WebCT for new users
What does WebCT do for you, as a faculty member?  

WebCT is a computer server system which allows you to post materials, which are then available via the Internet, anytime, anywhere, to you and your students. It’s not open to just anyone, though. Everything is password protected, so your teaching materials and quizzes are available only to you and your students. Also through WebCT, you and your students will have the ability to communicate using e-mail, forums or chat. Faculty report that it is especially helpful for students who live a long distance from campus. 
How do I get my classes “on” WebCT? 

Contact me, Beth Hronek at bhronek@lssu.edu or extension 2651. We’ll (Sara Devaprasad and I )  set up a site for one or all of your classes. If you know how to use WebCT, great! But if you need help, we’ll be happy to provide assistance. Finally, as the term begins, we’ll set up accounts for your students. If you need help during the term, feel free to call me!
To Use WebCT
Logging in
Open Internet Explorer, Netscape or Fire Fox and go to you’re My.LSSU account.  Click on the WebCT link on the right hand side of the screen. 

Your initial WebCT screen should show the WebCT menu bar, and a list of courses that have been set up for you.  To start working on one of your courses, click on the name of your course. Initially, a Course Design Center screen will appear. You may click on the Use the Course Design Center to start building my course link, or follow the directions in this handout by clicking on Use the Course Design Center later. If you clicked on Use the Course Design Center later, you will now be at the Welcome to your WebCT Course screen.  The people of WebCT have prepared a blank template that includes an Introduction, Calendar, Homepages, Discussions, Mailbox and Chat. While many options are available, at the outset, we’ll work around what they have given us. 
The introduction is a single page. It’s a good place to put a quick description of the course, like the course description from the catalog.  Take a moment and type the course description from the catalog into a MS-Word document, and save it. This is where using WebCT gets a little tricky. Files which can be viewed over the Internet, without additional software, are usually .html files.  MS-Word saves files in .doc format, rather than .html format.  To make easily viewed files, you need to convert MS-Word documents to .html documents. This is (very) easy. 

Converting existing MS-Word documents to .html

· Open MS-Word

· Open the file you wish to convert to .html

· Click on File (upper left corner of your screen)

· Click on Save As

· In the Save as type box, choose Web Page (*.htm *.html)
· Name the document, NOT USING SPACES (HU251 is fine, HU251 Spring 04 is not.)

· Save it to a location you will remember.

Now that you have an .html file, you can upload it as the file associated with the Introduction.  
· Back on your WebCT course’s Homepage, click on the Introduction icon. A new screen will form.  
· Near the center of the screen is a white box labeled Page filename . Click on the Browse button next to the Page Filename box.  
· A new window will open.  In the lower portion of the new box, is a blank box, labeled Filename. 
· Click on the Browse button next to the Filename box.  

· Find the .html file you created for the Introduction, and double click on it (or click on it once to highlight it, then click on Open).

· The newest window will disappear. Next to the Upload to box, click on Upload  
· The screen will reformulate, listing the new file in the My-Files directory. The new file should also be identified with a dot filling the circle to the left. To insert that file as the file associated with the Introduction, click on Add Selected. 
· Click on Close. 

· The new file will automatically be displayed, when someone clicks on the Introduction icon.  To see it, click on the Homepage crumb

· Click on View (showing you the page as students see it)
· Click on the Introduction icon
· Your course description should appear. 

To edit it, or add to it, go back to the original file on your computer, save your changes as a .html file, then go through the above uploading process again.
Updating for students

The View option lets you see the materials you’ve added to your WebCT course. Only registered students can view the materials, but because of a quirk in how .html and browsers work, you need to update the files on the server so users can see the latest information. 

· To update information, click on the Control Panel button, in the upper left corner of the screen. 

· In the second column, under Edit Page or Tool, click on Update Student View.

· Choose Update entire course
· Click on the Update button
· Now your students will see your latest updates. 

Calendar

The calendar function lets you identify important dates. You can highlight the date a paper is due, or exams occur, or YOUR FAVORITE LECTURE!  

· From the homepage of your course, click on Calendar.
· Click on the Designer Options tab, just above the breadcrumbs. 
· Let’s pretend that your class is going to have an exam on the 29th of the current month. Click on 29.

· Click on Add Entry.

· Confirm that it is set to the current month and year

· In the Summary field, type “Exam I.” 

· In the Detail box, type “Exam I will be given during the regular class period.”

· Identify the proper start and end time.

· Click in the Public circle.

· Click Add
· The screen will reformulate. Check the information for accuracy. If it is correct, click in the circle beside the text, then click on Add entry.

· To view the information as a student would, click on View, then choose Calendar.

Homepages

WebCT allows your students to make web pages. The pages may let them organize a list of websites with information pertinent to the course, or display their own findings. Simply leave the icon there if you wish students to create web pages, though guidance from you as to what you would like them to do is likely to be appreciated. 

Deleting an option

If you decide you don’t want your students to create web pages, you may remove that option (or any other option following these directions).

· While at the courses main homepage, click on Designer options.

· Click in the circle to the left of the item you wish to delete 

· In the right hand column, click on Delete. 

· You will receive a warning that the item is about to be deleted. If you’re sure you want to delete it, click OK.

· Now you will have removed the item from the main portion of the screen. It is probably still in the Course Menu.  To remove an item from the Course Menu, click on the Control Panel button. 

· Below the Designer Options tab, click on Expanded Control Panel. 

· Click on Course Settings, on the far right side.

· Still on the right side, click on Edit Course Menu.

· Click in the box to the right of the item you wish to delete. 

· On the far right side of the screen, click on Delete. 

Now that icon and course menu option should be gone. You need to update the pages on the server to make your changes visible to students, though. (If you need a refresher, go above to Updating for students).
Discussions

WebCT has a forum area, where you and students can post questions and comments. Readers can respond to the posts, as well. The default setting is to have Main and Notes forum areas. You might wish to tell students that you’re going to be monitoring the forums. Some even offer extra credit for the first post a student makes to the forums.
Posting a message

· To leave a message in the Main forum, from the Homepage, click on Discussions.
· Click on Main.

· Click on Compose message.

· Type in a subject and message. (i.e. Students, I’ll be monitoring this forum on a regular basis, feel free to ask questions. I’ll get back to you when I can, but other students may try to help, too.) 

· When you’re done, click on Post (clicking on Preview will let you fix boo-boos, first). 

To read forum messages

· To read a forum message, from the Homepage, click on Discussions.

· Choose Main or Notes (or another topic).

· View a message by clicking on the magnifying glass to the left of the subject line

· Use the reply or reply privately buttons to respond to questions. 

To add a topic

· You may add a topic to the forum discussion. From the Homepage, click on Discussions
· On the right side of the screen, click on Create topic
· In the Topic name box, type the name of the new topic (Assignments, for example)

· Click on Create
· You’ll need to update the content of your course now, for the students to see this addition.

Mail

The next option on the template is mail. You can give students your regular e-mail address, but if you’re like me, you get lots of e-mail, and might not recognize a student’s message, and end up appearing to ignore the student.  If you use the WebCT e-mail system, you know that the message is from a student, and that it has to do with this particular course. Using this system is pretty self-explanatory.  If you wish to use it, fine. If you want to delete it from the home page, go back to Deleting an option.
Chat
Chat offers you and students a chance to talk real-time. Some faculty choose to offer office hours via chat. Students will sometimes have study sessions via chat.  There are 4 separate rooms, so one study group can occupy a room, and you can occupy another room--doing your office hours, while a third group is in another room working on a group project. (Or, they could all be whining in the fourth room.)  

Chat is fairly self-explanatory. If you wish to see what types of questions or issues your students are chatting about, WebCT keeps a transcript log.  The Chat page indicates that logs are kept for Rooms 1-4, but you might want to mention this to your students. 

To access a chat log
· From the homepage, click on Chat
· While on the Chat page, click on the Designer Options tab

· In the right column, click on the dropdown menu to identify the room you wish to check the log of, then click on Go
· You should get a record of who was present in the Chat room, and what they said. 
· When you’re done browsing the transcript, you should delete the transcript by clicking on the Clear log button.  (If you really want to keep a copy of the discussion, highlight the parts you wish to keep, copy them, then drop them into a MS-Word document). 

More…
There’s LOTS more that you can do with WebCT. You can add quizzes and tests and assignments and readings and… .  Much more information is available by clicking on the Help links, clicking on Ask Dr. C links, and especially using the WebCT Getting Started document. 
Feel free to contact Beth Hronek (x2651 or bhronek@lssu.edu) for help, or one of your colleagues who uses WebCT. 
