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Add a Member to your 
Course
If you wish to have a Co-Teacher or 
Teaching Assistant have access to your 
course pages, go to the Main Page of 
the desired course and click on the 
Context Manager in the left hand 
menu bar.

Click on the Permissions Tab in the 
Context Manager portlet. By default 
you will see permissions for Faculty 
(you) students in your course. Click on 
Add a Role.

Enter a name for your new role in the 
Role Name field (in this example I 
have named it Teaching Assistant). 
Next, click on the “Advanced” link on 
the right hand side of the portlet. 
NOTE: The next screen may take sev-

eral minutes to load. Please be pa-
tient.
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Click on Global Users and Roles in the 
left hand list if you wish to see a list of 
all available Oasis users. Once again, 
be prepared to wait several minutes 

while all names of all Oasis users are 
retrieved from the database.

Type in the last name of the person you 
are looking for to add to your course 
and click the “Go” button. Using only 
the last name is more likely to give you 
accurate matches.

Ditto on the several minutes spiel.

Check the box next to the name of the 
person you wish to add as a member 
and click Save.
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Now you can choose whether to allow 
the new member to have access to se-
lected pages only or to have full Ad-
ministrative Access to your course 
pages. In this example, I have given 
my Teaching Assistant full access to 
the course content.

IMPOR TANT : Although you have ef fectively added a new member to your course, the new member cannot see 
this course in their course list, so you have to provide them with a link to your Course Main Page. In addition, the 
new member must be logged into Oasis to access your course and so it is advised that the new member create a 

link to the course from their “My Pages” Personal Page. The following instructions illustrate this procedure.

From the Course Main Page, select the 
full Web Address (URL) from the Web 
Browser web address field and copy it to 
your clipboard using the Edit > Copy 
command in the Edit pull down menu at the top of your computer screen. You can also use Ctrl C on a PC or Com-
mand C if on a Mac as a keyboard shortcut. The URL is now in our computer’s temporary memory (clipboard).

Next, compose an email to the new 
course member informing them that 
they have been added to your course. 
Instruct them to paste the Course Main 
Page URL into their Personal Page 
bookmark portlet in Oasis. Next, you 
can paste the URL from your clipboard 
using Edit>Paste (Ctrl V on a PC or 
Command V if on a Mac.) into the 
email message.
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The new member should then login to 
Oasis and navigate to their Personal 
Pages under the “My Pages” tab. 
Next, they should click on “Add a 
Bookmark” in the Bookmarks portlet.

The new member adds a label and 
copies the URL to your course page 
into the URL field. They add any de-
scription and click Save.

The new member now has a link to 
your course from within Oasis and 
can participate depending on the 
permissions you have selected for 
them.
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☝ Oasis Tip 

Depending on the type of role you are establishing, it may or may not be advisable to allow full access and 

editing privileges. If you wish to allow someone to simply audit the course, it may be better to allow the new 
member to view all the pages only . 


