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The following are guidelines designed to aid in the creation and management of Delaware Tech-
related Organizations within the Blackboard Community System. Organizations foster 
communication through discussion forums and the sharing of documents. Announcements to 
organization members can be posted. Organizations are similar to classes and have all the same 
functionality. Organizations are not to be used for mass emailing but should be used to 
disseminate documents and create dialogues with members. 
 
Requesting an Organization 
 
All organizations will have an organization leader responsible for the content of the organization. 
An organization request form can be accessed by going to the Employee Services tab at 
MyDTCC. The form is located in the Employee Resources tool box under the Employee 
Services tab. See below. 
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Upon requesting an organization, the requestor  will see the following screen: 

 

 
 

All fields need to be completed. Once a campus is selected, the user can then select either 
students or staff/faculty and the names will display. The user then selects members of the group. 
A project leader must be identified before the form can be submitted. 
 
Student Organizations 
 
 Only recognized clubs and organizations will be allowed to have an organization within 
the BB Community System. 
 Only student advisors will be allowed to request an organization for a student group. The 
Dean of Student Services will approve such a request.  
 Student organizations will be limited to 100 MB of space. 
 
Faculty/Staff Organizations 
 
 Only the division head or department chair will be allowed to request an organization for 
faculty or staff, and only the appropriate Dean can approve the organization.  For example, if 
members of the English faculty want an organization, the department chair would make the 
request. The Dean of Instruction would provide approval.  
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 Cross-campus organizations must be requested by the appropriate vice president in the 
Office of the President. For example, an organization of the Business Managers would be 
requested by the Vice President of Finance. An organization of Math Department Chairs would 
be approved by the Vice President of Academic Affairs. 
 Faculty/Staff organizations will be allotted 200 MB of space. 
 
 
Expiration of organizations  
  
 It is expected that the organization leader will maintain back-up copies of all documents 
uploaded to the organization.  Organizations that are inactive will expire, meaning no data will 
be lost but organization members will not have access. Leaders will have access to the 
organization and all files for one year after the organization expires, at which time the 
organization will be exported from the system. 
 
 Student Organizations – Student organizations will expire at the end of each semester. . 
  

Faculty/Staff Organizations – The process of removing organizations for employees of 
Delaware Tech will begin after four months of inactivity within the organization. At that time, 
the organization leader will be notified and asked to confirm the need for the organization.. 
 
 Blackboard Support 
 
 Organization leaders and members can receive Blackboard support by going to the 
Blackboard help page at http://www.dtcc.edu/edtech/blackboard/  or by contacting the 
Application Help Desk at blackboard@dtcc.edu. 
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