
Control Panel: User Management 
Goucher College 

User Management Students are added to the course automatically by the system prior to the beginning 
of the semester. User Management is useful to add or remove students, or modify 
their status if needed.  

 
The User 
Management area is 
located on the right 
side of the screen in 
the Control Panel.  

 
Search for Users 

 
Click on List / 
Modify Users 

 
 
The List / Modify 
Users page opens. 
 
This page lists only 
the users enrolled in 
the course.  
 
By default, the page 
opens with the 
Search tab, and the 
default search option 
is by Last Name.  

 
 

 

 
Clicking on Search 
without typing a name 
will show all 
participants in the 
course, listed by last 
name.  
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Type the last name of 
the participant and 
click on Search  
 
Note: OK will take 
you back to the 
Control Panel.  

 
 
The user name 
appears. This view 
details the username, 
email and role. 
 
Note: For security 
reasons the student’s 
username has been 
erased. 
 
 

 
 
Instructors may also 
type the Username or 
Email and click on 
Search.  

 
 
Select the tab Starts 
With 
 
Using the first letter 
and clicking on 
Search will list all 
participants with last 
names starting with 
the chosen letter.  
 
Note: Instructors do 
not have access to 
passwords, only 
administrators.  
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Select the tab 
Advanced 
 
Type a letter in 
Containing, and the 
number of days the 
participant has been 
active. Click on 
Search.  
 
The page will list all 
participants matching 
your criteria.  
 

 

 
Select List All and 
click Search 
 
This page will show 
all participants in the 
course, students and 
instructors.  

 
Properties and Modify User Properties 

 
Click on Properties  
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The Modify User 
Properties page 
opens. 
 
Instructors may 
change the Role of 
the student from this 
page. For example a 
graduate student may 
be assigned as 
teaching assistant or 
grader.  
 
By default the 
changes in role affect 
only the course in 
which it was 
modified.  
 
Click Submit if 
changes have been 
made.  

 
 
A receipt is given 
with the changes 
made. 
 
Click OK 

 
 
Click OK to go to 
Control Panel and 
exit this page.  
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Enroll User 
Enroll This feature is used if you need to enroll a participant manually. All your participants 

are usually enrolled automatically in your course as soon as they register for class.  
 
Click on Enroll User 

 
 
Search: 
Type last name, 
username or email, 
and click on Search. 
 
The list of users 
located will be 
displayed. Instructors 
may ADD 
participants by 
selecting the square. 
 
Note: Names from 
this page have been 
erased to protect the 
privacy of the 
students.  

 

 
Start with will show 
all students who 
match the search 
category. Instructors 
will have to view 
several pages of 
students’ lists.  

 
 
List All will display 
all students within the 
system. It may take a 
while to display.   
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Click OK to go to 
Control Panel.  

 
Remove User 

 
Click on Remove 
Users from Course 

 
Click on Search, it 
will display the list of 
students in the course.  
 
The other options 
work the same way as 
explained above.  

 
 
The Remove Users 
from Course page 
opens. 
 
Check the square and 
type “Yes” as it 
appears next to the 
textbox.  
 
Click Submit.  
 
Note: Removing a 
user is final; it will 
erase all information 
about the person.  
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