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INSTRUCTOR MANUAL

Pages

e Single Page
e Organizer Page
e URL

Course Content Tools

e Syllabus
e Content Module
e Glossary

Communication Tools

Mail

Chat
Whiteboard
Discussions
Calendar
Student Tips

Evaluation & Activity Tools

e Quiz/Survey

Self Test

Assignments

Student Presentations
Student Homepages

Student Tools

e My Progress
e My Grades
e | anguage Selector

PAGES

There are three types of pages that you may add to your course:
Organizer Pages, Single Pages, and URL's.

A Single Page can be an HTML file, an image file, a sound or

audio file, adocument in PDF format, or a page of content that
opens in an external window and can be readily closed, without
having to leave your current position in the course.
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An Organizer Page alows you to create links to tools with similar
functions. For example, you could create an Organizer Page named
Communications that contains communication tools such as Chat,
Discussions, Whiteboard, Mail, and Student Tips.

A URL allowsyou to add alink to an external Web site. Y ou can
add the link on the course Homepage or an Organizer Page. Y ou

can also choose whether the Web page opens in the current window
or anew browser window.

ADDING PAGESAND TOOLSTO YOUR WEBCT COURSE
Go to the page in which you wish to add the tool.
Select Add Page or Tool from the pull down menu.

Click onthelink for the page or tool you wish to add to your
course.

Enter aTitle for theitem.
Check the box (by left clicking) next to "On an Organizer Page'.
Click on the"Add" button.
Y our page/tool has been added.
COURSE CONTENT TOOLS
(COMMONLY USED)
Syllabus
Content Module
Glossary
Syllabus
Saving your Syllabusasa html file

Saving your Syllabusasa html file
Step 1

Saveyour file at aWeb Page. (File, Save as a Web Page from the
Word Toolbar)
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Step 2

After you have added the Syllabus tool to your WebCT course click
on the Syllabus link.

Step 3

Click on Designer Options

@ Designer Options

Step 4
Scroll to the bottom of the page and click on the Browse button.

Syllabus Source

To use a syllabus saved mn a text or HTIL file, selec
ayllabus file, enter a filename, and then click Go.
Information that vou have created using the Syllabus
tool iz saved but iz not displaved.

Tze

0 Syllabus tool
® Syllabus file

Filenarme: | |

Step 5
Click on the Upload Button

Ifthe file you want 15 not

Step 6

Click on the Browse button.

| Browse.. |

Step 7
Find your saved .html syllabus file and double click on it.

Step 8
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Click the Pick button

Ficka

Step 9

Click on the Go button under Syllabus Source that is located at the
bottom of the screen.

TTze

) Syllabus tool
@ Syllabus file

Filenatne: | Syllabus

Go)

Step 10

Go back to where your syllabuslink is, making surethat View is
selected, and click on it to make sure that the link works.

1.

bk wd

S

From the Add Page or Tool screen click on the " Syllabus®
link. The Syllabus screen appears.

Typein"Syllabus® inline 1.

Place a check in the box for on an organizer pagein 2.

Click on the "Browse" button.

Find your syllabus.htm file that you have aready |oaded into
Manage Files and double click oniit.

Click on the"Add" button.

Content Module

Eal N o

Add the Content Module page to your course.

Click on theicon/link for "Content Modul€e".

Click on Designer Options

Under the Edit Table of Contents menu select which action
you would like to perform then click on "Go".

Adding a heading

Use Add heading to create a new heading or subheading in your
course table of contents. Y ou specify where you want the heading to
be added.

1.
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Under Table of Contents, select the heading after which you
want the new heading appear.

Page 4 of 40

1/13/2003



Kennebec Valley Technical College Software Links

2. Under Add or Delete Items, select Add heading and click Go.
The Add Heading screen appears.

3. Inthe Titletext box, type the new heading, and click Add.
The revised table of contents appears. Note: you can now add
content under your heading with Add file or Create and add
HTML File.

Deleting a heading

Use Delete to delete a heading or subheading from your course table
of contents.

1. Under Table of Contents, select the heading which you want
to delete.

2. Under Add or Delete Items, select Delete and click Go. A
warning message appears.

3. Click OK. Therevised table of contents appears.

Adding files

Use Add files to add course content to a heading or subheading in
the table of contents. Y ou specify where you want the files to be
added.

1. From the Table of Contents screen of the Content Module,
select Designer Options.

2. Under Edit Table of Contents select Add filesand click Go.
The Add Files screen appears, displaying only HTML files
that have been uploaded to the My-Files folder. To display all
filesin the My-Files folder, select Show al filesin the My-
Filesfolder in Manage Files.

o If thefileisdisplayed in the Filenames selection box,
you can add it the Content Module by doing the
following:

a. Select thefile(s) you want to add. Tip: To select
multiple files, hold the CTRL key while selecting
the files. For Mac users, hold the Apple key.

b. Click Add. Thefile(s) are added and the updated
Table of Contents appears.

o If thefileis not displayed in the Filenames selection
box, you must upload the file to the My-Files folder
before you can add it to the Content Module:

a Click Browse. The WebCT Browser appears.

b. Click Upload. The Upload File screen appears.

c. Click Browse. Your computer's file manager
appears.

d. Locate and select afile. Thefilenameis entered
in the Filename text box.

e. Click Open. The WebCT Browser appears.

f. Click Upload. Thefileis uploaded to the My-
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Files folder and is pre-selected.
g. Click Pick. The Add Files screen appears,
displaying the file in the Filenames selection box.
h. From the Filenames selection box, select thefile
and click Add. Thefileis added and the updated
Table of Contents appears.

Adding a quiz

Use Add Quizto add aquiz or asurvey to your course.

1. Under Add or Delete Items, select Add Quiz, and click Go.
The Add Quiz screen displays the quizzes which are available
in your course. Note: use Quiz or Manage Filesto add
guizzes to your course folder.

2. Under Add Quiz, from the Quiz name drop-down list, select a
quiz.

3. Inthe Quiz title text box, type the quiz title that will appear in
the course table of contents.

4. Select Replace the file selected in the Table of Contents, if
you want to to replace an existing heading with the quiz.

5. Click Preview if you want to view the quiz before you add it
to the course.

6. Click Add. Therevised course table of contents appears.

Glossary

Adding glossary entries

Y ou can add entries to the glossary individually or by importing a
file.

1. Toaddaglossary entry, under Main Options, select Glossary
and click Go. The Glossary screen appears.

2. Under Add New Keyword to Glossary, select Add a keyword,
and click Go. The Add Keyword screen appears.

3. Inthe Keyword text box, type the keyword of the glossary
entry.

4. Inthe Definition text box, type the description of the glossary
entry, and click Add. The Glossary screen appears with an
updated list of Glossary keywords.

Importing glossary entries

If you import glossary entries from afile, the entries must bein a
specific format:
¢ each glossary entry must be preceded by acolon (":") and is
on aline onits own.
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¢ thelinesfollowing the entry must contain the glossary entry

description.

Note the glossary entry or description may contain a colon. Only
lines beginning with a colon will be interpreted as containing a new
glossary entry.

This example illustrates how to add a new glossary entry.

:new entry

Thisisthe new glossary definition for the glossary entry

named "new entry".

Note Ensure that you have uploaded the glossary file from your
local computer to your WebCT [My-Files] folder before you begin.

1.

2.

3.

To import glossary entries from afile, under Main Options,
select Glossary and click Go. The Glossary screen appears.
Under Add New Keyword to Glossary, select Import afile,
and click Go. The Import a file screen appears.

In the Filename text box, type the filename of thefile to be
imported, and click Import. The Import Confirmation screen
appears. Note Y ou can browse your [My-Files] and select
the import file, if you do not know the filename.

Click Continue to complete the glossary update. The Glossary
screen appears with the updated keyword list.

Editing glossary entries

Y ou can change keywords and descriptions which have already
been entered into the glossary.

1.

2.

To edit glossary entries, under Main Options, select Glossary
and click Go. The Glossary screen appears.

Under Glossary keywords, select the glossary keyword that
you want to edit.

Under Other Options, select Edit, and click Go. The Edit a
keyword screen appears.

In the Keyword and Description text boxes, type the changes
that you want to make, and click Update. The Glossary screen
appears with an updated list of Glossary keywords.

Click Update. The Glossary screen appears.

Deleting the glossary entries

Y ou can delete glossary entriesindividually or by deleting all of the
entries.
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1. To delete glossary entries, under Main Options, select
Glossary and click Go. The Glossary screen appears.

2. Under Glossary keywords, select the glossary keyword that
you want to delete.

3. Under Other Options, select Delete, and click Go. A warning
message appears. Click OK. The Glossary screen appears
with an updated list of Glossary keywords. Note: If you want
to delete all of the glossary keywords, then select Delete all
instead of Delete.

Download glossary entries

If you have a number of glossary entries to edit, you may want to
use atext editor of your choice, rather than edit each entry
individually in WebCT. Y ou can do this by downloading the
glossary entries onto your own computer, making your changes,
uploading the fileinto WebCT, and then importing the glossary
entries. Note: The glossary is downloaded in plain text format (.txt).

1. Todownload the glossary entries, under Main Options, select
Glossary and click Go. The Glossary screen appears.

2. Under Other Options, click Download. The Download File
screen appears.

3. Click Download. A browser message appears. Savethefile
on your computer. Y ou can now edit the file on your
computer, upload it to WebCT and import it to the glossary
when you have finished.

Linking glossary entriesto cour se content pages

Y ou can create hyperlinks from words in a page of content to the
corresponding glossary entries. If you do not create these links,
students will be unaware of glossary definitions unless they search
the glossary itself.

Note Since this function only appliesto content pages, you must
link your glossary entries with the Glossary tool in Content Module

1. To create links between content pages and glossary entries,
under Main Options, select Glossary and click Go. The
Glossary screen appears.

2. Under Other Options, click Page Links. The Manage keyword
links screen appears. The words in the page that are glossary
keywords are hyperlinked, with an option button next to
them. These words are also listed at the bottom of the page,
under Unlinked Keywords.

3. Tocreate ahyperlink to the glossary from aword in the page,
select the word in the page of content, and click Update

4. Toremove ahyperlink, under Unlinked keywords, select the
word, and click Update. Note: To remove al links, click
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Clear All instead of Update

Note To make the glossary available to students, you must Update
the Student View.

Linking glossary definitionsto other glossary entries can create
hyperlinks from words within glossary definitions to corresponding
glossary entries.

Note Since this function only appliesto content pages, you must
link your glossary entries with the Glossary tool in Content Module

1. To create links between glossary definitions and other
glossary entries, under Main Options, select Glossary and
click Go. The Glossary screen appears.

2. Under Glossary keywords, select the glossary keyword in
which you want to create links.

3. Under Other Options, select Manage keyword links, and click
Go. The Manage keyword links screen appears. Thewordsin
the definition that are glossary keywords are hyperlinked,
with an option button next to them. These words are also
listed at the bottom of the definition, under Unlinked
Keywords.

4. To create a hyperlink to the glossary from aword in the
definition, select the word in the definition, and click Update.

5. Toremove ahyperlink, under Unlinked keywords, select the
word, and click Update. Note: To remove al links, click
Clear All instead of Update.

Notes:

e tomakethe glossary available to students, you must
Update the Student View

¢ if you decideto edit the glossary definition at a later time,
all the Keyword Links will be removed; you must use
Manage keyword links to recreate them.

COMMUNICATION TOOLS

Mail-WebCT mail is an internal email tool for you and your
students. Y ou can read and send mail with or without attached text
or image files.

Chat-Chat alows you, and your students to have real-time
conversations. There are four general purpose chat rooms and one
genera forum for the course. Thereis also ageneral chat room for
all courses. Conversations in the four general purpose rooms are
recorded. You are the only person in the course who can see the
records.
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Whiteboard-Whiteboard is a drawing tool that designers, students,
and teaching assistants may use during an online discussion. This
tool allows users to type text, draw objects, insert graphics, and
make modifications--especially useful for drawing and viewing
diagramsin real -time.

Discussions-Discussions allows you and your students to read, send,
and search for messages. Discussionsis divided into Topics which
help you to create discussion groups around particular subjects.
Topics can be public or private.

Calendar-Calendar allows students and instructors to exchange
information about class events quickly and effectively.

Student Tips-Student Tips allows you to write tips for students on
topics such as using WebCT. These tips display randomly each time
a student logs onto your course. Students can control whether or not
they see the Student Tip of the Day by enabling/disabling Student

Tips. Students can use Student Tips only if you have added it to
your course.

Compiling and Downloading Information

Attaching and Downloading files through the Mail or Discussion
Tools

PowerPoint

MAIL

Reading and Sending Mail without attachments
Replying to Mail
Downloading Mail

Reading and Sending Mail without attachments

(To view how to send attachments please refer to the Attaching
Files section of this manual.)

From the Mail Folderstable, click the folder that contains the mail
that you would like to read. The Mail Messages screen appears.

To access al mail messages click on the Show All link. To view
only the messages that you have not read click on the Show unread
link. To send messages that have been read to the read "pile", click
on Update Listing.

From the Mail Folderstable, click Inbox.
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Click Compose Message. The Compose Message window appears.
View thelist of possible recipient(s). Click Browse. Click on the
name of the person that you would like to send a mail message to
and then click on Done. To select more than one recipient, hold
down the SHIFT key while selecting the names and then click on
Done.

Complete the subject line, and type your message in the text box.
Blank subjects or messages are not allowed.

Replying to Mall

Click the message that you would like to reply to. The message
appears.

Click on the Reply link.

The Compose M essage window appears.
Type your message in the text box.
Click the Send button.

Downloading Mail

From the Mail folderstable, click the folder that contains the mail
that you would like to download. The Mail Messages screen

appears.

Click the message that you would like to download. The message
appears.

Click the Download link.

Y our browser's file downloaded window appears. Select the saveto
disk option (Save File), and choose the saving location.

When the download is complete, click the Close link.
CHAT
Entering a Chat Room
From the Chat screen, click the room that you would like to enter.

The Chat window appears. The Conversation Text Box displays all
messages sent and received.

To send a message to everyone in the room type your message in
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the bottom text box and then press Enter on your keyboard. Y our
message appears in the Conversation Text Box.

If you place a check mark in the square to the left of Entry Chime
you will hear a chime sound which is useful if you are working
elsawhere in your course.

WHITEBOARD
Connecting to the Whiteboard Server

In order to use whiteboard, you must connect to the Whiteboard
server.

Click the Whiteboard icon.

If your connection to the Whiteboard server is successful, your User
ID will appear in the Current Users box. If your connection is
unsuccessful, Not Connected will appear in the Current Users box.
When other users log on to the Whiteboard, their User ID'swill also
appear in the Current Users box.

To get adescription of the Whiteboard tools, roll your mouse over
the tool icons. The description will be displayed in the Information
box on the lower right of the Whiteboard screen.

For information on how to use whiteboard, along with detailed
information regarding using the Drawing Palette please use the Help
link which islocated at the top of the page.

DISCUSSIONS

Reading and Sending M essages
Managing M essages

Replying to a Message
Deleting a Message

Managing Topics

Reading and Sending M essages

By default, messages are presented by threads. Threaded messages
are aseries of replies to the same subject.

To view both read and unread messages, click Show All.

To view unread messages only, click Show Unread.
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To view messages in chronological order, click Unthreaded.
To display any messages that were just sent, click Update Listing.

Managing Messages

From Discussions, click the topic containing the messages you want
to read. The Discussion messages screen appears.

In the header row, expand the thread by clicking the arrow next to
it. All unread messages in the thread appear. A paper clip icon
appears if the message has attachments.

Click the message that you want to read. The message opensin a
new browser window.

If the message includes afile attachment, you can view the attached
file by clicking the paper clip icon. The Attachments screen appears.
Note: it is recommended that you install anti-virus software before
viewing or downloading attachments.

When you have finished reading the message, you can:

¢ close the message. Click Close.

e reply to amessage
e download a message

Replying to a message

To reply click Reply. To reply only to the person who posted the
message, click Reply Privately. Note: Your reply is sent via Private
Mail. To include the original message in your reply to al topic
members, click Quote.

Deleting a Message

From Discussions, click the topic containing the messages that you
want to delete.

Display the messages that you want to delete. By default, only
unread messages are listed. To view all messages, click Show All.

Select the messages that you want to delete. To delete al messages
in athread, in the header row, select the checkbox next to the

magnifying glassicon. To select all of the messages displayed, click
Select All.

From the Apply to selected message(s) below drop-down list, select
Delete and click Go. The selected messages are deleted.
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Managing Topics

Adding atopic

Note: When you add a new topic, it is automatically set as a public

topic.
1.
2.

3.
4,

From the Discussions screen click Manage Topics. The
Manage Topics screen appears.

Under Options, select Add new topic and in the text box,
enter the name for the new topic.

Click Go. the new topic is created.

To return to the Discussions table, in the Breadcrumbs, click
Discussions.

Deleting a topic

1

From the Discussions screen, click Manage Topics. The
Manage Topics screen appears.

From the Topic Settings table, select the topics) that you want
to delete.

Under Options, select Delete selected topics.

Click Go. Thetopicsand al of its associated messages are
deleted.

To return to the Discussions table, in the Breadcrumbs, click
Discussions.

L ocking atopic

1.

From the Discussions screen, click Manage Topics. The
Manage Topics screen appears.

From the Topic Settings table, under L ocked, select the check
box next to the topic you want to lock.

Click Update. The topic is assigned an anonymous status.

To return to the Discussions table, in the Breadcrumbs, click
Discussions.

For more in-depth exploration of Discussions please use the Help
file located in the menu bar at the top of the screen.

CALENDAR

Adding calendar entries

Editing calendar entries

Deleting calendar entries

Adding Calendar Entries
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4,

From the Calendar screen, click the hyperlinked date to which
you wish to add an entry.
Click Add entry.
Complete the selection drop-boxes and text fields for your
calendar entry:
e Date the hyperlinked date is automatically selected;
you may change the date if you wish
e Summary: provides the brief description of the entry
that displaysin the calendar
e URL: alowsyou to include alink to a website in your
entry
e Interna Link: allowsyou to include alink to page of
content in your course
e Detail: provides the details that are not included in the
entry's Summary
o Start Time and End Time: allows you to associate start
and end times with your entry
e Access Level: sets whether the entry is public (all
course members can view the entry) or private (only
you can view the entry).
Click Add. The View Day screen appears displaying your
new entry.

Editing Calendar Entries

This option allows you to edit all public and private calendar
entries.

1

abkhown

From the Calendar screen, click the hyperlinked date
containing the entry you wish to edit.

Select the entry you wish to edit.

Click Edit.

Revise your entry.

Click Update

Deleting Calendar Entries

This option allows you to delete individual public or private
calendar entries.

1.

2.

3.
4.

From the Calendar screen, click the hyperlinked date
containing the entry you wish to delete.

Select the entry you wish to delete. To delete al of the entries
for that day, click Delete All.

Click Delete. A warning message appears.

Click OK. The entry is deleted.

STUDENT TIPS

Adding OneTip at aTime
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Editing Tips

Deleting Selected Tips

Deleting All Tips

Downloading Tips

Adding OneTip at aTime

1.

SR WN

From the Student Tips screen, select Designer Options. The
Tips Database screen appears.

Under Add New Tip to Database, select Add a New Tip.
Click Add. The Student Tip Addition screen appears.

In the Tip titletext box, type the title.

In the Tip text box, type thetip.

Click Add. The Tips Database screen reappears.

Editing Tips

1.

SUuhhwN

From the Student Tips screen, select Designer Options. The
Tips Database screen appears.

Select the checkbox next to the tip you want to edit.

Under Other Options, select Edit the Selected Tip.

Click Go. The Student Tip Editor screen appears.

Inthe Tip Titleor Tip Text text boxes, type the changes.

To apply the changes, click Update The Tips Database screen

reappears.

Deleting Selected Tips

1.

2.
3.
4,

From the Tips Database screen, select the checkbox next to
the tip(s) that you want to delete.

Under Other Options, select Delete the Selected Tip(s).
Click Go. A warning message appears.

Click OK to continue.

Deleting All Tips

1.

2.
3.

From the Tips Database screen, under Other Options, select
Delete All.

Click Go. A warning message appears.

Click OK to continue.

Downloading Tips

1.

2.
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Screen appears.

To save thefile on your computer, follow the browser
instructions.
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3. If necessary, close your browser and open thefile.
4. To edit the student tipsfile, use any text editor.
5. After you edit thefile, you can import it back to your course.
COMPILING AND DOWNL OADING INFORMATION
Compiling and Downloading Mail & Discussion Messages

This feature allows you to select mail messages, compile them into
onefile, and download thefile.

From the Mail Folderstable, click the folder link that contains the
mail that you would like to compile and download. The mail
message screen appears.
Select the order in which the messages will be presented.
o for chronological order, click Unthreaded
o for threaded, click Threaded. (Note: threads are created when
someone replies to a message.)

Select the Show All Link.

From the Apply to selected messages below drop-down box, select
Compile.

Click Go. The compiled messages appear.

Click the Download button. Y our browser's file download window
appears.

Select the save to disk option (Save File), and choose the saving
location.

When the download is complete, click Close. The message appears.
Close out of the dialogue box.

ATTACHING AND DOWNL OADING FILES THROUGH
THE MAIL OR DISCUSSION MESSAGE TOOL S

Attaching Files

Click on the Browse button.

Find the file on your Floppy A: or computer drive.
Click attach file. The filename appears.

Click on the Attach File button and wait for the screen to refresh.
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Y ou will seethelink for the file that you just downloaded in blue
under attachments.

Click send.
Downloading Files

1. Select thefile and then click Download. Y our browser'sfile
download dialog box appears.

2. Select to savethefile to disk, and then click OK.

3. Select the location where the file will be saved, and then click
Save. Thefileis downloaded to your computer. Note: When
saving your file, if an extrafile extension is added to the
filename, such as*.wct o *.attach, remove it before saving
thefile.

4. Click Close. The Attachments screen closes and you are
returned to the message.

Power Pointsin WebCT
1. Create your PowerPoint Presentation

2. File, Save as Web Page

EiT| Edit  Wiew Insert Format  Tools  Slide
M [ mew... Chrl+M E
i = Open... Chrl+0 5
= Close I_

‘Bl Save Ckrl+5
: Save As...

I@ Save as Web Page. .. | ]

Ej Search... Ing

3. Save to Desktop (or other place of your choosing)

Loak in:

4. Make sure that the file name has no spaces or punctuation marks
init.
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Page title: Power Points in WebCT

File name: |inerPDint5inWebCT.htm

Files of bype: |'-.-'-.-'e|:| Page {*.htm; * html)

5. You will notice that this creates a .htm file aswell as afolder.

PowerPaink, ..

PowerPaink. ..

6. Copy the folder name.

7. Go into the Manage Files section of your course.

MYWEBCT | RESUME COURSE
Select action o

Selectaction

Yiew Designer Map
Add Page or Toal
tanage

tanage Course
Change Settings
Content Assistant

8. Under Folder Options make sure that "Create New" is selected,
then click "Go" and paste the name from step 6.

Folder Options

melect folder(s) below, select an action,

and click Go
| Create New
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9. Click in the "Create a folder named" textbox. Paste the name of
the folder that you copied in step 6 into this textbox.

Create Folder

Create a folder named || |
withun the folder
| My-Files s

[ Create ] [ Cancel ]

10 Click on the Create button.

11. Open thefile folder on your desktop. (By double clicking on the
icon.)

12. Click on Edit and then Select All.

& C:\Documents and Settingsirho

. File W=al# Yiew Favorites Tools

Undo Copy Chrl+Z

Select Al Chel+A

Inwert Selection
oy — Ko

13. Right click on the highlighted area. Choose Send
To...Compressed Zipped Folder.

[t UL LU UL T

!_ Open
- Edi .
§  Openwith r : !
T L o et ol
; Zuk . @' Deskkop (create shorbout) L
£ Copy 2L, DirectCD Drive (E)
=  Create Shorkout | Mail Recipient

Delete G My Documents
é Rename

[ web Publishing Wizard

M 315 Floppy (A2
. s CO-RAY Drive (E:)

Properties
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13. Go back into your Manage Course section.

14. Make sure that there is a checkmark in front of the file folder
that you just created in steps 8 & 9.

EVALUATION AND ACTIVITY TOOLS

(most commonly used at KVTC)

Quiz/Survey

Self Test

Assignments

Student Presentations

Student Homepages

QUIZZES
Quiz M anagement
Use the Quiz Management tool to add quizzes and surveys to your
courses. If you do not already have a quiz as part of your course,
then you must add the quiz tool to your course Homepage or
Organizer page. The directions below are for adding quizzes to your

course. (Just for your information: just select the survey buttons
instead of the quiz ones.)

Using Respondus to Upload a Quiz into WebCT
Creating aquiz
Adding questionsto aquiz
Assigning a value to each quiz question
Quiz Settings
Using Respondusto Upload a Quiz into WebCT

Respondus allows you to import multiple choice, true-false,
paragraph, short answer, and multiple response questions from a
file. The questions must be organized in aformat that is acceptable
to Respondus and the file must be stored in text (.txt) format. (All
word processors have the capability of saving files as .txt files--so
does the WordPad application in Windows.)

Putting questionsinto a format that is acceptable to Respondus
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Required Elements (Multiple Choice)
Each question must begin with a question number, followed by
either aperiod "." or a parentheses")".

The question wording must follow the question number. (Note: at
least one space should be between the question number and the
question wording.)

Y ou must place an asterisk (*) directly in front of the answer
category (do not put a space between the asterisk and the answer

category).
Example: 3. Who determined the exact speed of light?

a. Albert Einstein
*b. Albert Michelson
¢. Thomas Edison
d. Guglielmo Marconi

Importing True and False Questions

The process of importing a"true and false" question is similar to
that used for importing multiple choice questions (see above). Both
of the following examples are valid ways to format atrue and false
question for importing purposes.

Example: 3) Albert Michelson determined the exact speed of light?

*a) True
b) False

Importing Paragraph Questions

Thelogic for importing paragraph questions (also known as "essay"
or "open-ended" questions) is similar to what is described above for
multiple choice questions. The primary difference is that the first
line of formatting must begin with "Type: P". Thisisfollowed by
the question number, and the question wording. The answer is
provided directly below the question.

Example: Type: P

4. How isthe Michelson-Morley experiment related to Albert
Einstein's theory of relativity?

a) In 1887, Albert Michelson and Edward Morely carried out
experiments to detect the change in speed of light due to ether wind
when the Earth moved around the sun. The result was negative.
They found the speed of light is aways the same regardless of
Earth's motion around the sun. Scientists were puzzled with this
negative result, and they didn't know how to explain it. Albert
Einstein came up with the answer in his famous second postulate in
theory of relativity: that the speed of light (in vacuum) is aways
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constant and absolute, regardless of its source's motion and
observer's movement.

Importing Short Answer Questions

Short Answer questions (also known as "fill in the blank™) may also
be imported. The first line of formatting for each question must
begin with "Type: S*. Thisisfollowed by the question number, the
guestion wording, and the answer.

Example: Type: S
5. Who is known as the "father of television"?

a. Zworykin

Starting the Import

To start the import, select the [Import Questions] task from the Start
tab.

Step 1

Thefirst step isto select the type of file that will be imported. This
version of Respondus can only import files stored in the " Standard
Format", so this option is already selected. Then use the [Browsg]
button to locate and select the file to be imported.

7 Import
Questions

1. Select the file to Import: Ca
QW) 1| SR [ T ik file: i "'Stardard Format!! H
File name: - click browsze to choose - Browse
Step 2

Type in the name that you would like your new document to have.

File name: |F| ezpondusPractice. bt Browse

2. Chooze where to add the new Questions:

" Append the questions inta the current document.

{* Create a new document, named;  |Fespondus Practice

Step 3
Click the [Preview] button to preview the file being imported and to
seeif there are any warning messages. |f warning messages are
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shown at the bottom of the screen, you need to determine whether to
make changes to the text file or whether to continue with the import.
(Duplicate names, if seen, are ok.)

3. Uze the Preview button to check for problems: Presiem

Presview resulkz

# | Short Hame Chiestion Wording
1 | Respondus canl Fespondns can be fin onee wou learn hover to use al

< 3

|N o Warhings.

Step 4

If you are satisfied with how the results ook in Preview, click
[Finish] to complete the import. The file has now been created or
appended. Switch to the Edit menu to modify thefile, or go to the
Preview menu to view the file using a browser-like window.

4. Press the Finish button to complete the process. Finizh

Step 5

Click on the Ok button.

Respondus @
L] 'E File Saved.
L

Publishing afileto WebCT

Step 1

Click on the Preview and Publish tab.
Step 2

Click on the Publish to WebCT button.
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Preview &
Publish

Preview

Puhblish to WehCT
I Add WehEl Self-Test

Step 3

Select WebCT from the pull down menu in #1. A screen like the
one below will appear. Make sure that your User Name and
Password are yours and that all other information is the same as
what's on the screen. Click on the Ok button.

WebCT Server Information

“WiebCT Server URL, e.g. "webct purdue. edu"
Cancel
wihat wauld vau like ta call the zerver? WebCT Wersion
Delete
|webCT 1 auto-detect _T_j Q
IJzer Hame Paszward
]rhl:lffman | xxxxxxxxx

If thiz iz a ghared computer, do not check thiz bow:

v Remember my User Mame and Password [zave them on this computer]
Step 4
Click on the Publish button.

4. Chooze Actionz to perform

¥ Add questions to the question database,

[ Create orupdate Quizz % Create new quiz 1HESF":'”':|U3P’3'3“CE

™ Usze exizting quiz ]
[ Apply Question Sets to quiz

[T Add point values to quiz.
[ Apply Settings to quiz.

5, Publish | Status
Step 5

Watch the status box and once it says Completed Successfully close
out of Respondus and go into your WebCT Quiz area.

Status {Eumpleted successfully,

Creating a Quiz
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Step 1

After adding your quiz tool to your WebCT course click on the quiz
icon.

Step 2
Select Designer Options. Click on the Quiz/Survey link.
Quiz/Survey ar

Quiz and Surve

Management

Step 3
Select Add New Quiz under Options then click on the Go button.

Options
Duestions Database

=elect an ttem fom th
left. Select an action b
click Go

@ Add new quiz

O Add new survey
(O Add label

O Edit

O Delete

O Edit titles

Step 4

Under Add New Quiz type in the quiz name and then click on the
Add button.
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Add New Quiz
Tvpe the quz title, sel

Title |Fractice Cluiz

C_-}Ei:&SE this quiz on 2
Template | Quiz 1-

® Do not use anothe
| Add || Cancel |

Step 5- Adding Questionsto aQuiz

Click on the quiz title link.

Title

Step 6

When the next screen comes up it will say that no questions have
been added to the quiz yet. Select Add questions or Add Question
Set (use only if you wish to have the questionsin the quiz
randomized) and then click on the Go button.

Go. Go.

® Add questions O Add questions

O Add question set ® Add question set

O Add question alternates O Add question alternates
O Eemove question O Remove question

O Edit quiz settings O Edit quiz settings

O Preview quiz O Preview quiz

B
Step 7

Under Manage Categories, View Categories select the category
name that you wish to use from the pull-down menu. (It's usually
the same name as the name of your quiz.) Click the Go button.
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Manage Categories
select an action below, and click Go.

® View category |l mimncne
O Add category |

O Delete category | Practice Quiz

O Edit category titles

Step8

Select the questions that you would like to have added to the quiz
by clicking on the Select All link that is above the Title.

Category: EespondusPractice

Select all Select none

Title Type Category Used hy
Sort oot oot sort
G, Respondus can be fiun MC  RespondusPractice |---

Step 9

Under Manage Questions Select Add Questions to Practice Quiz
(for example) and then click on the Go button.

Manage Categories
select an action below, and click Go.

® View category f
O Add category |

O Delete category | Practice Quiz
O Edit category titles

Step 10- Assigning a value to each quiz question

Practice Cluiz

This brings you to the Quiz Editor Screen. Type in the point values
for each of the quiz questions and then click on Update total. Once
thisis done you will notice that the Total will read 100.

MNo. Points | Select Questions

Cl 1 'IEIEI || Q, Respondus can be fun

Total: 0 [ lpdate total J
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Step 11- Quiz Settings
Under Options select Edit Quiz Settings. Click on the Go button.

Go.

r Add questions

O Add question set
r Add question alter
(O Eemove question
@ Edit quiz settings
O Preview quiz

[Go]

Step12

Here you will select the Basic Settings, Availability, Selective
Release (if any), and Resullts.

Basic Settings
e (uestion delivery

e Quiz duration
e attemptsallowed

Availability

o available after
o available until

Selective Release

e releaseto
e release based on

Results

e student score release

e release column

o student results display
Your quiz isnow "up" and ready for the students to take!

SELE TEST

Self Test allows you to create a multiple-choice test that students
can use to test their knowledge. No grades are assigned or recorded.
Instead, when a student answers a question in a self test, they are

informed immediately whether the answer is correct. Y ou can also
include reasons why the answer is correct or incorrect.
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Self Tests can be created through Respondus just like quizzes. (See
quiz creating)

ASSIGNMENTS
Assignments allows you to create and distribute course assignments

to your students, and download, evaluate, and assign a grade to the
completed work.

Adding an assignment

Specifying assignment settings
Importing an assignment-related file
Removing assignment-related files
Grading student submissions

To download an assignment
Toassign agrade

To download multiple assgnments
Toreturn a graded assignment
Resetting student submissions
Deleting an assignment

Releasing the assignment column

Adding an assignment

1. From Assignments, select Designer Options

2. Under Assignment Options, select Add, and click Go.

3. Inthe Assignment Title text box, type thetitle of the new
assignment, and click Add. The Assignments screen appears
with the new assignment title as alink.

Specifying assignment settings

1. From Assignments, select Designer Options

2. Under Title, click the assignment title. The Assignment
screen appears. This screen displays the Due date for the
assignment, the Maximum grade, and Instructions for the
completion of the assignment. Assignment-related files are
also listed on this screen.

3. Under Edit Assignment Options, click Settings. The
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Assignment Settings screen appears.

4. Under Basic settings, enter the assignment title, instructions,
and maximum grade.

5. Under Availahility, select the dates and times that the
assignment will be available.

6. Under Submissions, select whether or not to allow multiple

submissions.

Under Results select one of the score release options.

Click Update.

o N

Add Assighments

1. Enter a title for this ttem :_ﬁssi.gnmen.tﬁ
2. Deride where to show the link to this ttem.
[ Onthe Myvigation Bar, wisible on all pag
On an Crganizer Page | Homepage vl
Link shows ttem title
Link shows icon (select below)
& Use default icon

7 TTze custotn icon
Importing an assignment-related file
1. From Assignments, select Designer Options.

2. Under Title, click the name of the assignment to which you
want to import afile. The Assignments screen appears.

Assignments
To wiew and orade :
below.

Current date; Mower

3. Under Import File, enter the filename by typing the path and
filename in the Filename text box or by clicking Browse. (By
Clicking the Browse button the WebCT Browser appears. Select the
file and then click Pick.
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Import File

Filename

:cuursebuild.j:
Import

4. To import the file, click Import. The screen refreshes to show
the newly imported file.

Files Modification Date Size
[ |coursebuld3 jpg :ﬁugnlst 20,2002 11:26am |54 kB

Removing assignment-related files

1. From Assignments, select Designer Options.

2. Under Title, click the name of the assignment from which you
want to remove afile.

3. Select thefile(s) you want to remove.

|Files
coursebuild® jpo

4. Under Remove selected file(s), click Remove. A warning
message appears.

Eemowve selected flels)
| Femowe |

5. Click Ok. Thefileisremoved.

Grading student submissions: grading assignments involves four
steps. Steps 2 and 4 occur outside of WebCT, so are not described
in the steps below.

1. download the assignments from WebCT to your computer

2. open them on your desktop

3. print them out for reviewing and grading, or review them on-
screen

4. assign agrade and enter comments about the assignment in
WebCT

To download an assignment(s)

http://www.kvtc.net/Website/Frames/WebSiteData/ Onlinel earning/Support/Instructors/W. ...

Page 32 of 40

1/13/2003



Kennebec Valley Technical College Software Links

1. From Assignments, select Designer Options.
2. Inthe Results column, click Submissions for the assignment
that you want to download.

Resulis
Suhthizsions

3. In the Status column, click the Not Graded link for the student
whose assignment you want to download. The Grade Assignment
screen appears, containing: aview files button, a grade text box, and
acomments text box.

4. To download, click View Files. The Assignment Dropbox
screen appears in a new browser window.

5. Select the file(s) and click Download

Page: A” V Previous page
User ID Mame
— .
- -
Diowrnload the selected student
subrmizsions.
] — | Diownload |

6. A dialog box appears. Follow the instructions in the dialog box
to save thefile to your computer.

To assign agrade

After reviewing the assignment, you must enter agrade in WebCT .

1. From Assignments, select Designer Options.

2. Inthe Results column, click the Submissions link to the right
of the assignment for which you want to enter agrade. The
Submissions screen appears, with atable listing all students
who have submitted assignments.

3. Inthe Status column, click the Not Graded link for the
student whose assignment you want to grade.

Status

Mot Graded

4. In the Grade text box, type the grade.
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C ommments
COMMEMTS G2 HEEE

Grade EGF%ADE: out of 200

[ Grade H Cancel ]

5. If you want to provide comments, type your comments in the
Comments text box. (see above)

6. Click Grade. the Submissions screen appears with the Status
updated to Graded. (see above)

To download multiple assignments

1
2.

No o

From Assignments, select Designer Options.

In the Results column for the assignment you want to
download, click Submissions. The Submissions screen for
that assignment appears.

Click the Select All to select all students' assignments for
download, or select unlimited individual students.

Under submission Options, click Download. The File
Download screen appears.

Save thefile to your computer.

Click Update to refresh your screen.

Assign a grade to the downloaded assignments(s).

To return a graded assignment

Y ou can upload and return a graded assignment to a student.
Important: The assignment must be submitted, downloaded, and
graded before you can upload and return it to a student.

1
2.

3.

http://www.kvtc.net/Website/Frames/WebSiteData/ Onlinel earning/Support/Instructors/W. ...

From Assignments, select Designer Options.

In the Results column, click Submissions for the assignment
you want to return.

In the Status column, click the Graded link for the student
whose assignment you want to return.

Under Graded files, click Upload file. The Upload Graded
File screen appears. Warning: Uploading a graded assignment
automatically returns the assignment to the student who
submitted it.

Under Filename, enter the filename either by: typing the path
and filename in the Filename text box or by locating the file
by clicking Browse. A Window's browser appears. Select the
fileand click Open.
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6.

To upload and return the assignment tot he student, click
Upload. The Grade Assignment screen refreshes to show the
newly uploaded and returned assignment. Y ou will not
receive a message confirming the return of a student
assignment.

Resetting student submissions

1
2

5.
6. Click Ok.

From Assignments, select Designer Options.

. Under Results, click Submissions for the assignment for

which you want to reset grades. The Submissions screen
appears.

To delete a student's submitted assignment and grade, select
the check box(es) beside the student(s) User ID.

Click Reset. A warning message appears, asking you to
confirm that you want to delete the student's submitted
assignment and grade.

Click Ok. A final warning message appears.

Deleting an assignment

Warning: Deleting an assignment removes the assignment and all
related student submissions from your course. However, the
assignment grades are retained in the Manage Studentsfiles.

3.

4,
5.

1. From Assignments, select Designer Options.
2.

Select the radio button for the assignment that you want to
delete.

Under Assignment Options, select Delete and click Go. A
warning message appears.

Click OK. A final warning message appears.

Click OK. The updated Assignments screen appears.

Releasing the assignment column

Y ou can release the assignment column if you want students to see
their assignment grade in My Grades.

Eal N

o

From Assignments, select Designer Options.

Click the assignment you want to release to students.

Under Edit Assignment Settings, click Settings.

Under Results, from Release Column select whether or not to
release the assignment column to students.

Click Update.

STUDENT PRESENTATIONS

Sudent Presentations allows you to create groups of students within
aclass and assign them a project that they assemble in their own
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area of your WebCT course. The groups create their presentation in
HTML as linked web pages. Y ou, and other students in the course
can view the completed project. Projects could be collaborative
writing assignments, research proposals, or multimedia Web
presentations on particular course topics. If you want to assign
students to individual student presentations, you can do that as well.

Create a group manually

1. From the Control Panel, click Manage Course. The Manage
Course screen appears.

WTWEBCT | RESUME COUR
' Select action W
Selectaction

Yiew Designer Map

Add Fage ar Tool
Manage Files

Change Setftings
Content Assistant

2. Click Manage Presentations Groups. The Options screen
appears.

Manage Presentation
Groups

These sethings are used for the Student Presentations tool
See all groups

Create new groups

Zenerate random groups

Eemovwe all groups

3. Under Options, select Add and click Go. The Group
Information screen appears.

Options

To create a group mamally, select Add
create random groups of students, selec
and click Go.

® Add

(0 Generate groups

O Change settings

=

Mo student groups have been created.
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4. Inthe Group name text box, enter a name for the group.
Group Information

Group nae Type name of group here.

5. Under Class Ligt, in the table, students who have not yet been
assigned to agroup are listed alphabetically by last name, first
name, and User ID. To display al studentsin the class, select Show
all students In the Status column, select the students who belong to
the group by selecting the check box beside their names.

Class List
@ Zhow unassigned students
only
O Show all students
Status MName User ID
Sott Sort Sott

[] |Hoffman, Becky bhoffinan

6. In the Description text box, enter the instructions for the project.
Y ou can also use the Description text box to create a hyperlink to a
page you have previoudly created (such as the project assignment)
using HTML coding.

Description
|Description of course goes here.

7. To create adiscussion areafor this group:

a. Under Topic, select Create adiscussion topic for this group.
In the Name text box, a discussion topic name is entered that
matches the group name.

b. To rename the discussion topic, clear the Update the topic
name to match the group name check box and, in the Name
text box, enter anew name for the discussion topic.

c. Toinclude yourself asamember of the discussion, select
Include instructor as a member of this discussion.
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Topic [] Create a discussion topic for this gro
Marne
[] Update the topic name to match

[ Include Instructor as a member «

Avalabiity O Public (Make the presentation ava
index page has been created.)

O Private (Owndy the instructors and b
able in see this presantation.)

O Spectly date (Make the presentatic
Mclﬂth:_ ViDaj.r:__ V;‘f
@ Use default setting: Public

8. Under Availability, select one of the following options:

e Public

e Private

o Specify date. From the Month, Day, Year, Hour, and Minute
drop-down lists, select the date and time that the presentation
will be available to view by the class.

o Use default settingsto select the availability as specified in
Changing Presentation Settings. If you have not specified a
default availability for all Student Presentations, the default is
set to public.

Group Members
Type name of group here: BEecky Hoffinan (bhoffina)

9. Click Add. The Update Report screen appears, confirming that
the group has been created.

10. Click Return to Student Presentations. The Options screen
appears. The group is added to the Group List table.
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Student Presentations
To wiew a project, chick its inked title in the Description
cohunn. (T the title 12 not linked, the presentation 18 not yet
i place ) If the Group column contains links, click a group
namne to view the members of the group. To mport files to
your presentation, click Edit Files.
Note: Please remember to name your first page
index.html.

Mail | Group Description

Type name of group | Descnption of course goes
here here

STUDENT HOMEPAGES

Sudent Homepages gives students the tools they need to create a

personal Web page, which contains information about themselves,
the projects they are working on, links to their favorite Web sites,

and perhaps biographical information about their favorite pets!

Viewing a student's homepage

The Student Homepages screen displays alist of students. If a
student has created a Homepage, their name displays as a hyperlink.

Note: Depending on administrator settings, the list may contain all
students registered in the course, only those students who have
created a Homepage, or only your name.

1. Toview astudent's Homepage, click their name. Their
Student Homepages screen appears, displaying the student's

Homepage.
STUDENT TOOLS

My Progress
My Progress allows students to see the parts of the course they have
accessed, and the number of content module pages visited. They can
also view a history of the content module pages they have visited,
including the time they accessed the page.
My Grades

My Grades allows each student to see the grades for them that you
have released.

L anguage Sdlector
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The default is set to English.
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