Part 3
Uploading and working with WebCT’s File Manager and Student Management
This section covers:
* Saving Word document files
¢ Uploading Files
* Adding a Dummy Student
*  Modifying WebCT's gradebook and releasing results to individual students
* Saving PowerPoint file (if time allows)

Saving Word & PowerPoint Files

WebCT will accept various file formats including image, zip, document, rich
text,powerpoint, plain text (text format is used mostly for importing), etc. It is what you
plan on doing with these files that depict which format they should be in.

If students are to view a file directly online they need to be in an Internet compatible
format such as HTML (Hypertext Markup Language). If you want students to download
files they could be in their original document format such as .doc, .xIs, .ppt, etc. **Rich
Text Formatted files appear to be the most generic for document files, allowing both
Word Perfect and Microsoft Word to open the file.

Saving as HTML or Web Page

Most word applications allow for saving in multiple file formats via the File menu. To
save a document or powerpoint file in HTML format go to "File" -> "Save as Web page'
or "save as HTML" depending on the version.

"

Word Edit View Inser ®
[y =Sl NOTE for Microsoft Word 2003:
;W "~ New Blank Document
¥ Open.. .
Oi:: Web Page... When saving as a webpage for a
k Close Word file, the default is to save in
Save an .mht format, you MUST alter
Al Save As.. this by using the pull down menu
A 32‘;;;?1:'"'“) e < for "File Format" and select the
option for "Filtered HTML".
G2 Web Page Preview
=4 Page Setup...
“ Pr?nl Preview
Print...
|
= Send To

This is Microsoft Word 2001
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Saving in another file format for Word Files

To alter a format from the default of .doc or a document file to .txt (Text File) or .rtf
(Rich Text File) in Microsoft Word go to "File" -> " Save as" and use the "Format" pull
down menu to make a selection. ®

Save As: myhleldoc

Format:| v Microsoft Word document @
Where:| Document Template E]
Text Only

_ skillssurvey Text Only with Line Breaks
|2 skillsworksh  MS-DOS Text

yllabus it MS-DOS Text with Line Breaks
tatl Rich Text Format 4
| TALENTskillh  Unicode Text
| webctd.xma  Wweh Page
I~ webctlogo Stationery

— B
Speller Custom Dictionary . .
7 Speller Exclude Dictionary Although this screen shot is from Word 2001,
" Word 4.0 for the Macintosh . ..
Word 5.0 for the Macintosh | Windows has a similar Format feature
@Append file  Word 5.1 for the Macintosh b ) accessible Via the "File" > "Save asu menu

Uploading Files
Files can be uploaded in a variety of ways:

* in the "Add page or tool" process using "Browse" -> "Upload" (shown in Manual
Part 1)

¢ directly from the Manage Files area
* using Web DAV (shown in Manual Part 5)

To upload a file directly to the Manage Files (where course files are stored and
managed) of a WebCT course select "Control Panel" from any location inside WebCT.

A course with WebCT's basic template
Control Panel
{,‘;a l View \I Designer Options

¥ Course Menu Homepage
Homepage Actions
Course Content To add text to this area of your page, click Add upper textblock. % indicates a selection is required

Syllabus from the main frame.

Calendar

Communication %, Use Homepage Wizard

Mail x 2
Discussions ] Options: Links
el & = Add page or tool
Study Tools (& L ﬁ! ¢ OO
Homepages - % Edit
Course Content
and Related Communication ﬁ
Materials Tools Study Tools Hide
To add text to this area of your page, click Add lower textblock. O Reveal
% Specify selective release
% Move backward
% Move forward
% Move to organizer page
% Move to Course Menu
% Copy to Course Menu

i
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Select the button for "Manage Files".
®

A course with WebCT's basic template

Designer Options

Homepage - Basic Control Panel

v

Basic Control Panel Expanded Control Panel

Add Page or Tool | Edit Page or Tool | Files

Course Course Settings

Add tools to your
course to evaluate,

Customize the

communicate with, and course content. YOUr course.
provide course content
to students. Develop Update the student view

course content for of the Content Modules
students with Tools such N ¥OUr COUrSE.

as Syllabus and Content | Update student view
Module. Group course

content and tools using

Organizer Pages.

Create new content for your course using the Course Design Center.
Course Design Center 53 |

Add, doWnload, change, Manage student and
Homepage and change and organize the files in teaching assistant

and behavior of your

records. Track student course.
progress. Manage

course backups. Import

and export IMS content.

Change the appearance

Manage Files overview
Folders and Files:

My-Files: contains all uploaded course files which can be deleted and modified

WebCT-Files: contains shared files such as banners and images and cannot be deleted

A course with WebCT's basic template

r -
F R %

View Designer Options

Homepage = Basic Control Panel = Manage Files

Folders and Files
Click on & folder below to c files

Display this file information: [ Size [ Date [ Time Update

[~ 1 My-Files

[~ [_1WebCT-Files

Name Size (bytes) Date Time

Actions

I indicates a selection is required
from the main frame.

M4 indicates multiple selections are
allowed.

Options: Files

Create file
I+ Edit

T Delete
" Copy
T4 Move

4% Rename
Tt Zip

% Unzip
Upload

% Download
Tre4 Convert charset

Options: Folders

Create folder
[+ Delete
% Rename

I Zip

:
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@ Select the "Upload" button, click the "Browse" button. ®

A course with WebCT's basic template
Designer Options

omepage - Basic Control Panel - Manage Files
Folders and Files Actions
Click o =r below to files. I+ indicates a selaction is required

from the main frame.
T indicates multiple selections are
allowed.

Display this file information:

[ size [ Date [ Time Update

Name Size (bytes) Date Time

[~ [JMy-Files

[~ [JWebCT-Files

Options: Files
Create file

T Edit|

"r# Delete
"Fe Copy
Tt Move

r

T#Townload
l'n:iguert charset

A course with WebCT's basic template

Designer Options

Homepage

- Basic Control Panel = Manage Files = Upload Filp

Upload File
Note: Depending on the file

g and network nection, this

l Brngse... !
Destination folder: |My-FiIes fhd | J v

Upload Cancel

=ral minutes

Filename:

Locate and select desired file on local computer and click the "Upload" button to finish
the process.

A course with WebCT's basic template

Designer Options

Homepage = Basic Control Panel = Manage Files

Upload File

Mote: Depending on the file size and network connection, this pr

ral minutes

Filename: I;‘Users{lindamcc,’Deskrnp;’ Browse... !

Destination folder: |M9-Files fd |

Upload | |Cancel

} @  View Designer Options
Homepage - Basic Contral Panel
Folders and Files Actions
Click on = falder below to view its files I+ indicates a selection is requir
¢ i o from the main frame.
Display this file information: [ Size | Date [¥ Time |Update T4 indicates multiple selections
1 | Name Size (bytes) Date Time allowed.
The file has been |haas i) e
[~ £ My-Files Options: Files

uploaded and is now
stored in the Manage Files
area of your course.

™ 8] Bimyfile.rt
. [~ [1WebCT-Files

2050 October 6, 2003 11:02am

Create file
I Edit

Tr¢ Delete |

Tr# Copy

Move

j‘

% Rename
Zip
s Unzip
Upload
T4 Download
T Convert charset

j‘

Options: Folders

Create folder
T+ Delete
T% Rename
I+ Zip
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Preview

®  To preview a file uploaded to Manage Files click on the magnifying glass icon.

A course with WebCT's advanced template

View | Designer Options

Homepage > Basic Control Panel = Manage Files = Edit File
Folders and Files

Click on a folder below to vi
Display this file information: [ Size [ Date [ Time Update

its files

Name Size (bytes) Date Time

[~ i3 My-Files
r g] Biclasslisttest.txt 49 September 29, 2003 2:57pm
[~ 1G] Bmobydick_question.doc 20480 September 18, 2003 5:16pm
P [Q) Bimysteryrocki.ipg 11850 September 18, 2003 5:16pm
| Blrmysteryrock2.jpg 8996 September 18, 2003 5:16pm
[~ @] Bmysteryrock3.jpg 15489 September 18, 2003 5:16pm
I~ gj Btectonic.htm| 2277 September 29, 2003 3:02pm
[~ &) Bvaniom.ipg 33424 September 18, 2003 5:16pm

|~ [[)WebCT-Files

Actions

I# indicates a selection is required
from the main frame.

T4 indicates multiple selections are
allowed.

Options: Files

Create file
+ Edit
Delete
"F Copy
T Move
% Rename
Fe Zip
% Unzip
Upload
% Download
T Convert charset

Options: Folders

Create folder
% Delete
% Rename

I+ Zip

o

¥

:

Edit

To edit a .html, .txt or .rtf formatted file click on the file title. You can choose to use

only) to save and then "Update".

i View 4 Designer Options

Homepage = Basic Control Panel = Manage Files = Edit File

Edit File

*Filename: E‘tectonic.htm'

Folder: iMl,l-FiIes ]
Fil tent: = F 2
'“°”E”>2g|g,g@|_5tandard B

2. [Default] &

= BE YISz s

Course Content Example

On Shaky Ground

North America along a subduction zone.
WYSIWYG HTML View

Block diagram of southwest B.C. showing the Juan de Fuca plate descending beneath a

L4

adif-on® Pra by Reallbjpcts

Haaay

Text box

Ingart

_T’L.lpélpj Cancel

the HTML editor to edit an HTML file remembering to select the "Floppy" icon (Mac
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Creating/Editing html file Tip:
For major editing you can choose to use a pay for HTML editor such as Adobe GoLive,
Macromedia DreamWeaver or a free editor such as "Netscape Composer".

Netscape Composer is part of the Netscape Communicator browser 7.x which can be
downloaded from the following archived URL (NOTE: the newest version of Netscape
DOES NOT come with composer):

http://browser.netscape.com/ns8/download/archive.jsp

You can either develop an html file directly within Composer or use it to edit an
html file produced from a word application.

To create Composer file:
® In Netscape (7.x), go to File, select New and choose "Composer Page".

Netscape Bl Edit View Go Bookmarks Tools Window Help
Bh Navigator Window 38N
Open Web Location... &GL Navigator Tab T
Open File...
Close Tab S@W Message i 3EM
ol Ta Address Book Card...
CEose Wmdow ﬂ%w Composgr Page 3N
. Instant M
Save Page As... #S
Send Page...
Send Link...
Edit Page HE
Page Setup...
Print... #P
Friday March 12 from 1:00am-5:(
Work Offline
ame and poassword)

Use the Composers features to create the file such as bullets, italics etc.

Netscape File Edit View Insert Format Table Tools Window Help

eng untitled - Composer (=]
T afl & = J2g B om @ Py
© NewW\ Open JfSsave Publish  Browse  Print Link  Image Table

Spell

Tmmter DM 2 & 4 B 7 U == « = = 3 Editing NOTE: if wanting to edit an existing
Use composer to type up your syllabus, notes or lecture files, html fﬂe, once composer is Opened g0 to File ->
o _ Open, browse and click once to select the html
s use the formatting features to structure the document with bullets . .. .
« adjust font colors file residing on the desktop or other hard drive
s link files, images, insert tables. etc .
location
OR

Click on the Open icon and then browse

# Mormal | TEIHTML Tags | <HTNL>SourmJ W Preview |
e &b B 2 @3 <hody> <ul> <li> <span> <spans
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To Save Composer file:

Go to File, Save As and type in the name of the file which will show up in the Browser
window (this is NOT the file name) and click OK.

NelscapemEdit View Insert Format Table Tools Window Help

save As Charsex...

Publish
Publish As...

1365

Export to Text...
Browse Page
Send Page...
Page Setup...

Print... P

[S&) 64 New » Composer
T i Open \'\feb Location... {r38L P rer |
New @ Open File... ®0 Link Image Table g
= — Recent Pages [ 2 U ey o . S s s
Body Tex  joca s | U = = 4E #£ £ E =
Use compe Save %S lecture files.

document with bullets

T

T T

Please enter a title for the current page.

This identifies the page in the window title and bookmarks.

<

Syllabus

[ Cancel

) oS

k

L TRRE

| # Normal | (TEJHTML Tags | <HTL>Source | % Preview |

e £l A 2 o G

<hody> <ul> <li> <span> <span>

Locate an area on you local computer to save the html file which would then need to be
uploaded and linked in your course using the Single page or Content Module tool (refer

to Manual Part 1 or Part 4).

Save Page As

Save As: Syllabus.html

| 'éiDII} [ Desktop

9 Network

|\11 Macintosh HD
L ZIF250 3
/&Y lindamec

/f!. Applications

| Documents

copyright

wright.html

. DW Workshop

ﬁl"-"l : |0 DW2004workshop
ovies Fidiiic

& Music

[y Pictures

| 9

| [® 10_20_20...5ktopstuff 1

Format: HTML Files

(" New Folder )

(" cancel ) nge )

A
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Adding a Dummy Student

Placing a "dummy" student in a course makes working with the management area easier,
allows one to view the course as a real student and work with tools that do not function in
the Designer view.

To add a dummy student go to http://webctsupport.hawaii.edu and log in with your UH
username and password.

e >

Tt

\j, ,§§ % httn:// —— =
Sl e 5 p:f fwebctsupport.hawaii.edu
Reload 1

|| #requests Finst £ ey FracDir £1DCheck o Fac & Stud Supp £ WebCT3.8 #WebX £ TALENT £ 101

2y Login with

Login I

b -Howdo {geta UH
Usemame?

WebCT Support

Tools & Resources

Mote: The development server is meant for faculty/staff to develop their course content and is
not an instructional server (no student accounts). A separate request (with specific CRN info) is
required each semester for an account on our instructional server that is linked to our UH
student information system. When a course is enabled for the semester and faculty wantto
make their course content available for the course, faculty may upload content developed on
the development server onto the production server.

® Requesta new or additional development space

® Request a new or additional instructional space

® [anage accounts on webcthawaii.edu (wetl1) productionfinstructional server
® [lanage accounts on facultywebct hawaii.edu development server

How to export your final grades to Banner
FAC: End of semester topics
MNew: Info for Fall 2004 &/16/04

Once fully logged in select the link for "Manage accounts on facultywebct.hawaii.edu
development server".

Hello Linda!
Click on the

“Logout” button to
end this session.

Logout

WebCT Support

NOTE: the same can be done for
any/all courses you have on the
ol N RS aGreEs Instructional server, just select the

. "
Mote: The development server is meant for faculty/staff to develop their cours hnk fOI' Manage aCCOUHtS on

not an instructional server (no student accounts). A separate request (with sp Weth hawaii edu (WCtOl)
required each semester for an account on our instructional server that is linke : :

student information system. When a course is enabled for the semester and f; 1 1 1 "
their course content available for the course, faculty may upload content deve productlon/lnstructlonal server
development server onto the production server.

Request a new or additional development space
Fequest a new or additional instructional space
Manage accounts on webcthawaii.edu (wetD 1) productiondinstructional server
Manage accounts on facultywebct hawaii.edu development server

How to export your final grades to Banner
FACH End of semester topics
MNew: Info for Fall 2004 8/16/04
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Click on the "Update SV" button and wait.

- Home
Click on the

“Logout” button to
end this session.

WebCT Support

Manage accounts on facultywebct.hawaii.edu

"Student View" Accounts

Faculty/Staff developing their content have often found a test student account to be useful in
previewing what a student will see when in their course. You can populate all of the courses
that you have designer access to in one step by clicking on the "Update SV button below. The
use d password to use to log into the "student view” account is an underscore before
your UH userna uhusername) along with your UH password as the password.

i Update SV |

The button should disappear and be replaced with the following text:"No updates

\/

required. All "student view" accounts created. If this does not occur please send an email
to webctsupport@hawaii.edu.

-Home
Click on the

"Logout” button to
end this session.

_Logout |

WebCT Support

Manage accounts on facultywebct.hawaii.edu

"Student View" Accounts
Faculty/Staff developing their content have often found a test student account to be useful in
previewing what a student will see when in their course. You can populate all of the courses

that you have designer access to in one step by clicking on the "Update SV button below. The

username and password to use to log into the "student view™ account is an underscore before
your UH username (e.9. _uhusername) along with your UH password as the password.

No updates required. All "student wiew" accounts created.

To log in as a dummy student use an "_" (underscore) before your UH username and
regular password. Make sure to log out prior to logging back in as a Designer/faculty.
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Working with Student Management

Student Management allows the instructor to manage and modify the student database or

gradebook, adding columns and inserting grades.

To access the Student Database, enter the designer course and go to "Control Panel"
(located in the upper left hand of the page) from any location in the course, and select

"Manage Course".

A course with WebCT's basic template

Designer Options

Homepage = Basic Control Panel

Basic Control Panel | Expanded Control Panel

M: ge Course

Add, download, change, Manage i:%lp.ldent and
and organize the files in teaching assistant
YOUur course.

| Add Page anDDIl Edit Page or Tnnl‘ Files

Add tools to your course Customize the
to evaluate, Homepage and change
communicate with, and course content.
| provide course content
to students. Develop Update the student view
course content for of the Content Modules
students with Tools such N your course.
| @s Syllabus and Content  Update student view
Module. Group course
content and tools using
Organizer Pages.

progress. Manage

Create new content for your course using the Course Design Center.
Course Design Center % |

records. Track student

course backups. Import
and export IMS content.

Course Settings }

Change the appearance |
and behavior of your
course.

Overview of Manage Course
Manage Course has the following main areas:

A course with WebCT's advanced template

Designer Options

Homepage = Basic Control Panel = Manage Course

Manage Course

—’ Manage Students

Backup Course

You can manage nt information and grades store v
Import students

View some students
Search records
Change settings
Manage columins

Show update log

up
Upload backup

Share Designer Access

You can give

other designery

Manage Teaching Assistants Han el Con i

You can manage teaching assistant information
Add or Import TAs

Wiew some teaching assistants

Search records

Change settings

Manage columns

Show update log

can remove all user dat;

Import Content
You can import IM5 content
Track Students Export Content

re viewing Content Module You can export IMS content

dD
v SOME 5
Search records

Set number of students per page

Track Pages

You can monitor students' progress in your course

Manage Students: use to
access Student Database

Manage Teaching Assistants:
use to add and manage TA's
Track Students: use to track
students access times/dates and
course areas

Track Pages: used to track
students progressing through
content modules

Backup Course: use to backup,
download, upload and restore
course

Share Designer Access: use to
add a co-designer

Import Content: can be used to
import e-packs

® In order to access the Student Database or gradebook, click on the header for

"Manage Students".
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Overview of Manage Students
Manage Students contains the following Actions (some features may not be accessible):

—® Options: Records

Use pull down menu to view, search, copy, paste and download student records
—® Options: Advanced

Use pull down menu to deny selected student access, edit password and delete record.

—® Options: Organize
Use pull down menu to access, add and modify student database columns.

| Wiew “{ Designer Options

Homepage > Basic Control Panel = Manage Course > Manage Students
Manage Students
Actions

Options: Records Options: Advanced Organize

P | |-seletaction- ¥ [Go| [- Select action - ~i Go| [-select action - ] |Go

Page: [all ¥] | ¢ » | Records1-1of1 [Total: 1]
Last Name & First Name User ID Default
Edit Edit Submissions StUdent names and
G h
QU columns are listed
@ Demo Account Student student here'

To add a column

To add a new column to the gradebook use the pull down menu under "Organize" and
select "Modify columns", and click the "Go" button. ¢

U yiew Designer Options

Homepage = Basic Control Panel = Manage Course > Manage Students

Manage Students An instructor may choose to add a
Ao / column for assignments done
Options: Records Options: Advanced Organize d f W bCT f
i - Select action - | @ ! - Select action - >| Go| [- Select action - | ¥i E outSI €o B € . or Tor scores
Sl not associated with any of the
Page: | All fiud | 4 b Records 1 - 1 of 1 [Total: 1] ;q:g:gj szl’tl.len’;zs \ WebCT tOOlS.
[ Last Name First Name User ID Default
Edit Edit Submissicns
Graph
Qut of 40.00
> Demo Account Student student
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Select the "Add column" button located under the header for "Organize". ¢

! iew ‘J Designer Options

Homepage = Basic Control Panel = Manage Course = Manage Students

Manage Columns

Columns

setect | " " " |
Label Last Name First Name User ID Default l
Type A A A Q |
Alignment Left Left Left Right
Hidden No No No MNo
Released Mo Mo No Mo |
Statistics == None

Deci 2z |

Overview of Manage Columns:

Options:

Select checkbox for column(s) and
use this section to modify added
columns

Organize:

Select checkbox for column(s) and
use this section to add, delete, move
as well as convert column types.

Actions

I+ indicates a selection is required
from the main frame.

T indicates multiple selections are
allowed.

Options
% Change column label:
i Gol
T4 Align column: m @
¢ Hide columns: m @
r4 Release columns: m— @
T
M4 Show decimals: ["2_;_]' @

T Allow self-registration:

' Required | | Go

Organize

P4 Show statistics: | Mone

Add column 4
T I%plete columns

I# Convert column type
I Setup column

% Move itemn left: |1 »| | Go
% Move item right: |1 ¥| Go

Set column dEfauIts|

® Enter a title/label for the new column (in this case it is called "Book Report"), use pull

down menu to choose "Numeric" for column type and click the "Add' button.

! Wiew 4 Designer Options

Homepage > Basic Control Panel = Manage Course > Manage Stud

Add Column

Label: I—Bnok Report

Type: [Alphenomeric | =
T T Alphanurneric
Add] || calculsted

Letter Grade

Text

Murneric

Selection Box *

ents

Manage Columns = Add Column

Now lets go through this same procedure again...select "Add column", enter the title

"Final Score", choose "Calculated" for column Type and click the "Add" button.
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To have a better view of the newly added columns and expand the screen select the

green triangle next to "Course Menu".

A course with WebCT's advanced template
Control Panell
1 Miew ‘l Designer Options
&Eourse Menu Homepage = Basic Control Panel = Manage Course > Manage Students > Manage Columns
Homepage Columns Actions
Course Content ; [+ indicates a selection is required
Syllabus r B B N N froem the main frame.
Calendar Select =4 indicates multiple selections are
Content Module Label Last Name  First Name User ID Default Book Report  Fir allowed.
Glossary . . .
Search Type A A A Q N Options
Compile Alignment Left Left Left Right Right % Change column label:
Communication T & & Gl b en wa b Al S 5

Release Columns

When a new column is added it needs to be released for eventual viewing by students.
Select the checkboxes on top of each new column you would want students to view, over
to the right under "Options" use the pull down menu next to "Release columns:", select

"Yes", then click "Go".

rse with WebCT's advanced template

Control Panel

*| Designer options

*This column value is not editable.
Legend of column types

A = Alphanumeric L = Letter Grade S = Selection Box
C = Caleulated N = Numeric M

Q = Quiz

= Text

E = Assignment

B[~ Course M- v] Homepage > Basic Control Panal > Manage Course > Manage Students

Columns
Select | | ] T > ~ i
Label Last Name  First Name User ID Default  Book Report  Final Score |
Type A A A* 5} N c
Alignment Left Left Left Right Right Right :
Hidden No Ho No Mo No No
Released No Ho Mo Mo No o :
Statistics None None None
Decimals Z 2 2 :
Seif-registration  Reguired Required Required* Not Shown

- Manage Columns

Actions

T+ indicates a selection is required
from the main frame.

T indicates multiple selections are
allowed.

Options

4% Change column label:
]

T Align column: [ Genter +] |Go|

T Hide columns: | Ho ~ E

M4 Release columns: E

o M
T Show statistics: [ Ao

=] o

T Show decimals: [2 =] |Go|

4 Allow self-registration:
[Required =] Go|

Edit Columns

To edit a column to either add a score, letter grade or create a formula select "Manage
Students" from the Breadcrumbs, scroll over to the column you wish to edit and
depending upon column type click on the link for "Edit" (for numeric) or "Formula" (for

calculated).

For NUMERIC: @

View "4 Designer Options

Homepage

- Basic Control Panel = Manage Course = Manage Students

Manage Students
Actions
Options: Records

Options: Advanced Organize

| - select action - ~| Go !, - Select action - | Go | - Select action - ¥| Go
Page: J‘Aﬁ:_ 4 b Records 1 - 1 of 1 [Total: 1]
Last Name & First Name User ID Default
Edit Edit Submissions
Graph
Cut of 40.00
s Demo Account Student student

Click the "Edit" link

Book Report Final Score
Edit Formula
ph Graph
Out of ---
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Enter in an "Out of" score as well as individual student grades for the given assignment, @
click "Update" button when done.

Homepage = Basic Control Panel = Manage Course > Manage Students = Edit Column Values

Edit Column Values

Update | Cancel

Last Name First Name User ID Default Book Report Final Score
Dut of: |50 <
Demo Account Student student E !?d < =

<

U%ate Cancel

For CALCULATED: @

U View J Designer Options

Homepage = Basic Control Panel = Manage Course > Manage Students

Manage Students
Actions

Options: Records Options: Advanced Organize

[ select action - ~] [Go| [~ Select action - =l G Clle the l‘Formulall hnk

Page: IAII | 4 b Records 1 - 1 of 1 [Total: 1
Last Name & First Name User ID Default Book Report Final Score
Edit Edit Submissions Edit Formula
Graph Graph Gr
Out of 40.00 Out of 60.00 Out of ---
s Demo Account Student student e 70.00

Use the pull down menu next to "Column:" to choose a single column to add, click
"Insert" button to add to calculator. @

!-“';'}.;:r;““ Designer Options
Homepage = Basic Control Panel > Manage Course 3 Manaage Stugents = Calculation Editor
Calculation Editor: Final Score
Formula:
v v
{ | I | CE| c | Columin: [Bock Report :i|1n5gr‘t
-
7 |8 ] 8 | /] Function: [maximum =i 5t;¢?|ist| Next item | |End list
a |5 e
t [ [=1]
o [+
Update | | Cancel
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Use the + sign button on the key pad, choose the next column from the "Column:" pull

down menu to ADD, select

"Insert", then "Update" when done. For the purpose of this

manual we want to add the "Book Report" column and a "Default" quiz to equal our Final

Score.

Designer Options

Homepage =

Calculation Editor: Final Score
Formula:

Basic Contrel Panel > Manage Course =

Manzoge Students > Calculation Editor

[Book Report]+[Default]

Column: 'Default

e e
Function: [maxirmom  v] | Start list] [Next item| |End list|

= iInsert]

e ——

The Final Grade score adds both columns for a final score of 100.

Min and Max Function for Calculated columns

Examples of when one could choose to use the minimum and or
maximum features:

1. If an instructor has some sort of grading scheme in their courses
where students can attempt different assessments, for example, a
written assignment and a test with the mark earned for that part of
the course to be the highest of the two.

2. The instructor assigns 11 quizzes in a course and the lowest
result is removed when calculating the overall quiz score.

3. Use these features to leave out the maximum and/or
minimum score of a total by using something like

sum(a,b,c,d)-min(a,b,c,d)-max(a,b,c,d) - with a, b, ¢, and d being
columns listed in the student database

i View

Designer Options

Homepage = Basic Control Panel =
Manage Students
Actions

Options: Records Options: Advanced

Manage Course =

Manage Students

Organize

i - Select action -
Page: [All x| | 4 »
Last Name

Edit

Ede Demo Account Student

| Go| |- select action - >l |Go| |- select action - ¥ | Go
¢ Records 1 -1of 1 [Total: 1]
First Name User ID Default Book Report Final Score
Edit Submissions Edit Formula
Graph Graph Graph

Out of 40.00 Out of 60.00 Out of 100.00

student 70.00
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Students can view any released column (quiz, assignments, newly added columns) via the
My Grades Tool which first needs to be added by the instructor.

To Add My Grades (from the Homepage) select "Add page or tool" button. @

A course with WebCT's basic template

| View }! Designer Options

Homepage

Actions
{% indicates a selection is required
from the main frame.

To add text to this area of your page, click Add upper textblock.

115\ Use Homepage Wizard
LY

g Options: Links
Fad - F o m ¥ {_}‘Q |A|:Id page or tool 4
v ] C Edit
“Related Materials. o ek Study Tools G Delete
{4 Hide
(% Reveal

{4 Specify selective release

To add text to this area of your page, click Add lower textblock.

{% Move backward
% Move forward
(% Move to organizer page|
(% Move to Course Menu
% Copy to Course Menu
Choose the link for "My Grades". °
A course with WebCT's basic template
E View ‘J Designer Options
Homepage = Add Page or Tool
Add Page or Tool
Select a page or tool to add to your course
[ Use a wizard when available £,
| Pages Course Content Tools |Communication Tools |Evaluation & Activity Tools |Student Tools
Organizer Page K}\ Syllabus 4\ Discussions K}\ Quizzes/Surveys My Progress
| Single Page Content Module 4\ Mail 1;!\ Self Test My Grades 4
| URL Glossary Chat B | Assignments Language Selector
Image Database Whiteboard Student Presentations
Index Calendar ‘9\ Student Homepages
Content Utilities Student Tips
Search
Compile
Resume Course
CD-ROM
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Enter a title, choose a location for link (course menu and/or organizer page for

Homepage) and click "Add" when done.

A course with WebCT's basic template

:r“';';-:::.*;"\‘} Designer Options \

Homepage = Add Page or Tool = Add My Grades

Add My Grades

1. Enter a title for this item: IM',r Grades

2. Decide where to show the link to this item.

[+ ©Onan Organizer Page: |Homepage | =]
s : _ Course Cortent and Relasted Materials
I+ Link shows item title cornmunicstion Tools

e Study Tools h
I» Link shows icon (sel Hormepage

f«  Use default icon

¢ Use custom icon

Choose icon: Browse...

3. Add this item to your course.

v On the Course Menu, visible on all pages. Link will appear as text.

Add| Cancel

When students select "My Grades" they have access to their grades only.

My Grades

Student Demo Account !

| Default {Out of 40.00) 26.67
| Book Report (Out of 60.00) 70.00
| Final Score (Out of 100.00) 96.67
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Saving PowerPoint Files:

The most compatible PowerPoint version for working with WebCT is 97/98 with the
newest versions (2001, 2000, 2003) needing setting adjustments to become more user

friendly.

In PowerPoint select File and "Save as Web Page".

1€} Microsoft PowerPoint - [sample]

ELiI_‘]EaE Edit View Insert Format Tools Slide Show Window Help

|01 D) e abm |- @oalne | B 2] Teom i
B = leen Chr+0 -]
op S )

& save Ctrl+s  discussion

Il be talking
‘b Page Preview
=
& print... Chrl+F
— pndexamples

Send To > Hierce

2Y...\narrpptandimpaticay
3 cancerslides d examples

o Sample
¥

4 newtransactnar Hience
s ————— |

Exit

¥ d examples

® Click on the "Publish" button (you may also want to verify that your "File name:" has no

spaces it in). @

Savei: (] Deskiop ¥] & 8|8 K ChE - Tok

XYMy Documents
=]

My Computer

Dreamtieaver Workshop
_| narrppt-impatica
I ppt
| | ps_elements2_warkshop
" snagit

= s iRents i

Fagetile:  PowerPoint Fresentation Do

e came: [Samie] 4 =] 1
S

1
)
Save as tynei [weh Pags = Cancel

Select the radio button for "Microsoft Internet Explorer or Netscape Navigator 3.0 or

later".

Publish as Web Page - £ IS

~Publish what?

o Complete presentation

 slide nurmber I E through i E

A7 Cursbam show ! ﬂ

¥ Display speaker nokes YWeb Options.,, |

- Browser suppork

" Microsoft Internet Explorer 4.0 or later (high Fidelity)
’ %Microsoft Internet Explorer or Metscape Mavigator 3.0 ar |ater

All browsers listed above (creates larger files)

~Publish a copy as

Page title: PowerPoink Presentation Change... |

File name: IC:'l,Documents and Settings\DMCUser\Desktopisample,  Browse... |

@ | [~ Open published Web page in browser Cancel |
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Select the button for "Web Options...".

Publish as Web Page ficd [ed

—Publish what?

o Complete presentation

1 Slide rumber i g through I E

V¥ Display speaker nates Web Options. .. |
|

40

—Browser suppork
" Microsoft Internet Explorer 4.0 or later fhigh Fidelity)
% Microsoft Internet Explorer or Netscape Mavigator 3.0 or later

7 Al browsers listed ahove (creates larger files)

—Publish & copy as

Page title: PowerPoint Presentation Change. .. |

File name: IC:'l,Documents and SettingsiDMCUseriDeskiopisample.,  Browse. .. |

@ | [ Open published Web page in browser Cancel |

Go to the "Files" tab.

[EETETE ? Files D&Pictures | Encoding l

Appearance

i

Colors: iWhite text on black,

I show slide animation whils browsing

W Resize graphics ta fit browser window

2l
21

oK I Cancel

El | [~ Open published Web page in browser Publish | Cancel |

DESELECT the option for "Organize supporting files in a folder" and click the "OK"
®

button.
General Files l Pictures I Encading l

File names and locations

I, iGrganize supparting Files in & Foider ;

%SE long file names whenever possible 4
WV Update links on save

Default editor — =

W Check if Office is the default editor for Web pages created in OFfice

Ok I Canicel l

@) | ™ Open published Web page in browser Publish | Caricel |
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Select the "Browse" button. ®

Publish as Web Page i ﬂll

~Publish what?

= Complete presentation

7 slide rumber I E through-l E

7 Custarishiw; I ;]

¥ Display speaker notes Web Options. ..

i~ Broweser suppork:

' Microsoft Internet Explorer 4.0 or later thigh Fidelity)

% Microsoft Internet Explorer or Metscape Mavigator 3.0 or later

1 pll browsers listed above {creates larger files)

~Publish a copy as

Page title:  PowerPoink Presentation Change... |

File narme: IC:'I.DDcuments and Settings\DMCUser|Deskbopisample, EM—
@ | I Open published Web page in browser Publish Cancel |

Locate an area on the computer to save the folder (my Documents or Desktop) and select
to the "Create new Folder".

20

ﬂhn, 1] Deskrap >| = 8 ‘ & 7 gii ~ Tools =

“3my Documents
S0 My Computer
My Network Places

| \Dreamieaver Workshop
|_ I narrppt-impatica

|lppt

|1 ps_elementsz_workshop

+ |snagit

Flenne:  [BREE o [ ]

Save as typet [web Pages =l coneel |

Give the new folder the same name as the presentation (no spaces) and click "OK".

Publish A5 = ] i
¢ [ Deskiop oo || % B E - Tk -
XMy Documents
MMy Computer
My Wetwork Places
DreamtWeaver Workshop
narTppt-mpatica

21x
iy ot »

CiiDacuments and SettingsiDMCLiser|Deskiop: Cancel
Hame; sample ‘

Save &3 type: IWEh Pages -]

Fioname:  [zample & m

cancel |
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Click "OK". °

- Tools =

File game:

e, |<_

cancel” |

Lel Ll

Save astype: [veh pages

Click the "Publish" button. ®

Publish as ¥eb Page E _ﬂi(j
~Publish what?

v Complete presentation

 Slide number g through I g

7 Cuskory shaw; I

¥ Display speaker notes

~Browser suppork
£ Microsoft Inkernet Explorer 4.0 or laker thigh fidslicy)
+ Wicrosoft Internet Explorer or Metscape Mavigator 3.0 or later

7 all browsers listed sbove (creates larger files)

~Publish a copy as

Page kitle:  PowerPoink Presentation Change... |

File namz: IC:'I,Documents and Settings\DMCUseriDeskiopisample| | Browse. ., I

1
@ | I Open published Web page in browser Publish ‘ Cancel I

What will be produced is a SINGLE folder containing multiple files.

Fle Edit View Favortes Tools Help
degack - = v (2] | Qzearch CyFokders (B HE B X
acddress [ ] ¢:\Documents and Sektings|PMCUser|Deskiopsample
C "‘
& Sanplel  sample_bla... sample_en... sample filsist sample_m...
sample
- R S &y
Select an item ko view is description. a l!g A =
See also: sample_ma.., sample_ma... sample_ma... sample_ma..
My Documents
My Network Places
My Computer
sample_ma... sample_ma... sample_ma...
N R Y m
) E w =)
2 B = e |
sample_ma... sample_ma... sample_ma sample_ma...
Y B
o
4
sample_ma.., sample_ma... sample_ma... o sample_navi.,,
L = =,
? B B
45 object(s) le2ske & my Computer 7
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Zipping - other uploading methods are described in Manual Part 6

At this point all the files contained in the folder must be zipped or compressed into a
single file for uploading. On Windows, right-click once on the folder and then choose
"send to archive". This will produce a single zipped file.

Uploading Files to Manage Files

Log into a Designer course on the Development server (http://facultywebct.hawaii.edu),
select "Control Panel" and choose "Manage Files".

rse with WebCT's basic template

Control Panel

*{ pesigner Options

7 Course Menu Homepage > Basic Control Panel v
Homepags .
Course Content Basic Control Panel Expanded Contral Pans|
syllabus
Calendar Add Page or Tool| | Edit Page or Tool| [Manage Files Manage Course| Course Settings | i
Communication T G
Hail Add tools to your Custornize the Add, di_nload, Manage student and  Change the
Bt st course to svaluats,  Homepage and change, and organize tsaching assistant appearance and
Chat communicate with,  change course the files in your records, Track student behavior of your
Study Tools and provide course  contant. course, progress. Manage course,
content to students, course backups,
Develop course Update the student Import and export
content for students  view of the Content IMS content.
with Tools such as Modules in your

Syllabus and Content  course.

Module. Group course Update student view
content and tools

using Organizer

Pages

Create new content for your course using the Course Design Center,
Course Design Center %

Select the "Upload" button. ®

A course with WebCT's basic template
Control Panel

¥ Course Menu Hormepags = Basic Contral Panel > Manage Files

Homepags Folders and Files Actions .
Course Content Chidk ora Ealdarbelow o view s files: 4 indicates a selection is required

Syllabus N . from the main frame.

Calendar Display this file information: @ Size ¥ Date W Time  Update T4 indicates multiple selections are
Son D Name Size (bytes) Date Time i

= Options: Files

Discussions I EyMy-Files

chet Create file
Study Tools ™ (@ Bilecturenotes_nov11.html 488 Octaber 16, 2003 12:24pm

T Edit
I~ Q] Bisyllabus_sample.hitm 37841 October 16, 2003 12:20pm

T Delets
I Schat

T Copy

@& Broomi ot 880 October 23, 2003 12:49pm e
T Ctest T# Renamne

¥

I~ (testing * Zip

™ () webcT-Files

¥

Unzip
pload 4
T Jdonnizad

=

7

Convert charset

Click the "Browse" button.

- A course with WebCT's basic template
Control PaneII

¥ Course Menu Homepage = Basic Control Panel = Manage Filed = Upload File

Homepage Upload File
cguﬁsi Content Note: Depending on the file size and network connection, this process may take several minutes,
yliabus

Calendar

. Filename: | Browse:
Communication
M?“ Destination folder: |mMy-Files -i
Discussions

Chat e f
Study Tools Upload| | Cancel
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Locate the location for the your file (in this case we will upload the PowerPoint zip file),
click once to select and click the "Open" button.

B

Look in: I:ﬁ Desktop

| e E-

Yy Documents

] My Computer

Iy Mebwork Places
[ }acrobat Reader 5.0

e Create CD
5

Impatica For PowerPoint
A% Instant Messenger

W A ntervideo Wirtvo

g Java Web Start

CydlNetscape Mail & Newsgroups

ﬁ QuickTime Plaver [iE] sample
@ Fealone Flayer 3 snagit
@Respondus 2.0 Campus-wide @jsample
[#7155H Secure File Transfer Clisnk @
SSH Secure Shell Client Eshortcut ko Phal
B2 Ulead VideoStudia 6 5B Shorteut to WS,
Elwinzip

[ IDreameaver ‘workshop

D narrppt-impatica

Cpet

&= ps_elementsZ_workshop

File narme: Isample

Filez of type: IAII Files [%.%)

2]
_'VJ Ope
| Cancel
i )

<

Click the "Upload" button.

¥ Course Menu

Homepage

Course Content
Syllabus
Calendar

Communication

Upload File

. A course with WwehCT's basic template
 Control PaneII SRl

Homepage = Basic Control Panel = Manage Files = Upload File

Note: Depending on the fils size and network connection, this process may take saveral minutes,

Filename: iC:\Documents and et Browse...
Mail Destination folder: IMy-Fi\as =

Discussions

Study Toals

> % Cancel

Unzipping

Select the checkbox next to the sample.zip file and select the button for "Unzip".

Control Panel

¥ Course Menu

Homepage Folders and Files
Course Content

Homepage - Basic Contral Pane| ~ Manage Files

Actions

P Click on 3 folder below its files F‘ ‘”‘:"wmtes i ?E'E““’” s rruled
yllabus rom the main frame.
Caleddar Display this file information: & Size [ Date [ Time  Update o indicates multiple selzctions are
et | Name size (bytes) Date i 2 lowed:
Discussions | I 2 my-Files ERAAHE Ehes
Chat | e
Create file
Study Tools | Q] Bllecturenotzs_novil.html 488 October 16, 2003 121 AR
Presentations | - = Edit
Sample Modile [ &) Bisample.zip 32388 October 31, 2003 9
1 T Delete
‘ [ ﬂ [Bsyllabus_sample.htm 37841 October 16, 2003 12:! =
4 Copy
‘ I~ chat T
| I @sample e
\ I~ Eatest ez
| [atesting = Unzip | <
‘ I~ [_1wWebCT-Files |Upload
|5 Download
T4 Convert charset

At next screen select button for "Unzip" again.
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The file has been unzipped.

At the point the zipped file can be deleted, it is of no use and takes up space. To delete
select the checkbox next to the zip file, over to the right select the button for "Delete".

[ 3 sample
™ Q) Bsample htm §739 October 31, 20
I g] Elsample_blank notes.htm 378 October 31, 20
I gj Eisample_endshow ktm 373 October 31, 20
™ Q] Bsample_filelistxm 2082 October 31, 20
r gj [Bisample_masteros_background.qif 3§82 October 31, 20
' g] Elsample_master0s image00s.gif 227 October 31, 20
I gj Eisample_rmaster0s_image00s.qif 170 October 31, 20
N gj [Eisample_master0s image00s.gif 227 October 31, 20
n g] [Eisample_master0s_image0o6.gif 169 October 31, 20
- ﬂ Eisample_master05_image007.qif 227 October 31, 20
I gj [Ersample_rnaster0S_image00s.qif 171 oOctober 31, 20
I g] Eisample_master0s image00.gif 227 October 31, 20
r gj Elsample_master0s_imagedlo.gif 169 October 31, 20
r ﬂ Esample_master0s_image0il.gif 227 October 31, 20

Linking to the PowerPoint to a Presentation Section
Return to the "Homepage" and select the button for "Add page or tool". ®

A course with WebCT's basic template

Control Panel
[ view ™ pesigner options

¥ Course Menu Homepage

Homepage Actions
Chirst Coritent Ta add text to this arsa of your pags, dlick Add upper testblock. S

Syllabus from the main frame.
Calendar

Communication £ Use Homepage Wizard

B m L] Options: Links
o S - W e o
) & Edit
% Delete
Hide:
(% Reveal
(% Speify selective release
% Mowe backward
% Move formard
To add text to this area of your page, dick Add lower texthlock (% Move to organizer page
% Mowe to Courss Menu
% Copy to Caurse Menu

Course Content and Related Materials Communication Tools

?

o}

Study Toals

Select the link for "Organizer" page, add the title "Presentations", check both checkboxes
for placing the link on the Course Menu and on the Homepage, and click "Add".
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Click on the newly added "Presentations" section.

o 5 A course with WebGT's basic template
antrol Panel
[ ¥iew N Designer Options
¥ Course Menu Homepage
Homepags . . Actions
Course Content Ta add text to this area of your page, dlick Add upper tentblock. % indicates a4 selection is required
Syllabus from the main frame
Calendar - -
Communication . A, Use Homepage Wizard
mail &g ==
Sl 5 & Options: Links
Chat < [&dd page or taol
Study Tools 4 s
Presentations % Edit
Course Content and Related Materials Communication Tools
% Delete
% Hide
% Reveal
L] o =
T TpeChy Telecave TelEatE

% Move backward

% Move forward

To add text to this area of your page, click Add lower testblock. 3 Move to organizer page
% Move to Courss Menu
% Copy to Course Menu

Study Tools Presentations

@ Select the link for "Add page or tool".

A course with wehCT's hasic template
Control Panel

I View \{ Designer Options

¥ Course Menu Homepage = Presentations

Homnepags ) Actions
Course Content To 2dd text to this area of your page, click Add upper textblock. (% indicates a selection is required
Syllabus from the main frame.

Calendar 5 -
Cormmlitication X Use Organizer Page Wizard
Hail

Discussions Options: Links

Chat #dd page or tool
Study Tools b
Eesiiitine Your page does not contain any links to pages or tools. To add links, click Add S edn

a ool.

% Delete

% Hide

% Reveal

% Specify selective release
% Move backward|

% Move forward

% Move to organizer page
% Move to Course Menu

% Copy to Course Menu

To add text to this area of your page, dick Add lower textblock,

Choose to add a "Single Page", type in the name of the Presentation (Sample), and select
the "Browse" button.

- A course with WebCT's basic template
Control Panel

‘W\Jlewﬂ‘| Designer Options

¥ Course Menu Homepage = Presentations = Add Page or Tool = Add Single Page

Hormepage

Course Content addgingleFage
Selishits 1. Enter a title for this item: |Sample
Calendar
Comrmunication 2. Enter the information for the Single Page.
Mail . 4
Discussions Pags filename: | [Browse ..
chat {n .
Studay Tools open in: T New browser window # sarh_browser window

Preséntations ™ show navigation buttons

3. Decide where to show the link to this item,

™ 0on the Course Menu, visible an all pages, Link will appear as text.

™ ©n an Organizer Fage: |Presentations =l
[ Link shows item title
[~ Link shaws icon (select below)
 Use default icon
© Use custom icon

Choose icon: Browse

4. Add this item to your course.

Add| Cancel
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Click once to open the "Sample" folder (if closed), select the radio button for to top file in
®  the folder, sample.htm, and click the "Add selected" button.

A sample
p F gl Eisample . htm
" gl Eisample_blank_notes.htm
gl Eisample_sndshow . htm
gl Eisample_filelist.zml
gl EBisample_masteros_background.gif

gl Blsample_masterds_imagedds.gif
gl Eisample_master0s_image00d.gif

T RO A || 4D

gl Bisample_masteros_image0os. gif
t’“ @\J@sample_masterDS_imageDDG.gif

Upload File To add a file from your computer, Brows
then click Upload. Select it in the list above and click Add
connection, this process mav take several minutes

Filenarme: i Browse. . |
Upload to: IML,I-Files vi Upload

L .ﬁ.u_:lj%e!eqtet! Clase|  [Hele]

Select the radio button for "New browser window" and since a course may have many
presentations (don't want to find a unique icon for each) just select the checkbox for
"Link shows item title", and click the "Add button".

A course with WebCT's basic template
Control PaneII s
i Wigw ‘{ Designer Options
W Course Menu Hormepage = Presentations = 4dd Page or Tool = Add Single Page
Homepage A
Course Content 4Add Bingle-Page
Syllabus

7 is i 1 |sample
Calardar 1, Enter a title for this item I =

Clsll'ﬂi'nunicatiﬂn 2. Enter the information for the Single Page.

ail

Discussions Page filename: isample!sample.htm Browse...
S&hd?rtTools Cpen in: @ New browser window © Same browser window
Presgntations ™ Show navigation buttons

3. Decide where to show the link to this item.

[T Onthe Course Menu, visible on all pages. Link will appear as text,

W On an Organizer Page: ]Presentations ;]
W Link shows itern title
[~ Link shows icon (select belaw)
 Use default icon

{7 Use custom icon

Choose icon: I Browse..

4, Add this item to your course,

lﬁ Cancel
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Students would click on the "Sample" link and a pop up window would have the
presentation.

iz

avirites ook

o e
| bek - = - @[3 2| Qoerch

PowerPoint Presentation - Microsoft Internet Exj

File Edit Yew Favorkes Tools Help

ok - = - @ [0 A Dsearch FFavortes PMeda o |

Address [ @] httpifjwcta2 hawai

ht

A course
Control Panel

rraN gl Sample

¥ Course Menu Homepage » Pr

Introduction

Homepage

Course Cantent .
Syllabus Loniss of

Calendar — Discussion
Communication *@L S
Mmail "
Discussions Topic One P
Chat
Study Taols TopleTap
Presentations
Topic Three

Real Life

What This
Means

Next Steps 107312003 :

< Slide 1 of3 2
[&] pone [T [ e meermer 7

Adding a PowerPoint to a Content Module

Add a Content Module Tool (follow directions at the beginning of this manual), enter the
module and click on the "Add file" button.

Control Panel

¥ Course Menu

Homepage

Course Content
Syllabus
Calendar

Communication
Hail
Discussions
Chat

Study Tools
Presentations
Sample Madule

A course with WebCT's basic template

Designer Options

Homepage > Sample Module

Actions
Table of Contents 5 o £ indicates a selection is required
To edit a page of content, click the page's title, Tip: Select an item in the Table of e
Contents before you add a heading, file, or quiz, and it will be added directly
below the itern that you selected £ Use Content Module Wizard

Options: Content Module
Update student view
Edit Content Module settings

Options: Table of Contents

Add heading

[ s <
CI’E{QE and edit HTML file
Add quiz

Edit titles

% Delete

If needed scroll down the list and click and select the sample.htm file and click the add

button.

Control Panel

A course with WehCT's basic template

P Wiew ‘{ Designer Options

¥ Course Menu

Homepage

Course Content
Svllabus
Calendar

Cornmunication
Mail
Discussions
Chat

Study Tools

Presentations

Sample Module

Homepage = Sample Module = Add Files

Add Files
Files located in the My-Files folders in Manage Files are displayed
only or all files, To add files that are displayed inthe select box,
biox or to upload new files, click Browse,

& Shaw only HTML files in the My-Files folders in Manage Files

" Shaw all files in the My-Files falders in Manage Files
Filenames:

cturenotes noull.html

|

sam

samplefsample_endshow htrn
sample/sample_navigation_bar.htrn
samplefsample_outline_collapsed. htm
samnple/sample_outline_expanded htm
samplefsample_outline_navigation_bar, htm
sarnple/sample_zlide00o0l, htrm
samplefsample_slide000z. htm
sample/sample_zlide00o0s, htm
sarnplefsampla_zlidennnd. htrm
sample/sample_zlide000s. htm
sarnplefsampla_zlidennnsg. htrm
sample/sample_zlided0o0?, htm ;!

’@ Browse| Cancel
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Once done remember to "Update Student View" (review Page 13).

Students would click on the presentation title to view.

& course with WebCT's basic template
Control PaneII

I Yiew \I\ Designer Options

W Course Menu Homepage = Sample Module

Hormepage
Course Content

Zyllabus 1. PowerPoint Presentation
Calendar —\Th
Communication

Mail
Discussions
Chat
Study Tools
Presentations
Sample Module

Table of Contents

Homepage > Sample Moduls > PowerPoint Presentation

E & e @ E

I

Sample

Introduction

Sampleioduls Topics of Discussion

Topic One Samp|e
Topic Twe

Topic Three

Real Life
What This Means

Next Steps

FEd | £ Slidelof3 D

NEW: for Macintosh users you can now use a freeware utility that will make your
PowerPoint Presentation viewable in WebCT.

Saving as a Webpage:

In PowerPoint, select File -> Save as web page that will produce a folder and a single
presentation.html file (it is best to choose a very generic background template for your
presentation).

Download and use the Utility:
Download the WebCT PPT Repair Utility from
http://www.hawaii.edu/talent/WebCT_PPT_Repair_Ultility.sit and extract the file.

Open the Folder "WebCT PowerPoint Repair Utility", double click on the icon, simply
drag and drop the folder which was created during the save as web page process (not the
single file) into the utility window.

Once the chime rings then proceed to zip and upload (follow zipping and uploading
instructions described for Windows on page 24 - you MUST zip both the single file
AND its associated files folder). To link to the file select to "add a page or tool",
choose "single page", browse for the presentation.html file and click the Add selected
button.
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