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1. Introduction

This document has been developed to give an overview of WebCT Campus
Edition 6. It is based on a guide that was developed by the University of
Nottingham Information Services Learning Team. Context-sensitive help is also
available in WebCT, there is a link to this in the top right hand corner.

1.1 Change of terms in WebCT 6

Unless stated otherwise, “course” means a VLE course. This could be the
equivalent of a single module, level, programme or combination of these.

WebCT 4 WebCT 6

Compile Tool Create A Printable View
Content Module Learning Module
Glossary Media Library

Home Page Course Content Home
Image Database Media Library

Lower Textblock Footer

Manage Files File Manager tool
Organiser Page Folder

Upload (file) Get File

Upper Textblock Header

URLs Web Links tool

View (tab) Student View (tab)

© The University of Nottingham, IS Learning Team, 2006. Additional content © QMUC, 2006. 1




© The University of Nottingham, IS Learning Team, 2006. Additional content © QMUC, 2006.



2. Using WebCT 6

2.1 Roles in WebCT 6

In WebCT 4 there were three role types:
e Designer — builds and teaches on a course
e Teaching Assistant — assists with teaching of a course
e Student — takes course as a matriculated student.
In WebCT 6 more role types have been added to give extra functionality:
e Designer — course building functionality
e Instructors — teaching functionality
e Teaching Assistant — assist instructors in course delivery and grading
e Student — take courses and receive a final grade
e Auditors — take courses but do not receive a final grade.

At QMUC most tutors will be given both the Designer and Instructor roles as
they both build and teach on a course.

The following screen-shot shows a course in WebCT 6 which is being
accessed by a Designer. Notice that the Designer has access to two tabs,
called Build and Student View.

Student View Example Course - Example section 2
& Co e Too Your location: Course Content Home
£ Course Content | ¥
[ Anmouncements | B Add File % || [@ create Falder... || 5] Add Content Link 2 Page Options %
@ Assessments
&1 Assignments B adding Files
Calendar You can create files ar add existing files on your computer, such as lecture notes and slide
& chat shows, to your course, To create or add files, click the Add File button,

¥ Discussions

B} Learning Modules
&y il ” You can create folders and use them to organise your content and files. To create folders,
click the Create Folder buttaon.

[@ creating Folders

Media Library

42 Search 51 aAdding Content Links
@) Web Links ; ; : :
You can add links to content in other course tools. This allows users to access a variety of
=] wha's Online content from this location. To add links, click the Add Content Links button,
(H) = Hidden from
Students
6 Designer Tools

@3 Manage Course
File Manager

] =

is5 Selective Release

The Designer can access the Designer Tools menu:
e Manage Course
e File Manager
e Selective Release

© The University of Nottingham, IS Learning Team, 2006. Additional content © QMUC, 2006. 3



The following screen-shot shows a course in WebCT 6 which is being
accessed by an Instructor. Notice that the Instructor has access to two tabs,
called Teach and Student View.

Teach

2 Co e Tog Your location: Course Content Home
oy Course Content ¥

[ Announcements This folder is currently empty.

@ Assessments If you want to view course content, click another link under Course Toois, If you want to
perform instructor tasks, click a link under nstructor Tools,

@ Assignments
Calendar

&) Chat

% Discussions

[& Learning Modulss
£y Mail

@ Media Library

& Search I
&) Web Links ]
who's Online

(H) = Hidden fram Students

@ Instructor Tools

g Manage Course

(&) Assessment Manager

i Assignment Dropbox
[ Grade Book

By Group Manager
Tracking

4 Motes

=2
‘2 selective Release

The Instructor can access the Instructor Tools menu:
e Manage Course
e Assessment Manager
e Assignment Dropbox
e Grade Book
e Group Manager
e Tracking
¢ Notes

e Selective Release

Remember, at QMUC most tutors build a course and teach it, so will be
assigned to a course as both a Designer and an Instructor and will see three
tabs Build, Teach and Student View.

Teach Student View QMUGC Online Tutors - WebCT6 Example module

@ Gourse Tools Your location: Course Content Home

% Course Content
g T— | B Add File % || [# create Folder... || 51 Add Content Link % | Page Options %

Assessments

St v Smroer=rs————rs
E=l colownd

The Student View tab allows the tutor to see your course as a student would.
In WebCT 6 the Student View option offers greater functionality than in the
previous version. This view creates a demo student ID and allows you to take
quizzes and assignments etc. as if you were a student.

For example you would use this view if you wanted to check that a file had
been correctly uploaded and was available to the students. Notice in the
screen-shot below, that the left hand menu has been minimised so there is
more room to read the file on screen.
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Teach Student View QMUC Online Tutors - WebCTe Example module

Hah && i

¢ vour location: Course Cantent Home » Harrated PawerPoints » Narrated Presentation in Gaptivate - Accessibility & ELearning »

Accessibility 8 ELearning - Script [WORD]
iF\naIShuwingMarkuD vfhuw'|§}'?)é'§}'_ﬂay'|_l)|§!
] . Lz 3

2k

[ R - R A N - N RSt RN R Rt PR IR RIS RN IS R e e O

o Scnpt-for:-Acc&ssmlllty-and-E-Learmngﬂ
m

[Script-for:-Accessibility-and-E-Leaming
1

- Slide1-—Accessibility-and-E-Learningy

Welcome to-this-narrated-presentation- on-Accessibility-and-E-Le aming. - - would-like-introduce
myself l-am Susie-Beasley-and: l'work-as-a-Leaming Development- Officer-in- CAP, the-Centre
forAcademic Practice. - This-presentation-contains 15 slides q

o Slide-2'—Structurey

= In-this presentation--hope-to-explain to-you what-is rmeant- by accessibility-and-what-its
importance-is-to-you, in-yourrole-as an-educator.-YWithin this-presentation-l-am- specifically-
discussing access requirements of disabled students. The-termn accessibility-is- sometimes-
used-to-referto-the-technical access requirements -but-Fwill not-be-discussing this-angle

Marally-most-of us-would-agree-that-to-give-all- students- equal-access-to-education-is-the-right-
thing-to-do.-Equality- of access for-disabled students-is-also-a-legal right. This-right-is- defined:

mvel vt meba b, i kil D e pimnin stion, ek A QDS DAY = m el ibe. vanm dvn s nbobhe, Snaeinl

1[ o

- Slide-3-—Law{ o
@

£

When a student logs into WebCT they will not see any tabs on the top menu.

| Help | Log out

W T

QMUC Online Tutors - WebCTe Example module

‘ @ Course Tools ¥our location: Course Content Home

I§ Announcements

& Assessments
£ assignments [+ ]

&) Chat

3¢ Discussions a «

B Learning Madules | || .

e ik

&y Mail a =

[ Media Library Welcame Resources Assesstnent Marrated PowerPoints
" wWhy not post a message  Includes WebCT Includes an example quiz

£ Searc and tell us what yau think dacumentation and assignment drop box

@ Weh Links ] of webCT &7

wha's Online

& My Tools The Centre for Academic Practice

[B] My Grades
My Files Susie Beasley Susi Peacock alex Chapman
e sheasley@gmuc.ac.uk  speacock@gruc.ac.uk  achapman@grmuc. ac.uk
-] Wy Progress

€1 Motes

a Done g Local intranet
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2.2 Howtologin

Start up Internet Explorer and type the following Web address in the address
line of your web browser:

https://learn.gmuc.ac.uk/

Alternatively a quick link to WebCT will be available from the QMUC Home
Page in September from:

http://www.qmuc.ac.uk/

Forme | couree seard 1
L ; X
Queen Margaret University College enter site search GO
' [ quick links to..... ]

quick links ta........
prospective students current students alurnni & donors business & industr| """t

Request Prospectus oo
the university college faculties & schools services research media rela[How to Apply

Matriculation |7
Current Students

e committed to 0 [ee—

students

| Consultancy Services

ePortfolio

Freedom Of Information
Library to

whadt u:r X International Students

v 3;3 ates | . | Press Releases

-W" Study - Postgraduate
/¥ order vour " |Study - Research H
copy n‘y(’ the Study - Undergraduate -
prospectus . Subject Areas

................................... : il
\ co research expertise » . facts & fiaures »

The following screen will open. Next click the link for Queen Margaret
University College.

argaret University College

Check Browser | Help

Institution Listing

Click the name of the Institution you want to access.

QUEEN MARGARET UNIYERSITY COLLEGE

Far further assistance, wisit WebCT Help.

@ javascript: submitIns(0) H Lacal intranet

The following screen will open. Next click on the button Log In.

| . n Margaret University College

Check Browser | Help | Log In

QUEEN MARGARET UNIYERSITY GOLLEGE Entry Page

£ WebCT Campus Edition

Welcome,

Course List Yiew course infarmation

Enral in courses that accept self-registration

Log in to WebCT

Forgotten wour login information?

@ ":_g Local intranet

Note: As WebCT is on a secure server your firewall or anti-virus software may
give you a number of security warnings. Please click OK to continue.
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The following screen will open type in your User name and Password and
click OK.

QUEEN MARGARET UNIVERSITY COLLEGE Log In

USername: “ | We highly recommend that you perform a browser
check before logging in to ensure your computer is
Password: | | properly configured to use WebCT.
Run a Browser Check
To wiew a list of available courses or to create Pop-up Blockers
an account, visit the WebCT Entry Page. This site makes use of pop-up windows. If you L
Forgotten your passward? Recaive your user have a pop-up blocker installed, please disable it
name and a new password via e-mail. far this site.

Java Security Certificate

@ g Local intranet

=

After you have typed in your username and password, you will see a new
screen, called My WebCT. This will be similar to the screen below:

er | Help | Log out
My WebCT Content Manager

Welcome, John Smith. Today is 05 April 2006. Channels | Colour | Layout =)

Calendar Day Course List Personal Bookmarks .

You_currently have no QMUC Online Tutors - WehCT6 Example module You currently have no
entries for today. Section Instructor: WebCT Institution Admin, Susie Beasley, Susi bookmarks.

Peacock
To Do List B3 Campus Bookmarks .
You currently have no items, Academic Regulations

Campus Announcements Good Schalarshi

My Grades ¥ou currently have no announcements, aMUC Librar

You currently have no new
grades. Calendar Week

You currently have no entries for this week, OMUC Online Tutors -

WebCTo Example module

Who's Online

1

@ Applet com.webct,platform,tools.wio,commaon, Messenger started g Local intranet
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2.3 The interface and navigation

When you are logged into WebCT 6 as an Instructor/Designer you will see
three tabs available: Build, Teach and Student View. From the Build tab you
can access the Designer Tools menu

QMuC Online Tutors - WehGCT6 Example module

@ course Tools

Your locatin: Course Content Home
pararas e
AR B Add File 2 H i@ create Folder-... H 5 add Content Link 2 Page Options %

@ Assessments

&) Assignments Q
Calendar

Chat

% Discussions ]
3 Learning Modules |
£y Mail

{51 Wedia Library %‘_

A2 Search

Py

& &

,

5 Welcoms % Resources % Assessment £ Marrated PowerPaoints
] wab Links why not post a message  Includes WwebCT Includes an example quiz

Who's Online and tell us what you think documentation and assignment drop box

of WebCT &7

4

(H) = Hiddsn frarn
ARAAEEEEEEEEEEE

@ Designer Tools
@8 Manage Course

File Manager
]
5 Selective Releass

The Centre for Academic Practice

Susie Beasley Susi Peacock Alex Chapman
1

beasley@gmuc ac.uk speacock@gmuc.ac.uk  achapman@gmuc. ac.uk B
.

The Designer Tools menu has the following options:

e Manage Course
e File Manager
e Selective Release

From the Teach tab you can access the Instructor Tools

QMUC Online Tutors - WebcT6 Example module

P R B L L DY
@ Assessments

& Assignments [*]
Calendar
) chat
s Discussions
[ Learning Modules %\- 3
£y Mail
{51 Media Library ‘ Welcome % Resources % = Marrated PowerPoints %
8 search ” Why not post a message  Includes WebCT Includes an example quiz
4 and tell us what you documentation and assignment drop box
&0 Web Links =/ think of WebCT 67

WERLE AL EREEEEY R

() = Hidden fram Students
4

@ Instructor Tools
r—-‘—-" Manage Course

:53 Assessment Manager
:@ Assignment Drophox3

W& Grade Baok

B8 croup manager
:@ Notes

(M2 S AR AL

The Centre for Academic Practice

Susie Beasley Susi Peacock Alex Chapman

sheasley@qmue.ac.uk  spescock@grmuc.ac.uk  schapman@amue.ac.uk

The Instructor Tools menu has the following options:

Manage Course
Assessment Manager
Assignment Dropbox
Grade Book

Group Manager
Tracking

Notes

Selective Release

© The University of Nottingham, IS Learning Team, 2006. Additional content © QMUC, 2006.



From the Student View tab you can access the My Tools menu

Build Teach

Course Tools

tent

I3 Announcements

) Assessments
&2 Assignments
Calendar
Chat

% Discussions

[x]

[x]

=y Mail
& Media Library

48 Search
@) Web Links
[2] Who's Cnline

TS T
[B] My Grades
My Files

My Progress
&Y MNotes

q
[ Learning Modules
T (

Student View

QMUG Online Tutors - WebCT6 Example module

Your location: Gourse Content Home

.

Welcome
Why not post a message  Includes WebCT
and tell us what you think documentation
of ¥ehCT 6%

Susie Beasley

sheasley@gmuc.ac.uk

Resources

The Centre for Academic Practice

speacockd@omuc.ac uk

Assessment Narrated PowerPoints
Includes an example quiz

and assignment drop box

Susi Peacock Alex Chapman

achapmand@gmuc. ac.uk

The My Tools menu has the following options:

My Grades

[ ]

e My Files

e My Progress
¢ Notes

From each view you can see the Course Tools menu.

I3 Announcements

) Assessments
&2 Assignments
Calendar
Chat

% Discussions [*]
[ Learning Modules
=y Mail

& Media Library

48 Search

@) Web Links

[x]

s POl e
| Cr—
[B] My Grades
My Files
My Progress
&Y MNotes

Btudent View
[

QMUG Online Tutors - WebCT6 Example module

\=:ur location: Gourse Content Home

: Close menu

Welcome
Why not post a message  Includes WebCT
and tell us what you think documentation
of ¥ehCT 6%

&

Resources

amA——a
N

Susie Beasley

sheasley@gmuc.ac.uk

The Centre for Academic Practice

speacockd@omuc.ac uk

Assessment Narrated PowerPoints
Includes an example quiz

and assignment drop box

Susi Peacock Alex Chapman

achapmand@gmuc. ac.uk

The Course Tools menu and the My Tools menu for the students shows only
the tools that you, as the Designer, have chosen to include in the course. The
side menu is now always available to the students and this is to make the
navigation more consistent between modules. You can use the arrow icon to
the right to close the menu so you only see the icons which means it takes up

less space.
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2.3.1 Action Links

WebCT 6 has introduced Action Links, these are available to
Designers/Instructors to allow you to modify or check information about an
element in your course. You will only see them if you click on either the Build
or Teach tabs. The Action Links menu is context specific, so you only see the
available options for the item it is beside. You access the Action Links by
clicking on the button beside the items title: [£] this opens a menu from which
you access the available options.

Teach Student View

& Course Tools

ontent

[S Announcements

Assessments

£ assignments
Calendar
Chat

% Discussions
@ Learning Modules
ey it
[ Media Library

A2 search ||
&1 Web Links q
Whi's Online

(H) = Hidden from
Students

@ Designer Toaols
3 Manage Course
File Manager

— ;
= Selective Release

QMUC Online Tutors - WebCTe Example module

Your location: Course Content Home

| B Add File % || [[# create Folder... || =) Add Content Link %

Welcome

Why not g

and tell u
of WehCT]|

[T
A=
[

¥ Go To Topic

& Edit Properties
Preview
Za Hide Item

ih Customise Link
Maove to Folder
[@ Remove Link

uc.ac.uk  speacockd@gmuc.ac.uk  achapman@gmuc,.ac.uk

Move P

ources % Assessment % Narrated PowerPoints %
ludes WWebCT Includes an example quiz
umentation and assignment drop box

The Centre for Academic Practice

asley Susi Peacock Alex Chapman
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