
 

Getting Started With NameCoach (Faculty) 

Provide accurate audio name pronunciation in Blackboard  



FACULTY INSTRUCTIONS FOR NAMECOACH INSIDE BLACKBOARD 
 

RECORD THE PRONUNCIATION OF YOUR NAME  
Open Blackboard and log in. NameCoach is available in all your courses, but you only need to record your name once.  

Provide your name pronunciation by navigating to NameCoach, via the Tools menu. 

 

  



TO RECORD YOUR NAME PRONUNCIATION, CLICK ON THE RECORD NAME BUTTON 

 

Select “Phone, “Web Recorder” to record your name. Alternatively, you can also upload an mp3 file by using the “upload file” option.  

 

  



PHONE RECORDING: 
Enter your phone number in the box provided, then click “Submit and Finish.” 

NameCoach will call your phone and prompt you with instructions. You will be able to listen to your recording, and re-record if you wish. 

After you complete the call, go back to the NameCoach page and click “Submit and Finish” to save your recording. 

Note: NameCoach does not save phone numbers entered. It is simply required to make a call back for the purpose of recording over the phone.  

WEB RECORDING: 
Click the “Record” button and wait for the prompt before speaking. 

When done, stop the recording, then click “Submit and Finish”. 

After you submit, you are able to hear your recording and re-record if you would like. 

 

  



PLAYING BACK RECORDED NAMES 
Once your students have recorded their names in NameCoach, you will see a list of their recordings. Each name will have a play button next to it so that you can hear the 
pronunciation. 

Both faculty and students can review the audio recordings by following these instructions in a Carmen course: 

Click on NameCoach in the course navigation menu. 

Click on the purple play button to the right of the person’s name. 

 

You can also search for a member, re-arrange the number of entries that are shown on the page, sort the names differently, or view any unrecorded names in the course by 
using the menu options at the top. 

 

  



SENDING REMINDER EMAILS TO STUDENTS (FOR FACULTY) 
Your roster has two sections- recorded names and unrecorded names. You can send reminder emails to students who have not recorded their names either individually or 
via a mass email reminder function. 

To send individual email reminders to students that have not recorded their name pronunciations,  

Navigate to the unrecorded names section of your roster 

Click on the email icon under the Actions tab next to the student’s name 

 

To send mass email reminders to all students that have not recorded their name pronunciations,  

Navigate to the unrecorded names section of your roster 

Click on ‘Remind All’ to send emails to all students on the Unrecorded Names tab 

 

You can always customize the emails sent to students before clicking Send.  

  



TIPS FOR FACULTY: 
Before the semester starts, 

Record your own name in NameCoach (if you haven’t already). 

On the first day of class, 

Thank the students who have already added their pronunciations and pronouns (if applicable) to NameCoach, and encourage students to use the tool, even if they think 
their names are easy to pronounce or they identify as cisgender (i.e., their gender identity matches the sex they were assigned at birth). This helps normalize the sharing of 
this information, rather than drawing undue attention to unfamiliar names or assuming a student’s pronouns. 

Tell your students that you are committed to learning their names. If you are “bad at names,” tell them so and ask for their patience. Try to learn at least a few each day or 
class meeting. 


