WebCT Vista Upcoming Semester Checklist 
for Instructors/Designers
1. Confirm PeopleSoft information
Make sure that the information about the classes for which you are requesting a course section is entered correctly into the PeopleSoft Schedule of Classes and that the instructor information is also correct. Please inform your department chair if the PeopleSoft information is incorrect.
· Login to Wiser at http://wiser.umb.edu/ 
· Tips for Searching Schedule of Classes
2. Request a WebCT Vista course section
Request a WebCT Visa course section at least 2 weeks prior to the semester start date by submitting the WebCT Vista Course Section Request form at http://www.lms.umb.edu/webct_courserequest.htm. 

You will be enrolled as instructor and designer for all course sections requested and will be notified when your course section has been created. Students will be enrolled into your course section during the first week of classes of the requested semester.
3. If your course section is being copied from a previous semester, be sure to check the content thoroughly and modify each module with current dates:
Assignments:

· From Build tab view, and select Assignments from Content Inventory.
· Click on the title link of each assignment to edit.

· Select the appropriate due dates and cut off dates.

· Place a check beside “Create a corresponding event in the Calendar tool” to include assignment on the calendar.

· Click Save.
Assessments:
· From Build view, and select Assessments from Content Inventory.
· Click on each individual assessment.

· Click Edit Settings. 
· Click Dates Available and select the appropriate start time and end time. 
· Click Save.
Content files:

Check all content files for date changes (syllabus, weekly assignments, etc.)

From File Manager click the pencil icon to edit html files.
Use the HTML Creator to make minor changes.

It is best to download files with significant changes and edit them with a MS Word or a web page editing program and then upload them back into Vista. All files with proprietary formats must be downloaded to your computer first before you can edit them.  You will then need to upload the updated files within File Manager or WebDAV.
4. Edit discussion questions:

· From Build tab view, select Discussions from Content Inventory.

· Click on Edit settings (blue gear icon on right side). Edit existing discussion questions within the Description box. 

· Click Save.
· Click on Create Topic to add new discussion questions.

5. Deleting Content

You may need to delete duplicate content files, discussion items or assignments no longer in use, which will make your course section easier to manage. A good time to do this is 2-3 weeks before the semester begins because once students make submissions to an assignment or discussion, etc.  you will no longer be able to delete the item. 
Deleting content files:
From File Manager click the delete icon (X) on the right hand side of the screen. to delete files.
Delete discussion item: 

· From Build tab view, click on Content Inventory and select Discussions.

· Click Go arrow.
· Click on delete icon (X) beside the discussion to be deleted.

· If the discussion item was linked from the grade book you will also need to delete the corresponding listing in the grade book as well.

Delete an assignment or assessment:
From Build tab view, click on Content Inventory and select Assignments or Assessments.

Click on delete icon (X) beside the item to be deleted.

Delete items in grade book:
· To delete a discussion item, you must first delete it within the discussions tool as noted above. 
· From Teach tab view, click on Grade book.

· Click Column Settings in upper right corner.

· Click the check box at the top of the column for the item to be deleted. 
· Click Delete in bottom blue bar. 

6. Release grade book to the students: 
In Vista, grades are not viewable to students until the grades are released. It is possible to allow grades to be released automatically by following these steps:
· From Teach tab view, click on Grade book

· Click Column Settings in upper right corner.

· Check the box beside Select All in upper left corner.
· Click Release in bottom blue bar. 

7. Add calendar entries:

From Teach tab view, click on Tool View and select Calendar.
Click Go arrow.
· Click Add Entry at bottom left of screen 
· Alternatively, click on the number link on the calendar then click Add Entry
· Add a short summary which will appear as an event title on the calendar.
· Modify the Start and End dates.

· Type: Select the course with which the event is associated.
· Access Level: click public for all students to view, select private if the entry is to viewable by the instructor only.
· Detail: Provide a basic description.
· Click More options if event is to occur several times over a period of time.

· Click Save.
8. Set  selective release: (Optional)

If you want to control the availability of certain components in your course use the selective release feature. 
From Teach tab view, click on the Tool View tab and select Selective Release Map.
Hide or make visible learning modules, assignments or assessments by clicking on the Yes or No under the Available column. Alternatively, you may set specific criteria to release components.
Note that if you have already set up release dates within settings for an assignment for example, be sure not to set release dates again for the same assignment with the Selective Release Map tool.    
9. Checking for student enrollments:

Registered students are enrolled into course sections a few days before the semester begins. You may follow these instructions for viewing student enrollments: 

· From Teach view, click on Reports and Tracking from Course Management Tools. 

· Select the Student Tracking report type and click Run Report. 
All registered students should appear within the listing. Please inform the LMS administrators of any problems prior to the start of classes.

10. Create learning groups: (Optional)

After your course section has been populated with students, you may create groups of students so that they may work on projects together or be assigned separate discussion groups to participate in. 

· From Teach tab view, select Group Manager from Tool View tab.
· Click Create Groups.
· Click the radio button beside the type of group to create.

· Enter a Group name.

· Click Add Members.
· Check the members to add and click Add Selected.
· Click Save.
· Repeat process for each group to be created.
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