WebCT Users Group Meeting 9/19/2006 - 
Common questions about WebCT 6.0
WebCT Contacts @ MCC

Contact the CTL at (480) 461-7331 or ctl@mcmail.maricopa.edu to work with Donna Gaudet, Peggy Johnson, Monica Castellano (intern for Fall), and Jeff Anderson on your WebCT questions.
· Internet Explorer Information Toolbar
Details:  
Students that are using Windows XP with Internet Explorer will experience this problem.  Internet Explorer has a built-in security toolbar that blocks students from opening Word Documents, PowerPoint files, any file except an HTML file.  The student can choose to open the file but they have to click on the toolbar and select the option to 'Download the File'.  Students will see the below message if they have the Information Toolbar turned on and are trying to open a file:
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Solution(s): 
Students can click on Download File and allow the file to be opened every time this happens.

Students can use the Mozilla or Firefox browser.

Students can turn off the Information Toolbar completely so this does not happen to them ever.

· Open Internet Explorer.
· Select the Tools menu->Internet Options.
· Click on the Security Tab.
· Click on the Custom Level button.
· Scroll down and find the option 'Automatic prompting for file downloads', change it to ENABLE.
· Click on OK, Click on OK.
· Paging Preferences

Details:  

Students and instructors will see paging preferences at the bottom of the screen whenever a page has more than 10 items.  After the next upgrade (hopefully before Spring) students and instructors can set paging preferences globally (to see 20 or 50 or 100 items on every page) but for now, they can only set paging preferences within each tool separately.  Students and instructors will see the below paging preferences if more than 10 items appear on a page.
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Solution(s): 

Students and instructors can use the temporary paging preferences to move to the next page in the list or to view all items in the list.

Students and instructors can change the permanent paging preferences within the tool by clicking on the yellow Paging Preferences icon.

· Click on the yellow Paging Preferences icon [image: image3.bmp].
· Type in the number of items you would like to view on the page (ie. 20, 50, 100).
· Click on OK.
· How to change the order of gradebook columns

Details:  

Instructors can adjust the order of gradebook columns in the gradebook but to adjust the order for both the instructor and student view, they should understand the tabbed view.  When the instructor first opens the Gradebook, they are viewing the 'Grades' tab by default.  Students will see the 'View All' tab.  The order of the columns under each tab is different though.  So depending on how instructors reorder the columns in the gradebook, they may be viewing a different order from their students.
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Solution(s): 

If an instructor reorders the columns in the gradebook under the 'Grades' tab, they should also reorder the columns in the gradebook under the 'View All' tab if they want the students to see the same order of columns.  Always check the My Grades tool from the 'Student View' to check to see that any changes you have made show up correctly to the student.

· Access the gradebook.
· Move to the tab you want to reorder columns under (Grades or View All).
· Click on the Reorder Columns button.
· Checkmark the box next to the column you want TO MOVE.
· Click the yellow move icon where you want the column TO MOVE TO.
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· How to change the order of items on a folder page

Details:  

Once an instructor has added icons to their folder pages, they can use the move arrows to move icons around on the folder page but as WebCT swaps the order of icons instead of shifting them, it may be difficult to set the order correctly.  In the below example, if an instructor wanted to put Assignment 4 in the bottom row, choosing the 'move down' option will not work.  Instead of moving Assignment 4 down to the bottom row and shifting the icons over, WebCT will swap Assignment 4 with Assignment 5 on the page and the order will still be incorrect.
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Solution(s): 

Use the Power View page option to move icons around.

· Move to the Build tab.
· Select the Page Options button.
· Select 'Go to Power View'.
· Checkmark the box next to the column you want TO MOVE.
· Click the yellow move icon where you want the column TO MOVE TO.
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· Select the Page Options button.
· Select 'Go to Basic View'.
· How to edit files
· Use WebDAV (Windows and Internet Explorer only).

· Edit the file on your computer locally and save it.  Always keep a copy of your files on your computer for editing.  This will save you time.  Make sure that you do NOT rename the file.  If you rename the file, you will need to adjust all of the WebCT links pointing to it.

· Move to the Build tab.
· Select File Manager.
· Select the ActionLink next to File Manager, select Open as Web Folder.
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· Select the ActionLink next to File Manager, select Open as Web Folder.

· A WebCT WebDAV window will open, it will look like a disk or folder but it is a direct connection to your files inside of WebCT.  

· Drag and drop the edited file from your computer desktop or disk to the correct folder.
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· Use 'Get Files'.

· Edit the file on your computer locally and save it.  Always keep a copy of your files on your computer for editing.  This will save you time.  Make sure that you do NOT rename the file.  If you rename the file, you will need to adjust all of the WebCT links pointing to it.

· Move to the Build tab.
· Select the File Manager.
· Select the Get Files button.

· If the file is to be stored into a subfolder, then move to the subfolder. 
· Select My Computer.

· Browse to your computer / disk and select the file, select OK.

· When the 'Resolve Naming Conflicts' screen appears, select the radio button next to 'Replace Existing' and select OK.
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· How to access submissions, download all assignments for grading
· Move to the Teach tab.
· Click on Gradebook.
· Select the column name of the assignment (Assignment 1, Assignment 2, etc.), select View Submissions.  You can access this same area in multiple ways but if you enter through the gradebook, WebCT will limit your view to this specific assignment.

· Select the Submitted tab to view only new assignments that have been submitted and not yet graded.
· Look for the paging preferences at the bottom of the screen and make sure all assignments are showing.
· Click on the checkbox to the left of 'Title' to select all.
· Click on the 'Create Printable View' button at the bottom of the page.
· Click on the 'Save As File' button to zip all the assignments into one file.
· Click on the name of the zip file to download it.
[image: image11.png]% Selected submissions have been saved to your Content Manager,
from MCC WebCT
0842 20066-AssignmentSubmissions-2006-Sep-20-09-25-23.2ip

oK




· How to access submissions, grade a single Assessment question
· Move to the Teach tab.

· Click on Gradebook.

· Select the column name of the assessment (Quiz 1, Exam 2, etc.), select View Submissions.  You can access this same area in multiple ways but if you enter through the gradebook, WebCT will limit your view to this specific assessment.

· Select the Not Graded tab to view only new assessments that have been submitted and not yet graded.

· Select the ActionLink next to the name of the assessment; select 'Grade All Attempts of a Single Question'.

· Select the ActionLink next to a question, select 'Grade all attempts of this question'.
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· Select the Hide Name button if you wish to grade the question without knowing which student answered the question (anonymously).

· Select the first Attempt in the list.

· Grade the question, select 'Save and view Next Attempt'.
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· How to access submissions, grade a Discussion topic
· Move to the Teach tab.

· Select the Discussions Tool.

· Select the ActionLink next to a topic, select Grade Topic.
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· Select a student name at the right to view their discussion posts, type in the score at the left once you've reviewed the posts.
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· How to use the WebLinks Tool / What is the WebLinks Tool
· Turn on the WebLinks tool by accessing Manage Course -> Tools under the Build or Teach tab.  The WebLinks tool allows you to create a list of external resources.
· Move to the Build tab.
· Select the WebLinks tool.
· Select the 'Create Web Link' button.
· Type in the title of the link that the student will see.
· Type in a description (optional).
· Paste in the complete URL (including http://).
· Select the checkbox to 'Open in a new browser window'.
· Select Save.
[image: image16.png]Create Web Link

*Title; [Smithsanian Museum of Natural History
Deseription:  [Virtual tour of the Smithsonian Museum of Natura
History

*URL: [http: //www . mnh. si. edu/museun,/VirtualTour/inde;




Other quick FAQs
· Gradebook Symbols

If a ^ appears next to a grade in the gradebook, this is WebCT's way of notifying you that you have overridden a grade or have graded it differently than expected so it is flagging it for you.  An example is that if you type in a score for an assignment within the gradebook without going through the Assignments area, WebCT will flag it with a ^.  You may wish to do this to allow a student to turn in an assignment in person.  But since you are not grading it through the expected area, WebCT flags it.  This symbol does not appear to the student.
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If ( ) appear around a score in the gradebook, this is WebCT's way of notifying you and the student that the grade is incomplete.  This occurs most commonly with calculated columns.  If you have a total points column setup for quizzes and the student has not completed all the quizzes in the course, the total to-date appears with ( ) around it until all quizzes have been completed.  This symbol will appear to the student and the instructor.
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· HTML Editor
When using the HTML editor, expand the window by making it into a popup.  Click on the 'Frame Window Mode' icon in the last row and then you can expand the HTML window to be larger.
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· Exiting one WebCT course, entering another WebCT course

If you are logged into a course and want to return to your course list, click on the MCC WebCT link in the upper right corner.  This appears under the Build and Teach tab.
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· Withdrawn students
If you withdraw a student from your course, WebCT should hide them from your view within 24-48 hours.  If you need to refer back to their gradebook entries, temporarily show the students by selecting the Gradebook Options button ->Show Unenrolled Member data within the gradebook.
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· Global Calendar Tool
The Calendar tool is global.  Each person accessing the calendar will see all their activities for all their classes in one calendar.   As an instructor, you will see all the calendar entries for all of your live courses and development courses.  The student will only see the calendar entries for their courses (not your development course).   Change the view of the calendar to view only the current class by using the option to view the current course only.
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· Items that do not roll-over from development to live courses
· Calendar entries - wait until you make your live course to create calendar entries.
· Announcements - wait until you make your live course to create announcements.
· Discussion messages - wait until you make your live course to create discussion messages.  You can use the Description field to put in your questions, just don't post any messages.
· Mail messages - wait until you make your live course to send internal WebCT Mail messages.
· Calculated columns
If you create a column in the gradebook for total points or for a percentage, WebCT has changed the way it displays calculated columns.  Right now, the total points possible are not calculated (the instructor has to figure it out and type it in) and the total points possible do not display to the student.  One good method to double check your calculations is to give your Demo Student 100% and make sure everything adds up.  There is no method to display the total points possible to your students.  We have requested this to WebCT but there is no estimated date to change this.
