Manual Enrolment of Students Awaiting Supplemental Examination Results in Brightspace
This process should be used when a student is awaiting supplemental examination results and requires access to a Brightspace module before their enrolment status has been updated through Banner.
A student awaiting supplemental examination results requires access to the module Respiratory Physiology 1 (PHYS3823) for Semester 1 2026/27.

Brightspace Module Name:
Respiratory Physiology 1 PHYS3823: Sept-Dec Academic Term 2026/27 CRN:19519
Brightspace Module Code:
PHYS-3823-19519-TU868-FT-202610
The student does not know the CRN.
Student Process
The student emails the lecturer requesting access to the Brightspace Shell: 
Respiratory Physiology 1
Lecturer Process
Step 1: Select requested course from your course’s widget.
[image: Brighstapce Courses Widget with one Course highlighted]
Step 2: Select Module Tools from the main menu followed by Module Admin 
[image: Screenshot of a Brightspace course page for Respiratory Physiology 1 PHYS3823, showing Module Tools menu open. Dropdown lists Module Admin, Classlist, Announcements, Intelligent Agents, Groups, Discussions, Virtual Classroom, Attendance, Checklist, FAQ, Calendar, Glossary, and ePortfolio, while right panels show no announcements and no upcoming events.
]
Step 3: Select Classlist from the Learner Management section.
[image: ]
Step 4: Select Add Participants followed by Add existing users.

[image: Screenshot of D2L Brightspace Classlist page for Respiratory Physiology 1, showing participant-management controls. Blue Add Participants menu is expanded with options Add existing users and Search For, alongside Enrollment Statistics and Email Classlist tabs plus search filters for name, email, type, role, flagged status, and accommodations.]
Step 5: Search by Student email address
		Select the tick box.
		Select Role of Student
		Select Section
[image: Screenshot of Brightspace "Add Existing Users” page for enrolling users into a course section. Search results show one selected user, role set to Student, section set to Respiratory Physiology 1, with “Email Selected Users” button highlighted.
]
Click Enrol Selected Users
Step 6: Confirm that the student appears in the Classlist and has been assigned the Student role correctly.
Important: For Cross-Listed Modules, students must be enrolled in both the child module and the associated Cross-Listed module to ensure they can access all learning materials and activities.
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