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GETTING STARTED

WebCT Tutorial (version 2.0)

Welcome to the WebCT Tutorial

This tutorial explains the procedures for using the main features of WebCT. The tutorial
is designed to supplement the online Help by providing a step by step guide to carrying
out essential tasks such as adding course content, using course tools, and more.

WebCT can be used to create entire online courses, or to publish materials that sup-
plement a classroom-based course. WebCT allows you to create pedagogically effective
Web-based educational environments. It does so in three ways:

1. By providing educational tools that foster communication between you and your stu-
dents.
2. By giving you the ability to customize course elements which include a sophisticated

quiz tool, features that allow you to make searchable indexes and glossaries, and a

way to structure the way your students move through course material.

3. By providing administrative tools to assist you in the management of your course.

WebCT requires minimal technical expertise on the part of the course designer, who
may be the instructor, a Teaching Assistant, an instructional designer, or a system admin-
istrator. WebCT is also easy for students to use. In the following chapters you will be
guided through the steps required to set up a basic course. The topics to be covered
include:

Customizing your course Homepage

Creating a Welcome Page

Uploading files to WebCT

Adding WebCT tools and course content
Creating a glossary

Creating an index

Adding student accounts to your course
Working with the WebCT communication tools
Creating a quiz

If you want to learn how to use only the core features of WebCT, you can work
through the Tutorial chapters in the following order:

Chapter 1, Getting Started

Chapter 2, Homepage Design

Chapter 3, Using the WebCT File Manager
Chapter 5, Ordering and Sequencing Content
Chapter 6, Modifying Course Content Pages
Chapter 11, Using the Quiz and Survey Features
Chapter 14, Student Management

Chapter 15, Bulletin Board

If you are not using WebCT to distribute course content and wish to learn about the
Quiz and discussion features, you can work through the following chapters:
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Chapter 1, Getting Started

Chapter 2, Homepage Design

Chapter 11, Using the Quiz and Survey Features
Chapter 14, Student Management

Chapter 15, Bulletin Board

Conventions
You will find this tutorial easy to use if you remember these conventions:

e Boldface type is used to designate items that you need to click.

® Type in Italics refers to a feature of WebCT such as the Homepage, the name
of a toolbar, or the name of an option.

® Courier type indicates text which a user has to type into WebCT, as well
as the names of files.

e The arrow symbol (—) indicates steps in a sequence of commands. For exam-
ple, if you are asked to click Organize lcons —» Add — WebCT Tools,
you need to click the Organize Icons button, then the Add button, followed
by the WebCT Tools button.

e Throughout this tutorial the terms “student view” and “designer/instructor
view” will be used to refer to the appearance of the course. WebCT looks
slightly different to you as a course designer than it does to your students. For
example, the toolbars which allow you to control the features of the course
and manipulate course content are not seen by your students.

What you need to use the tutorial
The following is a checklist of things you will need in order to complete this tutorial:

e A browser supported by WebCT. WebCT supports Netscape (version 3.0 or
higher) and Microsoft Internet Explorer (version 4.0 or higher)

e A new WebCT course created using the Default template

e JavaScript enabled on your Web browser

e The sample tutorial files, which can be downloaded from the WebCT site at
http://about.webct.com/v2/.

Detailed instructions regarding how to download the files you need to complete the
tutorial can be found in Chapter 3, Using the WebCT File Manager. You do not need
these files until you begin work on Chapter 3.

WebCT is a client/server application. This means that the program resides on a
server, which is connected to your computer via a network connection. You access this
computer by means of a client (in this case, a Web browser). The client/server model
allows students and instructors to use WebCT without installing any additional software.
All the WebCT software resides on the server, which means that any changes you make
to your course are immediately available to students.

To be able to view changes that you make while designing your course, it is impor-
tant that you set the cache settings of your browser to display the latest version of a Web
document. If you have not made this change, your Web browser will display a previous
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IDs and passwords are case-
sensitive — you must type
them exactly as they were
originally specified.
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version of the document which it has stored on your computer. The following table
explains how to properly set the cache of your browser.

Browser Directions

Netscape Navigator 3 Select Options— Network Preferences — Cache. For

Verify Documents check Every Time.

Netscape Navigator 4 Select Edit — Preferences — Advanced. Expand
Advanced by clicking +, then select Cache. In the sec-
tion where it asks about comparing the cached docu-

ment to the network document, select Every time.

and Netscape Commu-
nicator 4+

Internet Explorer 4+ Select View, Internet Options, then General. In the sec-
tion titled Temporary Internet Files, click Settings.

Check Every visit to the page.

User IDs and Global IDs

There are two kinds of IDs in WebCT: a User ID and a Global ID. A User ID is utilized
for accessing a course before a Global ID has been assigned by the system administrator,
or chosen by the user. Students will need a User ID for every course in which they are
registered. Instructors also need a User ID. A Global ID is used by the WebCT server to
authenticate users within my WebCT, which is a central location where users can see a
list of courses in which they are registered. The advantage of using my WebCT is that it
allows instructors and students to combine all their User IDs into a single Global ID.

All WebCT courses are password protected. If you are using a course at your own
institution, your WebCT administrator will create a course for you and designate a Glo-
bal ID and password.

If you have created a course for yourself on one of the WebCT servers, you have
specified a User ID and password yourself. Users who have created such a course will be
prompted to enter their User ID and password when they access their course.

Students who are registered in a WebCT course will be prompted to set up a my
WebCT profile which allows them to replace all course-specific User IDs with a single
Global ID. This Global ID will then work for all the WebCT courses in which a student
is registered.

WebCT automatically detects whether you are a student or an instructor based on the
Global ID or User ID that you provide. When you enter your ID and password correctly,
WebCT will present you with the instructor’s view of your course Homepage.

my WebCT

As mentioned above, my WebCT is a central location where students can see a list of
courses in which they are registered and instructors can see a list of courses they are
teaching. The my WebCT area allows you to access all of your courses from one page.
Clicking on a particular course allows you to access that course without re-entering your
username and password. You may still have access to the previous semester's courses if
they have not been removed from the server. However, you have the option of hiding
courses that are not active. In addition to the customized list of courses, my WebCT also
features the following links and functions:
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Announcements about recent changes and additions to your course

Direct links to tools within certain courses

Links to university-wide resources, such as libraries and campus services
The ability to link to the WebCT Learning Hub, which contains additional
resources for both students and instructors

e Password modification for my WebCT and all of your courses

The Default Course Settings

Every new course created with WebCT which is based on the default template contains
settings which you can modify. These default settings include links to WebCT tools,
sample content pages, and sample glossary entries. Later chapters of the tutorial will
show you how to add and modify these course elements, and how to remove those that
you have no use for.

WebCT Paths

As you construct your course, you may use Paths to organize the content of your course.
Paths allow you to classify pages of course content hierarchically according to a topic
and subtopic structure. It’s helpful to think of a WebCT course Path as a trail that will
lead your students from the course introduction to its final assignment, with frequent
stops along the way to study the content of pages, take quizzes, and participate in online
discussions.

A path consists of a sequence of related content pages which students work through
one step at a time. A path can be made up of course material related to the lectures you
give during a term (if you are using WebCT to supplement a classroom-based course), a
set of assignments, and a sequence of labs or tutorials.

Paths support numerous WebCT learning tools such as the References feature, which
lets you add references to textbooks, articles, and URLs to individual course pages. A
more detailed discussion of how Paths help you to organize course content is given in
Chapter 5, Ordering and Sequencing Content.

Accessibility

Users of WebCT include an increasing number of students with sensory, physical or
learning disabilities. Adaptive technologies can provide these students with a gateway to
information and education. Legislation in both Canada and the USA reflects the impor-
tance of accessible standards for Web-based resource development. Accommodation of
learners with special needs is part of the process of ensuring that high quality educa-
tional experiences are available to every individual. WebCT is working to address acces-
sibility issues for version 3.0, which will be released in the Summer of 2000.

Languages

At this time, English is the only language which is supported by WebCT. However,
WebCT is currently being translated into the following languages: French, Finnish,
Dutch, German, Greek, Russian, and Spanish. When these translations are available you
will be able to select a language for the student view of the course using the Languages
tool. Please check the WebCT Homepage at http://about.webct.com/ for information
regarding the release of language updates for WebCT.

Language settings apply only to the WebCT course interface. WebCT cannot trans-
late course content created by instructors. To allow students to choose a language, you
must add an icon to the student view of the course. To do so, go to your Homepage and
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click Organize Icons — Add — WebCT Tool. Select the option button beneath the
Languages icon, type a title in the 7itle text entry box, and click Add.

WebCT Tutorial (version 2.0) 5



HOMEPAGE DESIGN

Overview

When you first log on to your course, WebCT displays a default Homepage which you
can modify to suit your needs. Figure 2-1 shows the initial layout of the Homepage:

a

Minihelp —
Welcome to WebCT| This Minthelp box, located at the top of many WebCT screens, containg short mstructions to assist you in usmg the various featres of|
WebCT. Minthelp appears only to course designers, students do not see . To turn Minthelp on or off for wartous sections of WebCT, click Course Settings --=
Minihelp i the toolbar at the bottom of the page and then follow the on-sereen directions
Banner
i o
B e P
Calendar Course Matetials  Commurication Tools — Assessment Toels
Course
Components @ .
s 2]
a & WebCT.com
Smdent Profile  Resume Seasion Site Map Learning Hub
[y WebCT]
Homepage
p g Custamize Page | Organize lcons | Course Seffings | Course Management |
TOOlbar B Guided Tour | Uizleame Page | Fila Manager | Update Studant View |

Tip: Click on Dr. Cin
the Homepage tool-

bar to access context-
sensitive online Help.

Figure 2-1 Course homepage

The Homepage is divided into two frames. The top frame displays the view of the
Homepage seen by your students. This is called the Student View. The bottom frame con-
tains the Homepage toolbar, which gives you access to the options for this page. WebCT
contains many toolbars. These toolbars give you control over the features you will use to
create and manage your WebCT course. Toolbars are not visible to students who are
logged on to your course.

Note: Visual design consultants have developed the look of this default course.
Although this chapter gives you instructions on how to change the appearance of the
course, such changes might reduce the usability of WebCT.

WebCT Homepage Elements

The following is a description of the Homepage elements, some of which are shown
above in Figure 2-1.
e  Minihelp:
Minihelp provides a context-sensitive overview of many WebCT features. It appears
in text boxes at the top of many WebCT screens. Minihelp is not visible to students.
In order to present as clear a view of the course as possible, illustrations have been
taken with Minihelp disabled (with the exception of Figure 2-1). We recommend,
however, that you keep Minihelp on while you work through the tutorial. If you want
to turn Minihelp off, click Course Settings on the Homepage toolbar, then click
Minihelp on the Settings toolbar and Mark None — Update. To return to the
Homepage, click Home.

WebCT Tutorial (version 2.0)
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® Banner:
The banner identifies your course. The banner can be an image which has been saved as a
.gif or ,jpg file, or text. We’ll learn how to customize the banner later.

® Header:
The header is placed below the banner. The header can be formatted in HTML and can
include images. There is no header in the default course, but you can easily create one.

® Course Components:
The Homepage is the access point for the course. The course components area contains
links to Calendar, Course Materials, Communication Tools, Assessment Tools, Student
Profile, Resume Session, and Site Map. Site Map is new to this version of WebCT. The
Site Map tool displays the contents of the course in hyperlinked form, allowing users to
navigate easily through the different pages of course content. These and other compo-
nents will be discussed in later chapters of the tutorial.

e [ooter:
The footer is placed directly below the Course Components section. While there is no
footer on the default course Homepage, one can easily be created by clicking Custom-
ize Page — Footer. Like the header, the footer can be formatted in HTML and can
include images.

e Counter:
The counter displays the number of times the Homepage has been visited. The counter
can be placed either above the header or below the footer. While there is no counter on
the default course Homepage, you will learn how to add one in the following section.

e Jcons:
WebCT icons, which are visible on the Homepage and on Toolpages, graphically repre-
sent course components, tools, and course content pages. Icons are linked to the features
or course pages they represent. For example, clicking on the Calendar icon starts this fea-
ture.

What you will learn in this chapter

In this chapter of the tutorial you will learn how to change the look of Homepage elements
such as the header, the counter, and the Homepage colour scheme. You will also learn how to
reorder icons that appear on the Homepage and how to set the attributes that control their
layout.

Customizing the Homepage

Let’s begin by changing the look of the default course Homepage. To modify the Homepage,
click Customize Page on the Homepage toolbar. The following toolbar will appear:

ﬁ Calaurs | Counter | Bg. Image |
Home | Customize:
Banner | Header | Footer |

Figure 2-2  Customize homepage toolbar

Background Image

To change the background of the Homepage, click Bg. Image on the Customize toolbar.
The main frame displays the background selection menu for the Homepage (see Figure 2-3).

The current background image is displayed at the top of the Background Image Editor.
The Global Default, which is the default setting, displays no image. The Global Default can
be changed by clicking Course Settings on the Homepage toolbar — Bg. Image. Below
the image are three option buttons. Select the top button to use a file of your choice for the



Colour Set Editor

Global Set: 2
[ SetMo. | Bg. | Temt | Link | Yisited

Current Set: Custom

Global Default |

Figure 2-4  Colour selector

Banner Design
aebCT
A Web Course Tools
Current banner:

Banner options.

E———

© Text:

© Default
< MNone

Update Cancel

Figure 2-5 Banner selector

gWebC T

I Introduction to Vectors
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background image. You can also choose to have no background image by clicking None.
The text box allows you to enter the name of the image file. The Browse button lets you
search for files you want to use.

For now, select None and press Update to return to the Homepage. If you press Can-
cel, the settings will remain the same. The Homepage background now reverts to the colour
specified in the colour selection menu. Let’s modify these colours.

Colour Schemes

Homepage colours are changed by clicking Colours on the Customize toolbar. Clicking this
button displays the colour schemes which you can apply to the Homepage (see Figure 2-4).

There are four schemes to choose from, as well as a custom colour set which you define
by clicking on the colour boxes. The Custom button is hyperlinked to the Custom Colour
Editor, which opens when you click any box in the custom colour set. Each scheme consists
of a colour for background, text, links and visited links. The default colour set and the cur-
rently selected colour scheme are displayed above the Colour Set Editor window.

When you initially view the Colour Set Editor, the custom set has a white background,
black text, blue hyperlinks, and purple visited links. Let’s change this by clicking the button
labelled 2. The Homepage will still have a white background, but the colour of the hyper-
links will change. Click Global Default on the Colour Set Editor screen to restore the origi-
nal colour and return to the Homepage.

Banner

Let’s change the banner displayed at the top of the Homepage. Click Customize Page on
the Homepage toolbar. Next, click Banner on the Customize menu. The top frame now dis-
plays the Banner Design screen.

The current banner is shown in Figure 2-5. This banner is an image file distributed with
WebCT. The complete path to the file is shown in the text box beside the /mage option but-
ton. Instead of using an image file, you can select the 7ext option button and type the name of
your course. This information will be formatted in a large font and will be accompanied by
the WebCT logo.

Let’s change the banner to “Introduction to Vectors.” To do so, select the 7ext option but-
ton, type Introduction to Vectors, and click Update. The resulting banner is
shown in Figure 2-6.

Your WebCT system administrator has the option of creating a title for your course in the
course description field. The Course ID will be used if no description is entered. If you select
Default for the banner type, this title is used on the Homepage and is formatted in the same
way as the Text option. If you decide not to place a banner on your Homepage, select the
option button labeled None on the Banner Design screen.

If you have already prepared a banner image and uploaded it to WebCT (see Chapter 3,
Using the WebCT File Manager), you can replace the default image with one of your choice
by typing the name of the image file in the text box beside the /mage option button. If you
can’t remember the filename, click Browse. This will open the WebCT File Browse feature.

Header

The header and footer areas on the Homepage can be used to welcome students to your
course, alert them to changes to assignments, or to issue reminders about impending dead-
lines. Click Header now.
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WebCT now displays the Header/Footer Editor screen. The screen is divided into two
sections. The top frame shows the header element and its associated option button (see Fig-
ure 2-7), while the Header toolbar shows the available options (see Figure 2-8).

Select the option button associated with the header and click Edit to open the Text/Image
Component Editor. This feature allows you to create and format text as HTML without
requiring you to know HTML commands.

Home I
Header: Add... | Delete Edit Up
Badk I

Figure 2-8 The Header toolbar

Dowun

The top frame now displays the options you can use to modify the header. We’ll concen-
trate on the 7ext Heading and Text sections (see Figure 2-9). The header message is visible in
the 7ext section of the Component Editor. You can use HTML tags within this section if you
want more control over the layout of the header than the Component Editor options provide.

Let’s use the options in the 7ext Heading section to create a descriptive first line for your
header.

Type the following in the Text Heading text box: Welcome to Physics 101. To
make the heading text stand out, choose Maroon from the Colour drop-down menu. Next,
select the Bold check box in the Style section and select the Center option in the Alignment
section (Figure 2-10). Increase the size of the text from 5 to 6 by using the Size drop-down
menu.

Type the following header in the text box of the Text section: Remember to check
the Bulletin Board for Class Announcements and Discussions.
Select the Center option and choose Default as the colour. The Default colour setting uses
the Homepage colour scheme. Set the size of the text to 3 by using the Size drop-down menu
(see Figure 2-11). Once you’ve made the changes, scroll to the bottom of the frame and click
Update to save them. The top frame will display the new header in the Header/Footer Edi-
tor screen. Click Home on the Header toolbar to return to the Homepage, which should now
resemble Figure 2-12 below.

ﬁﬂ@bC T

Web Course Tools

Introduction to Vectors

Welcome to Physics 101

Remember to check the Bulletin Board for class announcements and discussions

R &
B e
Calendar Course Material:  Communication Teols  Assessment Tools
® o

£ i,

B & WebCT.com
Student Profile  Resume Session Site Map Learning Hub
[my WebCT]

Figure 2-12 Homepage after replacing image with text banner

Counter

Counters give you and your students an indication of how much your course is being used. A
counter has been added to the Course Materials page of the default course. You can custom-
ize a number of the counter elements. To do so, open the Counter Editor by clicking
Counter on the Customize toolbar. The Counter Editor provides you with four options for
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Figure 2-13 The Counter Editor

Counter Editor

Curvent couguration: Ths page bas veea access= [OJOIOINa tives.
Select digit stye: C [ (0123456789

(10123456789

© FEEERENEE

Frarme thickness: [6 | Freme ccloar: [Bliz x| Wacker of dgits [5

Testbefors [his pace kas bzen

Ve Canzel Resst

Texzafer [ Times.

Figure 2-14 Counter options
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Figure 2-15 Counter after update
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selecting the position of the counter on the Homepage (see Figure 2-13). The current setting,
Bottom, is selected by default. If you select Top, the counter will be placed below the banner
but above the header. Selecting None will remove the counter from the Course Materials
page.

The asterisk beside the None option indicates that it is the default setting. A sample of the
current counter is displayed above the option buttons. Change the counter now by clicking
Configure. When you click this button, the top frame displays the Counter Editor screen
(see Figure 2-14) which shows the selection of counters. The current counter is displayed at
the top of the frame. You can set the following options in the Counter Editor screen:

e Digit Style

This option controls the style of the counter digits. Choose one of the six digit styles

shown by selecting the corresponding option button.

e Frame Thickness
This option controls the thickness of the border surrounding the counter. If you don’t
want a frame around the counter, choose a frame thickness of 0.

e Frame colour
This option controls the colour of the border surrounding the counter. Choose one of the
available choices in the drop-down menu.

®  Number of Digits
This option allows you to set the number of digits in the counter.

e Text Before
This text box can be used to create text that will appear before the counter.

o Text After
This text box can be used to create text that will appear after the counter.

Let’s select the large odometer-style digit by choosing the following values:

& Frame Thickness: 8
& Frame colour: Black
& Number of Digits: 8
& Text Before: <b>Accessed
& Text After: times</b>

Typing <b> and </b> in the Text Before and Text After boxes puts the text you type in
bold lettering. Press Update to save your changes and return to the Counter Editor screen.
The resulting counter is shown in Figure 2-15. Click Home on the Customize toolbar when
you have finished these steps.

Reorganizing the Homepage

There are currently eight icons on the Homepage. As mentioned in the discussion of WebCT
Homepage elements, some of these icons link to built-in WebCT tools, while the Course
Materials icon leads to the Course Content icon, among others. You will learn how to add
your own content in a later chapter. First, however, let’s look at how to change the placement
of these icons on the Homepage.

Click Organize Icons on the Homepage toolbar to display the Organize toolbar.

: i |
Back IOrgaJuze. = I

Figure 2-16 Organize icons menu

Delete | Edit | Hide | Fieveal |

Backward I Fonward I hbowe to Another Page I

The screen displays option buttons beside each icon that exists on the Homepage (see
Figure 2-17). To use any of the Organize toolbar functions on an icon, you must first select

10



B

Assessment Tools

(Hidden)

Figure 2-18 Hiding the Quiz icon

Icon Layout Editor

Lahel Attributes
Label postion: Im
Text alighment: Im
Table Attributes
IMumber of columns: -
Ecualize column widths: Im
Table border width: [0 =]
Table spacing: m
Table padding: m
Table bg. colour Im

Update | Cancel |

Figure 2-19 The Icon Layout Editor

VebCT

Vot Course Tocks Introduction to Vectors

‘Welcome to Physics 101

Remember to check the Bulletin Board for class announcements and discussions

- 8
.o
- B

Communication Tools

Figure 2-20 One-column layout

WebCT Tutorial (version 2.0)

Homepage Design

the option button associated with the icon, then click the button on the toolbar. The Organize
toolbar contains the following buttons:

° Add
This section will be discussed in the “Tool pages and Adding Tools” section of Chapter 4,
TBypes of Course Content.

e Delete
Pressing this button deletes the selected icon from the Homepage.

o Edit
Pressing this button allows you to edit the text-label associated with the icon and set the
time and date when you want the icon to be visible to students in your course.

e Hide
This option hides an item on the Homepage from students. This option is useful if a par-
ticular section of the course is under construction and not yet ready for release to your
students. If you hide the Assessment Tools icon, for example, it will appear on your
Homepage in the form seen in Figure 2-18 but will not be visible to your students.

® Reveal
This button makes a hidden item visible to students.

e Layout
This button is discussed in detail below.

® Backward
Clicking Backward moves the selected icon backward on the Homepage.

e Forward
Clicking Forward changes the position of the selected icon by moving it forward on the
Homepage. In the four-column layout, moving an item forward will move it to the right if
the item is currently in one of the first three columns. If the item is in the rightmost col-
umn, the item will be moved down one row and into the leftmost column. Moving the last
item on the Homepage forward will place it in the first position on the Homepage.

®  Move To Another Page
This button allows you to move an icon from the current page to a Tool page, if one has
been created. We’ll talk about Too! pages in Chapter 4, Types of Course Content.

Layout

Clicking the Layout button displays the Icon Layout Editor screen (see Figure 2-19). This
screen contains a series of drop-down menus which allow you to choose a column format for
icons and set other attributes for the layout of icons on the Homepage.

The default format is four columns with labels appearing below the icons. Let’s change
this by selecting a one-column layout. Press Update to save the change and return to the
Homepage. The icon layout now resembles that shown in Figure 2-20. Since a one-column
layout takes up a lot of vertical space, use it only when you have a small number of icons.
Click Layout again and select 4 in the Number of columns drop-down menu.

Before advancing to the next section of the tutorial, click Update to save the change and
return to your Homepage.
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Figure 3-2  WebCT Built-In Files
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Overview

When a course is created on the WebCT server, a directory is established for the files that
you use in your course. The File Manager gives you access to that directory, and to the
tools you need to work with your files. The File Manager allows you to do the follow-
ing:

e Upload files from your computer to your course on the WebCT server

e Move multiple files from your computer to the server by using the WebCT
zip and unzip commands (compatible with WinZip, Ziplt, and UNIX zip
applications)

e Browse and select the files which make up your course

e Browse and select the WebCT built-in files and images

e Perform standard file operations like copying, moving and deleting files and
directories

e Edit text and HTML files directly on the server

What you will learn in this chapter

In this chapter of the tutorial you will learn how to use the basic features of the File
Manager, including how to upload files to the WebCT server so that you can start build-
ing your course. You will also learn how to view file contents, how to create a directory,
and how to zip and unzip (compress and decompress) files. This chapter also contains
instructions on how to download the sample files you need to complete this tutorial, and
how to upload them to the WebCT server so you can use them in your course.

Note: The File Manager is a tool which you will work with frequently in this tuto-
rial, and in the actual construction of your course.

The File Manager screen

To review or upload files to the WebCT server, click File Manager on the Homepage
toolbar. A new browser window will open which displays the Directories frame, the
Files frame, and the File Manager toolbar (see Figure 3-1). The Directories frame lists

Directories Files

[WEBCT BUILT-IIY FILES] Al HTML ¢ Tmages ¢ Audic  © Video ¢ None

FCOQURSE FILEST
- chat

* notes

+ samnple course

+ whiteboard

bl owe | Renams | Delate | Upper | Lawer |

Unzip | Edit | Create | Upload | Download |

Copy |
a Home | Zip |
Make Dir |

The File Manager screen

Remave Dir | Rename Dir__| Settings |

Figure 3-1
the WebCT Built-In Files directory and its subdirectories (see Figure 3-2). Directories
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that you create will be listed as well. Initially, the Course Files directory is the only one that
exists. This directory is the repository for your course content pages. The Files frame lists
the files contained in the currently selected directory. The currently selected directory is indi-
cated by bold-italicized text in the Directories frame. The File Manager toolbar in the bot-
tom frame contains the buttons which start the Copy, Move, Zip and Unzip features, among
others.

WebCT Built-in Files

The File Manager allows you to locate and use the built-in files which are pre-loaded on the
WebCT server. These files include the WebCT icons, additional icons, sample banners, and
page backgrounds. The subdirectories that contain these files are organized beneath the
WebCT Built-in Files directory shown in the Directories frame. If you click on this link to
make it the current directory, it will expand to show its subdirectories. The fully expanded
WebCT Built-in Files directory is shown in Figure 3-2.

All of the WebCT icons are located in the icons directory. This directory is divided into
other, webct casual,webct casual trans,webct formal, and
webct_ wild subdirectories. These icons are used for WebCT tools on the homepage and
toolpages, and on the button bars of individual pages. The difference in style between the
formal and casual icons is shown in Figure 3-3. WebCT currently supports only the casual
and formal icon styles on a course-wide basis. You will learn how to switch between these
styles later.

The transparent casual icons allow the background of the page to show, while the formal
icons are set on a white background. There are two full sets of the Formal and Casual course
icons. One set of icons has a text label bearing the name of the tool the icon represents. The
other set has no text beneath the icons. If you want to use an icon without a text label, choose
it from the notext subdirectory. All the Wild icons have text labels.

Click on the webct casual_trans directory now to display its contents in the Files
frame (see Figure 3-4).

Viewing File Contents

The Files frame shows each file in the current directory. To perform an operation on a file
you first select its check box. The name of the file is hyperlinked, which allows you to pre-
view its contents. Since you have already opened the webct casual trans directory,
click on the file called audio.gi£ to see what it contains.

A new browser window will open that is divided into a left and right frame. The left
frame contains the Editor/Viewer which displays the names of the files in the current direc-
tory. You can see the contents of files in the right frame. If you selected the audio.gif file
it should appear in the right frame, as shown in Figure 3-5. You can now select the option
buttons for other files in the directory which you want to preview. To return to the File Man-
ager window, click Back.

Now that you know where the built-in files are located, let’s upload some course content
to the server.

Creating a New Directory

Instead of uploading files into the Course Files directory, we’ll create a new directory
within Course Files called notes.

To do so, click Course Files to make it active, then click Make Dir on the toolbar.
Now you can specify the name of the directory you want to create. Type notes in the text-
entry box (see Figure 3-6), then click Continue to create the directory. If the operation is
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successful, a status message will confirm that the directory has been created. Click Con-
tinue again to return to the main File Manager page. The newly created directory should
now appear in the directory listing under Course Files (see Figure 3-7).

Downloading the sample tutorial files to your computer

Let’s download the sample files you need to complete the tutorial and set them up for use in
your course. In addition to explaining how you transfer the sample tutorial files, the follow-
ing sections apply to transferring course content you have authored from your computer to
the WebCT server, something you will do when you set up your course.

As mentioned in Chapter 1, the tutorial files reside on the Tutorial Data Files, which you
reach from the WebCT homepage. The URL for this page is http://
about.webct.com/. Click on the hyperlink in the previous sentence to open this page
now. Next, find the link to the tutorial data files and click it. There are two groups of files to
choose from. One is named archive. tar (for Unix users) and the other archive.zip.

Click the name of the tutorial file set which you want to download to your computer.
When you do so, a Save As or an Unknown File Type dialogue box will appear. If a Save 4s
dialogue box appears, select a location on your computer where you want to save the files. If
an Unknown File Type dialogue box appears, click Save File. A Save 4s dialogue box will
appear, allowing you to save the files. On a Macintosh computer the Download Manager
will open and save the file to you computer. In either case, save the files in a location which
you can easily access later.

When you download archive.zip, which contains the four required tutorial files,
you need to use the Unzip feature that is included with WebCT to decompress it. The Unzip
feature is accessed from the File Manager. The remaining sections of this chapter of the tuto-
rial show you how to how to upload archive. zip to the WebCT server, and how to
decompress it using the Unzip feature.

Uploading the tutorial files to the WebCT server

Now we’re ready to upload the archive. zip file to the WebCT server. Click notes in
the Directories frame to make it the current directory. Next, click Upload on the toolbar.
The screen shown in Figure 3-8 will appear. Click Browse to search for archive.zip on
your computer. An example of a File Upload dialogue box is shown in Figure 3-9, although
the title of the dialogue box will depend on the web browser you are using to access WebCT.
Click Open when you have selected the file. Other platforms may require you to click OK.
Consult your operating system manual on how to browse and select files if you’re unsure
about how to perform this task.

The archive.zip file should now appear in the Upload File text-entry box (see Fig-
ure 3-10). Ensure that the file name is correct and click Continue. The amount of time it
takes the file to upload will depend on the speed of your connection to the WebCT server. A
status message will confirm a successful upload. Press Continue to return to the main File
Manager page. The uploaded file will now appear in the Files frame (Figure 3-11).

Unzipping the tutorial files

Now that the zipped file is on the server it needs to be unzipped. This can be done using the
Unzip feature. If the check box beside archive.zip is not already selected, select it now.
Now click Unzip on the toolbar. A confirmation message will appear (see Figure 3-12) ask-
ing you to select the directory where you want to place the unzipped files. Since we need to
put the files in the current directory, make sure that the notes directory is selected, and
click Continue. If the files are extracted correctly, a message to this effect will appear on
the toolbar. Press Continue again to return to the toolbar. Now repeat this procedure on the
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file named files. zip, which is contained in the archive.zip file. The file listing
should now show all of the files which were contained in the original zip file (see Figure 3-
13).

The Zip and Unzip features of File Manager are very useful. When your course consists
of a large number of files, having the ability to transfer them to the server in one batch can
save a great deal of time. The Zip and Unzip features are compatible with Windows 95™ and
Mac file compression programs. This means that you can use WinZip or Ziplt to create an
archive, and then use the Unzip feature of WebCT to restore the files to their original form.

Files
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Figure 3-13 After unzipping

Before you continue with the tutorial, click Home to return to the course Homepage.
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CONTENT
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Overview

Now that you’ve learned how to modify your course Homepage and how to transfer files
from your computer to the WebCT server, let’s look at some of the other course compo-
nents. A WebCT course consists of a combination of the following elements:

Homepage
*  Your course Homepage contains links to other course components.

Paths of content

e Asyou construct your course, you will use Paths to organize the contents of
your course. Paths allow you to classify pages of course content hierarchically
according to a topic and subtopic structure. A path consists of a sequence of
related content pages which students work through one step at a time. For
example, a path can be made up of a series of course notes related to the lec-
tures you give during a term, a set of assignments, or a sequence of labs or
tutorials. A detailed discussion of how Paths help you to organize course con-
tent is given in Chapter 5, Ordering and Sequencing Content.

Welcome Page
e The course Welcome Page resides in a public area of the WebCT server which
does not require a password for access. Welcome pages are used to display a
brief synopsis of the course, as well as the instructor’s contact information for
those interested in signing up for the course.

Single pages
e Single pages of content allow the instructor to place links to HTML pages
onto the course Homepage. Single pages of content are used for course infor-
mation or outlines which typically do not exceed one page in length.

Tool pages
e Tool pages are identical in structure to the Homepage. Tool pages can also be
used to group frequently accessed course elements on one page. By using 700/
pages, you can keep the main Homepage less cluttered, making it easier for
students to find what they are looking for.

WebCT tools

e Tools can be added to any Homepage or Tool page. These tools include com-
munication features such as Bulletin Board and Chat, the Glossary and Index
tools, search functions, and many others.

What you will learn in this chapter

In this chapter of the tutorial you will learn how to add a Welcome Page and single pages
of content to your course. You will also learn about 7oo! pages and individual course
Tools and how to add them to your course.
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Adding a Welcome Page

To begin this procedure click Welcome Page on the Homepage toolbar. Since your course
has a default Welcome Page, the top frame displays the WebCT banner and the Login and
Cancel buttons and the bottom frame displays the Welcome Page toolbar (see Figure 4-1).

a Home I YWelcome Page:

Figure 4-1

Customize Page | Organize leons | File Manager |

Settings | Reset |

Welcome Page editing

Next, click Customize Page. The Customize toolbar you used to design your Homep-
age in Chapter 2 will appear. For the moment, we’ll edit the banner, header, and footer.

Click Banner and select the Text option button. Now type the following into the adjacent
text box:

Introduction to Vectors

When you are finished, press Update to return to the Welcome Page. The new banner is
now displayed in the top frame along with the Login and Cancel buttons.

Now click Header in the bottom frame to open the Header/Footer Editor. To edit the
header select the option button beside the header and click Edit on the Header toolbar. The
Text/Image Component Addition screen will appear. The options on this screen allow you to
set the elements of the header. Let’s add a brief message that tells students with a User ID
how to log on to the course. First, scroll down in the top frame until you see the Text Heading
section (see Figure 4-2). Choose Center alignment, Bold style, Blue colour and type the fol-
lowing in the text box:

Click on Login if you already have an account

Next, scroll down to the bottom of the top frame and click Update. The Header/Footer
Editor will appear, along with the new header. If you are happy with the resulting header and
footer, click Back on the toolbar to return to the Welcome Page, which should now resemble
Figure 4-3.

WebCT automatically places a Login button on the Welcome Page to give current users
of the course an easy to use point of access. Another advantage of the Welcome Page is that
its Uniform Resource Locator (its Web address) is a simple one to distribute to your students.
The URL (Uniform Resource Locator) to your Welcome Page is the server name and port
number followed by public/course ID/. Substitute your designer User ID for
course_ ID. A Welcome Page URL would follow the format of this example: http://
www.webct.com:8900/public/eng306/ (assuming that the designer User ID is
eng306).

To continue, click Home.

Single Pages of Content

This feature allows you to link an HTML page directly to your Homepage. Let’s add a link
so that it displays a page of course content. Before you do this, however, you need to transfer
the appropriate files to your computer from the WebCT Tutorial Data Files Web page, and
upload them to the WebCT server. The required files are outline.html and
info.html. If you did not download these files to your computer and upload them to the
server as outlined in Chapter 3, then complete this procedure now. When you are finished,
click Home to return to the Homepage. If you have completed the file download and upload
discussed in Chapter 3, continue to the next section.
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Types of Course Content

To begin the next step of this lesson, click the Organize Icons button on the Homepage
toolbar. The Organize toolbar seen in Figure 2-16 will appear. We want to add a link to a sin-

gle page. To do so, click Add — Single Page to open the Add Link to Single Page screen
(see Figure 4-4).

Add Link to Single Page

Tie: |
Tcon filename: I Brawse. . |
Page filename: | Brawse. . |

Open in; & New browser window  © Same browser window

add | caneal |

Figure 4-4  The Add Link to Single Page screen

First let’s create a title for the link that you are adding. In the 7it/e text box type Course
Information. To pick an icon click Browse to the right of the Icon Filename text box.
Your browser will open a new window displaying the File Manager. Locate the file
info.gif in the icons directory. Select the option button beside this file and click Pick in
the top frame. To reference the info.html file you can now type notes/info.html in
the Page filename text box. If you ever need to look for a file you don’t know the name or
location of, you can locate it by clicking Browse to the right of the text box.

Once the information has been entered, click Add. The information icon should now
resemble Figure 4-5

Click Home to return to the Homepage.

Adding Tool pages and tools

Tool pages are like secondary Homepages in that they give you additional space in which to
organize elements of your course. This reduces the number of icons on the Homepage and
allows you to group commonly used course elements in more than one location. Your default
course includes four Tool pages: Course Materials, Communication Tools, Assessment Tools,
and Student Profile. Two of the tool page icons are shown in Figure 4-6. The icons on 700!/
pages can be edited in the same manner as those on the Homepage (see Chapter 2, Homep-
age Design).

Click Communication Tools now to view this Too! page. The top frame changes to dis-
play the Tool page while the bottom displays the toolbar shown in Figure 4-7.

Home | Taool Page: Customize Fage | Organize leons | File Manager |

Figure 4-7  The tool page menu bar
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Next, click Organize lIcons to display the Organize toolbar. For now, we’ll add a new
tool to the Tool page. To do this, click Add on the Organize toolbar. The bottom frame
changes to display the Add toolbar.

ﬁ Home | Back | Add: Path URL WebCT Taol Taol Page Single Page

Figure 4-8 Adding a WebCT Tool

All the elements which you can add to the Homepage can be added to a Tool page. You
even have the option of adding a link to another ool page, which gives you the option of
creating an easily navigable set of tool pages.

Next, click WebCT Tool to open the Add Link to WebCT Tool screen (see Figure 4-9).
Add Link to WebCT Tool

Title:

Select a WebCT tool

r %‘- Buletin r 6} Mal 2 @@ Chat r f Whiteboard
[ g CQuiz [ &Dropbox [ @ Self Test [ @ Glossary
[ Efj Index c P Search © Q Student Tips C (@l Image Database

oy
[ &-Presemaﬁons [ "/zﬁ My Record € ﬁ My Progress @ CD-ROM
7
[ F% Language [ 4@» Nawigation

Add Cangcel

Figure 4-9  The Add Link to WebCT Tool screen

The Add Link screen shows only those tools which have not been added to the current
Tool page. Let’s include a link to Presentations on the current Toolpage.

Select the option button for the Presentations tool. Type Presentations in the Title

text box and click Add in the top frame. The icons on the 700!/ page should now resemble
Figure 4-10.

Communication Tools

> @ ® J

Bulletinz Private Mail Chat Whiteboard

&

Presentations

[Home]

Figure 4-10 An updated tool page

If you wish, you can reposition the Presentation icon by following the instructions for

moving icons on the Homepage that are given in Chapter 2, Homepage Design. Click Home
on the Add toolbar to return to the Homepage.
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ORDERING AND
SEQUENCING CONTENT

V1. All About Vectors
1.1 Whatis a Vector?
1.2 What Can a Vector Do for Me?
1.3 Vector Review

¥2. How do we Descrbe Vectors?
2.1, Graphical Vector Arfhmet
2.2, Kiiemates in Two Dimensions

P 23 Descab ing Vectors in Temms of Therr Components
3, Course Inforrmation

Figure 5-1 A sample path

P 1. All About Vectors
P2, How do we Describe Vectors?

Figure 5-2  Subtopics hidden

P 1. All Ahout Vectors
¥2. How do we Deseribe Vectors?

2.1. Graphical Vector Anthmetic
2.2, Kinematies in Two Dimensions

P 23 Describing Vectors in Terms of Their Componerts

Figure 5-3  Sub-topics visible
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Overview

A WebCT Path gives you a way to organize the content of your course and represent
its parts visually in an easy-to-use outline format. If you want your students to see an
outline wherever they go in your path, you can choose to show the Content Listing of
your course by selecting this option in the Configure Path screen. This screen is reached
by clicking Course Materials — Course Content — Settings. Select the To the left of
each page option button in the Content Listing Location area. Your Course Content out-
line will be displayed to the left of all your course pages. Because each topic name in the
Course Content listing is hyperlinked to the page it represents, your students can navi-
gate easily between them (see Figure 5-1).

Paths allow you to classify pages of course content hierarchically according to a
topic and subtopic structure. The WebCT Path Editor allows you to sequence the infor-
mation which makes up your course. This information can consist of a large number of
individual pages of content, which in addition to pages of lecture material, can be com-
prised of assignments, quizzes, and references to books and articles. You can also set the
time and date for the release of individual pages of course material on a Path. To keep
your content easily accessible to your students, WebCT recommends that you set up
multiple paths which contain different modules of content.

What you will learn in this chapter

In this chapter of the tutorial you will learn how to add topics to a path, as well as how to
add content files to them. You will also learn how to delete topics from a path, how to
rearrange them, and how to change topics into subtopics. You will also learn about the
subtopic numbering system used in WebCT, as well as how to replace a content file, and
how to browse for a file. Lastly, you will be introduced to the Navigation Window tool.

Organizing Topics and Subtopics

In any hierarchy of course pages that you create, subtopics can be shown or hidden by
clicking the blue arrow next to the topic heading. When you click on a blue arrow which
points to the right, the subtopics listed under the corresponding topic are displayed and
the direction of the arrow changes, pointing toward the bottom of the page. To hide sub-
topics, click the arrow again. Figure 5-2 shows two headings with their subtopics hidden.

Clicking on a forward-facing arrow beside the second topic expands it and displays
its subtopics (see Figure 5-3). If a topic does not have any subtopics, no arrow is dis-
played.

From the Homepage click the icon labelled Course Materials and then Course Con-
tent, which links to the path in the default course. The Path Editor screen is divided into
two frames. The top frame shows the current path, which in the default course consists
of four topics, none of which have sub-topics. The bottom frame contains the Path Edi-
tor toolbar shown in Figure 5-4.

Home I
Back I

Organize Path I Update Student Wiew |

Path Editor:

Settings I Customize I File Manager I

Figure 5-4  Path Editor designer toolbar
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Reorganize Functions

up | Up s | Up 10 |

D owun | bowns | Gown 10|

Indent | Celete | Unindent |

Back

Figure 5-5  The reorganize buttons

Select a file to add:

412 Intro.htm|
notes/AHGLE HTh
notestAHGLEZ HTM
notes/COMPONEN HTh
notes/DESCRIBE.HTh
notes/GRA_WECT HTM

j
notesfinfo. html

notesKINEMATLHTM j

I™ Replace the file at the selected node.
Bak | nsetfile |

Browige. .. |

Figure 5-6  List of existing files

1. © All About Vectors
2. & Vector Angle

Figure 5-7 Adding a topic

1. © All About Vectors
2. € YVector Angle
3 Wector Angle - Part Two
4. € Describing Vectors in Terms of Their Components
5. € How do we Describe Vectors?
6. © Craphical Vector Arithmetic
7. © Course Information
8. ¢ Kmematics in Two Dimensions
" Wector Lenath
10. € Physics 101 Course Outline
11. © Vector Review
12. € WWhat Can a Vector Do for Me?
13. ¢ What is a Vector?

=

Figure 5-8 Adding all files to the path
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Deleting Topics

Before deleting the default topics you may find it valuable to read the information that they
contain. When you are finished with the default topics, delete them. To delete a topic on a
path, click Organize Path on the Path Editor toolbar, then click Reorganize on the Orga-
nize Path toolbar. The top right frame will now display the Reorganize Functions screen (see
Figure 5-5). Next, select the topic to be deleted by clicking its option button and click
Delete in the Reorganize Functions window. A confirmation message will appear. Click
OK. If a deleted topic has subtopics, they will move up to the level of the deleted topic.
Select each of the four default topics and delete them.

Adding topic headings and content to a Path

The Path Editor allows you to add pages to a course path which you have previously
uploaded to directories contained in the Course Files directory. Let’s now add the pages we
uploaded to the WebCT server in Chapter 3, Using the WebCT File Manager.

You first need to create topics for your path before you add the files that make up their
content. Click Add Section on the Organize Path toolbar to open the Section Addition
screen in the top right frame. Now type the following topic name in the text box:

All About Vectors

When you are finished click Insert Section. Content is then added to the section by
using the Add File option, which is discussed below.

To add files to a topic, select the option button beside the topic then click Add File on
the Organize Path toolbar. When you click Add File, the right frame will display the File
Addition screen (see Figure 5-6), which contains a list of the files in your Course Files direc-
tory—including any subdirectories you may have created. We want to add the files that we
uploaded in Chapter 3, Using the WebCT File Manager to the Course Content path we are
currently working on. These files reside in the notes directory.

Select the file notes/ANGLE . HTM from the list by clicking once on the file name. Any
new file that you add will appear below the topic whose option button you select. Because
the ANGLE . HTM file contains information about vectors, select the option button next to the
topic All About Vectors. Click Insert File to complete the procedure.

The Path Editor window will now display the title of the added file in the position below
the topic whose option button you selected (see Figure 5-7). The page title that is displayed
comes from the HTML <TITLE> tag in the file.

Let’s add another page to the list of topics for this Path. Select the file ANGLE2 . HTM
from the list in the File Addition screen. Choose a selection point and click Insert File. The
new file now appears below the previously added file.

Let’s now add the remaining files that have an . htm extension in the notes subdirec-
tory in the order in which they appear in the listing. When you are finished, you should have
twelve files in the path listing (see Figure 5-8). We want the final order of the files to look a
little different, so let’s rearrange the path.

Creating Subtopics

To make one topic a subtopic of another, select the option button next to the topic you want
to change to a subtopic and click Indent. As soon as you create a subtopic, a downward-
pointing blue triangle will appear beside the initial topic. When you click the triangle, sub-
topics are hidden, making the path easier to read. When subtopics are hidden, the triangle
points to the right.
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¥ 14, © How do we Deseribe Vectors?
¥ 141 © Descrbing Vectors in Terms of Their Components
1.4.1.1. € Vector Length
v 1.4.1.2. & Vector Anple
1.4.1.21. € Vector Angle - Part Two

Figure 5-9  Moving a topic with sub-
topics

¥1. ¢ All About Vectors
o

ribe ors?
¥ 1.4.1. € Describing Vectors in Terms of Their Comp onents
¥ 1411 € Vector Angle
14.1.1.1. € Vector Angle - Part Two
14.1.2. € Vector Length
1.5. € Graphical Wector Arithmetic
1.6. & Kinematics in Two Dimesions

Figure 5-10 Proper topic order

¥1. ¢ All Ahout Vectors
¥ 1.1 € Whatis a Vector?
1.1.1. @ What Can a Vector Do for Me?
1.2. € Vector Review
¥ 13, € How do we Describe Vectors?
¥ 1.3.1 € Describing Vectors i Termms of Ther Compongnts

Figure 5-11 Sub-topic numbering

Configure Path

Path Settings:
Button Bar Location ' Above each page
Width:
@ To the left of each page. E
pirels

© Do not show the button bar with sach page

Width

120 =

pirels

Content Listing Location: & To the left of each page

Do net show the content bsting with each page

Teon Link: @ Link this path's icon to the first path page.

 Link this path's icon to the content listing
Tnti
DPage Nurbering: # Use page numbering for this path. e Il_

Figure 5-12 The Configure Path screen
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If you move a topic which has sub-topics, its sub-topics will be moved as well. For exam-
ple, if you move the Vector Angle topic down one position, its subtopic Vector Angle - Part
Two will also be moved (see Figure 5-9).

Rearranging Topics

To rearrange the topics on a path, click Reorganize on the Organize Path toolbar. The top
right frame now displays the Reorganize Functions buttons shown in Figure 5-5. These but-
tons allow you to delete, move, and indent and unindent individual topics that appear on a
path. For example, to move a particular topic up one position, select the option button beside
the topic, then click Up. The new order of the path will then be displayed.

A sample order for the different topics is shown in Figure 5-10. Use the Reorganize
Functions buttons to move the topics in the listing to reflect the example shown.

Subtopic Numbering

When you move topics the topic numbering scheme changes. If you indent the topic What
Can a Vector Do for Me? it becomes a subtopic of What is a Vector and is renumbered 1.1.1
(see Figure 5-11). Because of this change to the organization of topics on the path, the topic
named Vector Review, which was previously in the third position (see Figure 5-10), is now in
the second position.

Replacing a File

You can replace the file contained in a topic on a path without deleting the existing topic.
This feature allows you to avoid reconstructing the order of topics and subtopics on a path
that would be required if you deleted a topic, which acts as a placeholder for the course files.
For example, if you delete the third topic in Figure 5-11, the numbering of its subtopics will
change. To avoid this potential problem when replacing a file, click Add File and then select
the Replace the file at the selected node checkbox in the File Addition frame. Next, select the
option button of the topic whose file you want to change. Click once on the file you want to
add in the Select a File to Add drop-down menu and click /nsert File. This will replace the
file at the selected node with the new file, while maintaining the existing order of topics and
subtopics.

Click Back on the Organize Path toolbar to return to the Path Editor toolbar.

Configuration Options

Click Settings on the Path Editor toolbar to open the Configure Path screen (see Figure 5-
12). The Configure Path options give you control over the way a course path displays con-
tent. You can modify the following elements with the Configure Path feature:

e Button Bar Location: You can display the button bar (see Figure 6-3 for an exam-
ple of a button bar) at the top of course content pages, or vertically to the left of a
page. You can also set the width of the frame surrounding the button bar.

e Content Listing Location: Choosing this feature displays a Course Content win-
dow which shows the contents of the path in a frame to the left of each course
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page. You can also select the width of the frame surrounding the Course Content
window.

e Jcon Link: If the first option is selected, the student is presented with the first page
of content on a path. If the second option is selected, a listing of the entire path is
displayed.

e Page Numbering: This option lets you choose whether or not to number the pages
on a course path.

The customization of content pages will be discussed further in Chapter 6, Modifying
Pages of Content. Click Home on the Path Editor toolbar to return to the Homepage.
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COURSE CONTENT PAGE

Reminder: The appearance of
course pages can be modified
by clicking Course Settings
on the Homepage. This allows
you to define the settings for
colours, counters, and button
bars in your entire course.

& home | contents o

A4 retrace | refresh @

=8l pgback pg fwd
Figure 6-1 Page Editor navigation

buttons

Tip: try to keep the number of
icons in the button bar to a min-
imum so that your students
don’t get overwhelmed with
choices.
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Overview
You can modify the course pages you have added to a path in the following ways:

e Linking words that appear in the text of a page to the course Glossary and the
index

e Creating self-test questions for students to test their knowledge of the current

topic

Creating references to Web sites, textbooks, and journal articles

Creating links to multimedia files

Defining learning goals for the current topic

Editing the HTML or text of the page

Modifying the appearance of the page by changing the colour scheme or

background

e Adding links to WebCT tools to the button bar

What you will learn in this chapter

In this chapter you will learn how to use the Button Bar and some of the Configure Path
layout options. You will also learn how to add the Navigation Window tool to your
Homepage.

The Elements of Course Content Pages

The Page toolbar is displayed when you view a page on a path. It contains the /ndex and
Glossary buttons. These tools are described in the following chapters. To view a page on
a path now, click the click the Course Materials icon on the Homepage and then Course
Content. Next, click the topic What Can a Vector Do For Me? in the Path Editor. Your
browser window will be divided into four frames (see Figure 6-2).

The top frame contains the button bar, the left frame contains the content listing, the
right frame contains the content of the page, and the bottom frame contains the Page
toolbar. The center frame displays the content of the page as viewed by your students. It
can contain links to other pages in your course and links to other sites on the Web.
Hyperlinked text which is connected to the Glossary can also appear on content pages.
Let’s have a closer look at the elements contained in each frame.

The Button Bar

The Button Bar allows students to navigate through the pages on a path, return to the
Homepage, and access WebCT tools. The Button Bar is made up of the navigation-but-
ton panel, global tools, and page-specific tools.

The navigation options are located on a six-button panel on the left side of the Button
Bar (see Figure 6-1). These buttons are described below:

home - takes the student to the Course Materials page for the current path
contents - takes the student to the Path Editor and displays the current path
retrace - takes the student to the previous page they were viewing

refresh - refreshes the current page of content

pg back - displays the previous page on the current path

pg fwd - displays the next page on the current path
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Course Content Page

@ home | contents )
44 retrace | refresh @ %
- pgback| pgfwd b ‘-

Course Content -

What Can a Vector Do for Me?

1L Whatis a Vector? Vectors are excellent. You can answer all of the followng questions (and many more) £ you

finish this todule on vectors. (Though first yow'd need more details):

@ 12 What Can a Vectar Do for Me?
13. Vector Review o Twant to cross ariver in my boat and end up at a particular spot. There is a strong
14, How do we Describe Vectors? current. IFT pomt the boat directly at the spot, Il be swept along with the current and

141 Pracesibion Wi T - tniss. 50, which way should [ pomt the boat?
4 3

Home ‘ Badk | Glozsan | Index | Salf Test | References | Edit Page |
Page:
Table of Confents | i | o | eeals | awic | wideo | cutomize |

Figure 6-2  Page Editor full screen

Global tools are those which relate to all pages. For example, the Glossary, the Index, the
Search facility, and the Chat feature are global tools. These buttons appear to the right of the
navigation buttons. You can choose which tools you would like to include on the Button Bar
by clicking Course Settings on the Homepage toolbar and then clicking Button Bar on
the Settings toolbar.

The buttons for page-specific tools appear to the right of those tool buttons which apply
to all pages. Page-specific buttons are only shown when that particular option is available for
the current page. For example, if the current page does not have any self-test questions asso-
ciated with it, the self-fest icon is not displayed on the button bar.

A sample Button Bar is shown below. It contains three icons which apply to all pages
(Glossary, Search, and Index) and two icons which are page-specific (My Notes and Book-
marks).

A home | contents T

44 retrace | refresh @@
=4 pgback pg fwd =

Figure 6-3  Sample button bar

Note: The Bookmarks feature is a new tool in this version of WebCT. This tool enables
you and your students to bookmark pages of content within your course.

To use the Bookmarks feature you must first add the Bookmarks icon to one or all of your
pages of content. Currently, the Bookmarks tool is available on all of your pages of content.
You can change the setting by clicking Course Settings on the Homepage toolbar and
then clicking Button Bar on the Settings toolbar. You can add the Bookmarks icon to an
individual page of content by clicking on that page of content and bringing up the Page tool-
bar. Click Customize — Button Bar to display the Button Bar Editor screen.
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Configure Path

Path Settings:
Rutton Ear Location

Content Listing Locatin
Teon Liric

Page Nuabering

@ Kbove each page

€ To the left of each pege. Widt|% X
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Figure 6-4
screen

The Configure Path
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Using the Navigation Window

The Navigation Window tool allows instructors and students to place a set of frequently
used icons in a window that stays open as they navigate through a course. The tool con-
sists of a feature that allows the user to choose which icons to display in the window, and
an option that controls how the Navigation Window will reopen if the user closes it dur-
ing a WebCT session.

Instructors need to add an icon for the Navigation Window tool to the Homepage or a
Tool page before it can be used by students. To add the tool, instructors click Organize
Icons on the Homepage toolbar, then click Add — WebCT Tool. Next, select the
option button below the Navigation Window icon (roll your mouse over each icon to see
its name), type a title for the tool (optional), and click Add. Once this has been done,
students and instructors can configure the tool to suit their needs.

Layout Options

In Chapter 5, Ordering and Sequencing Content (in the Configuration Options section),
there was a brief description of how the default layout of content pages can be modified
using the Settings button on the Path Editor toolbar. Let’s use this feature now to
change the appearance of a content page.

When you click Settings the Configure Path screen appears (see Figure 6-4). In the
Content Listing Location section, click the option button beside To the left of each page
and change the width to 250 pixels. This will make the Course Content listing window
wide enough to display the course path. You can also select the location of the Button
Bar in the Button Bar Location area, or choose to hide it. Figure 6-5 and Figure 6-6 show
the Button Bar in different locations. Click Update now and then click the topic What
Can a Vector Do for Me?.

& home | contents B
a4 retrace | refresh @ |
- pgback | pgfwo |

P Lrmgys

Course Content =

What Can a Vector Do for Me?

Vectors are excellent. You can answer all of the following questions (and many more))
if you fimsh this module on wecters. (Though first you'd need more details)

1. All Ahout Vectors
L1 Whatis a Vector?
% 12 What Can a Vector Do for he?

13 Vector Reviewr ® Twant to cross a tiver in my boat and end up at a particular spot. Thereis a

strong current. IF T point the boat directly at the spot, I'l be swept along with
the current and miss. so, which way shouid I point the boat?

1.4 How do we Describe Yectors?
141 Desciibing Vectors in Terms o
LALL Yector Length
1412, Vector Angle
14121 Yeotor Angle - Part Two

L3 Graphical Tector Arithmetic
L6, Kinematics in Two Dimesions B

Figure 6-5 Sample layout with content listing
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The Course Content listing window is now wide enough to indicate the presence of
subtopics on the path. Note also that a dot indicates the currently selected topic. Figure
6-6 shows the course page layout with the Course Content listing hidden.

Serm | What Can a Vector Do for Me?

WVecters are excellent. Tou can answer all of the following questions (and many more) if you finish this module of
» pg fuo wectors. (Though first you'd need more details)

* Dwant to cross a fiver in tny boat and end up at a particular spot. There 13 a strong currentt. IFT point the
boat directly at the spot, I'll be swept along with the current and miss. so, which way shouid I pomt the
beat?

Figure 6-6  Sample layout with vertical button bar

Now that you have learned about the basic aspects of course page content, and how
to modify pages, return to the Homepage by clicking Home to prepare for the next
chapter, Creating a Glossary.

WebCT Tutorial (version 2.0) 27



CREATING A GLOSSARY

Keyword Addition

Keyword

Definition:

Glossary Editor

Glossary keywords:

[Keywerd

‘l- ‘boat

‘l- ‘compass

‘l- ‘chstance

‘l- ‘hlk&

‘ r ‘plane

\I’ ‘velomty

e

Figure 7-3 The Glossary Editor
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Overview

WebCT allows you to create a searchable glossary for your course. The glossary can
contain text and images. Your students can open the course glossary in two ways:

1. Anicon for the Glossary tool can be placed on the Homepage, on a toolpage, or onto
the Button Bar.

2. Individual glossary definitions can be hyperlinked to words contained in course con-
tent pages. When a student clicks a hyperlinked word, its definition will be dis-
played.

Using the Glossary tool, students can:

e List glossary entries by starting letter
e List the whole glossary
e Search the glossary by keyword

Some instructors assign their students the task of creating the course glossary. Stu-
dents choose the terms they think should be included, work singly or collaboratively to
develop definitions, and then submit them to the instructor for vetting and possible inclu-
sion in the course.

What you will learn in this chapter

This chapter describes how to add terms to the glossary, how to link these terms to
images and text in your course content pages, and how to upload a file to WebCT that
contains glossary keywords and definitions.

Opening the Glossary Editor

To access the Glossary Editor click the Glossary icon if you have placed one on the
Homepage or on a Tool page. Opening the Glossary in this way takes you to the Glos-
sary Editor. To work with glossary entries for a specific page of content, open that page
(in this chapter we will use the page titled What Can a Vector do for Me?). Open this
page now and click Glossary on the Page toolbar.

Adding keywords and definitions to the Glossary

When you click Glossary, the Glossary Editor will open and the bottom frame will dis-
play the Glossary toolbar as shown in Figure 7-1 below.

Home | Add | Delate |
Glossary:
Back | Edit | Reset |

Figure 7-1 Glossary designer toolbar

Student Wiewm I Import I Crovwnload I

Dresigner Wiew I Fage Links I Kewward Links I

Let’s add some terms to the Glossary.

Click Add on the Glossary toolbar to open the Keyword Addition screen. This
screen contains text boxes for the new keyword and its definition (see Figure 7-2 on the
left). Type vector in the Keyword text box and a vector is a quantity
consisting of a direction and a magnitude in the Definition text box.
Click Add to add this entry to the Glossary. The center frame now displays the Glossary
Editor (see Figure 7-3 on the left).
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Note that the Glossary toolbar contains a Designer View button, and a button called
Student View. Click the Student View button to view the glossary from your students’
perspective. When you are finished, click Designer View.

The Glossary toolbar allows you to delete or edit glossary keywords and definitions.
You’ll learn how to edit a glossary definition later in this chapter.

Now that you’ve added the entry for vector, it can be viewed by your students. Let’s add
a few more entries. Following the procedure outlined above, enter the keywords and defini-
tions below for the What is a Vector? page.

Keyword Definition

velocity a vector containing both speed and directional
information

compass a device used to determine direction

boat a small craft used to navigate on water

distance the space between two points

Creating hyperlinked keywords

The Glossary feature lets you create a hyperlink between a keyword on a content page and
its definition. You control this feature through the Page Links button on the Glossary tool-
bar. To use this feature, start at the Page toolbar and click Glossary. The Glossary Editor
will appear. Next, click Page Links. An option button now appears next to each word on
the page that appears in the glossary (see Figure 7-4).
Edit Links: notes/WHAT_CAN.HTM

What Can a Vector- Do for Me?

Wectors ©  are excellent. You can answer all of the following questions (and many more) if you finish this module on vectors © . (Though
first you'd need more details)

* Iwantto cross ativerinmy boat ©  and end up at a particular spot. There iz a strong current. IFI point the boat ©  directly at the
spot, I'll be swept along with the current and miss. so, which way showld I point the boat T 7

You started out on a hile from camp. Youtook a compass ©  and kept track of each leg of your hike (distance ©  and direction)
Tou now want to return to camyp. In which direction and hew far away is camp?

I am flying in a plane that can travel at 150 mph (with respect to the air). There is a southwest wind of 20 mph. In which direction
should I travel to head directly north, and what will my resultant velocity © be, with respect to the ground?

WIND
PLANE

+

Unlinked Keywords:
© boat & compass & distance & wector & velocity

Update | Clear &1l | Cancel

> 7-4 The Edit Links screen
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Glossary Definition: distance

the space between two points

Figure 7-6 Viewing a definition

Keyword Editor

Keyword: [boat

Definition

a swall craft used to navigate on water j

|
Upéate Cancel

Figure 7-7 Editing a definition
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Creating a Glossary

To create a hyperlink between a word and the glossary, select the option button next to
the word in the body of the text and click Update. To avoid creating redundant links, you
can link only one instance of a particular word. While the word Vector appears three times in
the text, only one option button may be selected.

Select the option buttons beside distance and velocity, then click Update at the bottom of
the center frame. The page reverts to the Glossary Editor. Click What Can a Vector Do for
Me? in the left frame to see the new glossary hyperlinks that have been created in the page
(see Figure 7-5 below).

What Can a Vector Do for Me?

Wectors are excellent. Tou can answer all of the following questions (and many tmore) if you finsh this module on vectors. (Though
first you'd need more details):

* Twant to cross a river in my boat and end up at a particular spet. There is a strong current. IF T point the boat directly at the
spot, Il be swept along with the current and miss. so, which way showid I point the boat?

* You started out on a hike from camp. Tou tock a compass and kept track of each leg of vour hike (distance and dwection).
Tou now want to return to camnp. In which direction and how far away 15 camp?

* Tam flying in a plane that can travel at 150 mph (with respect to the air). There is a southwest wind of 80 mph. In which
direction should T travel to head directly north, and what will my resultant velocity be, with respect to the ground?

Figure 7-5 The updated page with glossary links

Click the hyperlinked word distance to view the definition for that entry (see Figure 7-6
on the left).

If you wish to unlink a word, scroll down to the bottom of the page to the Unlinked Key-
words listing. Select the option button beside the word whose keyword you want to discon-
nect from its glossary definition. For example, select the option button beside boat and click
Update to delete the link to the glossary definition for hoat from the page.

Using the Keyword Editor

To edit a glossary definition, select the check box beside the entry you want to change in the
Glossary Editor. For example, check the box next to boat. Now click Edit to open the Key-
word Editor, which displays a text box containing the existing definition (see Figure 7-7 on
the left). You can now edit the keyword and its definition. Click Update when you are fin-
ished.

Updating the Glossary from a File

The Glossary tool gives you the ability to upload a file containing multiple glossary terms
and definitions. These files must be created in a plain text format. Each glossary term should
be on a single line preceded by a colon, with the definition on the subsequent lines. Glossary
terms should not include HTML tags; however, you can include HTML tags in definitions.

To import a glossary file, click Import on the Glossary toolbar. The middle frame now
displays the Glossary File Import screen. This screen contains a text box in which you can
type the name of the file you want to import. Click Browse and then locate the file
glossary. txt in the notes directory. Select the option button beside this file and click
Pick. Next, click Continue in the main window.
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Creating a Glossary

The Update Confirmation screen shown below will appear in the center frame:

Update Confirmmation

The following new glossary entries were found:
|Entry [Mew Definition

|hjla:e |a trekin the woods

|plane |a craft used to fly through the air

Continue I Cancel I

Figure 7-8 The Update Confirmation screen

If the glossary. txt file contained entries for existing glossary terms such as boat,
the Update Confirmation screen would display a list of the existing glossary keyword defini-
tions, as well as the new definitions contained in the uploaded glossary file.

Click Continue to finish this procedure. The center frame will now display the Glossary
Editor. You can now link the new glossary terms to the page text using the Page Links but-
ton.

Resetting the Glossary

You can erase all glossary entries by clicking Reset.
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CREATING AN INDEX

Course Index

coordinate graph
Describing Vectors in Terms of Their Components
How do we Desctibe Vectors?

examples
vector appt What Can a Vector Do for Me?

illustrations
plane  What Can a Vector Do for Me?
river and boat  What Can a Vector Dio for Me?

scalar
What is a Vector?

vector
angle  Vector Angle - Part Two

What Can a Vector Do for Me7
Giraphical Vector Asithmetic

Describing Vectors in Terms of Their
definifion  What is a Vector?
derivinglength Vetor Length
displ How do we Describe Vectors?

What Can a Vector Do for Me7

arithmetic

real-world

Figure 8-1 Sample Index

Index Entry Addition

Index Entry: |

Subentey (opt1): |
Page:

or Do for Me?
Describing Yectors in Terms of Their Components

Graphical Vector Arithmetic
How do we Describe Vectars? |
At Gancel

Figure 8-3 Adding a new keyword
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Overview

The Index Editor allows you to build an index based on the content of the path pages in
your course. The Index feature allows you to designate main index entries and suben-
tries. Subentries are optional. When you compile a course index, WebCT automatically
creates hyperlinks between your index entries and the content pages on which they
appear. This feature allows students to jump directly from index entries to associated
content pages. A WebCT course index is shown in Figure 8-1.

Main index entries can have subentries, which indicate the subject of a page, and
hyperlinks to content pages. If no subentries have been specified, only the hyperlinked
content page title appears. If subentries are specified, they are listed to the left of the
hyperlinked content page title, as is the case for all the index entries for vector in Figure
8-1. When you click a hyperlink, a new browser window will display the page where the
indexed word appears.

What you will learn in this chapter

In this chapter you will learn how to add, edit, and delete /ndex entries.

Using the Index Editor

The Index Editor is accessed by clicking Index on the Page toolbar. If you are continu-
ing from the previous chapter, click Back on the Glossary toolbar to reach the Page
toolbar, and click Index. Otherwise, go to the course Homepage by clicking Home.
Click the Course Materials icon — Course Content — What Can a Vector Do for Me?
— Index. The bottom frame will display the /ndex toolbar (see Figure 8-2), and the cen-
ter frame will show the indexed words already defined for this page. Since you have just
started building the index, no indexed words are visible.

ﬁ Home | Add |
Index:
Back | Edit |

Figure 8-2

Delete | StudentView |

Rezet | Designer Wiem I

Index Editor toolbar

Adding Index Entries

Click Add on the /ndex toolbar. The center frame now displays the Index Entry Addition
screen, which contains two text boxes and a list box (see Figure 8-3). The page What
Can a Vector Do for Me? is highlighted in the list box, telling you that you are adding
index entries to this content page. Later in this lesson you will need to select pages from
the list in order to add other index entries. The empty text box at the top is for the index
entry itself. Type vector into the top box. The second text box is for the subentry. Type
applications there. Below the text boxes there is an Add button. Click it to link the
new index entry to the current page. The center frame now displays the new entry (see
Figure 8-4).
Index Editor

Index entries:
|Eutry |Suhemry |Page
|F|vector |apphcahons |What Can a Yector Do for Iie?

Figure 8-4  Adding one keyword
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Tndex entries

iy [ubentry Page
‘l- ‘examples |ve ctor applications ‘What Can a Vector Do for Me?
\I’ ‘ﬂlustranons |plane ‘What Can a Vector Do for Me?
‘l- ‘ﬂlustranons |r1ver and boat ‘What Can a Vector Do for Me?
\I’ ‘vector |apphcahons ‘What Can a Vector Do for Me?

Figure 8-5  After adding all keywords

Course Index

examples
vector applications  What Can a Wector Do for Me?

illustrations
plane  What Can a Vector Do for Me?
nver and boat  What Can a Vector Do for Me?

vector
applcations  What Can a Vector Do for Me?

Figure 8-6  Course Index
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Creating an Index

Let’s add a few more index entries for this page:

Entry Subentry

examples vector applications
illustrations river and boat
illustrations plane

The Index Editor should now resemble Figure 8-5. To get a better idea of what the
index will look like to students, click Student View on the Index tool bar.

The Student View of the index is shown in Figure 8-6. To return to the view of the
index that allows you to add, edit, and delete entries, click Designer View.

You can now practice creating additional index entries using Figure 8-1 as a guide.
This figure shows index entries from the course path used in this tutorial. Click Add and
select How do we Describe Vectors? from the list box containing the available content
pages. Next, type vector in the top text box and displacement in the subentry text
box. Then click the small Add button below the text boxes. The center frame will dis-
play the Designer View of the index. Click Student View to compare the index you are
creating with Figure 8-1. Follow these steps until the student view of the index resem-
bles Figure 8-1.

Deleting Index Entries

To delete index entries, select the /ndex Editor check box to the left of the entry you wish
to delete (see Figure 8-5) and click Delete on the /ndex toolbar.

The Index is a powerful tool that is an essential element of courses which contain a
large number of pages. If you create an index, students can use the WebCT Search tool to
perform keyword searches of the index. This feature can also be used to search the full
text of a course.
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ADDING RESOURCES &
REFERENCES

Resource Addition

Select the type of rescurce to add: I Book -
< |

Continue___| Canoel

Figure 9-2  Selecting a resource type
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Overview

WebCT’s Reference Editor allows you to associate your course content with references
that direct students to supplementary information on the current topic. The types of ref-
erences you may provide are:

o Textbook references
e Article references
e URL links

What you will learn in this chapter

In this chapter you will learn to add textbook, article, and URL references to your
course.

Resources and References

To begin adding references to your course, click Home — Course Materials icon —
Course Content icon — What Can a Vector Do for Me? Click References to go to the
Reference Setup screen.

The Reference Setup screen displays a list of references that are defined for the cur-
rent path. Since you have not yet defined any references for this path, WebCT displays a
message to this effect. The bottom frame contains the References toolbar (see Figure 9-1
below).

Home | Add | petete | Studentiiew |
References: Resaurces |
[ e | I I |

Edit Reset Designer Wiew

Figure 9-1 References toolbar

Creating a Resource

Before you can add a reference, you must create a resource. A resource contains essen-
tial information about a reference, such as its title, author, publisher, and the relevant
page numbers. Let’s create a new resource.

Click Resources on the References toolbar, then click Add. The Reference Addi-
tion screen appears, which displays a list box containing available resource types (see
Figure 9-2 at the left). You can choose Book, Article, or URL in the list box. In this les-
son you will create a Book resource first.

Choose the Book option and click Continue. The screen now displays a series of
text boxes in which you can enter information about the resource. An asterisk to the left
of a field name means that this information is required.

*H evword: I Image: I— Browse... |
*Title: I *Author: I
Publisher: | Year [ Easion|
Field IMame: I Field Walue: I

Add | Cancal | (* Required fields )

Figure 9-3  Adding a Book resource
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Reference Addition

Select aresource for this reference: |Resnick -

Continue Cancel

Figure 9-4  Adding a reference to a page

Reference Addition

Resource: Keyword:  Resnick
Title: Fundamentels of Physics
Publisher  John Wiley and Sons
Field Name

Tmage

Author:  Halhday & Resnick
Tear 1988 Editon 3
Field Value:

Reference |Page(s) jl

Add Cancel

Figure 9-5  Specifying reference types
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Adding Resources & References

The following list explains each of the Resource Addition fields for books. The fields for
articles contain entry fields appropriate to that type of resource. Later in this lesson you will
learn how to add a reference to a page, and how to create a URL resource.

& Keyword: (required) The keyword identifies your resources. The keyword can
contain letters and numbers, but not spaces.

< Title: (required) This field identifies the title of the book, article, or web page.

& Publisher: (optional) This field identifies the book’s publisher.

<& Field Value (optional) This field allows you to create your own category and give
the current resource a value within it. For example, you could create a field to
indicate whether a course text is required or optional.

& Image: (optional) This field allows you to display an image with a resource. For
example, you can display a picture of the cover of a book you designate as a
resource. If the image is omitted, WebCT inserts a default icon, representing the
type of reference added (book, journal, or URL).

& Author: (required) This field identifies the author of the book.

& Year: (optional) This field identifies the year of publication.

& Edition: (optional) This field identifies the edition of the work you want to refer-
ence.

Now that you know what each field signifies, let’s add information about a resource.
Enter the following book information into the text boxes:

Keyword: Resnick

Title: Fundamentals of Physics
Publisher: John Wiley and Sons
Author: Halliday & Resnick
Year: 1988

Edition: 3

Click Add to to save the information and go to the Resource Setup screen. On this screen
you can change the information for the resource you have just entered. If you make a mistake
typing the resource information, select the check box to the left of the resource keyword you
want to change and click Edit on the toolbar.

To delete the resource, select its check box and click Delete. The Delete command
removes all references to the resource throughout the course. If you delete the Resnick
resource in the process of trying these features, re-enter the book information as outlined
above.

You are now ready to link the resource to a reference, which can be placed on any course
page.

Adding a Reference to a Page

Let’s add a reference to the Resnick book to a course page. Click Back on the Resources
toolbar. The Reference Setup screen appears in the center frame. Since you have not yet
added any references, the screen displays a message telling you that there are no references
defined for this page. Click Add on the References toolbar in the bottom frame. The center
frame now displays a list box from which you can select the resource which you want to link
to your new reference (see Figure 9-4). The list box specifies the available resources by key-
word. Since you’ve only added one resource so far, the Resnick keyword is the only choice.
Click Continue.

A second Reference Addition screen now appears (see Figure 9-5). This screen gives you
the choice of referring to Page(s), Section(s), Chapter(s), or Unit(s). You can specify page or
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References: What Can a
Vector Do for Me?

Title: Fundamentals of Physics
Southor: Haliday & Fesnick
FPublisher: John “Wiley and Sons
Year 1382
Edition: 3

See Pagefz) 36

8]

Figure 9-6  Student view of a new

reference

references

Figure 9-7 References icon

Refterences: What Can a
YVector Do for NWie?

Title: Fundamentals of Physics
Author: Halliday & Fesnick
Fublisher: John "Wileyw and Sons
Tear: 1988
Edition: 3

See FPagefs) 36

LD

Title: TTEZ Fhysics Homepage
TTEL. httpffererer physics ubc ca

S

Figure 9-8  Student view of references
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Adding Resources & References

chapter numbers for the reference by typing that number in the text box to the right of the
Reference list box.

For our example, let’s refer to page 36 in the Resnick book. Choose Page(s) from the Ref-
erence list box and type 36 into the text box. Click Add beneath the Reference list box to
add the reference to the page (do not click Add on the References toolbar). The center frame
now displays the Reference Setup screen, which shows the page reference you just added.

Click Student View on the References toolbar to view the resource as it will appear in
your course (see Figure 9-6). Note that WebCT displays a book icon at the right of the
screen to give students a visual clue that this is a book reference. When you create a refer-
ence for your course, WebCT places a References icon on the student Button Bar (see Figure
9-7), which students can click to view your references. If you delete a reference from the
page, the References icon will disappear from the Button Bar.

If you want to change the page number for the reference or specify a different reference
type, click Designer View on the References toolbar. The Reference Setup screen will
appear. Select the check box to the left of the resource you want to change, then click Edit to
display the Reference Editor. This screen allows you to change the page number, section,
chapter, or unit. If you want to experiment with this feature, enter a new number or reference
type and click Update.

To remove a reference, go to the Reference Setup screen (Homepage — Course Materials
— Content — path name — References). Select the check box to the left of the reference
you want to remove and click Delete on the References toolbar. To remove all references
from the page, click Reset.

Creating a URL Resource

Now let’s create a URL resource and add it to the current page. To do so, follow the same
steps you used to create the book resource. Click Resources on the References toolbar,
then click Add. Select URL from the resource options list box and click Continue. URL
resources require Keyword, Title, and URL information; the rest of the fields are optional.
Type the following values:

Keyword: UBC
Title: UBC Physics Homepage
URL: http://www.physics.ubc.ca

Click Add below the text boxes to save these changes (do not click the Add button on
the Resources toolbar). To add a reference to this URL to the current page, click Back on the
Resources toolbar. The Reference Setup screen will appear. Click Add. Now select UBC
from the keyword list box and click Continue. The Reference Addition screen will appear.
Since pages, sections, chapters and units are not relevant for URLSs, select None from the
Reference list box. Type keyword UBC in the text box and then click Add.

Now click Student View on the References toolbar. The center frame displays the refer-
ence information, as seen in Figure 9-9. The new reference to the UBC Physics homepage
will appear below the Resnick reference you added earlier. Note that the URL reference is
hyperlinked. Clicking on the hyperlink will open a new Browser window and load the URL.

Now that you have finished adding these resources and references, go to the course
homepage and click Update Student View.
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Overview

Self-tests are questions that you can incorporate into your course to reinforce concepts.

WebCT automatically corrects these tests as the student completes them, but no grades

are recorded. Most students appreciate the opportunity to test their understanding of the
course material in this self-study fashion.

The self-test question format is multiple-choice. Each page of content can contain an
unlimited number of self-test questions, and each question can have an unlimited num-
ber of answer choices. However, you can only specify one correct answer per question.
You can also add self-tests to Tool Pages. Click Assessment Tools or th eHomepage and
then Self-Test to view a test added in this manner.

What you will learn in this chapter

In this chapter you will learn how to add self-test questions to your course and how to
add images to self-test questions and answers. You will also learn how to create answer
choices for questions and how to indicate the correct answer choice.

Adding a question

The question window is divided into two frames. An example of a self-test question
from a Computer Operating Systems course appears below:

Question 1

Which of the following definitions best fits the word process?

@ A thread of execution, contralled directly by the operating system kernel
@ A thread of execution within a user program, controlled by the program.
@ A user program.

Processes ate controlled only by the kernel and constitute the only Crain)
threads of execution in the system outside of the kernel.

Figure 10-1 A sample self-test question

Questions appear in the top frame, with each choice denoted by a green bullet. When the
student clicks on a bullet, it turns red, and an indication of whether the choice is correct
or incorrect is displayed in the bottom frame. The instructor has the option of placing
explanatory text in the bottom frame to indicate why an answer choice is correct or
incorrect.

Let’s add a self-test question to our page of content. As with other page-specific tools
(such as the Index Editor), you must be on a page within a path in order to use the Self-
Test feature. We’ll continue to add to the What Can a Vector Do For Me? page. Click
Self Test on the Page toolbar if you are currently viewing that page of notes. If you are
not on this page, Click Home — Course Materials icon — Course Content icon —
What Can a Vector Do for Me? — Self Test (on the Page toolbar). The bottom frame
displays the Questions toolbar (see Figure 10-2).

Home | Add Question | Add Answer | up | Update | Upload |
Questions:
Back | Delete | Edit | pown | Reset |

Figure 10-2 The Questions designer toolbar
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Answer Editor

Question 1 Inwhich ditection s the plane below fiying?

m

Figure 10-5 Adding questions
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Self-Test Questions

The center frame displays the question list, which is now empty. Click Add Question.
The Question Editor will appear (see Figure 10-3 below):

Question Editor

Edit question 1:

| |

Update I Cancel I

Figure 10-3 Adding question text

The question must be formatted with HTML tags. You may include images in your ques-
tions and your answer choices. To demonstrate, let’s add an image to this question. Type the
following into the text box:

<p>In which direction is the plane below flying?</p>
<IMG SRC="PLANE.GIF” alt="Plane Test">

Note: PLANE . GIF must be typed in uppercase letters since file names are case sensi-
tive. To view the results, click Update below the text box. The center frame now displays
the new question and image (see Figure 10-4 below).

Multiple Choice Questions

Select a question or answer:

#  |Question 1 In which direction is the plane below flying?

WIND
PLANE

T

Figure 10-4 A new self-test question

Including Images in Questions

To display an image in a self-test question, you must include the file name and its path rela-
tive to the current page of content. For example, in Chapter 2 you placed all of your files into
the notes subdirectory. Since the image file, PLANE . GIF, is located in the same directory
as the What Can a Vector Do For Me? page (WHAT CAN.HTM), you can refer to the file
without having to specify a directory name.

If you had created an images directory within the notes directory and placed the
PLANE.GIF file there, you would need to refer to the file as images/PLANE. GIF. If
you created an images directory within the COURSE_FILES directory, the images and
notes directories would be on the same level. In this case, you would refer to the image as
. ./images/PLANE.GIF.

Adding Answers

Let’s add answer choices for this question. Click Add Answer on the Questions toolbar.
You will be presented with two text boxes (as seen in Figure 10-5 on the left). The first box is
for the answer choice text, while the second box is for text that explains why the choice is
correct or incorrect.
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Multiple Choice Questions

Selert a question o answer.

 [Question1 n which ditection is the plane below flying?

WIND
PLANE

T

O [Answer1 South West [o
Reason [Ho - that is the dirsction of the wind |

& |Answer2 Horth [ e
|

[ Reason | [Ves - that is conect,

Figure 10-6 After adding two possible answers

self-test

Figure 10-7 Self-Test icon in
the Button Bar
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Self-Test Questions

Type in the following text for the first answer choice:
South-West
and the following for the reason that the answer is incorrect:
No - that is the direction of the wind.

Click Update. The new answer choice appears in the center frame. Let’s add another
choice. Using the procedure outlined above, type the following:

Answer:
North
Reason:
Yes - that is correct.

The question and the two answers now appear in the center frame (see Figure 10-6).

Setting the Correct Answer

To set the correct answer, select the option button to the right of the appropriate answer
choice. In this case, select the option button to the right of the second answer. Next, click
Update on the Questions toolbar. WebCT has now recorded the correct answer choice and
will display a green checkmark when students select it. If students select the first answer,
which is incorrect, a red X will appear.

Reordering, Editing, and Deleting Questions and Answers

To change the order of the questions, select the option button to the left of a question and
click Up or Down on the Questions toolbar. To delete a question or an answer, select the
option button to its left and click Delete on the Questions toolbar. You can also edit the text
of questions and answers. To do so, select the option button to the left of the question or
answer you want to change and click Edit.

Previewing Self-Test Questions

WebCT placed a Self-Test icon on the Button Bar at the top of the page when you added the
first question to the current page (see Figure 10-7)). You can click on this icon to see the
questions from the perspective of your students and to ensure that the questions and answers
are formatted correctly. If you delete a Self-Test from a page, the Self-Test icon will disappear
from the Button Bar.

Batch Uploading Self-Test Questions

While it is beyond the scope of this tutorial to describe this feature in detail, you can prepare
a text file of self-test questions on your own computer and upload them to your course. For
information on how to do so, see the WebCT Online Help entry titled Self-Test Questions,
Uploading Questions.
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Overview

The Quiz and Survey tools give you the ability to create and administer online tests
which can be marked by you, a grader, or the WebCT software. The Quiz tool allows you
to perform statistical analysis of individual and class results.

The Quiz and Survey tools also allow you to present students with survey questions.
Survey results are tabulated and summarized by WebCT. Because student names are not
attached to survey results, the Survey tool is ideal for course evaluations. You can also
use the survey tool to canvass students for their opinions on issues you discuss in your
class. You can generate basic statistics from survey results by using the Details, Statis-
tics, and Reports features of the Survey tool.

What you will learn in this chapter

In this chapter of the tutorial you will learn how to create questions in the Question
Database, how to generate a quiz based on these questions, and how to release a quiz or
survey to your students. You will also learn how to analyze the results using WebCT’s
statistical reporting capabilities and how to create a survey. Finally, you will learn about
the Assignment Dropbox tool, which allows instructors to distribute course assignments
to students and provides a place for students to submit assignments electronically once
they are complete.

The following Quiz/Survey features will be discussed in this lesson:

® A Quiz/Survey Management tool with which you create quizzes and surveys,
set their parameters, and view quiz and survey results.

® A Question Database which allows you to create and store the questions that
are used in quizzes.

® A Quiz Editor which allows you to pick questions from the Question Data-
base.

® A Grader interface which allows you and your graders to evaluate short-
answer questions, which cannot be marked by WebCT.

® Tools which generate detailed statistics and reports about the quizzes and sur-
veys submitted by your students.

Adding the sample student information files

You need to add the sample student information files to your course in order to complete
this chapter of the tutorial. To do so, complete the sections titled Adding A Student to the
Course and Creating Accounts from a File in Chapter 14, Student Management. When
you have completed these sections, return here and complete this chapter.
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Quiz Editor: Default Quiz

[ Mo [ Points | Select | Questions
Pl 1 [ — | R Coloulated Answer Question
Pl 2 [ — | R ShonAnswer Question
T3 | — | & Muiple Choice Cuestion
Pl 4 [ — | & MashioeRock
[ Totak 100 | _upsate ot |

Figure 11-2 The Quiz Editor screen
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Using the Quiz and Survey Tools

The Quiz/Survey Management Screen

Click Assessment Tools on the Homepage and then click the Quiz icon. The Quiz/Survey
Management screen opens (see Figure 11-1 below).

Quiz/Survey Management

Current date: Oct 15, 1952 14:.03

Title Availahility Duration  Mark  Resulis
' Q Default Ouiz From: Jep 10,1999 0000 10 min £100  [Bubmissions] [Detail]
To:  Jan 10,2004 0000 [Reports] [Bummary]

Addauiz | Addsuney | AddLabel | pown5 | Down | Unindent |

ﬁ Questions I Customize I Delete | Up 5 I Up I Indent I
Home | Qu_]z

Figure 11-1 Quiz/Survey Management screen

The following section describes the column headings in the Quiz/Survey Management
screen:

® Title: Each quiz or survey is identified by a title which is specified when the quiz
or survey is created. When you click a quiz title, the Quiz Editor (see Figure 11-2)
opens. The Quiz Editor works in conjunction with the options available on the
Quiz/Survey Management screen, allowing you to add and delete questions, and
more. When you click the magnifying glass the corresponding question appears.

o Availability: The Availability column displays the time and date your quiz will be
available to your students, as well as when the quiz will end. If a start date has not
been specified, the message Unavailable will appear. If no end date for the quiz
has been specified, the word Unlimited will appear in the 7o field. To change the
availability settings, click the hyperlinked name of the quiz you want to change,
then click Settings. For a discussion of how to use the advanced aspects of the
Availability feature, see the section below on Selective Release.

® Duration: The duration column indicates the length of each quiz. To change the
duration of a quiz, click on the appropriate hyperlinked quiz or survey name to
access the Quiz/Survey Editor and click Settings. You can then change the dura-
tion in the Basic Settings section. Refer to the online Help section Editor: Quiz
Settings for more information.

® Mark: This column works in conjunction with quizzes only. The number in this
column indicates the highest possible score for the quiz as specified in the Quiz/
Survey Editor.

® Results: This column contains two links for a survey and four for a quiz.
Submissions links you to the Submissions page, which indicates whether your stu-
dents have completed the corresponding quiz/survey. Defail links you to a report
on the quiz/survey results. Reports (quizzes only) will provide you with a report
of all the quiz responses. Summary (quizzes only) will provide a statistical break-
down of responses to the quiz. Click the hyperlink for Default Quiz now to open
the Quiz Editor.

Creating Quiz Questions

Now that you have been introduced to the basic features of the Quiz and Survey tools, let’s
create some questions and then add them to a quiz. Click Questions on the Quiz toolbar to
open the Question Database screen.
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Warme: |

Add | Cancel |

Figure 11-3 Adding a Category

Multiple Choice Question

T | |

Category: [Vectors =l

Title: |

Question:

Format: © HIML © Text

Tinage: o,

Settings:
Allow Students to Choose: & One answer ¢ Muliple answers
Scoring: & Comlative ¢ All or nofhing
Allow Negative Score: ~ C Yes @ No

& Vertical ¢ Horizontal

Answer Layout:

Answers:
I AnswerL:
[ -]

Figure 11-4 Creating a multiple choice question
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Adding Categories

All questions must belong to a category. You can create any number of categories with which
to organize the Question Database. The left frame of the Question Database screen shows
the existing category titles. Clicking on a category title will display the questions assigned to
it in the Questions frame on the right side of the screen. Clicking A/l Categories will display
all the questions in the database.

Click Add Category on the Database toolbar. The Category Addition screen will open
(see Figure 11-3). Type Vectors in the Name text box and click Add. Next, click Vec-
tors in the Categories listing. Note that the category name now appears in the Questions
window. Any questions you now create will be placed in the Vectors category.

Creating Individual Questions

Now that we have created a category for the question, click Add Question and then Multi-
ple Choice on the 4dd toolbar. The Multiple Choice Question screen will open (see Figure
11-4). Note that Vectors is listed in the Category drop-down menu because this is the cat-
egory which you chose in the previous step.

The most commonly used settings of the Multiple Choice Question screen seen in Figure
11-4 are found in the area between the Category and Settings sections. The settings in this
area are common to all five question types you can use in a quiz. For the purposes of this les-
son you will learn how to create multiple choice questions.

When creating a multiple choice question, you have the option of specifying whether
your students are allowed to choose only one of the possible answers, or whether multiple
answers are correct to varying degrees. If the latter option is used, the scores for all answers
that the student has selected will be added to generate a total score for the question.

The Answer Layout option buttons allow you to specify whether the answers should be
shown horizontally across the page (five answers per row), or vertically in one column. For
new questions, five answer boxes are provided. If more answer boxes are needed, click More
Answers at the bottom of the screen.

If the question makes use of an image, type the name of the image file in the /mage text
box. If you do not know the file name, click Browse to open the WebCT Browse utility (see
File Manager - Browsing for Files in the online Help for more information on this feature).
The WebCT Browse utility allows you to pick an image from either the [WEBCT BUILT-IN
FILES] directory or your [COURSE FILES] directory.

Type What Can a Vector Do for Me? in the 7itle text box. Type the following
in the Question text box: What is a Vector? The question text can be displayed as
unformatted text or as HTML. You do not need to include HTML tags in your text in order to
use the HTML option. The question’s appearance will be better if you choose this option.
Type the following in the Answer I text box: A physical quantity that has
magnitude and direction.Selectthe HTML option button in the Format area below
the Question text-box if it is not already selected. You have the option of typing a response in
the Feedback text box that will be displayed when a student picks an answer choice. Students
find it helpful to be given feedback on why a particular response is wrong, or where they
might look for resources to help them answer the question. Correct answers can be followed
by related information that extends their knowledge.

Next, create a second answer choice. Scroll down to Answer 2 and type the following: A
Vector is an angle.

As mentioned above, multiple choice questions in WebCT can have one or more correct
answers. There are two ways to designate which answer choice is the right one. You can tell
WebCT which answer choice is correct by selecting the check box to the left of the answer.
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When you do this, WebCT automatically calculates the value of the answer. For example, if
only one correct answer check box is selected, a value of 100% will be assigned to that
answer. If more than one check box is selected, WebCT assigns equal weight to each of the
answers you designated as correct. Click the check box beside Answer I to choose it as the
correct answer.

The second way to indicate which answer choice is correct requires that you enter a per-
centage value in the Value text box. If you choose this method you must assign both incorrect
and correct answers a value between zero and one hundred percent. If a particular answer is
correct, enter 100 into the Value field. Entering a value of 0 (or leaving the Value field
blank) indicates to WebCT that the answer is incorrect. Percentage values override the
Answer check boxes. Since you have already indicated the correct answer by selecting the
check box to the left of the correct answer choice you don’t have to enter anything into the
Value field. Click Save at the top of the screen to continue. The question has now been
added to the Question Database.

Let’s create a second question. Using the steps described above create another multiple
choice question in the Vectors category. Type Vectors and Projectiles for the title
of the question. Type Can the study of vectors help in determining the
motion of projectiles? inthe Question text box. Type Yes inthe Answer I text
box and click the Answer I check box to indicate that this is the correct response. Type No in
the Answer 2 text box. Click Save when you have completed these steps.

The other question types are:

® Matching: students are required to match items in one column to an item listed in
a second column.

® Short Answer: students provide short answers in response to a question. These
questions are marked as an exact match, so students must type in the response that
you specify.

® Paragraph: students are required to provide a paragraph-length answer. These
questions must be graded manually by either you or your grader.

® (Calculated: each calculated question consists of a formula containing one or more
variables, as well as a range of values for each variable.

Detailed information regarding how to use these question types can be found in the Ques-
tion Database section of the online Help.

Uploading Questions

WebCT gives you a way to upload questions to the Question Database from your personal
computer. This feature allows you to create quizzes and surveys which have a large number
of questions, eliminating the need to use WebCT’s question forms.

You can upload questions to the Question Database by downloading a question you have
created (using the Multiple Choice Question screen shown in Figure 11-4) and using that
question’s format as a template. This allows you to substitute a new question for the one you
downloaded and then upload it to the Question Database.

Detailed information about this method of uploading questions is included in the online
Help. Click Dr. C in the lower left corner of your screen to access the online Help.
Using Quiz Editor

Now that you have created a few questions, click Back on the Add toolbar until you return to
the Quiz/Survey Management page. Next, click Add Quiz to open the Quiz Addition screen.
Type Vectors in the Quiz Title text box. Select the Do not use another quiz or survey as a
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template option button and click Add. The Quiz/Survey Management screen opens. The
hyperlinked title of the new quiz now appears. Note, however, that the quiz is listed as
Unavailable in the Availability column.

Click the title of the new quiz to open the Quiz Editor. When the Quiz Editor opens, click
Add Question(s) to pick questions from the Question Database. Click the Vectors cate-
gory to pick questions for the quiz. Next, select the check box next to the questions you want
to add to your quiz. Now click Pick on the toolbar. The Quiz Editor presents you with a
Points text box which gives you a way to fill in the point value for each question. Click
Update Total to finish this process.

The Student’s View of a Quiz

Your students need to click on the Assessment Tools icon on their Homepage then on the
Quiz/Tests icon to take a quiz. If you will be using the Quiz and Survey tools extensively in
your course, you may want to move the Quiz icon to the course Homepage so that it is more
accessible to students. Students click Save Answer to save each question, and then click
Finish to submit their quiz. Instructors should remind their students to read the on-screen
instructions that accompany the quiz. If the quiz does not contain any long-answer questions,
it will be graded automatically by WebCT. Once a quiz has been graded, you can open the
Quiz/Survey Management page and click Submissions to see the results of the quiz. If the
quiz was automatically graded, each student’s grade is listed next to their name. Students can
also view their graded quiz by using the My Grades tool (see Chapter 17, Student Tools for
more information on this tool).

The Settings Screen

The options on the Settings screen play a central role in the creation of quizzes and surveys.
Let’s look at the most commonly used options. Click the hyperlinked Default Quiz on the
Quiz/Survey Management screen, then click Settings on the Edit toolbar. The Quiz Settings
screen will open.

The Quiz Settings screen is divided into six areas: Basic Settings, Availability, Selective
Release, Security, Submission, and Results. The following section discusses the first three of
these areas. For detailed information on how to use the options available in the Security, Sub-
mission, and Results areas, see the online Help.

Basic Settings:
Cuiz Title: Test Quiz
CQuestion Titles [T Show the question titles when students view the quiz
Question Delivery: & Deliver all the questions at once

" Deliver one question at a time, where any question can be revisited.

€ Questions will appear one at a time. Students must answer or skip each question before proceeding
Onee a question has been answered or skipped it cannot be rewsited

Quiz Duration, 5 minute(s) x| (T Disallow answer submission if time has expired )
Attermnpts Allowed: 1 -
Attempts Separation: A minimum of minute(s) ¥

Availahility:
DD /RO VYV HOUR : MIN.
Available After: IE,‘IE} 1997 m . lﬂ M‘
Available Tntil ID_flﬂ_flo— Iﬁ : m Deny Access Now
Selective Release:
Eelease To l— Browse
Release Based On: | =l IEﬂdS with | I
Hide: ™ On the main quiz page, remove this quiz from the ksting for students who do not meet the selective release criteria

Figure 11-5 The Settings screen
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Update | Cancel |

Figure 11-6 The Member Selection screen
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Basic Settings

The Basic Settings area contains a text box for the quiz title and a check box that allows you
to choose whether or not question titles are visible to students taking a quiz. Below this are
the Question Delivery options. These options allow you to choose whether to deliver all the
questions at once, or one at a time. The Basic Settings area also allows you to set the duration
of the quiz and the number of times a student can attempt a quiz.

Availability

The settings in the Availability area allow you to set a time and a date for the release of a quiz
or survey to your students. If you want to release a quiz immediately, click Allow Access
Now. If you want to set the dates and times the quiz will be available, set this in the Avail-
able After and Available Until fields. You can manually terminate access to a quiz by click-
ing the Deny Access now button.

Selective Release

Selective Release allows you to set a time and date for the appearance of a quiz icon on the
Homepage or on a Tool page. These settings work in conjunction with the Availability set-
tings, which must be configured in order for the Selective Release settings to work properly.

While this discussion of Selective Release is confined to illustrating the release of a quiz,
it is important to remember that this feature of WebCT can also be used to control the distri-
bution of URLs, individual course tools, 700l pages, and single pages of content.

Note: Before you use Selective Release, you must create the quiz whose distribution you
want to control.

The following Selective Release options give you control over the distribution of quizzes:

® Release To: This option permits you to select the students who will have access to
the quiz (see Figure 11-5 on the previous page). If no students are listed in the text
box, then all students have access to the quiz. To select a group of students from a
list, click Browse.

® Browse: When you click Browse, the Member Selection window appears (see
Figure 11-6). This screen allows you to release a quiz to a particular group of stu-
dents. To do so, select the check boxes next to the appropriate student names and
click Update.

® Release Based On: This option allows you to make a quiz icon visible to students
based on criteria which are set in the Release Based On drop-down menus, and the
accompanying text box. If the first selection box is set to none, then all of the stu-
dents have access to the quiz. If you make an icon accessible with Selective
Release, it can only be seen when all of the requirements you have specified in the
drop-down menus, and the text-entry field, are met. For example, using these
fields you can limit the release of a quiz to students who have achieved a grade
greater than 70 on a previous assignment. To set these criteria, choose an assign-
ment from the first column, Greater than from the second column, and type
70 in the text box. You can also choose to base the release of a quiz on a first
name, last name, User ID, or student number. When you have made your changes,
click Update to save them.

® Hide: Select this check box if you wish to remove the quiz from the student view
of your quiz listing.
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Title Availability Duration  Mark  Results
€ Q Defautt Ouiz From: Sep10,19990000  10nin /100 [Submissions] Detail
To: Jan 10, 20040000 [Reports] [ummary]

Figure 11-8 Quiz/Survey Management screen

WebCT Tutorial (version 2.0)

Using the Quiz and Survey Tools

Creating a Survey

Surveys and quizzes are created in similar ways. Click Back on the Edit toolbar to return to
the Quiz/Survey Management screen. To add a survey to the listing in the Quiz/Survey Man-
agement screen, click Add Survey on the Quiz toolbar. The Survey Addition screen will
appear (see Figure 11-7).

Survey Addition

Survey title: |

% Do not use another quiz or survey as a template.

 Tse IDefauIt Qliz 'las the template.

Add |

Template:

Cancel |

Figure 11-7 The Survey Addition screen

Enter a title and and press Add. If you want to use an existing quiz or survey as a template
for the new survey, select the second option button and choose an existing quiz or survey.
When you do so, WebCT will copy the quiz or survey that you have selected from the drop-
down menu into your new survey. Click Add to finish the procedure. You now need to create
questions for your survey, which you do in the same way as with quiz questions. If you had
prepared questions for your survey and added them to the question database in advance, you
would now add them to the survey.

After the deadline for survey completion passes, click the Submissions link on the Quiz/
Survey Management page to see which students have finished the survey and to review sur-
vey results. For more detailed information on administering surveys, see the WebCT online
Help. While you will be able to tell which students completed the Survey, WebCT does not
associate a student’s answers with their name.

The Submissions and Summary tools

The following section discusses the Submissions and Summary tools. The default course
does not include a quiz which has been completed by a student. Because of this, the follow-
ing section does not discusse the use of these tools in a step by step fashion. Instead, the fol-
lowing section gives you an overview of the main elements of the Submissions and Summary
features. For more detailed information on these, and other statistically oriented aspects of
the Quiz tool, see the online Help section titled Quiz and Survey Module - Details, Statistics
and Reports.

The Submissions and Summary tools are found in the Results column on the Quiz/Survey
Management screen (see Figure 11-8). If students have completed a quiz, clicking Submis-
sions opens the screen shown below in Figure 11-9. The Submissions tool allows you to
grade and view quizzes completed by your students.The Submissions screen contains a table
containing the names of your students. If a quiz has already been graded (either by WebCT
or by a grader), the score is shown in the Grade column.

A breakdown of quiz data is listed in the Atfempts section. Each attempt by a student is
accompanied by their score, and the time spent on the quiz. The rest of the information in the
columns shows whether the student has started the quiz, whether the attempt has been
graded, or whether the attempt is still ungraded.

By default, only the first 15 students are shown. If the class consists of more students, the
grader can use the Next Page and Prev Page hyperlinks. When there are more than 15 stu-
dents, a drop-down menu is located beside the hyperlinks, allowing the grader to jump to a
different page of information.
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If you had students who had completed the quiz, clicking the numeral 1 in the No. col-
umn (shown in Figure 11-9 below) would open the completed Default Quiz. When you do
this, the top of the submitted quiz page shows the student’s information. Included in this
information is the student's name, the attempt number, the maximum number of available
marks, and the time when the student started and finished the quiz (see Figure 11-10).

If the student exceeds the time limit specified by the designer, a message indicates this.
The grader may then assign penalty marks by entering the new score in the Override Mark
and Quiz Mark Adjustments areas (not shown). Adjustments are made to quiz grades by typ-
ing a revised grade into the grade box. Instructors can also click the 7ime Spent hyperlink
(shown in Figure 11-10) to see how often the quiz was accessed and saved.

[Fubiissions] [Detail] [Reports] [Bustunarsy
Submissions: Default Quiz
Page: |an -I
Personal Info Grade Attempis
User ID MName (100} No. Score Time Status
™ |chan Henty Chan 1 052 | Ungraded
I |cheng Sam Cheng
I |goldberg MMurray Goldberg
[T |sasan Sasan Salari 1 1.51 | Ungraded
2

Figure I1-9 The Submissions screen

Once all of the scores and comments have been entered, the instructor clicks Update
Grade at the top or bottom of the page in order to save any modifications that have been
made.

Default Quiz

|Name: Henry Chan |Attempt: 1/ Tnlirrited |Max Score: 100
Started: Hov 01, 1999 10:46 Finished: Nov 01, 1999 10:47 Time Spent: 52 sec.
| Henty Chan finished 9 min |, 8 sec. ahead of the 10 minute time limit.

Update Grade I Reset Attempt I Cancel |

Figure 11-10 The Submissions screen for a submitted quiz
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Clicking back on the Submissions toolbar returns you to the Quiz/Survey Management
screen. Clicking Summary opens the screen shown in Figure 11-11.

Summary: Default Quiz

Add fo Global Stats |

Tiile ‘ N %oCorrect OF: Diseri- | Score
Whole TUpper Lower Mean 5D
Grop | 25% ‘ 250% ‘

| Calculated Answer Question [t | w0 | 10 | o | o000 [1000% | 00

@ Short Answer Question 1t o | o | o | o000 |[o0% | o0

| Multiple Choice Question [t | w0 | 100 | o | oo [1000% | 00

| Matching Rock 1t o | o | o | ooo [es0% | 00

| Overall Mean: | 67.0%

Figure 11-11 The Summary screen

The Summary table contains the following:

o Title: The title of the question. Use the magnifying glass icon to preview the ques-
tion.
N: The number of student responses for this question.
% Correct of: The columns in this group break down the responses to the ques-
tions in a given category. The Whole Group column lists the percentage of all stu-
dents who answered the question correctly. The Upper 25% column lists the
percentage of students in the upper 25% of quiz scores who answered this ques-
tion correctly, while the Lower 25% column lists the percentage of students in the
lower 25% of quiz scores who answered this question correctly.

® Discrimination: A positive value in this column indicates that higher scoring stu-
dents performed better on this question. A negative value indicates that the lower-
scoring portion of the class performed better on this question.
Mean: The percentage of students who answered the question correctly.
SD (Standard deviation): The amount by which the result for this question differs
from the average score.

The above information may help you to decide whether students found the course content
in an area understandable, or whether it was too easy

Using the Assignment Dropbox Tool

The Assignment Dropbox tool is new in version 2.0 of WebCT. Because the tool shares fea-
tures with the Quiz and Survey tools, and is used to distribute and collect assignments, a brief
overview is included here.

The Assignment Dropbox tool has the following elements:

® A Settings area which instructors use to describe the assignment and set its maxi-
mum grade. This area also contains a feature with which instructors can set a date
and time for the release of the assignment to students

® A utility which allows instructors to attach files to an assignment that contain
related material such as photographs and spreadsheets

® A feature that allows instructors to grade and comment on submitted assignments

The Assignment Dropbox shares certain elements (such as the Submissions feature) with
the Quiz and Survey tools. This feature works the same way in both tools.To open the Assign-
ment Dropbox tool, click Assessment Tools on the Homepage and then click the Assignments
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icon. In the default course you will see the following screen. Click on the sample assignment
to see two different ways of using the Assignment Dropbox.

Assignment Dropbox Management
Current date: Oct 20, 1999 12:40

Title Availability Grade Resulis

€ Moby Dick essay From: Inunediately £30 [Submissions]

Tao Unlimited
Iatl Eubmis sions

© Plant breeding question From: I diatel
To:  Unlimited

Figure 11-12 The Assignment Dropbox Management screen

Please return to the Homepage to prepare for the next chapter of the tutorial.

WebCT Tutorial (version 2.0)
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Figure 12-1 The Targets icon

WebCT Tutorial (version 2.0)

Overview

WebCT allows you to define Learning Goals for a particular page of course content.
This tool can be used to:

®  Summarize the current page of content for students
® Help students identify learning objectives for the current page
® Pose questions about material on the current page

What you will learn in this chapter

In this chapter you will learn how to add a learning goal to a page of course content and
how to change its text using the Edit feature.

Students access the Learning Goals for a particular page by clicking the Targets icon
on the Button Bar (see Figure 12-1). The icon is visible only when you have set a Learn-
ing Goal for a particular page. When a student clicks the Target icon the Learning Goal
for that page is displayed in the center frame (see Figure 12-2).

|Goal Editor: What Can a Vector Do for Me?

Goals added:
|Goal Text

Think of three practical application=s of wvectors

Figure 12-2 Sample learning goals for a content page

Adding Learning Goals

To add goals to a page of content, the page must be located on a WebCT Path. To create
a learning goal, you need to open the page to which you want to add a goal. As in previ-
ous tutorial chapters, we’ll work with the What Can a Vector Do For Me? content page.
To reach this page from the Homepage click the Course Materials icon — Course Con-
tent icon— What Can A Vector Do for Me, then click Goals on the Page toolbar. The
Goal Editor will open.

The center frame now displays the Goal Editor and the Goals toolbar (see Figure 12-
3). Click Add. Whatever you type in the Goal Addition text box will be formatted as
HTML, so if you would like to include special formatting such as bullets, the HTML
code must be inserted manually.

Goal Editor: What Can a Vector Do for Me?

There are no goals for this page

Home Student Wiew |
Coals: Add | Resst |
Back Designer Wiew I

Figure 12-3 Entering a learning goal

Click Add on the Goals toolbar and type the following learning goal in the Goal
Addition screen:
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Think of three practical applications of vectors

When you are finished, click Update to save the learning goal and return to the Goal
Editor. The Add button will be replaced by the Edit button when you do this. If you’d like to
see what the formatted text looks like, click Student View.

Note: As soon as you add a learning goal, WebCT automatically places the 7argets icon
on the Button Bar.
Editing and Deleting Learning Goals

If you would like to edit an existing learning goal, click Edit on the Goals toolbar. The text
box will display the current goal, which you can now change (see Figure 12-4).

Goal Addition

Edit the text of the leaming goal:

[Think of three practical epplications of vectors. = |

Update Canoel

Figure 12-4 Editing a learning goal

In preparation for the next chapter of the tutorial, please return to the Homepage.
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Overview

The most common way to update course content is to transfer a copy of your content pages,
which are formatted using HTML, from your computer to the WebCT server. The next step is
to place them in your course using the tools on the Path Editor toolbar discussed in Chapter 5,
Ordering and Sequencing Content. This allows you to use an HTML editor to make any nec-
essary changes to your content pages. After doing so, you use the Upload feature of the
WebCT File Manager to update the course page file that exists in your WebCT course.

You may find, however, that in certain cases it is faster to make changes to the content of
your pages directly within WebCT. For example, you might detect a spelling mistake you
want to correct, or make a small change to the text of a page.

You can edit the content of your pages using two WebCT tools. When you are viewing a
page of content which lies on a path you can use the Page Editor to make changes. You can
also use the Edit function in the File Manager.

What you will learn in this chapter

In this chapter you will learn how to use the Page Editor and the Edit function of File Man-
ager to edit course content pages.

Editing Course Content with the Page Editor

You can use the Edit Page button on the Page toolbar to open a text box which contains the
HTML-formatted page text as shown in Figure 13-1. To reach the Page toolbar from the

Page Content Editor

Save I Cancel I Filename: notesmWHAT CAN HTW
<TITLE>What Can a Vector Do for Me?</TITLE:> =
<Hl>What Can a Vecter Do for Me?</Hl>
Vectors are excellent. You can answer all of the following
questions (and
many more) 1f you finish this module on vectors. (Though first

vou'd need
more details):<P>

TextArea Size: Width|65 7] Heigmi[to =] Set Size
Figure 13-1 The Page Content Editor

Homepage click Course Materials — Course Content. Next, click the hyperlinked title of the
content page you want to change.

Click Edit Page. You can now type new text, or make changes to the text in the Page Con-
tent Editor window. Press Save when you are finished making your changes. WebCT will
now display the new course page.

Editing Course Content with the File Manager

As mentioned above, you can edit your course content with the Edit function of the File Man-
ager. To use this feature, click File Manager on the Homepage or on a Tool page and choose
the file you want to edit by selecting the check-box to the left of the file and clicking Edit (see
Figure 13-2 below).

52



WebCT Tutorial (version 2.0)

Editing Course Content in WebCT

" VECTORS HTM 524 Sun Oct 13 1896  19:53:30
IVWHAT CAMN HTM 1017 Thu Nar 11 1993 09:59:04
" WHAT IS HTM 469 Sun Oct 13 1896  19:53:30
Copy | Move | Rename ‘ Delete ‘ Upper ‘ Lower |
Home | Zip | Unzip | Edit ‘ Create ‘ Upload ‘ Download |
Malee Dir | Remaove Dir | Rename Dir ‘ Settings ‘

Figure 13-2 A selected file and the Edit button on the File
Manager toolbar

When you click Edit, the File Manager displays a listing of the current directory’s files in
the left frame, while the right frame shows a text box containing the text of the file to be
edited (see Figure 13-3).

Editor/Viewer 7| sere | _cancel | Filonames notesWHAT_CANHTM
<TITLE>What Can a Vector Do for Me?</TITLE> -
Home. Back. [<H1>What Can a Vector Do for Me?</H1»

Chrrent Directory:

Fnotes Vectors are excellent. You can answer all of the

following questions (and
many more) if you finish this module on vectors.
ANGLE GIF (Though first you'd need

ANGLE HTM [Edit] more details):<p>
ANGLELGIF <z

ANGLE2.GTF o
ANGLEL HTM [Edit] <LI>I want to cross a river in my boat and end up
e at & particular spot. There

ANGLE3 GIF is a strong current. If I point the boat directly
ANGLEA GIF at the spot, I'll be swept

DR— along with the current and miss. =o, which way
CMPNT1.GIF <i>should</i> I point the

CMPNT2 GIF boat 2<E>

COMPONEN HTM [Edit] =

COORD GIE Texthuea Sizes Widk® T] Hegt[20 ] | SelSize

DESCRIB2 GIF
DESCRIBEHTM [Edit]
GRA VECT.HTM [Edit]
KINEMATLHTM [Edit]
LENGTHHTM [Edit]
LENGTHLGIF
LENGTH2.GIF
LENGTH3.GIF

PLANE.GIF

RIVER.GIF
VECTORSHTM [Edit]
WHAT CANHIM [Edit]

WHAT ISHTM [Edit]

MT®MANNNNNNNDNNINNNNNANIHINNNN

Figure 13-3 Editing using the File Manager

When you are finished editing a file, click Save. Keep in mind that you can also edit
files by clicking the Edit links which follow the filenames in the left frame. The advantage of
using the File Manager to edit files is that it gives you access to all your files, while the Page
Editor allows you to edit only the currently open page of course content.

You are now done with this lesson. Return to the main File Manager menu by clicking
Back at the top of the left frame.
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Overview

WebCT’s Student Management tools allow you to create and track student accounts,
including their grades for both online and other work. It also allows you to release this
electronic gradebook to your students. Some instructors find the gradebook feature to be
one of the most powerful aspects of WebCT. They can post student grades knowing that
students see only their own gradebook. In addition, access to WebCT’s powerful statisti-
cal reporting tools provide both instructors and students with valuable analyses.
WebCT’s Student Management tools let you do the following:

Create columns in which to store student data

Share data with the Quiz feature to record grades

Upload and download grade information

Create calculated columns based on other columns

Enable or prohibit Guest Account creation

Share data with Student Tracking and the Mail tool through the WebCT Clip-
board

What you will learn in this chapter

In this chapter of the tutorial you will learn how to add and delete student accounts from
your course.You will also learn how to set a field, such as User ID, which your students
may use as their initial password. In addition, you will learn how to use the tools found
on the Student Management toolbar, including how to add, move, and calculate columns
within student record tables.

The Management and Student Management Toolbars

To access the Management toolbar, click Course Management on the Homepage
toolbar. The Management toolbar gives you access to WebCT’s administrative tools (see
Figure 14-1).

Student Mgmt I Student Tracking I Fresentations I

Home | Management:

Grader hgmt I Fage Tracking I Course Functions I

Figure 14-1 Course Management toolbar

Click Student Mgmt. If you have already created student accounts, you will see a
table containing the records for these students. If you have not created any student
accounts, a message states that there are no students in the database. The bottom frame
contains the Student Mgmt toolbar (see Figure 14-2).

Home I Calumns... I Listing... I Students... I

Student Mgmi:
Back Settings | Rreset | Shawall |

Figure 14-2  Student Management toolbar

The following describes the functions controlled by the Columns, Listing, and
Students buttons.
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First Hame*: |
Last MName*: I
Taer ID*: |

Tnitial password*: |
(* Required flelds.)

add | oance |

Figure 14-4 Adding a single student
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e Columns allows you to define new fields for the student records database and to
rearrange the fields.

e Listing allows you to use the spreadsheet functions of Student Management on
tables of student records, as well as to import and export files with the Clipboard
feature.

e Students allows you to add students to the course or to upload student informa-
tion.

Adding a Student to the Course

Since you don’t have any students in the course yet, let’s add one. Click Students to dis-
play the Students toolbar (see Figure 14-3).

Home I
a Students: Add | Import from File ” Import from Glubal DB
Bagk I

Figure 14-3  The Students toolbar

Click Add on the Student toolbar. The Student Addition screen will open (see Figure 14-
4). This screen contains fields for the student’s first name, last name, User ID, and initial
password. These fields are required when adding students. The first and last name field infor-
mation is used by the Bulletin Board, Mail, Student Tracking, and Group Presentation tools.
You may add other required fields, such as one for student numbers.

It is important to remember that User IDs must be unique. They are used to identify each
student when they log on to the course. If you try to assign the same User ID to more than
one student, WebCT will display a warning message and disallow the operation.

Now add the first student to your course by typing the following information in the Stu-
dent Addition screen:

e First Name: Sasan
e Last Name: Salari
e User ID: sasan
e [Initial Password: sasan

The initial password, like all passwords in WebCT, is encrypted. Once the password has
been set, it cannot be changed from within Student Management, unless the system adminis-
trator enables this function.

After you’ve entered the above information, click Add. The top frame will now display
the newly created student account. WebCT automatically includes columns for User ID,
First Name, Last Name, and other options, although they are not required when registering
the student (see Figure 14-5). You can edit the information in these optional fields by click-
ing the corresponding Edit hyperlink.

First Mame | Last Mame | User 1D | Default Quiz | hdabey Drick essay |
Edit Edit. Suhmissions Suhmissions
Graph Graph
Ot of 100 Ot of 20
‘ElSaﬂ ‘ Salari ‘ sasan ‘ -—‘ -——

Figure 14-5 A new student record

Creating Accounts from a File

While creating student accounts one at a time is easy for small classes, this operation quickly
becomes tedious when your class is large. For this reason, WebCT provides you with the
ability to upload student information from a file you have created.

55



File Import

Filename: Browse.
Separator: [Gemma =

Comtings | cansal | | prview |

Figure 14-6  File Import screen
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The first line of the file tells WebCT about the column structure. Each subsequent line
contains a single student record. You have a choice of space-delimited, tab-delimited, or
comma-delimited formats. One of the sample files you downloaded is called class-
list.txt. The contents of the file are shown below:

First Name,Last Name,User ID,Project 1,Project 2
Sasan, Salari,sasan, 10,5

Murray, Goldberg,goldberg, 8,10

Henry, Chan,chan, 9,8

Sam, Cheng, cheng, 7,8

The first line of the file tells WebCT that it needs to create five columns: one for first
names, one for last names, one for each student’s User ID, one for project 1, and one for
project 2. The first line of the file also tells WebCT that the fields containing the information
will be separated by a comma. The next four lines contain the student data. Notice that each
field is separated by a comma, following the comma-delimited format specified in the first
line.

Note: It is important to remember that the comma-delimited format prohibits the use of
spaces after commas.

Placing the student information file into your course database is a two step process. You
can accomplish both of these tasks using the tools available in the File Import screen. First,
you must upload the file to the WebCT server. Once you have uploaded the file into your
course directory you move the uploaded file into your student database.

Click Import from File on the Students toolbar to open the File Import screen.

The File Import screen contains a text box in which you enter the file name, and a drop-
down menu that allows you to choose the form of field separator you want to use. The
choices are comma, space, and tab (see Figure 14-6).

To begin uploading the student file click Browse to the right of the Filename text box.
The File Manager will open. Click the blue arrow next to the Course Files directory heading
to display the files that you uploaded in Chapter 3. A list of the files contained in the direc-
tory will appear. Select the option button to the left of the classlist. txt file and click
Pick. The File Manager will close and the File Import screen will reappear. The class-
list. txt file name will now be listed in the Filename text entry box.

The next step is to specify the separator you want to use for the fields in the file. The
comma-delimited format is supported by most spreadsheet and database programs and is
used in this example. Select comma from the Separator drop-down menu.

If you wish to view the contents of the file before we proceed to the next step, click Pre-
view. The Preview screen will display the data found in the file using the field separator you
have specified (see Figure 14-7).

Close | Edit |

First Nawme,Last Natne, User ID,Project 1,Project 2
SJazan, 3alari,sasan, 10,5

Murray, Goldherg, goldberg,5,10
Henry,Chan,chan,9,5

Sam,Cheng,cheng, 7,8

Figure 14-7 Previewing a file
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New Column Rescolution
The field Project 2 was found in classlist it This column
does not exst in the database. Please choose to

* use an existing colurnn for this field, or

* create a new column for this feld in the database, or
* ignore this field.

Field Mame: Project 2

Select: Create Mew -
Cantinua Canoel

Figure 14-8 Creating a new column

Field Names Resolved

The following fields have been found in classhst et

Field in classlist.txt Field in Datahase

‘ First MNarme ‘ First Name

‘ Last Name ‘ Last Mame
User ID User ID
Project 1 Project 1

‘ Project 2 ‘ Project 2

Continue | Canesl |

Figure 14-9  Listing of resolved
columns

Final Confirmation

Please ensure the information below s correct before pressing the
Clontinue button.

New Fields

The following fields will be created for you in the database. Plsase
select the type for each field:

Assignment 1. [Numeric -
Assigament 2: [Numeric -

Update Records

The fellowing records will be updated with the information below.
[First Name [Last Name [User ID [Project 1 Project 2 |
[sasan [satari [sasan 10 [s |

New Records

The following records are new and will be added to the database
Please select a field to be used as the mitial passwerd for the new
recerds:

Select: |User ID |
[First IName [Last Name [User ID [Project 1 [Project 2
Sasan Salari sasan |10 5
Murray  [Goldberg |goldberg 8 10
[Henry Chan chan |9 B
Sam Cheng cheng |7 B

Gontinue Ganoe!

Figure 14-10 Final Confirmation
screen
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You can change the data in the file by clicking Edit at the top of the Preview screen.
When you have finalized the file, close the Preview screen by clicking Close.

Next, click Continue. WebCT will now guide you through the process of adding the
records in the new file to the Student Database. The first thing WebCT does is look at the
column structure using the specifications contained in the first line of the file. The program
then tries to match that structure with the one that exists in the database. Remember that
WebCT automatically creates columns for First Name, Last Name, and User ID columns. If
WebCT finds a column name in the new file which does not exist in the database, it displays
the New Column Resolution screen (see Figure 14-8). This screen gives you two options:

e You can create a new column in the database for the new column in the file
e You can ignore the column in the file

For example, the file classlist.txt contains two columns which do not exist in the
database: Project 1 and Project 2.Because the columns are new, WebCT asks you
how it should handle them by presenting you with the New Column Resolution screen. The
Select drop-down list which is shown on this screen contains the following choices: Create
New and Ignore. Select Create New for both new columns and click Continue.

Because the new file and the database both contain First Name, Last Name, and User ID
fields, the other columns in the file can be resolved.

WebCT now displays the Field Names Resolved screen which shows that the fields con-
tained in the new file match those contained in the database (see Figure 14-9). Click Con-
tinue to proceed to the next step.

The Final Confirmation screen will appear. WebCT reads the new file and shows you
how the records will appear in the database. This screen also allows you to check for errors
in the file.

The page is divided into the following sections:

e New Fields: this section displays the new columns that WebCT will create. You
need to choose the type of input allowed in the new fields (see Figure 14-10). The
choices are Alphanumeric or Numeric. Select Numeric for both of the new Project
fields (see Figure 14-10).

e Update Records: this section displays the students whose User IDs already exist in
the student database and will have their information updated to reflect the data in
the uploaded file. If the student database contains columns which do not appear in
the uploaded file, those columns will be left unmodified.

e New Records: this section shows the student accounts which will be created. The
New Records area contains the Select drop-down menu with which you choose the
field to use as the initial student password. This means that you can choose to
make a student’s User ID, first name, or last name their initial password. For this
lesson, choose the User ID column as the initial password for the new accounts.
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Press Continue to add the records to the database. Figure 14-11 shows the new student
listing as it appears in your course. The plus sign that appears next to the User IDs indicates
that a Global ID has not been assigned by the system administrator or chosen by the student
in my WebCT.

FirtName | Last Name User 1B | Defauit Cuiz__ | Moby Dick essay | Plant brzeding question | Project1 | Projectz |

Edit Edit it it it Edit Edit

Graph Graph Graph Graph Graph

Out of 100 Out of 30 Out of 10 Cut of 10 Cut of 10
‘E Sam ‘ Cheng | cheng + | ———| - ‘ _— ‘ 9| ]
‘El Murray ‘ Goldberg | goldberg + | - | - ‘ == ‘ g | 10
EHegg Chan chan + o= o= . 7 3
= gasan Salari sasan + B - - 10 5
+The user does not have a Global ID.

Figure 14-11 Records added/updated from file

Caution: Make sure you write down which field you set as the initial student pass-
word. Your students require this information in order to log on to the course.

Sorting a Column

To sort the contents of a particular column, click the column’s title button. Click Project 1
to sort this column. The results are shown in Figure 14-12.

Student Management
Page:|[117,10] = Displaying records 1 - 4 of 4
Fisthame | Lastame | User i | [ petautouiz || Moby bickasay | bk oy oo | Project 1| Projectz |
Edit Edit Submassions ‘Submissions Submissions Edit Edit
Graph Graph Graph Graph Graph
Chut of 100 Cut of 30 Out of 10 Out of 10 Cut of 10
= sam Cheng cheng + - 7 8
= vturray Goldberg goldberg + 8 10
E Henry Chan chan + 9
= sasan Salari sasan + - 10 5

Figure 14-12 Listing sorted on Project 1

WebCT gives you the ability to link the sorting of columns. This feature is useful if you
wish to alphabetize a class list using the student’s last name and want to use the first name as
the deciding factor in cases where the last name is the same. You accomplish this by clicking
the First Name button, then the Last Name button. When WebCT encounters two identi-
cal last names they will be sorted according to the first letter of the student’s first names.

Editing Student Data

You can make modifications to the data in the table in two ways. To change the values for a
vertical column such as First Name, click the Edit link below the column button. The only
columns which do not have an Edit link are the User ID, Quiz, and Assignment Dropbox col-
umns.

When you click the Edit link, the information contained in the cells of the table are dis-
played in a text box which allows you to change the information. Click the Edit link below
the Project 1 button to see what this looks like (see Figure 14-13). Numeric columns such as
Project 1 and Project 2 also have an Out of field which allows you to specify a maxi-
mum value for the column. Enter 10 in the Out of field. Click Update to complete the oper-
ation.

The list now displays the maximum value for the column. Repeat the same procedure for
the Project 2 column.

You can also modify the data in a table by editing the student records held in the horizon-
tal rows of the table. To do so, click the hyperlinked name in the first column of the row of
information whose information you want to change. In this table, the entries in the First
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Name column are highlighted. Click “Murray” to edit the marks for that student (see Figure
14-14).

First Name Last Name User ID | Default Quiz Moby Dick essay [Flant breeding gquestion | Project 1 | Project 2

Hubirissions Submissions Hubirissions

IMur):ay IGDldbErg goldbErg === === - IE I].D

update | velete | cancel | change Pasawerd | Deny Astes |

Figure 14-14 Editing a single student record

You can now edit the entries for this student (except for the User ID, Quiz, and Assign-
ment Dropbox). You can also delete the student’s record by clicking Delete. Click Cancel
to return to the student listing.

Manipulating Columns

At some point you may need to reorder columns, hide them, or add a new column. These
operations are performed with the Column Editor. Click Columns on the Student Manage-
ment toolbar. WebCT now displays a table containing the columns (see Figure 14-15).

Select: r r N r r r N I
Lahel: | FirstHame | LastHame UserID Default Quiz  Moby Dick essay Plart breeding question)  Project Project 2
Type: A A A 0 E E N N
Alignment: | Center Center Center Right Bight Right Right Right
Hidden: N N N N N N N N
Released: N N N N N N N N
Statistics: Note Note None Note Noe
Decimals: All All All Al All
é:ct Tuu:: : Reuited Reguired Requited Mot Shown | Hot Shown

Figure 14-15 Column editor

Figure 14-16 shows the column options and the tools that can be used with them.

Home | Colunm, Add | pekte | Edit | comet | moveleit | MoweRignt |

Bak | Tegge  aigrment | Higden | Released | stetetic | Deamar | mcceuns |

Figure 14-16 Column editor options

The following describes the function of each row in the Column Editor:

e Select: this check box allows you to select the column or columns on which you
want to perform an operation.
Label: the title of a column
Type: the type of data contained in the column. The different data types will be
explained when we add a new column later in this chapter.

e Alignment: allows you to specify the alignment of the text displayed in each col-
umn of the Student Management table.

e Hidden: allows you to hide a column from view. This option is useful if your list-
ing contains many columns and you want to work on a small portion of the table.

® Released: allows you to specify whether students are allowed to see their own val-
ues for a column.

e Statistics (numeric, quiz and calculated columns only): gives you the choice of
releasing full, partial, or no statistics for a particular column to your students.

e Decimals (numeric, quiz and calculated columns only): lets you specify the num-
ber of decimal places to show, which is useful for calculated columns which do
not generate whole numbers.
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Lakel: |

Tope: | Text -

Add | Caneel I

Figure 14-18 Adding a column
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e Account Creation: lets you specify whether information in particular columns is
required, optional or not shown when you set up student accounts. For example, if
you want the Last Name to be a required field for account creation, select that col-
umn and click Accounts on the bottom row of the toolbar to toggle to Optional
from Required.

You can easily reorder columns in WebCT. Let’s move the User ID column one position
to the left. To do so, select the check box above User ID, and click Move Left on the toolbar.
The resulting screen is shown in Figure 14-17.

Select: r ¥ I I I r I r
Label: | Fitst Hame Uset ID LastName | Default Quiz Moby Dick essay Plant breeding question|  Project 1 Project 2
Tape: I 2 & Q E E H H
Aligrament: Center Center Center Fight Right Right Right Fight
Hidden: H ) H H 1) ) H H
Released: H ) H N i) ) H H
Statisties: - Hote HNone HNone MNone Hote
Decimals: All All Al All All
ace?ﬁun::: Reguired Fequired Feguired Mot 3hown | Mot Shown

Figure 14-17 Moving a column to the left

Adding a New Column

New columns will be placed at the end of the column listing. To specify an insertion point for
the column, select a check box at the top of a column and then click Add. The new column
will be inserted to the left of the selected column. You can add six different column types
using the Column Addition feature.

Alphanumeric: a short text field (such as Last Name or Section)

Calculated: a field whose value is based on the values of other columns

Numeric: a number field which is useful for grades

Selection Box: a field which enables you to pre-program a choice of entries for a

field so as to make column editing easier and more efficient.

e Letter Grade: a field for assigning a letter grade to a student assignment or test
rather than showing a numerical grade.

e Text: a field for text-based information about a student. Text fields are not shown

inside the table. You must click a separate button for each student to view associ-

ated text.

Two other column types, Quiz (Q) and Assignment Dropbox (E), can also appear in the
column listing. The Quiz and Assignment Dropbox columns are automatically created when-
ever you add these items to your course. Grades from the quizzes and assignment dropbox
are automatically updated in the Student Management module. However, you cannot edit
quiz or assignment dropbox grades from Student Management. You can edit these grades
from within the tool itself.

To add a new column, click Add on the Column Editor toolbar. The Column Addition
screen will open (see Figure 14-18). In this lesson, we want to create a column to add up the
two project grades. Enter Total in the Label text box in the Column Addition screen.
Choose Calculated from the Type drop-down menu and click Add in the Column Addition
screen. The new column will appear. To move the Tofal column, click the check box above
Total and then either the Move Right or Move Left button. When you are finished, click
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Back in the bottom frame to return to the student listing, which should now resemble Figure
14-19.

FistHame | User ID Lesthame || DefaubQuiz || MobyDikessay || Plantbreedingquesion || Pejeat || Projesz | Total

Edit Edit Submissions Submissions Submissions Edit Edit Formula

Cregt Guagh Cuagt rsgh Cuegt Gragh

Cut of 100 Out of 30 Cut of 10 Out of 10 Out of 10 Out of -
EHsan [ chengt | Cheng | | | | 7| 8|
‘E Iurray ‘ zoldberg + ‘ Goldberg | | | | 8 | 10 |
By | cwr | Cn | | | | 9| g
‘ESaﬁ ‘ sasan + ‘ Salart | | | | ll]| 5|

Figure 14-19 The new Total column

Calculated Columns

Now that we’ve added a calculated column we must enter a formula in order for WebCT to
compute its value. Return to the Student Management screen by clicking Back on the Col-
umn Editor toolbar. Next, click Formula below the Total button to open the Calculation
Editor, which is shown below in Figure 14-20.

Calculation Editor: Total
Formula:
[
H
o] e ] cotumn [ Default Quiz l nset |
JEA U B R
llilil _l Function:lmaximum j Start List | Hext Item End List
;I il il ;I Update I Cancel I
N

Figure 14-20 Column calculator

The Calculation Editor is divided into three parts. The top text box is the Output window
which shows the current formula. The left side contains a keypad similar to that of a calcula-
tor. The right side contains buttons which allow you to insert columns and mathematical
functions into the formula.

Follow the steps below to add the numbers in the two Project columns:

e Select Project 1 from the drop-down list of column names, and click Insert.
The column name will appear in the Output window.
e Click the + button.

e Seclect Project 2 from the drop-down list and press Insert.

The Output box should now resemble Figure 14-21.

[Project 1]+[Project 2] =

H
Figure 14-21 Output box displaying columns for addition
If you make a mistake, clicking CE undoes the last operation. Pressing C clears the Out-

put box so that you can start from scratch. When you are finished, click Update to return to
the student listing.
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The Total column now contains the values which have been calculated by WebCT (see
Figure 14-22). Notice that the Out of section in the new column reflects the aggregate maxi-
mum score of the two projects.

FistName | Userd || LastMame || DefaultOuiz || Wobybickessay | Project1 | Projectz | Total |

Edit Edit Submissions Submissions Edit Edit Formula

Graph Graph Graph Craph Graph

Out of 100 Crat of 30 COut of 10 Out of 10 Crat of 20
EHeewry | chan [ Chan | \ \ 7| 8| 15
|ES@ ‘ cheng | Cheng | ‘ ‘ 8| 10| 18
|E Murray ‘ goldberg | Goldberg | ‘ ‘ 9 | 3 | 17
& sasan | sesan | salani | \ \ 10| 5 15

Figure 14-22 Automatically calculated total column

Viewing Column Statistics

WebCT generates statistics for numeric, calculated and quiz columns, as well as a distribu-
tion of grades. Click on the Graph link at the top of the Total column. WebCT now dis-
plays the statistics for this column (see Figure 14-23).

Distribution for Total

Marked Out of 200 Highest Marlk: 18.0 Mean Mark: 16.2
Mumber of Becords: 4 Lowest Idarle 15.0 Idedian Mark: 15.0

[Mark Range [Frequency
10-2) | o
[2-4) [ o]
14-5) [ o

16-8) [ o
[1z-10) [ o
[[10-12) [ o

[[12-14; [ o

14 16) [
116-13) [ 1]

118-20) [ 1]

[20] [ o

Back to Listing Fewer Bars IMore Bars

Figure 14-23 Viewing column statistics

The text at the top of the screen conveys statistical information about the values, while
the lower half of the screen graphically displays the distribution of grades. To view the
results in greater or lesser detail, click More Bars or Fewer Bars. Students can also view
statistical information for a quiz from the student view of the Quiz Page. Click Back to
Listing to return to the student listing.

Viewing a Subset of Students

The following list describes some of the situations in which you may find it useful to view a
subset of the class.

¢ You are entering the grades for a particular lab section, and want to view the
records of a group of students who are working together.

e You want to see which students have a passing grade for Project 1, but a failing
grade for Project 2

WebCT lets you select a subset of students in two different ways:
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e Query allows you to isolate students based on search criteria. Queries can be done
on the whole class or on the results of a previous query.

e Select allows you to choose a subset of the students shown in the student listing.
This operation can be used in conjunction with query and is useful when a query
does not return the kind of results you are expecting.

The Query and Select functions are accessed through the Listing button on the Student
Management toolbar. Clicking this button displays the Listing toolbar (see Figure 14-24).

Home | Select | Querny I Allow Access | Copy to Clipboard |
Listing:
Badk | [elete | Download I Deny Access | Paste from Clipboard |

Figure 14-24 The Listing toolbar

All the buttons on the Listing toolbar act on the records of students currently displayed in
the top frame. If you have a subset of students listed, the Delete button erases only those
students’ accounts.

Let’s conduct a simple query to illustrate how to display a subset of students. Click
Query to display the following search options in the bottom frame (see Figure 14-25):

Home |
a [petautt Quiz =] [Less than | Search Whole Class E
pack |

Figure 14-25 Specifying query criteria

You can choose from the following options:

Column Name: chooses a column to query.
Comparator: compares elements such as Equals, Contains, and Less Than.

e Jalue: specifies the value to which you would like to compare each student
record.

e Selection Set: allows you to query the whole class, or only those records currently
displayed.

For this particular query, let’s find out who did worse than 80% (16 out of 20) on the
combined projects. Choose the Total column from the first drop-down menu, then choose
Less Than from the Comparator drop-down menu. Type 16 into the text box and select
Whole Class from the last drop-down menu and click Search. The results of the query
appear in the top frame. Students matching the query criteria are shown in Figure 14-26.

FirstName | Userlp || Lastbame || Defautmuiz || MobyDidessay | Plantqueston || Pujettt || Pojeaz | Total |
Edit Edit Bubmissions Submissions Bubmissions Edit Edit Formula
Graph Graph Graph Graph Graph Graph
Cut of 100 Out of 30 Cut of 10 Out of 10 Out of 10 Ot of 20
E san [ chengt | Cheme | =] =] =] 7] 8 15
Hgsan | sesn+ | Selai | = =] = 10| 5 15

Figure 14-26 Results of the query

If you want to perform another query on the two students listed in the query result, you
can specify the new criteria in the bottom frame and select Listed Students instead of
Whole Class in the rightmost drop-down box.

Instead of conducting another query, let’s select one of the students in the listing. First,
click Back to return to the Listing toolbar and then click Select. The top frame now shows
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the same records with a check box to the left. By default, the check boxes are selected (see
Figure 14-27).

FistHame || LastHame | Userlp || Defautouiz | Mobybickessay | Plantbreeding question || Projest1 || Prjectz | Total |
Edit Edit SBubmndssions Submdesions Bubmissiong Edit Edit Formula
Craph Graph Craph Craph Craph Craph
Out of 100 Out of 30 Out of 10 COut of 10 Out of 10 Out of 20
EHsam | Cheng | cheng | =] =] = 7 8| 15
EHfasan | Sl | sasant | =] =] = 10| 5] 15

Figure 14-27 Selecting a subset of students

The bottom frame displays the Select toolbar. If you click Select Marked, the student
listing will display only those records which were checked. This feature exists to give you a
way to use the functions contained on the Listing toolbar on a selected set of student records.
Deselect the check box beside the student named “Sam” and press Select Marked. The bot-
tom frame now displays the Listing toolbar, while the top frame displays the single record
selected on the previous screen.

Using the Student Clipboard

WebCT allows you to temporarily save a set of student records on its Clipboard. The Clip-
board is available to you from within many of the WebCT tools. Student records which are
copied to the clipboard in one tool may be pasted from the clipboard to another tool. The fol-
lowing list presents cases in which using the Clipboard is the most efficient way to complete
a task:

e Task: You are working with a subset of students. You don’t want to lose the set of
students, but have to look at the records of your whole class. Solution: Copy the
students to the clipboard, using the Copy to Clipboard button on the Listing
toolbar. You can then view the records for the whole class. When you are finished,
click Paste from Clipboard to again work with the subset of students.

e Task: You notice that some of your students have performed poorly on the mid-
term and want to see whether they’ve been accessing the course material. How-
ever, the class is large, and it would be time-consuming to write down all of the
applicable student IDs and search for them in the Student Tracking module on the
Management toolbar. Solution: Perform a query to display only those students
whose grade was less than 50 on the midterm. Copy these students to the clip-
board. Now open the Student Tracking module from the Course Management
toolbar, and paste the student records from the Clipboard to display the tracking
information for those students.

e Task: You wish to send a congratulatory message to all students who received a
perfect score on the last assignment. Solution: Perform a query for all students
who received a perfect score on the assignment and copy the students to the Clip-
board. In the Mail module, click Clipboard when composing the message to
automatically paste the User IDs into the Send To box.

Downloading Student Information

For more sophisticated calculations than are possible with WebCT, you may wish to down-
load the student information to your computer and import the records into a spreadsheet or
database program. This can be accomplished by using the Download option on the Listing
toolbar. When you click this button, you will be prompted to enter a file name, and the stu-
dent data listed in the top frame will be saved to your local computer in a comma-delimited
format. All commonly-used spreadsheets support this format. Even if you do not use a
spreadsheet, you may wish to download student information for safekeeping.
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Caution: When you upload student information files to the WebCT server using the File
Manager, delete the uploaded file from the WebCT directory once the information has been
updated in the Student Management module. Although your students cannot upload files
onto the WebCT server, anyone with a student password has access to your course directory.
Student privacy can be compromised if you do not remove the uploaded file after performing
the File Import operation.

You have reached the end of the lesson. Return to the Homepage in preparation for the
next chapter of the tutorial.
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Overview

The Bulletin Board allows students and instructors to compose messages and electroni-
cally “post” them. The Bulletin Board is one of WebCT’s main discussion tools. It sup-
ports threaded discussion groups, which means that messages posted to the Bulletin
Board are available for all users to read. Some instructors divide students into working
groups and create private discussion areas (forums) for each group. Students can then
work collaboratively on case studies, for example, taking different roles such as partici-
pant, discussion facilitator, or final report writer for different cases.

Using the Bulletin Board, you can:

e Show all messages, or show only unread messages
e Compile messages you have selected and download them
e Search for messages by subject, date, and author

What you will learn in this chapter

In this chapter you will learn how to read and reply to Bulletin Board messages. You will
also learn how to display message threads, how to navigate through messages, and how
to compile messages for downloading to your computer. Finally, you will find out how
to create attachments and how to view them.

Accessing the Bulletin Board

You access the Bulletin Board by clicking Communication Tools — Bulletins (see Figure
15-1). The icon shown in Figure 15-1 is yellow when viewed on screen, indicating that
there are no new messages. If there are new messages waiting on the Bulletin Board, the
icon is green. Click the icon now.

The Bulletin Board screen is divided into three frames, as shown in Figure 15-2
below.

Forum: &l Show: Unread

Welcome! [Forum: Main]
M 1. Instructor (Mon, Oct. 25, 1999, 15:24) Hew

Select AII
Select Maone
Compile
Ivlark Read
hark Unread

I Unread
_
1

Settings MNotes 0

Eorum kgt
Beset

Status

Unthreaded

=3
o — (=S
=B

Figure 15-2  The Bulletin Board main screen

66



Subject: Welcome!

[Prev Tharead] [Nest Theead]
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Figure 15-6  Bulletin Board choices
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Figure 15-7 Viewing a message
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The left frame contains the navigation links. The top right frame displays the available
forums, and the subject and author of the messages. The bottom frame lists the forums.

By default, the Bulletin Board displays all unread messages in all forums. As you can
see, there is only one unread message on the Bulletin Board when you first open the tool.
The subject of the message appears in large text and is hyperlinked to the message. The
name of the forum is listed in square brackets next to the subject. The second line includes
a checkbox, the name of the person who posted the message, the date and time the message
was sent, and an icon that marks the message as new.

Reading Messages

Clicking the hyperlinked name of the author displays the message. In this case, the only
message is a default message from the system. Click the hyperlinked name of the sender.
The bottom frame now shows the full message (see Figure 15-3).

Replying to Messages

To reply to this message, click the Reply button at the top of the message screen. A new
browser window opens which contains the reply screen seen below in Figure 15-4.

Reply to Message: 1
Post | Preview | Cancel | Dorftiirap Attsch
Forum: Main
Subject Welcome!
5
Texthoxsize: Height[12 =] _Setsize [

Figure 15-4 The reply screen

If you had clicked on the Quote link, you would have seen the same screen as above
except that the text of the original message would have appeared in the textbox, with each
line prefaced by a “>” character. The Quote function allows users to refer back to specific
parts of a message, helping those who are reading the reply by providing some context.

The reply screen lists the subject of the message to which you are replying, as well as
the forum to which it was posted. In addition to posting your reply, you can preview your
reply, cancel it, control whether or not you want the lines of your reply to wrap in the text-
box or not, and attach files to your reply. For now, we will concentrate on the reply func-
tion itself.

Position the cursor in the textbox and type the following: This is my reply to
the Welcome message. In order to ensure that your message is correctly typed, click
the Preview button. The preview screen appears, as shown in Figure 15-5. From here,
you can return to the reply screen by clicking Edit or cancel your post by clicking Can-
cel. Since we want to post the message, click Post. The browser window containing the
preview screen closes and you are returned to the main Bulletin Board window.

Refreshing the Bulletin Board display

Because we have not refreshed the display, nothing has changed. We want to be able to see
our reply and the original posting. To do this, click Update Listing and then the Show
All link (see Figure 15-6). The top frame now displays the original message and your
reply, as seen in Figure 15-7.

67



WebCT Tutorial (version 2.0)

Using the Bulletin Board

Because you have posted a reply, the line displaying our message is indented from the
original message.

The first message no longer has a New icon after it (because you have read it). Instead,
the reply is followed by the New icon.

In addition, the Forum: All and Show: Unread indicators now read Forum: All and
Show: All.

Displaying a Thread

A “thread” consists of a message and all its replies. The only thread currently on the Bulletin
Board is the “Welcome!” thread, which consists of the default message and our reply to it.
To display a thread, click on the thread subject. Display the “Welcome!” thread now by
clicking on the Welcome! hyperlink.

The bottom frame changes to display all the messages in the thread. By scrolling down,
you can view the entire thread, which in this case consists of the original message and your

reply.

Composing a New Message

To compose a new message and start a new thread, use the Compose function. Click the
Compose link in the left frame now. A new browser window will open which contains the
Compose screen:

Compose Article
Post | Prewviewy | Cancel | Don't Wiragp Aftach...
Fomm:IMain =]
Subject: |
=

Figure 15-8 Composing a new message

This screen is similar to the Reply screen, except for the presence of a drop-down box
you use to select the forum you wish to post to, and a textbox you use to enter a subject for
your message.

Since we have not created any additional forums, we will have to post to the Main forum.
In the Subject: box, type Physics 101 Synopsis. In the text box, enter the following
text:

Welcome to Physics 101. The course synopsis will be online
shortly. Until then, check the Bulletin Board for upcoming
topics.

Click the Post button to post your message. The browser window will close and you
will be returned to the main screen of the Bulletin Board. Although your new message has
been posted, the Bulletin Board screen still appears as it does in Figure 15-7. We now need to
refresh the display in order for you to be able to view your new message.

68



Forum: Al Show: Al

Welcome! [Forum: Main)
[ 1 Instructer (Mon, Dec. 22, 1997, 14:50)
™ 2 Instructor (Mon, Feb. 9, 1998, 16:24)

Physics 101 Synopsis [Forum: han)
[T 3 Instructor (Won, Feb. 9, 1993, 17:47) tew

Figure 15-10 Listing all forums
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Listing Forums

There are several ways to refresh the Bulletin Board to view new messages you have posted.
Earlier in this chapter we used Update Listing. Now we will use a different approach.
Click on the Forum link in the Bulletin Board menu bar (see Figure 15-6). The bottom frame
changes to display the list of forums in the Bulletin Board, as seen in Figure 15-9. The first
column of the display lists the names of the forums. “All” is not a forum, but a record of the
number of messages on the entire Bulletin Board. Both “Main” and “Notes” are default
forums which are created for every course. The first column lists the forum names, the sec-
ond column lists the number of unread messages in each forum, while the third column lists
the total number of messages in each forum.

Cancel I

an | 1 ]| 3 |
Main 3
Notes 1]

Figure 15-9 The list of forums

Clicking on any of the forum names causes the message threads in that forum to be dis-
played in the top frame. Clicking the Cancel button will clear the bottom frame by remov-
ing the forum listings.

We want to view new message, so click All. The top frame will change to display all the
messages in all the forums (see Figure 15-10) while the bottom frame will be cleared of the
forums list. There are now two message threads displayed in the top frame: the “Welcome!”
thread and the “Physics 101 Synopsis” thread. The single message in this last thread is
marked New.

Message Navigation

Before we view our newly posted message, you need to learn how to navigate through mes-
sages. Click the sender link (Instructor) of the first message in the “Welcome!” thread. The
bottom frame will display the message screen shown in Figure 15-3.

Directly under the Listing, Reply, Quote, and Download links you will see the fol-
lowing labels:

[Prev Thread] [Next Thread] [Prev in Thread] [Next in Thread]

Because we are looking at the first message in the first thread, only [Next Thread] and
[Next in Thread] are hyperlinked. These four labels can be used to navigate through forum
messages. Ifit is available, clicking on [Prev Thread] will cause the first message of the pre-
vious thread to display in the bottom frame. Clicking [Next Thread] will cause the first mes-
sage of the next thread to display in the bottom frame. Clicking [Next in Thread] will display
the first reply to the current message, while clicking [Prev in Thread] will display the mes-
sage to which the current message replies.
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To learn how to navigate through messages, click [Next in Thread]. The bottom frame
changes to display your reply to the first message, as seen in Figure 15-11

Reply Cuote Save
[Frev Thread][Mext Thread] [Prev in Thread] [Mext in Thread]

Article No 2: [Branch from no. 1] posted by Instructor on IMon, Feb. 9, 1998, 16:24
Subject: re: Welcome!

This is my reply to the Welcome message.

[Prev Thread][Mext Thread] [Prev in Thread] [Mext in Thread]

Figure 15-11 Demonstrating message navigation

The message navigation links are also duplicated at the bottom of each message. Notice
that you can now click [Prev in Thread] because this message is a reply, whereas you can no
longer click [Next in Thread] because there are no replies to it.

Now let’s look at the first message we composed: click on the [Next Thread] link. The
bottom frame changes to display this message shown in Figure 15-12.

Reply
Prev Thread] [Next Thread][Prev in Thread][Next in Thread]
Article Mo 3: posted by Instructor on Ion, Feb. 9, 1998, 1747
Subject: Physics 101 Synopsis

Cluote Save

Welcome to Physics 101, The course synopsis will be online
shortly. Until then, check the Bulletin Board for upcoming
topics.

Prev Thread] [Next Thread][Prev in Thread][Mext in Thread]

Figure 15-12 The Physics 101 Synopsis message

Bulletin Board Viewing Options

The Bulletin Board can be viewed in three modes: Split Screen, Full Screen, and No Frames.
The default mode is Split Screen. In this view the right-hand column is divided into a top and
bottom frame. In Full Screen mode, the right-hand column is not divided. Full Screen mode
is useful when using the Bulletin Board on small screens or at a low resolution.

The No Frames mode uses the whole screen. This viewing option can be used with non-
visual browsers (screen readers). When you click the hyperlinked forum in this view, which
resembles Figure 15-9, the selected forum opens and the options are displayed across the top
of the screen (as seen in Figure 15-13).

Home | Base | Compose | Settings | Show Advanced |

Forum: A1l [Select] Showir TTnread [All] [Eefiesh]

Mo unread messages were found.

Figure 15-13 The No-Frames view of Bulletin Board

To change to Full Screen mode, click Settings Menu in the left frame. The Bulletin
Board menu expands to reveal more choices, as seen in Figure 15-14. Next, click Settings.
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The Settings screen opens. Click Full Screen and then click Update. The right-hand col-
umn now displays the message thread list as shown below:

Forum: All Show: All

Welcome! [Forum: Main]
T 1. Instructer Mdon, Dec. 22, 1997, 14:500
[T 2 Instructor (Fri, Mar. 12, 1999, 12:58)

Physics 101 Synopsis [Forum: MMain]
T 3. Instructor (Fri, Mar. 12, 1999, 15:19)

Figure 15-15 The message thread in Full-Screen
view

Compiling Messages

Compiling is an easy way to save several Bulletin Board messages in a single file. Having
copies of messages makes printing and reviewing course discussions and comments easy for
students and instructors alike.

Click the check boxes associated with the messages in the “Welcome!” thread. Your right
frame should now resemble Figure 15-16.

Click Compile (see Figure 15-17). The right-hand column now displays the following
screen which lists all the articles you have selected for compilation:

Compiled Messages

Listing_| Download |

Message No. 1: posted by Instructor on Mon, Oct. 25, 1999, 15:24
Subject: Welcome!

Welcome to the WebCT discussion tool.

Here, students can ask guestions and discuss ideas. The
EBulletin Eoard tool allows you to create any number of
public discussion groups called forums. Messages on the
Bulletin Board are listed by date, or are grouped within a
discussion thread.

Figure 15-18 The Compiled Message screen

Figure 15-18 only shows the top of the screen. Your view of the compiled messages will
include all the messages you marked for compilation. Click Download. This will open a
Save File dialogue box which will vary in appearance depending on your operating system.
Click the Save File button on the dialogue box and type a name for the file in the Save 4s
dialogue box that appears. The compiled messages are now saved on your computer.

Marking Messages as Read or Unread

Sometimes it is useful to change the status of a message from read to unread, or vice versa.
For example, if you want to mark the first message in each of the two threads in the Bulletin
Board as unread, first select the messages by clicking their checkboxes. Now click Mark
Unread. A dialogue box such as the one in Figire 15-19 will open. Click OK. The messages
you selected, which appear in the right-hand column, will be marked with the New icon (see
Figure 15-20). A similar procedure is used to mark messages as read. You can mark all the
articles you have listed as read by clicking the Catch Up All link.

Attachments

One of the most useful features of the Bulletin Board is the ability to include files with the
messages you post. The Attachments feature supports most sound, graphics, word process-
ing, and spreadsheet files.
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In order to explore how attachments work, we need to compose a message. Let’s reply to
one of the existing messages. Click the sender link for the “Physics 101 Synopsis” message.
Now click the Reply link. You will notice that there is an extra menu link in the message
screen called Listing. This link is only present when you are in Full Screen mode. Clicking
it will return you to the list of messages.

Type the following text in the reply screen:
I am sending you two attachments.

Instead of clicking Post, click Attach. A new browser window will open (see Figure
15-20).

Done I Lizt I

Atach... I Delete I

Thete ate nio files attached.

Figure 15-21 Viewing the attachments window

The Attachments window is divided into two frames: the top frame consists of command
buttons while the bottom frame consists of a message stating that there are no files attached
to your message.

Click the Attach button. The bottom frame displays a screen from which you can select
the name of the file you want to attach (see Figure 15-22). If you know the full path and file-
name, you can type it into the textbox; otherwise, click Browse.

Clicking Browse opens a file browser whose appearance will vary depending on the
operating system you are using.

When you downloaded the WebCT tutorial, you also downloaded two files called
info.html and outline.html. By either typing in the location of the info.html
file or by using the file browser, select this file to attach to your message. Once you have the
correct path and filename in the Attach File screen, click Continue.

The bottom frame will display a list of files you have selected to attach to your message
(see Figure 15-23). In addition, this list will also include the size of each attached file and
the name of the file will be hyperlinked to its contents.

Clicking on the name of a file will open that file in the bottom frame. To return to the
attached files listing, click the List button in the top frame.

Following the same procedure you used to attach the info.html file, attach the
outline.html file to your message. Your listing of attached files should resemble Figure
15-24.

If you decide to delete a file you previously attached, you need to select the file by click-
ing its checkbox and then clicking Delete. You can use the checkboxes to select multiple
files to delete.

Now that you have finished choosing the files to attach to the message, click Done. The
Attach Files browser window will close and you will be returned to the Reply screen. Now
click Post. You will be returned to the main Bulletin Board screen. To view the new reply
and its attachments, first click Forum in the left frame then click All in the right frame. The
right frame displays the list of messages (as seen in Figure 15-25). Click the sender link of
the new message. The right frame now displays your new reply (see Figure 15-26).

Click Attachments. A new browser window opens with a left and right frame. In the
left frame is a list of the files attached to this message (see Figure 15-27). The first of these
files is displayed in the right frame.
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You can display an attachment in the right frame by clicking its filename or its option
button in the left frame. In addition, you can save an attachment by first selecting it and then
clicking the Save button. This will cause a Save File dialogue box to open, allowing you to
select the location and a filename for the attachment. When you are finished viewing and
saving attachments, exit the View Attachments window by clicking Done. Click this button
now and return to the Homepage by clicking Home.
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Figure 16-2 The Forum Addition screen
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Figure 16-4 Adding a private forum
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As the instructor, you can use the Bulletin Board to do the following:

e Create forums with specific topics (such as Assignments and Projects)
e Create forums which only subscribed members may access
e Create forums that allow anonymous postings

Forum Management

To access the Forum Management feature, click Forum Mgmt which is near the bottom
of the Bulletin Board menu bar. If the Forum Mgmt link is not visible, click Settings
Menu. The Forum Management screen will appear in a new browser window. The
screen is split into three frames. The Forum Management toolbar is located in the bottom
frame as shown below:

Done I

Figure 16-1 Forum Management menu buttons

Forum: Add | Delete I Rename I

Toggle:

Friwate | Anonymous I Locked I

WebCT has both private and public forums. All members of a course can access a
public forum. Any course member can read or post messages to such a forum. A private
forum can only be viewed by members of the class who have been assigned to that
forum by the instructor. A private forum is invisible to course members who have not
been assigned to it by the instructor.

Private forums are useful when a class has been divided into presentation groups.
The instructor can create a private section of the Bulletin Board in which each group can
exchange information and ideas.

By default, WebCT sets up private and public forums so that the name of the person
who posted the message is attached to the message. There are occasions, however, when
participants may wish to post messages anonymously. An instructor can configure one or
more of the forums in the Bulletin Board to allow anonymous postings. If this is done,
the student can select the Anonymous check box when composing a message.

Let’s start by creating a new public forum. Click Add. The right frame changes to
display the Forum Addition screen (see Figure 16-2). In the Title text box, type
Assignment 1 then click Continue. Leave the default settings in place for this
forum.

You will see a message indicating you were successful in creating a new forum. The
left frame, which shows a listing of all forums and their type (private or public), has
changed to reflect the existence of the new forum and the type of postings allowed (see
Figure 16-3).

Now let’s create a private forum. Follow the instructions above for displaying the
Forum Addition screen. Type Group 1 in the Title text box. Deselect the Include
Instructor as a member of a private forum check box and select Private access. Click
Continue. If you leave the Instructor check box selected you will appear on the forum
member list.

The updated forums listing now shows two forums: the Assignment 1 forum, which
is public, and the Group 1 forum, which is private. Neither forum accepts anonymous
postings (see Figure 16-4).
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Private Forum: Group 1
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Figure 16-6 Selecting forum members
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Click the option button to the left of Group 1. The right frame changes to display the list
of members for this forum (see Figure 16-5). The list only appears for private forums. If you
select the Assignment 1 forum by clicking its option button, the right frame is blank, since
all registered users are added to public forums.

To add members to a private forum click the Select Members button in the members
list, which is now replaced by a list of students in the course (see Figure 16-6).

To select forum members, click the check boxes of all the students whom you want to add
to a forum and click Update. You can also use the Clipboard to select students, which you
learned about in Chapter 14, Student Management. Once you have selected students using
the clipboard, you can add them to a forum by clicking Clipboard.

For now, select forum members manually. Click the check box next to Murray Goldberg
and Sam Cheng and click Update. The right frame refreshes to display the new member of
the forum. As you can see, the new student is now a member of the Group 1 forum.

We’re now done learning about Forum Management. Click the Done button in the bot-
tom frame to close the Forum Management screen.

Deleting Messages

As the instructor, you have the ability to delete messages posted to the Bulletin Board. There
are many reasons to delete messages, the most common being that erroneous information has
been posted. What follows is the procedure for deleting a message.

First, view the articles by article number rather than by thread subject. Click
Unthreaded in the left frame. The right frame changes to display the existing messages in
article number order. You may have to click Show All to display your message.

To delete a message, click the check box beside each message to select it. Next, click the
Delete link in the left frame. A dialogue box will open which requires you to confirm that
you want to delete the selected messages (see Figure 16-7). Click OK. The right frame
refreshes to show the updated message listing.

Resetting the Bulletin Board

When a Bulletin Board session is over, you may want to re-use the course materials for the
next session. The Reset function allows the instructor to completely erase the Bulletin Board.
You will find the Reset button at the bottom of the list of links in the left frame. When you
click Reset you will be presented with two dialogue boxes because resetting the Bulletin
Board erases all the messages posted there. For the purposes of this tutorial, we will not reset
the Bulletin Board at this time.

You are now finished working with the Bulletin Board administration tools. Please click
Home in the left frame to return to the Homepage.
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Figure 17-1 Content Compiler
icon
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Overview

In this chapter of the tutorial you will be introduced to some of the student tools in
WebCT. It is important that you become familiar with these tools in order to understand
how students use the course, and so that you are able to answer inquiries from your stu-
dents about how to use them. The following tools are covered in this chapter:

Compile Notes

My Notes

My Progress

My Grades
Self-Test

Student Homepage
Presentations
CD-ROM

What you will learn in this chapter

You will learn how to create a collection of course content pages using the Compile
Notes feature, and how to take notes in WebCT with My Notes. You will learn how stu-
dents can track their progress in your course with the My Progress, My Grades, and Self-
Test tools. You will also learn how students can customize the Student Homepage and
share information with other students using the Presentations tool, and how they can use
a CD-ROM to access course materials.

Compile Notes

The Content Compiler allows your students to compile a collection of course content
pages that they find useful. This collection of content pages can then be printed or
viewed online.

The Content Compiler is present in the default course. From the course Homepage
click the Course Materials icon, then click the Content Compiler icon, which is labeled
“Print Notes” (see Figure 17-1 on the left). If there is more than one path of notes in your
course, you will see a screen similar to the one shown in Figure 17-2 below.

Content Compiler: Course Content

Home | Cantinus | hark All | Mark Hone |

Click the check box of the pages vou want to compile, click
Clontinue, then vou can use yvour "Web browser to print therm

1. I "®hat iz a Vecter?
1.1. I ®hat Can a Wecter Do for Tie?
2. I Vector Rewiew
3 T Hoew do we Describe Vectors?
3.1. T Describing Wectors in Terms of Their Comp onents
3.1.1. ™ %ector Length
31.1.1. T Wecter fngle - Part Tweo
3.1.2. T Wector Angle
4. T Graphical Vector Arithmetic
5 T HEinematics in Two Dimesion

Figure 17-2 Content Compiler screen

Select the check box next to the course content path you want to add to your collec-
tion. You may select more than one path. Clicking Mark All selects all the course pages,
which allows you to print all the notes on a path or easily scroll through them. Note: You
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can only select content from a course content path. You cannot select single pages of content
created with the Single Page feature on the Add toolbar.

Click Continue to display the Content Compiler screen for the path(s) you have selected.
To print your collection of content pages, use the print feature in your Web browser.

My Notes

My Notes is a feature that allows students to annotate individual pages of your course, mak-
ing notes for themselves as they progress through content pages. An icon for My Notes (see
Figure 17-3) is added to the student button bar by WebCT when you first post a page of con-
tent on a WebCT path in your course.

To use My Notes, you must be accessing a content page in a path. You can get to a content
page from the course Homepage by clicking the Course Materials icon — Course Content
icons. Click on a path name, then a course content page. The My Notes icon appears on the
button bar in the top frame of the content page. When a student clicks the My Notes icon, a
new screen appears which contains five buttons (see Figure 17-4 below).

Notes: What Can a Vector Do for Me?

Close | add | el | vewAl | Pagelm

There are o hotes for this page

Figure 17-4 Adding and editing notes

To make notes on the current content page, click Add. A text box appears in which you
can type your notes. When you finish typing, click Update. To edit your notes, click Edit. To
see all the notes you have entered for a path, click View All (see Figure 3 below).

List of All Notes

Badk

What is a Vector?

Read articles that hawve been assigned for this topic.

‘What Can a Vector Do for Me?

See handout on Wectors for more info on this subject.

Graphical Vector Arithmetic

Head-to-tail subtraction of wectors: L - B= 4 + [(-B)

Figure 17-5 Complete list of notes

You can also click Page List to display all the content pages. This feature allows you to
add notes to other course pages directly from My Notes. To remove course notes, click
Delete.
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My Progress

The My Progress tool allows students to see the number of different pages they have visited,
as well as the names of those pages. To use the tool, click the Student Profile icon on the

course Homepage, then click the My Progress icon, which is labeled “Tracking Record” (see
Figure 17-6 on the left).

When you access My Progress, you will see a list of students in your course (see Figure
17-7 below).

Student Tracking
Page: Iﬂ

| Personal Information | Access Information | Articles

| Full Name | e | Fsthoes || Lsthwes || M | Read | Poded |
= o oy ha - - ERERN

[= Cheng. Sam cheng Wed, [0Nov 31191999 W, I0Nov 3581999 3 | 0 | 0
ooy Moy [l - - [0 [ o [
’ESalari Sasan ‘sasan ‘ ‘ ‘ 0 ‘ 0 ‘ 0

Figure 17-7 Designer view of Student Tracking screen

Click on a student’s name to view the Student Profile screen for that student (see Figure
17-8 below). This screen summarizes the student’s visits to different types of pages.

Student Profile

Full Name: Sam Cheng Uzer ID: cheng
First login: Fri, 16 Jul 14:23:56 1999 Last login: Mon, 19 Jul 11:07:26 1999

Total number of accesses: 35 Last page visited: Homepage

Show History of Content Pages Visited

Distribution of Visits for Sam Cheng (cheng)

[Page [ count

[Homepage [ 1o [
| TootPages [ o[

[ContentPazes [ = [

|cHassary [ [

Number of Content Pages Visited by Sam Cheng (cheng)

Mumber of different pages wisited: &
Total number of pages: 11

Figure 17-8 Student Profile screen

Students see only their own profiles. When a student accesses the My Progress tool, the

Student Profile screen for that tool appears (see Figure 17-8 above). Students do not see the
Student Tracking screen shown in Figure 17-7.
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At the Student Profile screen, click Show History of Content Pages Visited to display a
chart of the specific path pages a student has visited, as well as the date those pages were
accessed (see Figure 17-9 below).

Student Profile

Home |
Full Mame: Sam Cheng Tszer I cheng
First login: Fri, 16 Jul 14:23:56 1999  Lastlogin: on, 12 Jul 11:.07:26 1999
Total munber of accesses: 35 Last page wisited: Homepage

Show Diastribution of Hits

History of Content Pages Visited by Sam Cheng (cheng)

|Page MName |Ti.nua of Access
[ 2 [Vector Angle |Fri. 16 Tt 142639 1900
[ 7 [Kinematics in Two Dimesions [Fri, 16 Tul 14:26:27 1999
[ 6 [Vector Review |Fei. 16 Tt 14:26:19 1999
[ 5 [WectorLength [Fri, 16 Jul 14:25:25 1999
[ 4 [How do we Describe Vectors? [Fri, 16 Tut 14:24:51 1999
[ 3 [Vector Angle [Fri, 16 Jul 14:24.22 1999
[ 2 [Wector Rewiew [Fri, 16 Tul 14:24:23 1999
[ 1 [Graphical Vector Arithmetic |Fri. 16 Tt 142413 1909

Figure 17-9 History of path pages visited by a student

My Grades
My Grades allows students to view their grades in your course. The grades could be the
. _(’-" A results from a WebCT online quiz, a paper midterm that you later inserted into your WebCT
il § S%E;- gradebook with the Student Management tool, or a calculated mark based on quizzes.

To use the tool, click Student Profile on the course Homepage, then click the My Grades
Figure 17-10 My Grades icon | icon, which is labeled “Check Your Grades” (Figure 17-10 on the left).

Students see only their own grades. Click the My Grades icon. WebCT displays a chart
outlining the student’s grades (Figure 17-11 below). To view statistics for a particular course
component, such as a midterm, click on the component’s hyperlinked column heading.

Current Student Record for Ian Blumel (ianb)

Home |

First | Last |User [Student Iidterm | Final | Final
Name [Name | ID # fa0 Exam | Grade
!

| Tan |Blumel |ianb | - | - | — | -
Click on a column title to see statistics (if availakle).

Figure 17-11 A student view of My Grades
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Figure 17-14 CD-ROM icon
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Self-Test

If a course content page contains a Self-Test, the Self-Test icon will appear in the student
toolbar (see Figure 17-12). The student can click this icon to view the self-test question(s)
for the page.

A Self-Test question consists of two parts: the question itself and a set of answer choices
(Figure 17-13 below). Each answer choice also consists of two parts: the text of the answer
itself, and a reason stating why an answer choice is right or wrong. When a student selects
an answer they are told whether it is right or wrong, and why.

Multiple Choice Questions

1 In which direction 1z the plane below fying?

o
=+

@ South-“West -
@ Morth Answer choices

Figure 17-13 A Self-Test question.

Students select an answer by clicking the green option button next to the answer of their
choice. Please refer to Chapter 10: Self-Test Questions for more information on this feature.

CD-ROM

The CD-ROM tool allows students to access specific course files from a CD-ROM at their
own computer instead of downloading them from the Internet, which can be time-consum-
ing. When students encounter a reference to a multimedia element in a course file, they can
click on the reference's hyperlink to view the element on the CD-ROM. For students to be
able to use the CD-ROM tool, the instructor must provide a copy of the required CD-ROM
to the students and add the CD-ROM tool to the course.

To add the CD-ROM to your course, please refer to the online Help. Click on Dr: C in the
lower left of the designer screen in the toolbar, and then click Help Index to reach the table
of contents for online Help. Your students can access online Help for the CD-ROM tool by
clicking the Help button on the CD-ROM Selection screen.

When students click on the CD-ROM icon, the CD-ROM Selection screen appears (see
Figure 17-15 below) in which students must specify the path for the CD-ROM and the files
to be used. If a student does not have a copy of the CD-ROM (and you have copied the files
to the WebCT server), the student should click None to tell WebCT that the files will not be
accessed locally from a CD-ROM.

CD-ROM Selection

|Cwrrent CD-ROM in your machine [Path/Drive to the CD-ROM (eg. 'p: 1)

||Aud|o 'l Id:‘\audio
Update | Mone | Cancel | Help |

Figure 17-15 CD-ROM Selection screen
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icon

Figure 17-17 Presentations icon
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Student Homepage

The Student Homepage allows a student to create a personalized Homepage which contains
personal and academic information. Instructors have found that having student photos and
interests on the students’ personal homepages helps develop a sense of community within
the class. To give students access to this feature, the Student Homepage icon (Figure 17-16
on the left) must be placed on the course Homepage or a Tool page. This tool can be
accessed in the default course by clicking Student Profile on the course Homepage, then
clicking the Student Homepage icon.

The Student Homepage screen has three parts. On the left is a hyperlinked list of stu-
dents in the course. Clicking on a hyperlinked name takes you to that student’s homepage. If
a student has not created a Homepage, the name will be followed by the word “blank.” The
center frame, which is initially empty, will display the student’s completed Homepage. The
bottom part of the screen contains the Student Homepage toolbar. Students can click on the
Dr. C link to view detailed online Help for this feature.

Presentations

The WebCT Student Presentation Tool makes students into course authors by allowing them
to place material onto the WebCT server which you and other students can then access. The
Student Presentation tool can be used to have students engage in writing projects, develop
research proposals, or create multimedia Web presentations on particular course topics,
either singly or in groups.

You can choose to divide the class into groups of one or more students, who may then
collaborate on a project. You can generate groups manually, or groups can be generated ran-
domly with the WebCT group generator. To give students access to the Student Presentation
tool, the Presentations icon must be placed on the course Homepage or on a Tool page. To
do so, go to the Homepage or a Tool page and click Organize Icons -Add ->WebCT
Tool.

Clicking on the Presentations icon opens the Student Presentations screen (Figure 17-18
below), which consists of two frames. The large, top frame displays a chart listing projects
and the groups assigned to them. When the hyperlinked group name is clicked, the member
names will be displayed in the bottom frame.

Student Presentations

Home |

Instructions: To wiew a project, click on itz nked title in the Project column. (If the title 15 not hnked, then the
index.html file 1z not vet in place.) To view the members of a group, click on the name of the group m the Group
column. Your project i indicated by the lughlighted row. Click on the [Edit Files] link to enter the File Manager. You

may send mail to all of the members of a group by clicking on the mail icon in the Mail column.
NOTE: Please remember to rename your starting file to indexJuml

,ﬁh}mup |iject

’_|Group_> A |This group will focus on vectors.
’E|Groug E |This group will conduct research.
Group Members

Group_B: Btudent2, Student3

Figure 17-18 Student Presentations screen

When a student views the Student Presentations screen, the project(s) to which the stu-
dent is assigned will be highlighted. To send an email announcement to all members of a
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group, students can click the letter icon in the Mail column. The Compose a new message
screen will appear (Figure 17-19 below).

Compose a new message
Send I P renwiew I Sawe Draft I Cancel Don't Wrap I Attach. .. I
Send to: Student?, Student?
Subject: I
| -
Textbox size: Height] 12 =] | Setsize | [1fk

Figure 17-19 Sending a message to a group

Further information on the Student Presentations feature can be found in the online Help
for course designers. Click on Dr: C in the lower left of the designer screen in the toolbar,
and then click Help Index to reach the table of contents for online Help.
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