
	Add the Division Chair to My Course



	1. From the Faculty Tools menu, click Edit Member. 
The Edit Member page appears, with the Edit Members onscreen tab active. 
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	2. From the Edit Member page, click New Member. 
The Add member page appears. 
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	3. In the large text field, type the Division Chair Login ID you are adding. 

Note: If you are adding multiple members you can type multiple login IDs with commas between them. 

-OR- 

If you do not have the Division Chair Login ID, click Import Users to access the User Directory to locate the user whom you wish to add. When you are done with the Directory, each selected user will be listed in the text field. 
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	4. Click Add. 
The page will refresh; you will be given confirmation of the member being added successfully. If you were unsuccessful, then the message will alert you with an error.
Note: All added users will be given a student role in the course.   



	Change the Division Chair Role to Teaching Assistant



	1. From the Faculty Tools menu, click Edit Member. 
The Edit Member page appears, with the Edit Members onscreen tab active. 
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	2. Locate the Division Chair Name, use the radio button in the "Role" column to change the status to "Assistant".

Note: Assistants are allowed some access to some options that the Teacher of the class has. This is the suggested role for the Division Chairs. However, their role may be change to Faculty in which they will have identical privileges within the class as you do. 


	3. Continue to change roles of other class members as needed. 


	4. When all roles of all desired members have been changed, click on Update Role.
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