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Faculty Quick Start Guide:
Building Your Course in WebCT Vista

|. Preparation

1. Join the UMB faculty users group to discuss WebCT issues and download

manuals and other files. Email Eileen McMahon, eileen.mcmahon@umb.edu to

join,

2 umbfaculty : UMB LMS Faculty Group - Microsoft Internet Explorer
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Home
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Post
Files Description
Photos This ig a enline community for UME faculty using WEBCT Vista or Prometheus to
Ll exchange information, tips and techniques.

2. Visit the web site: www.webct.com/exemplary to look at examples of exemplary
WebCT courses.

3. Take the instructor practice course that should be listed in your course list in
“My UMassOnline Boston.”

4. Prepare your files for uploading to WebCT. Filenames should be lower case with
no spaces. Use underscores or dashes instead.

5. PowerLink: WebCT has developed a utility which allows you to publish directly
from Microsoft Office Applications (e.g. Word, Excel). You must have Microsoft

Office 2002 or later. See www.webct.com/mspublishing for further information

and to download PowerLink.
6. Office: You can use MS Office files: Word, Excel, and PowerPoint Documents.

If students do not have these applications on their computer, they can download
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viewers at www.microsoft.com/downloads. However, it is preferable to convert

MS Word files to the .rtf format which can be used on different computer types
(Windows, Macintosh, etc.) and with other Word Processing Applications.

7. Also consider converting files to Acrobat PDF format.

8. Use HTML format (web pages) for content files (other than attachments). We
recommend Nvu (pronounced N-View) as an easy web editor. You can download

it for free at www.nvu.com/index.php.

9. If you create HTML files using MS Word, select the “Web Page, Filtered”
option when saving your file.

10. Dreamweaver: You can develop your course in Adobe (Macromedia)
Dreamweaver and publish it directly to WebCT. See our Job Aids for this topic in
the UMB faculty users group.

11. Breeze: Adobe (Macromedia) Breeze is available for use by UMass Boston
faculty. “Breeze” allows you to convert PowerPoint files to an online presentation
which you can then link to WebCT.

Il. Browser Check & Login

1. Go to www.boston.umassonline.net to login. We recommend that you type in a

secret question when prompted to do so.

2. Run Check Browser on My UMassOnline Boston (after logging in to WebCT).

‘A WebCT - Microseft Internet Explorer | B
>

Fi= Edt ‘Wiew Favortes Tookk Help

S
UMassOnli
/ e el M@MHMIMWIM

My UMassOnline Boston \

Welcome, Gene Shwalb. Today is August 22, 2006, Content | Color | Layout | [E £

Calendar Day Course List Personal Bookmarks
You currently have no MBa &F 628 Portfolio Management - MB4 Nghoo Groups
entries for today. AF 628 Fall 2006 Sectign 01 Blogger

Section [nstructor: Atreya Chakraborty,

gkl
Tao Do List m Gene Shwalb Ehcke

Wikispaces
You currently have no AF 335 Investments - AF 335 Fall 2006
items. Cee ki 11

Campus Bookmarks

3. The results of this check will let you know if your browser is configured

properly to use WebCT. It will also provide instructions for correcting any
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deficiencies. Note especially that Popup blockers must be disabled in order to run
WebCT. The script “*.umassonline.net” can added to the pop-up blocker settings

instead of typing in the full URL for the WebCT web site.

See www.webct.com/tuneup for a list of supported Web Browsers for Windows

and Macintosh computers.

1. Enter the Course Construction Area

1.

2.

On My UMassOnline Boston, from the “Course List”, click on the section that you are

designing.

The next screen explains the three working environments: Build, Teach, and Student

View.

A= a user enrolled as a Section Designer-Section Instructor, your course in START »
WebCT is divided into three tabs: Build, Teach, and Student Yiew.

| Build E

The Build tab provides designers with the tools to create or import course content.
More...

| Teach E

The Teach tab provides Section Instructors with access to all of the tools and
components that have been added to the course as well as the course management
tools, The Teach tab is also where Section Instructors interact with Students. More...

| Student View E

The Student View tab provides a functional preview of how the course appears in the
Student view. From the Student ¥Yiew tab, you can access and use all the tools and
components as a Student, giving you the opportunity to test the appearance,
workflow, and usability of the course.

(] Do not show this page again START »

You can check the box at the bottom: Do not show this screen again.”
Click Start.

V. Uploading Content

1.

Select the Build tab.
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UMassOnline :
A Boston My UMassOnline Boston | Help | Log out

Build Student Yiew
Basic View | Power Yiew j Content Inventory j H File Manager pSearch &, Content Import

N Teach MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Section

2. T he Designer toolbar contains File Manager, Search, and Content Import. Click

on File Manager.

Build ST AU MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Section
Course View |Goto ~| | Tool view | ¥ snnouncements | Ecalencar | Hfile Manager | (Y
File Manager &3 UMass Boston » UMBGradMBA AF > MBA AF 628 Po... » MBA AF 628 Fa... »

_ Section Conte...
=55 UMassOnline

-7 Chat_Whiteboard_Fal Edit Paging
=3 UMass Boston [] Name i+ Public Type Size Last]
:g g;:éﬁ';r'fgrﬂﬂ—i [ D)_sssignments.rtf Yes  RichText 9K AUg
=83 UMBGradMBa AF |80 Handouts Yes  Folder Aug
. =53 MBA AF 628 Por
: T e (F 523 1 OB Lectures Yes  Folder Alg
563 section Cc | [ B _syllabus.html Yes  HTML S45Bytes ALUg
% [‘a”tdﬂu [0 CI_WebCT Students Guide 3 92705.pdf Yes  PDF 1072K  Aug
BCture
-5 UMBUGrdAF O O_webCT Default Syllabus.rtf Yes  RichText 39K Aug

#-3 UMOLDacumentatic | [ | pawnload | Zip |  Move | Copy | Delete | Break Link | | Declare Characte
#-C7 ZMB GRC Sandbox

Upload File| Create File| Create Folder| Edit Paging
#-) My Shortcuts Yiew WehDaV Info | Add Shortcut |

3. Note that on the left, you see the directory structure of your section within
UMassOnline. On the right, is a screen with your files.

4.  From the File Manager screen, navigate to the folder into which you want to upload
files.

5.  Click Upload File, located at the lower bar of the File Manager Screen. The Upload

File screen appears.

Upload File

Destination: €9 Section Content

*File: |
[0 sutomatically expand uploaded Zip
files

Character Set: Unicode (UTF-8) v

Author:

Description:

Subject keywords:

Save | Cancel | Save and Upload Another|
* Reguired field

6. Nextto File, click Browse. Your computer’s file browser appears.
7. Locate and select the file you want to upload. File name along with the local path now

appear in the File text box.
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8.  If you are uploading a Zip file (a compressed file containing one or more files within it),
and you want to unzip the files after uploading, check Automatically expand uploaded
Zip files.

9. Note: Unzipped files are placed in the folder you selected in step 4.

10. Enter Author, Description, and Keywords for this file (optional).

11. If you want to upload another to the same folder, click Save and Upload Another.
Repeat steps 4 to 10. For a single file, click Save.

Note: Once you upload your files, you need to link them to places in your course in order for
students to see them (Home Page, Organizer Pages, Learning Modules).

V. Make a Homepage and Add Your Syllabus
w MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Sar.:til

| Basic view | Power View | Content Inventory EFnlg Managar ﬁsggr;h %2 Content [mport
Add to Course Toolbar: [] My Grades (G Assessments B Assignments S} Chat and Whiteboa
Coursa Toolbar:
{tools always visible) & _annguncements™ IE alendar™ E File Mangger™ Q Mail ™

B Toolbar Settings

Go to ~ 3 You are currently on: & Home Page Edit Header

i L MBA AF 628 Portfolio Management Q)

@ Assessments »

: Syllabus™= 5 Clgss 17 Class 2™
SEgnments » x L ) LY E
B assign 2\ @ % = PN
~ - b 3\ =
LT‘J hat and Whateboard » L4 Haglclar

L
D Content Fila x»

¥ Discussions » &% Class 37 o™y lgs5 47 ™M Class 57

a Learning Module » LA Hiddgr | :.L_‘ ™ fH T | A

In setting up your course Home Page you need to decide:
=What information you want in the Header and Footer
= What colors and icon sets you want to use for the course
= What icon links you want the students to see on the Home Page

= What tools you want students to have available to them on the Course Toolbar
throughout the course

1. Adda Header and Footer
= Click on the Build tab and then Basic View.

Gene Shwalb v_1.08.23.2006 Page 5 of 10



FacultyQuickStartGuideVerl 8.23.2006.doc

Click the “pencil” icon that appears in the header and footer area of the home page
to create or edit the Header or Footer.

Consider adding tech support information to your footer:
a.  Email Tech Support: bostonsupport@umassonline.net
b.  WebCT Tech Support: 1-800-569-6505

2.  Customize page layout, colors, and icon sets (Optional)

In Basic View, click Course Customization which appears toward the bottom of the
left hand side of the page.

Decide how you want to group lessons, assignments, handouts, etc. What icon links do

you want students to see when they first login? Are you linking to learning modules,

to organizer pages, to single pages of content?

Decide which Items should appear on the Course Toolbar. You may not need an icon

link on the home page (e.g. to discussions) if that item appears on the Course Toolbar.

Student Yiew \ MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Section 01

{i’.&nnuuncementﬂ Calendar EMv Files @Mail

You are currently on: Home Page

Course Toolhat ————

4. Add a Syllabus

= Use the options on the left side of the screen under Add to Home Page.
= Click on the Syllabus tool.

= You can choose to build a syllabus in WebCT or select a file that you have already
uploaded into your WebCT directory through the File Manager.
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5. You can add other items to your homepage.

Add to Home Page
@ Assessments »

@ Assignments »

£) Chat and Whiteboard »
Basic Yiew W Power Yiew j (

% Discussions » B content File »

B} Learning Module » Select how you would like
to add the file:

Media Library Collection =
. Select File
[Ei Organizer Page »

Create Content File |

B content File »

I SCORM Module »
Syllabus s
@il URL »

G to Content Files

Add Content Files adds a single page of content; Add Organizer Page adds a page like
the home page with links to other pages; Add Learning Module adds a set of tools that
can be organized with a table of contents menu for navigation. When you select a file
through the File Browser, you will see a list of your uploaded files on the right. Check the

files(s) you want and click on Add Selected. The files will appear on your homepage.

VI. Selective Release Map and Criteria

1. You can set the dates you want content to be available and visible through the Selective

Release Map tool, available from the homepage on the left hand side
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Basic View ‘| Powvier View "| Content Inventory "| ElEie Manager | P gearch | W
' selective Release Map

Organizer Pages Membears

To r pages and links avallable to users, the following must be satisfied
1. ent's availability must be set to Yes
2. The rel iteria must be satisfied. To view or edit release critena, click j@
3. The link visibility must be set to Visible
Organizer Pages and Links Release Criteria for Associated Components
Title Link Linked to Available Release Actions ?
Visibility Criteria
) Home Page
Course and Instructor . .
Info visible [ Yes =5 &)
#-Class 1 visible |3 Yes -- e
@ Class 2 Hidden |} No -- &

Sl tivs Bls e Critain T i

2. Once inside the Selective Release Map area, you see a list your Home and Organizer

pages. Click on the Expand (plus) symbol “to see the contents of these pages.
3. To set Selective Release Criteria, click on the symbol in the Actions column. Release
criteria can be defined for:
= Date
= Member
= Group
= Grade Book

Set Release Criteria for: Class 1

To add a new criterion below an item, select the item. If no item is selected, the new criterion appears at the bottom
of the list.

Move Criteria options 2|
at ([0 September 6, 2006 09:53 AM Until December 23, 2006 09:53 AM &
A% [0 [and =] UserlD Equals UMSO0756180 & K
at O Iﬂ Group Equals Super Student Group & X
At O Im Final Equal to 90 & X
oL
| Indent | Outdent| Deleta All |

Select Criteria to Add: | Date | Member| Group | Grade Book
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VII. Mail Forwarding

= You can set up mail forwarding to receive messages in external mail. However, WebCT mail
is an internal mail program. You cannot reply to forwarded mail from your external email.
You must return to WebCT to reply to the message.

® To set up mail forwarding, click on the Mail icon on the Course Toolbar to enter the Mail
tool. .Click the Mail Forwarding icon (envelope with a green arrow). Enter the external

email address and click Save. Forwarded mail will appear in your external Inbox as
DO NOT REPLY@umassonline.net

m MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Section 01

. # Course View IGDtC\ - \L Toaol View I3 Announcaments EEM Eﬂﬁ'ﬂaﬂi‘lﬂ QM
Mail * MBA AF 628 Portfolio Management - MBA AF 628 Fall 2006 Section 01
0¥ Folders: [ - view messages - =l ® | ™ | search this tool: [ #|
B inbox 0 () | / refresh now
O sent Mail 0 (0) lilail Borzarding
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VIll. Resources

1.

UMB Faculty Users Group (a Yahoo! Group)
WWW.groups.yahoo.com/group/umbfaculty
UMass Boston WebCT Vista Resources

www.lms.umb.edu/webct.htm
Technical Support:

bostonsupport@umassonline.net

Telephone Support:
1-800-569-6505
WebCT Website Support Home Page

www.webct.com/techsupport

General assistance with building course

umbgrc@yahoogroups.com
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