
Modify Faculty Information 
 
In this instance we will modify faculty information in a blackboard course site.   

Step 1:   In the Control Panel, select Contacts from the Course Tools. 

 
 
 
Step 2:  Click the double down arrow beside the Faculty name to edit. 

 

 

Step 3:  Complete Area 1. 

 

 

Customize Name Information  

Add Office 
Location 
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Step 4: Complete Area 2. 

 

 
 
 
Step 5:  Complete Area 3. 
Click Submit. 

 

End Product: 

 

Select to make profile available 

Click Browse button to add your image 

Add Office Hours 

Be sure to include time zone (Online Standards) 

Add any additional notes for 
students.  See example. 


