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The Sectioning Tool

The Sectioning Tool is a course management utility 
designed to help faculty and staff manage the 
assignment of students into course sections, including:

• Precepts
• Drills
• Ear trainings
• Films
• Classes (related to a lecture or seminar) – 

at the request of the department
• Labs (related to a lecture or seminar) – 

at the request of the department

There are two means of assigning students to sections 
using the Blackboard Sectioning Tool: 

• Automatic sorting, which is based on preferences 
expressed by students through the Student 
Preference Tool, and

 • Manual sorting

Both methods of section assignment are described in 
more detail, later in this document.

In addition to the sorting capabilities of the Sectioning 
Tool, its interface with Blackboard provides the means 
for those with Blackboard course roles of instructor, 
TA, and course builder to communicate with respective 
section members through e-mail, as a single group. 

Note that only one user is permitted to use the 
sectioning tool for a particular course at a time. 

Creating sections

For sections to be available for both assignment and 
student preference selection in Blackboard, they 
must be correctly scheduled in the PeopleSoft Course 
Information System (CIS) by your department’s CIS 
coordinator.  

If a new section is desired, the section must fi rst be 
created in CIS.  Updates to sections in CIS, whether 
additions, deletions, or meeting time changes, appear in 
Blackboard within a few hours of entry into CIS.  The 
transfer of information from CIS to Blackboard is not 
immediate.  

Contact your department’s CIS coordinator regarding 
changes to sections.

Accessing the Tool

The sectioning tool is available to those with 
Blackboard course roles of instructor, TA, and course 
builder. Only one user is permitted access to the 
sectioning tool for a particular course at one time.

To access the sectioning tool for a course:
1. Log on to Blackboard at: 

www.princeton.edu/blackboard

2. Select the Courses tab and choose the course.
3. Select the Control Panel option in the side menu.
4. Under the category Course Tools, click the 

Sectioning Tool link.
5. The page that opens will offer you two choices: 

Sectioning Tool or Enable/Confi gure Student 
Preference Tool.  

 If you have already enabled the students to use the 
Student Preference Tool, or do not wish to give them 
that option, select Sectioning Tool.  

 If you wish to allow students to indicate section 
preferences so you can subsequently sort by those 
preferences, select Enable/Confi gure Student 
Preference Tool.

Need help using the 
Blackboard sectioning tool:

Consult the online help provided 
within the sectioning tool

Call the OIT Help Desk at 
(609) 258-HELP

Contact Blackboard to schedule 
individual or group training at 

(609) 258-0737

Search the OIT KnowledgeBase at
www.princeton.edu/kb
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Assigning students to sections
1. Select the Control Panel option in the side menu.
2. Under the category Course Tools, click the Sectioning Tool link.
3. On the page that opens, select the fi rst option, Sectioning Tool. 

A list of students who have enrolled in the course and the sections defi ned for the course 
will be presented. You can sort the students into the sections either automatically or 
manually.

Manual Sorting
To manually assign the student to sections:

1. In the right pane, click the [+] (Show/Hide) button 
for the course section to which you want to assign 
students.

2. In the left pane, highlight the name of the student (or 
instructor, or TA) you want to assign to the section.

 (Use Shift+Click to select a range of consecutive 
names and Ctrl+Click to select multiple, non-
consecutive members in the list.)

3. Click the  (Add to Group List) button to add the 
highlighted individual or individuals to the section 
group.

4. Save or cancel your changes:
• Click  to save your changes and remain on 

the Sectioning Tool screen. 
• Click  to save your changes and return to 

the Control Panel. 
• Click  to return to the Control Panel without 

saving your changes.

Automatic Sorting
To automatically assign students to sections using the 
Sectioning Tool, click the  button. 

The sorting process may take a while to assign the 
students because it is checking against each student’s 
schedule for possible scheduling confl icts.  

Clicking  saves your changes and keeps you on 
this screen. 

Clicking  saves your changes and returns you to 
the Control Panel. 

Clicking  returns you to the Control Panel 
without saving your changes.

Clicking  saves the section assignments, sends 
an e-mail message to students who have been assigned to 
a section notifying them of the section assignment, and 
returns you to the Control Panel.
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Enabling the Sectioning Preference Tool
1. Click the Control Panel option in the side menu.
2. Under Course Tools, click the Sectioning Tool link.
3. On the page that opens, click on the second option Enable/Confi gure Student Preference Tool.
4. Set the Start and End dates in section  Student Section Preference Tool Availability.  

For your convenience, you may also use the  calendar icon to pick dates.  Be mindful of setting 
the times that you would like to become available and unavailable on the dates indicated.  These dates 
are only for the current term and course.  You must set new dates and times for any other individual 
courses you are managing. 

The Sectioning Preference Tool for Students

Posting Announcements and 
distributing e-mail messages
To post the Announcement Information message and 
distribute the E-mail to All Students message to all students 
enrolled in the course, click the  button. 

If you wish to cancel the operation (prior to clicking 
Submit, of course) click .

The Sectioning Preference Tool for students

Setting Announcement 
Information and Email to 
All Students messages
You may use either the default 
message for both the Announcement 
Information  and Email to All 
Students , or you can edit and create 
your own message.  It is suggested that 
you leave course site link intact. 

The default message reads:

“In order to indicate your Class 
preferences for this course, 
select “Section Preference” from 
the course menu, and follow 
the directions. You may only 
indicate your preferences online 
from <startDate> to <endDate>.  
For further information or 
assistance, please go to  
<linkToKnowledgeBase> and follow 
the directions on how to select a 
section.”  

The <startDate> and <endDate> 
variables will be populated with the 
specifi c dates entered in section .

Sorting the students
The students can be sorted at any time (either manually, 
automatically, during and after preference selection). If 
this sorting is done during the defi ned time frame for the 
students to select their preferences, the tool will operate 
on a fi rst come, fi rst served logic.  If the user does not sort 
students until the end of the defi ned time frame, the tool 
will sort the students randomly, taking into account student 
preferences only, regardless of when the student indicated 
his/her preferences.  
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Frequently Asked Questions

Where do I fi nd the sectioning tool?

The sectioning tool is available through the Blackboard course management site at:

www.princeton.edu/blackboard

It is located in the Control Panel, among the Course Tools.

Who can use this tool?

The sectioning tool is available to those with Blackboard course roles of instructor, TA, and course builder.  Only one user is 
permitted access to the sectioning tool for a particular course at a time. 

What do I do when I receive an alert that there is a scheduling confl ict?

If you encounter a scheduling confl ict when assigning a student to a section, you can click the OK button to add the student to 
the section despite the alert.  To remove the student from the assigned section, highlight the student’s name in the assigned 
section  and click the  (Remove from Group List) button.

What about students who enroll in a course during or after the Student Preference dates?

Students who enroll in a course after the dates have been set for the Student Preference part of the tool will receive an email 
from Blackboard informing them of the dates for indicating their section preferences.  Students who enroll in a course after the 
End Date for the Student Preferences must be manually assigned to a section.

Notifying students of section 
assignments

After section assignments are made, click  to send 
an e-mail message to students with new or revised section 
assignment, notifying them of the section to which they 
have been assigned.  

Clicking  will automatically send an e-mail 
message to students regarding their section assignment.  
This feature may be used more than once as the tool is 
programmed to notify only those students with new or 
revised section assignments.

Sending e-mail to section 
members

A Blackboard group is automatically created for every 
course section.  These section-specifi c Blackboard groups 
include all members of the course section, and can be used 
to e-mail information and updates to the members of the 
section.

To send e-mail to a particular course section group from 
within Blackboard:

1. Select the Courses tab and choose the course.
2. Select the Communications option in the side menu.
3. Click the Send Email link.
4. Click the Select Groups link.
5. Select the checkbox for the section group to which you 

want to send e-mail.
6. Type a subject line and your message and click Submit.


