Getting Started with WebCT

WebCT provides an excellent collection of “tools” and functions to allow you to enhance communication and resource availability in any class. The following is a summary of basic techniques for getting up and running with the most commonly used components of WebCT.

The Home page

When you or your students log in to WebCT for the first time, the first thing you see is the Homepage. In general, the Homepage looks the same for all types of users, except that the designer view is equipped with tools to construct, supplement, or modify your course.
From the Homepage you can: 

· add links to essential course components such as Content Modules, or Organizer Pages. 
· add links to tools such as Calendar or Syllabus. 

· build a Course Menu containing links to the most important elements of your course. 

· customize layout options to create textblocks that are informative and visually appealing. 

· navigate to any point in your course quickly and easily. 

· access myWebCT, Course Map, and online Help from the Menu Bar. 
Adding Calendar, Discussions, and Mail to the Home Page
1. From the Control Panel, click Add Page or Tool. The Add Page or Tool screen appears. 

2. Click the page or tool you want to add. The Add screen appears. 

3. In the Enter a title for this item text box, enter the title as you want it to appear. 

4. Under Decide where to show the link to this item, select where you want the link to be displayed. Note: You can select both options. 

· To add the link to the Course Menu, select On the Course Menu. 

· To add the link to an organizer page, select On an Organizer Page. From the drop-down list, select an existing organizer page. 

5. If you selected to display the item on an organizer page, select the appearance of the link.

6. If you selected to display an icon, select an icon image file: 

· To use the WebCT default icon, select Use default icon. 

· To use a custom icon: 

a. Select Use custom icon. 

b. Next to the Choose regular icon text box, click Browse. The WebCT Browser appears. 

c. Select a Calendar, Discussions, or Mail icon file that does not contain "new" in the filename (e.g. mail.jpg). The Add screen appears, and the filename you selected appears in the Choose regular icon text box. 

7. Click Add. The page or tool is added to your course. Note: If you have added the page or tool to an organizer page, the Homepage or Organizer Page appears. From there, you can edit the page or tool by clicking it. 

Using “Discussions”

Discussions allows you and your students and teaching assistants to engage in online discussions. Discussions is divided into different topic areas which allow you to create discussion forums around particular subjects. Topics can be public or private. Everyone in your course can access public topics, while private topics are available only to the set of students and teaching assistants that you choose.  With Discussions, you can:
· send and read messages 

· search messages 

· compile and download messages 

· create, delete, or rename a topic 

· add members to a private topic 

· lock a topic, making it unavailable

Reading Discussion Messages 
You can read messages sent by other users in the course. By default, messages are presented in chronological order. This is referred to as Unthreaded.
Tips:
· To view both read and unread messages, click All. 

· To view messages by thread, click Threaded. Threaded messages are a series of replies to the same subject. The header row of each message thread displays the following information: 
· Status: displays the number of unread messages in the thread over the total number of messages in the thread 

· Subject: displays the subject of the first message in the thread and the View thread icon. 
· To expand a thread, click the green arrow in the Status column. To collapse the thread, click the green arrow again. 

· To view the message thread, click the View thread icon next to the thread. 

· To view messages in chronological order, click Unthreaded. 

· To display any messages that were just sent, click Update Listing. 
· To view a different topic, from the select topic drop-down list, select a topic and click Go. 

· To move to the bottom of the screen to access more options, click Designer message options. 
Procedure
1. From the Course Menu, click Discussions. The Discussions screen appears. 

2. In the Discussions table, click the topic containing the messages you want to read. The Discussion messages screen appears. 
3. In the header row, click Unread. All unread messages appear. A paper clip icon appears if the message has attachments. 

4. Click the message that you want to read. The Subject screen appears. 
1. When you have finished reading the message, you can: 
· close the message. Click Close. The Discussion Messages screen appears. 

· read the previous(
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) or next () message in the thread. Click the icon. 

· reply to a message

· quote a message 

· download a message 

Posting Discussion Messages 
You can post messages on the “bulletin board”  for other users in the course to read and reply to.

1. From the Course Menu, click Discussions. The Discussions screen appears. 

2. In the Discussions table, click the topic to which you want to post a message. The Discussion Messages screen appears. 

3. Click Compose message. The Compose Discussion Message screen appears in a new browser window. 

4. In the Subject text box, enter the subject for your message. 

5. Compose your message by doing one of the following: 
· In the Message text box, enter your message. 
· Click HTML editor, to type a message using more complex formatting

6. If you want to attach a file: 
. To locate and select the file, next to the Attachments text box, click Browse. Your computer's file browser appears. Select the file you want to upload. The path and filename you selected is displayed in the Attachments text box. 

a. Click Attach file. The file is attached to your message.
a. If you want to preview your message before sending: 
. Click Preview. A preview of your message appears in a new browser window. 

a. Click Close. The Compose Discussion Message screen appears. 

a. Click Post. The message is sent and a copy is placed in the Outbox folder. 
Replying to messages 
You can reply to discussion messages that were posted by other users in the course. 

1. From the Course Menu, click Discussions. The Discussions screen appears. 

2. From the Discussions table, click the topic containing the message to which you want to reply. The Discussion Messages screen appears. 
3. Click the message to which you want to reply. The message appears in a new browser window. 

4. Choose the format for your reply: 

· To reply to all members of the topic without including the original message, click Reply. The Reply to Message screen appears. 
· To reply only to the person who posted the message, click Reply Privately. The Reply Privately to Message screen appears. Note: When you reply privately, your reply is sent as a mail message to the person who posted the message, rather than being sent as part of the discussion forum. 

· To include the original message in your reply to all topic members, click Quote. The Reply to and Quote Message screen appears. 

5. In the Subject text box, enter or edit the subject for your message. 
6. Compose your message by doing one of the following: 

· In the Message text box, enter your message. 
· Click HTML editor and reply in this format

7. If you want to attach a file: 
. To locate and select the file, next to the Attachments text box, click Browse. Your computer's file browser appears. Select the file you want to upload. The path and filename you selected is displayed in the Attachments text box. 

a. Click Attach file. The file is attached to your message.
a. If you want to preview your message before sending: 
. Click Preview. A preview of your message appears in a new browser window. 

a. Click Close. The Reply to Message screen appears. 

a. Click Post. The message is sent and a copy is placed in the Outbox folder. 

Using “Mail” 

Mail allows you, your students, and teaching assistants to send, receive, reply, and forward mail messages to others in the course. You can also store drafts of mail messages, search your mail messages, and add mail folders. This is a message system that is unique to WebCT and completely separate from external e-mail systems.
Reading, Sending, and Replying to Messages 

These functions are nearly identical to the procedures used in the “Discussions” section, except that communications are between individuals rather than among the entire class. There is one important difference worth noting however. When sending a “mail” message, you must choose who to send it to:
1. From the Course Menu, click Mail. The Mail screen appears. 

2. Click Compose message. The Compose Mail Message screen appears in a new browser window. 

3. Complete the Send to text box by doing one of the following: 

· Enter the name of each recipient, separated by commas. 

· To see a list of possible recipients: 

a. Click Browse. The Select Recipients screen appears. 

b. To select a recipient, click their name. To select multiple recipients, hold down the CTRL key (Windows) or the Apple key (Macintosh) and click each name. 

c. Click Select. The Compose Mail Message screen appears and the selected recipients appear in the Send to text box. 

Some Useful Resources for Learning WebCT

· The “help” button will provide contextual help from anywhere within the course 

· The WebCT Web site: http://webct.com

· PCC’s “Online Learning Orientation”: http://www.distance.pcc.edu/orientation/intro/intro.cfm

· Murdoch University (Australia) WebCT tutorial: http://help-online.murdoch.edu.au/students/aboutwebct.html

· University of North Texas Instructor tutorial: http://courses.unt.edu/webct/instructorguide/

· Grant MacEwan College: http://webct.macewan.ca/tutorials.htm

