/
CRN or Cross List Code 
with Course Ids provided 
by the Schools to process 

changes.

Y

Y

Enroll new students into 
Blackboard the 

appropriate Blackboard 
course site   CITS will 
replace Term/CRN or 
Cross List Code with 

Course Ids provided by 
the Schools to process 

changes.

Do new students 
appear in the new 

enrollment list?

NOTE:  Since students who drop or 
delete registration from courses with a 
Blackboard or Blackboard partial 
instructional method will only have access 
DISABLED from individual course sites 
(not deleted).  

Each school will be responsible for 
removing these students from course 
sites as appropriate until a new process 
can be tested to confirm the absence of 
gradebook entries for a student prior to 
their removal from a Blackboard course 
site.  Once a student is removed from a 
course site, his or her gradebook entries 
are deleted.  

A student is considered registered in 
Banner if their enrollment flag is Y. The 
various registration codes are not 
examined directly.

SPECIAL CASES:
If a student drops a course and then re-
adds it, an error will be triggered, as 
currently a disabled student will not be re-
enrolled. CITS will follow up with 
individual schools to resolve this.


