
 

Submit a Course Access Request Form 
 

Overview 

This tutorial explains how to request to add a user to your course. 

Step 1: Open the Course Access Request Form 

To begin a new Course Access Request, locate the “Blackboard Faculty” box in Wingspan. 

 

To create a new Course Access Request, click on the “Start New Access Request” button. 
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Step 2: Enter Your Information 

Click the arrow by the “Select Faculty” heading. 

 

Enter your CWID or username. 

 

Verify the information, then click Continue. 
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Step 3: Select the Course 

Select the term of the course for which the user needs access, then click Continue. 

 

Select the course and section number, then click Continue. 
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Step 3: Select the User 

Enter the CWID or username of the user who needs access to the course, then click Continue. 

 

Verify the user details, then click Continue. 
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Enter the dates for access to begin and end by clicking on the calendar icons. Type any 
additional information or comments regarding the request in the Reasons for Adding User box. 
Select the type of access that the user will have. Then, click the Save button. 
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Click on the arrow next to Submit to Administrator. 

 

After you Submit to Administrator, your form will be reviewed by the Office of Online Learning. 
You will receive an email when the user has been added to the course. 
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