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The most common reason for using an online environment in conjunction with
campus-based courses is to assist in creating a more supportive, collaborative
environment. Two WebCT tools that support this goal are the Discussions and
Student Presentations (Projects). This workshop will familiarize instructors and
teaching assistants with promoting and managing online discussions and student
projects. Working as both learners and instructors, participants will learn how to
manipulate the tools, and generate ideas on how the tools can be used to support
their course objectives.

Co-sponsored by WebCT Institute, Faculty Alliance for Technology in Education (FATE),
Office of Learning Technology (OLT), IT Services, and The Centre for Teaching and
Academic Growth (TAG). Funding provided by the Teaching and Learning Enhancement
Fund (TLEF).
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Overview of WebCT

What is WebCT

WebCT (Web Course Tools) is a software program that allows instructors to easily
create an on-line learning environment. Developed by Murray Goldberg in 1996, a
Senior Instructor in the Department of Computer
Science at UBC, and a team of student developers and
support specialists, it is now used by more than 2500
higher education institutions in 80 countries world
wide. UBC is currently using Campus Edition 4.1.

WebCT provides tools for four types of functions,
including:

Content organization and delivery
Communication and collaboration
Assessment and evaluation

Course Management & Administration

A selection of the tools that are available in WebCT are
listed in Table 1.

At UBC, tools are made available to four types of users,
namely:

Designer/Course Instructor — The Designer
has control over all course content and tools,
as all student management features with the
exception of adding students. Students are
loaded automatically from the Student
Information System (SIS).

Teaching Assistants — TAs can use most
student tools (e.g., Discussions, content) and
have access to some aspects of student
management in order to assist the
Designer/Course Instructor.

Table 1. Sample of WebCT Tools

Content Management and Delivery
. Content organization (URL,
Single Page, Content
Module, Organizer Page)
e  Selective release of Course
Components
Syllabus
Glossary
Index
Resources (reference)
. Image Database
Communication & Collaboration
. Discussions

. Mail
. Student Presentations
. Chat

. Whiteboard
Assessment & Evaluation

. Quizzes (variety of questions
types with feedback,
weighted answers)

e  Surveys (anonymous)

. Question database
functionality (question
statistics, search functions)

e  Self Tests

e  Assignment Drop Box

Course Management & Administration

e  Grade Book

. Student Page Tracking

e  Student Performance Tools
(My Grades, My Progress)

. Compile notes, Discussions

. TA Management

. Course backup & reset

Students — Students have access to content and tools as allowed by their

Designer/Course Instructor.

Administrators —Administrators assist with course creation, course
population (adding students and TAs), and answer technical and course
development questions (see more “WebCT at UBC”, below).

WebCT at UBC

WebCT is managed collaboratively by Faculty-based administrators (in Instructional
Support Units and Departments) and E-Learning Technical Support Specialists in IT
Services. The WebCT server (machine with the software) is centrally hosted by IT
Services at UBC.

The WebCT website is available at http://www.elearning.ubc.ca/.

Modified from EIFFEL CORP 2004 — for UBC use only




Using WebCT to Increase Community in your Course

WebCT course sites are available for all faculty and instructors at UBC. Administrative
support is provided both by IT Services (webct-admin@interchg.ubc.ca) and by faculty
support units, for example, the Centre for Instructional Support at Applied Science.
(learning@apsc.ubc.ca). A list of contacts for various units on campus are listed in
Table 2. Figure 1 provides a schematic on who to contact should problems arise.

Table 2: Contact Names for Support Units

Support Unit

Contact Information

Support Unit

Contact Information

For Student By e-mail Education Sue Wood
Assistance: webct-students@interchange.ubc.ca Instructors: Systems/Consultant
By Phone Education Computing Services
604-822-2008 Phone: (604) 822-6390
8:00 AM - 4:30 PM Mon. - Fri. sue.wood@ubc.ca
Agricultural Kalev Hunt FHIS Instructors: Joél Chauvin
Science Web designer Instructional Support/Course
Instructors: Learning Centre, Faculty of AgSci Developer
Office MCML 260A French, Hispanic & Italian Studies
Phone: (604) 822-2492 Phone: 604-822-5534
kalevh@interchange.ubc.ca joelch@interchange.ubc.ca
Applied Jim Sibley Library Instructors: | Kele Fleming
Science Educational Technology Coordinator Web Coordinator, UBC Library
Instructors: Centre for Instructional Support Phone: 604-822-0578
Faculty of Applied Science kele.fleming@ubc.ca
Phone: (604) 822.9241
jim.sibley@ubc.ca
Arts Arts Instructional Support Medicine Tracey Loverock
Instructors: Course Development Facility Instructors: Educational Technology Centre
1866 Main Mall - Buchanan B118 College of Health Disciplines
Office hours #400-2194 Health Sciences Mall
Phone: (604) 822-1377 Phone: (604) 822-8693
artslS@arts.ubc.ca loverock@interchange.ubc.ca
Computer Moyra Ditchfield Pharmacy Felicia Lo
Science 2366 Main Mall Instructors: info@planetfish.net
Instructors: Office hours: M-Th 9:00-4:00
Phone: (604) 822-5809
help@ugrad.cs.ubc.ca
Sauder William Tan Science Instructors: | Cyprien Lomas
School of 2053 Main Mall Research Associate
Business Phone: (604) 822-9571 Skylight: The Science Centre for
Instructors william.tan@sauder.ubc.ca Learning and Teaching
Phone: (604)-822 1919
cyprien.lomas@ubc.ca
Dentistry Sophie Spiridonoff Distance Education | Alan Doree
Instructors: Media Support Analyst and Technology Senior Web Programmer

Phone: (604) 222-6859
sophies@interchange.ubc.ca

Phone: 604-822-1699
alan.doree@ubc.ca

All Other Faculties:: IT Services can setup WebCT courses, add designers, students and TA's. Contact them at
webct-admin@itservices.ubc.ca .
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Figure 1. Schematic of common queries, who can answer them, and the type of
information that the Support Specialist will need. Adapted from a diagram by Jim Sibley,
Faculty of Applied Science, Centre for Instructional Support.

Centre for Instructional Support
Faculty of Applied Sclence
jim.sibley@ubc.ca or leamning@apsc.ubc.ca

WebCT Information Who to Ask
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| Population with ———= Course number —I-i or |
| Students [ Seclions | webet- a-dmm@mierchg ubc.ca
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g -
B?:;:;amﬂﬁingt i .-"'f Centre for Instructional Support \-..
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Session Objectives
Upon completion of this session, participants will be able to:
o Feel comfortable using the discussion tool, presentation tool and setting
up groups in the presentation tool
Understand the payoff of either tool
e Understand that to get the most out of each tool, effective guidelines and
expectations need to be communicated early on.

Discussions: Introduction

The discussion tool in WebCT is an electronic area for posting, displaying and
receiving information. Discussion areas are a useful way to make information
available to a specific group or community. Discussions can serve as general notice
boards, i.e. for Frequently Asked Questions, or they can be used to strategically,
securely and confidentially link a group of students studying a particular subject.

The Discussions area can also be used to:

encourage people to share ideas and knowledge
create interest in events, ideas, or products
stimulate motivation to read

display artwork and other items of interest

In an online course environment, Discussions can be used to create an important
hub of communication, to facilitate debate, collaboration and dialogue. In WebCT,
the users are able to post, read and search for information, all within Discussions.

Topics:
A Topic within Discussions is similar to a folder in a filing structure. Topics are
created to keep messages posted to Discussions in specific subject areas. The
designer can create private as well as public topics in discussions.
A public topic can be accessed by all course participants.
A private topic is used when the designer needs to link a group of students in an
area where they can collaborate privately. The designer selects which members
will be part of the private topic. If you are not part of the private topic, that topic

will not display in the main discussion topic table.

The designer can access the different topics available in the course by clicking on
the topic name from the table.

Discussions have three default topic settings. These three topics are:
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All -This choice shows all the messages and threads across all the public topics
in Discussions.
Main —This choice has been created for general messages. These messages
could revolve around administrative issues, financial issues etc.
Notes -This third and final default topic has been created so that the student
can post questions directly from a content page in the course content.
Please note that for a student to begin a new thread in the Notes topic,
they have to access Discussions from the content page (by clicking on the
Discussions link from the Action menu).

Threads:
In a topic you will find many threads. A thread is a message with all its responses.
The threads are displayed in the discussion tool with a subject and a blue triangle
to the left of the status column. The status column lists the amount of unread
messages in the thread as well as the total amount of messages in the thread. E.g.
2/3: Two unread messages of a thread of three messages.

|E| If the arrow displays facing right, you need to click on the arrow to expand
all the messages in the thread.

E If the arrow displays facing down, the messages are all displaying and you
can click on the arrow to collapse the messages in the thread.

In the image below there are 2 threads displaying of which the second thread is
expanded.

I WView j Deslunerupﬂuns\

Homepage = Discussions > Main

Discussion Messages: Main

Compose messagc] Update Iistinq| Saarch| Mark: all as read| Designar message options
Display: paal | Ba Unread s Threaded | <-Unthreaded Select topic: |Main -I Go
Status [T Subject Author Date

P 3/3 [T Q)welcome

v odfd [ Ei'FirstsBssinn

Ed [T First session

Gwenda van der Merwe (WEB4) July 1, 2003 9:18am

[T % Re: First session Jenavicka Barclay (jena) July 1, 2003 9:21am
E T = Re:First session Martin Noordman {martin} July 1, 2003 9:27am
I~ * Re: First session Kirsten Black (kirsty) July 1, 2003 9:48am

Actions M FlE|:-h these actions to the message({s) selectad above

e, Cernpile] F& Mark as raad] F Mark as unrvaadi ¢ Delete T Move to: I'gﬁiid Topiz- -; Go
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Accessing a topic and its messages in Discussions

The Discussions area can be accessed, by clicking on the Discussions link. You
may find the link either on the homepage, an organiser page, in the course menu
or in the action menu of the course content. Clicking on the Discussions link
causes the Discussions screen to appeatr.

Hormepage = Discussions

Discussions

|Eumpuse message Search| Topic settings

Click on a topic name to see its messages,

[T Topic Unread Total Private Anonymous Locked
[T main 1 9 [1 r |
[T Motes 0 0 [ | ]
[T student Lounge 3 6 [ [ I
[T Articles & Periodicals 1 5 [ v ]
T Groupi1 0 0 I r &
[T Groupz 1] n ¥ [ [

All 5 20 pdate

A table appears with the following columns:

e Topic - all the topics listed.

e Unread - the number of unread messages in each topic.

e Total — the total number of messages in each topic

e Private — Only the selected members have access to Private topics. If
this column is ticked the Topic is Private. If this column is not ticked the
Topic is public.

¢ Anonymous — If this column is ticked the Topic allows Anonymous
postings.

o Locked — If this column is ticked the Topic is Locked. When a topic is
Locked, no new messages can be added to the topic.

Reading messages in discussions:

The easiest way to access the messages in Discussions is to view the thread of the
message.
1. Click on the Discussions link from the Homepage, Course Menu or
Organizer Page. The Discussions screen displays.
2. Click on the Topic name that you want to access. The Discussion
Messages screen displays.
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3. Click on the magnifying glass found to the left of the message subject. The
thread displays in a new window.

W Dt wmsines - Microsolt Inbernet Exploner

|| Fls Ede View Favorbes Tooks Help

-5

Subjoct: First session

% & [Ciossl

Reply| [Reply privately| [Guots| [Download

MEsEagE no. 4

Author: Gwenda van der Merme [WEB)

Date: Tuesday, July 1, 2003 F:18am

Hi ALN,

Wa will skl be mesting &t oar fiTet session on che l7ch of July. Plesse bs surs oo bring
your axe books &f well ad your sssigrmenes. I will ba taking the assigoments in &6 thae
dste. Ths mesting will take place st my office(Room 567) for thoss of you whe do mot

L TIEN

|Reply| [Reply privately| [Guote| |Download

MEsEa0E no. &

Author; Jenancka Barclay [jans)
Date; Tussday, July 1, 2003 3:21am
HI ,

Tou said

“Flasss ke sure to bring
your text books ar well aF your sErignmsnts.” -
-

4. Click on Close to close the window.
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Composing a message and adding an attachment

The Compose Discussion Message option allows you to compose a message
and post it to Discussions. When you compose a new message you are beginning a
new thread with a unique subject. To compose a message:

1. Click on the Discussions link from the homepage, course menu or organiser
page. The Discussions screen is displayed.

2. Click on the Compose Discussion Message button. The Compose
Discussion Message screen is displayed.

Compose Discussion Message
Topic: Articles -
Subject: |'
Message: | d
|Height of edit area: |12 --I Resize " Don't wrap text / % Wrap text
HTML editor Egquation: |Creats equation » | | Equation editor
Attachments: | Browse.., | Attach fils |
There are no files attached.
F"-:rstl F"reviawl Cannal]

3. Select a Topic to compose your message in by clicking on the arrow to the
right of the Topic text box. A list of topics will appear.

4. Click on the Topic name from the list.

5. Type in the subject of the message in the Subject text box.

6. Type the message in the Message text box.
Follow steps 7, 8 and 9 if you want to increase the size of the message box
displaying in the compose discussion message screen. If you do not want to

change the size of the message box, jump to step 10.

7. Click on the arrow to the right of the Height of edit area box. A drop-down
menu appears with different size options.
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8. Select a size for the text area.
9. Click on the Resize button to activate the changed setting.

10. Click on the Browse button to search for the file you want to attach to your
message. The File Upload window opens.

11. Locate the file to attach to the message and click on the filename.

12. Click on the Open button. The filename is pasted into the Attachments text
box.

13. Click on the Attach File button. The attached file appears beneath the
Attach File button.

Attachments: I Browse... I Attach Fi|e|

r Syllabus . bt

Rernove attachrnents |

To the left of the selected filename is a check box. The check box can be
used to select a file to delete. Once the file is selected the Remove
Attachments button is clicked to delete the attachment.

14. Click on the Preview button in the Compose Discussion Message
window.

Close

Subject: Mew article

Please =see the attached article. Read it and prowvide me with feedback about it.

lsee attached

15. Click on the See Attached link. A new window will pop up with two frames.

Attachments =
To view a file click on its Course Content
Close| |Download The course is arganised into 9 syllabus themes, as indicated balow
& Syllsbushtm Each syllabus themea comprises a number of study units. The links lead
{336 KB) to the PowerPoint slides for that paricular sylabus theme or study unit
These are the slides | will e using in class on the two lecture days and
wiou should download and work throwgh them as indicated under
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16. Click on the filename to view the file. Some file types will display in the right
frame automatically like txt and html files. Some file types need to be
downloaded to a local computer in order to view the file.

The left frame has two buttons: Close and Download. The right frame
displays the preview of the attached document. To view a different
attachment, click on the filename of the attachment.

e Clicking on the Download button will enable you to save the
attachment onto your computer. The Download button would
be used when you have received a message with an attachment,
and you want to save that attachment onto your computer.

17. Click on the Close button. The window reappears.

18. Click on the Close button. The Compose Discussion Message screen
reappears.

19. Click on the Post button once you have completed your message.
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Viewing Options

The display options in Discussions affect the way the messages are displayed.
You may display All the messages in a topic or only the Unread messages in a
topic. The other display option is whether you want to view the messages as

Threaded or Unthreaded.

Display All / Unread:

Two icons are used to indicate the status of a message.

&4 A closed envelope in the Status column represents a new message.

=1 An open envelope in the Status column represents a read message.

Messages will be marked as new until they are opened and read. If you read a
message in Discussions it will only be marked as read after one of the following

has occurred:

e The Update listing button is clicked on , or
e The user goes out of the Discussions tool and then accesses
the Discussions tool again.

| view ™ pesigner options

Hornepage = Discussions = Maim

Discussion Messages: Main

Compose m:ssaqu| Update Iisting| S¢arch| Mark all as madl

Display: gz all BAunread wThreaded 4 Unthreaded
Status [T Subject
wvz/a 3|weltnme

B T Welcome

E [ =% Re: Welcome

4

T & Re: Welcome

Diesigner message options =
Select topic: Em.—.in -I Go
Author Date

Gwenda van der Merwe (WEB4)
Jenavicka Barclay (jena)

Martin Noordman {martin)

July 1, 2003 9:12am
July 1, 2003 9:19am

July 1, 2003 9:26am

1. Click the Topic name to access the messages in that topic. The Discussion

Messages screen displays.

2. Click on the All button. Both the unread and read messages in the topic will

display.

3. Click on the Unread button. Only the unread messages in the topic will
display. The read messages will be hidden

Modified from EIFFEL CORP 2004 — for UBC use only
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Threaded/ Unthreaded
Threaded:

A thread is a message with all its responses. When you view the messages as
threaded, the message is displayed with all its responses beneath it.

1. Click on the Discussions link from the homepage, course menu or organiser

page.
2. Click on the topic name that you want to access.
3. Click on the Threaded link.The messages will now be displayed as threaded.

Unthreaded:
Every time a message is posted to Discussions, it is given a unique message

number. When you view the messages as unthreaded, the messages are listed in
the order that the messages were posted, according to the date and time.

1. Click on the Discussions link from the homepage, course menu or organiser
page.

2. Click on the topic name that you want to access.

3. Click on the Unthreaded link. The messages will now be displayed as

unthreaded.

Discussion Messages: Main

Compose message | Updats listing] | Search] [Mark all a2 read] Designer macsage optians

Display: ek Al St Unread | i Threaded| & Unthreaded Select topic: [Main =] | Go|

Moo Status [~ Subject Author Brate

1. = T wWelcome Gwenda van der Merwe (WEB4) July 1, 2003 9:12am
4. f= [T First sassion Gwenda van der Merwe (WEB4) July 1, 2003 9:18am
L | [T Re: Welcome Jenavicka Barclay (jena) July 1, 2003 9:19am
6. & [T Re: First session Jenavicka Barclay (jena) July 1, 2003 9:21am

. = [T Re: Welcome Martin Moordman {martin) July 1, 2003 9:26am
10, =t T Re: First session Martin Noordman (martin) July 1, 2003 9:27am
16. £33 ™ Re: First sassion Kirsten Black (kirsty) July 1, 2003 9:48am
17. =2 T Re: First session Gwenda van der Merwe (WEB4) July 1, 2003 11:42am
Actions - T Apply these actions to the messagels) selectad above

M Compile| T Mark as read| e Mark as unread| | Dslets| T Move to: [-Salact Topic- =] | Go|
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Update Listing:

The Discussions tool is updated when the Update listing button is clicked. New
messages will be received and all the new messages that you have read while you
have been working in discussions will be refreshed so that their status will change
from unread to read messages.

Responding to messages in Discussions

Once you have read a Discussion message, you will notice that above the
messages you have a few options. These are:

Reply:
Reply to the current message. Clicking on Reply will provide a blank text box
for you to add your comments to the thread.

Reply Privately
Reply to the author of the message, where the reply will go to the author’s
mail inbox and will be read by the author of the message only.

Quote:
Reply to the current message, quoting the message in the reply.
Clicking on Quote will provide a text box containing a copy of the message
being replied to. Quote is helpful when addressing particular points in
response to a message, because lines of the reply may be inserted in
between the lines of the quoted message.

Download:
The Download option allows the message to be downloaded and saved to
the viewer's local computer.

Replying to a message:

1. Click on the Discussions link from the homepage, course menu or organiser
page. The Discussions Topic table displays.

2. Click on the topic name that you want access messages from.

3. Click on the magnifying glass to the left of the subject of the thread that
you want to access. The thread opens in a new window.

4. Click on the Reply button above the message you want to respond to. The
Reply to Message screen is displayed.
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Topic:
Subject:

Message:

Attachments:

Reply to Message: 4

Main

|Re: First session

Height of edit area: |12 v| Resize  Don't wrap text / % Wrap text

HTML editor Equation: |Create equation v| Equation editori
| Browse... | Attach File|

There are no files attached.

Post| Preview| [Cancel

5. Enter your reply in the message text box.

6. Click on the Post button. The response is posted to Discussions

and is added to the thread.

Replying privately to a message:

1. Click on the Discussions link from the homepage, course menu or organiser
page. The Discussions Topic table displays.

2. Click on the topic name that you want access messages from.

3. Click on the magnifying glass to the left of the subject of the thread that

you want to access. The thread opens in a new window.

4. Click on the Reply Privately button above the message you want to

respond to. The Compose Mail Message screen is displayed.

Send to:
Subject:

Message:

Compose Mail Message

Gwenda van der Mervee (WEB4)

|Re: First session

In message 4 on Tuesday, July 1, 2003 9:18am, Gwenda van der Merwe (WEB4) writes: ;l
=Hi all,

>
=Ve will all be rmeeting at our first session on the 17th of July. Please be sure to bring
=your text books as well as your assignments. [ will be taking the assignrments in on that

=date. The meeting will take place at my office(Room S67) for those of vou who do not
=know.,

Height of edit srea: [12 =] [Resize] : ¢ Dontwraptext / & Wrap text

HTHML editor Equation: [Create equation =] Equation editor

Attachments; Browse. . J Attach file|

There are no files attached,

send| [Preview| [Cancel| Save draft]
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5. Enter your reply in the message text box.

6. Click on the Send button. The response is posted to the author’s mail tool

inbox.

Using the Quote option when replying to a message:

1. From Discussions, click on the topic name that you want access messages

from.

2. Click on the magnifying glass to the left of the subject of the thread that

you want to access. The thread opens in a new window.

3. Click on the Quote button above the message you want to respond to. The

Reply to and Quote Message: screen appears.

4. Type in your response beneath the original message that appears in the

response box.

Reply to and Quote Message: 4
Topic: Main

Subject: |Re: First session

Message:
=Hi All,

-

=We will all be meeting at our first session on the 17th of July. Please be sure to bring
=your text books as well as your assignments. [ will be taking the assignrments in on that
=date. The meeting will take place at my office(Room 5&7) for those of you who do not
=know.

Height of edit area: |12 -I Resize " Don't wrap text /  Wrap text

HTML editor Equation; I'Creab: equation = | Equation editor
Attachments: Browse... I Attach filel

There are no files attached.

In message 4 on Tuesday, July 1, 2003 2:18am, Gwenda van der Merwe (WEB4) writes: J

5. Click on the Post button. The response is posted to Discussions and is added

onto the thread.

Applying actions to messages in discussions

The different actions that can be applied to messages in discussions are:

o Compile

e Mark as Read

e Mark as Unread
e Delete

¢ Move
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Moving messages to a different topic:

1.

5.

Click on the Discussions link from the Homepage, Course Menu or
Organizer Page. The Discussions screen is displayed.

Click on the Topic name that you want to access. If you want to move
messages from more than one topic, select the All topic.

Select the messages you want to move by selecting them manually (one at a
time); or click on the check box to the left of the Subject column to select
all the messages.

Select the topic you want to move the message(s) to from the drop-down
menu.

% Move to: IStudent Lounge _;_I G0

-Selact Topic-
Main

Motes

iStudent Lounge
Articles

iGroup 1

Sroup 2

Click on the Go button. The selected messages are moved to the topic
chosen in step 4.
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Deleting selected messages from a topic:

1.

Click on the Discussions link from the Homepage, Course Menu or
Organizer Page. The Discussions screen is displayed.

Click on the Topic name that you want to access. If you want to delete
messages from more than one topic, select the All topic.

Select the messages you want to delete by selecting them manually (one at
a time); or click on the check box to the left of the Subject column to select
all the messages.

Select the Delete button. A warning window appears stating that the
selected messages will be deleted.

Click on the OK button. All the selected messages in the current topic will be
deleted.

Using the Manage Topics option in Discussions

The designer has specific topic options available to help manage the topics in
Discussions. These options include:

Creating topics

Renaming topics

Changing a topic from public to private
Managing the members of a topic

Enabling a topic to have anonymous postings
Locking a topic

Deleting a topic.

Deleting all the messages in a topic
Organising the topics
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Adding a topic:

The designer can create different topics in Discussions.

1. Click on the Discussions link from the Homepage, Course Menu or
Organizer Page. The Discussions screen is displayed Making a topic

private:

Discussions

Compose message

Search | Topic settings |

Topic
Main
Motes

Student Lounge

o Riim (e B (B

Articles & Periodicals

Group 1

CIE O

Group 2

all

ck on a topic name to see its meassages

Unread Total

Private Anonymous Locked

- [

—
-
-
.
=

| |l ]

C
v
U

pdate

-

| | | (e |

Actions

T indicates a selection is required
from the main frame.

T4 indicates multiple selections are
allowed.

'¢'\ Use Discussions Wizard
Options

Create topic

I+ Rename topic: |Articles Go
% Manage members

T Delete bupic]

Dialate all messages from the selected
topic

"r& Delets messages

2. Click on the Create topic button. The Create Topic screen appears.

3. Type in the new topic name in the Topic name text box.

4. Click on the Create button. The Discussions screen displays with the new
topic added. The topic created is automatically made a public topic. If you
want to change that setting to make a specific topic private, you need to
make changes in the topic table.

Changing a topic from public to private

A private topic is used when the designer needs to link a group of students in an
area where they can collaborate privately.

1. Click on the Discussions link from the Homepage, Course Menu or

Organizer Page. The Discussions screen is displayed.

2. Select the check box in the Private column and in the topic row that you
want to make private. In the image above, the topics Group 1 and Group 2

are selected.

3. Click on the Update button beneath the Private column. The screen
refreshes and the changes are saved. The topics selected in step 2 are made

private.

Once you have made a topic private, you need to add members to the topic.
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Managing the members of a private topic:
Once you have changed a topic from public to private, you need to add members
to the private topic. If you do not add members to the private topic, no-one will be
able to access the private topic.

1. Click on the Discussions link from the Homepage, Course Menu or
Organizer Page. The Discussions screen is displayed.

2. Select the private topic you are adding members to by clicking on the check
box to the left of the Topic name.

3. Click on the Manage members button. The Private Topic screen displays.

Homepage = Discussions » Manage Members
Private Topic: Group 1

This topic has no members,

Select members | Done |

4. Click on the Select members button. The Member Selection screen
displays.

Homepage = Discussions = Manage Members

rember Selection: Group 1

Updatel Cancell Paste recu:uru:lsl

[T status ® Mame User ID
W Gwenda van der Merwe WEB4

[ Jenavicka Barclay jena

™ Kirsten Black kirsty

[ Martin Noordrman rmartin
™ Jonathan van der Merwe jonathan

Update [ Cancel

5. Select the members you want include in this private topic by clicking on the
check box next to the student name in the Status column.
Alternately you may click on the Paste records button. The students you last
placed on the clipboard will be selected as members for the private topic.
6. Click on the Update button. The Private Topic screen appears with the
members displaying.
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The Presentation Tool

The Presentation tool is an excellent tool for knowledge sharing. The lecturer can
divide students into groups and allocate different topics to each group. The
students then have the opportunity to research the topics collaboratively, and their
findings can be presented within the course. Each student can access any of the
presentation topics and the information is shared.

In order for WebCT to understand the files students create, the files would first
have to be converted into a language that the World Wide Web and WebCT
understands. This language is known as HTML (HyperText Mark - up Language).

There are numerous applications that can be used to create the presentation
pages in HTML. These include Microsoft FrontPage, Hot Dog, Adobe Pagemill,
HomeSite, Dreamweaver, Netscape Composer etc. If the presentation consists of
more than one file, don’t forget to place hyperlinks from the starting file to the
other files.

The student, after generating the presentation in a Web based application, will
have to upload the presentation into the WebCT course.

Steps for Students:
Viewing your presentation project and group members

1. Click on the Presentation link from the homepage, course menu or
organiser page. The Student Presentations screen displays

Hormepage > Presentations

Student Presentations Group Members
To wiew a project, click its linked title in the Description colurnn, (If the title is not linked, the
presentation is not yvet in place.) If the Group calurnn contains links, click a group narme to view the
members of the group, To import files to your presentation, click Edit Files,

GroupOl
Joshua Barclay (josh),
Jasaon Srith (jason),

Mote: Please remember to name your first page index. html, wally Wentzel (100263
Mail Group Files Description

= Group0l Edit Files Hurricanes

= Group0z - Earthquakes

e The first column is the Mail column. To send a message to all the
members of a group, click on the mail icon to the left of the group name.

e The second column is the Group column. To view the group members,
click on the group name.

e The third column is the Files column. To import files to the presentation
you click on the Edit Files link found in this column.

e The fourth column is the Description column containing a description of
the project. Once a group has uploaded their files into the presentation
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tool, the filename displays in the Description column and is linked to the
group’s presentation.

2. Click on the group name in the Group column to view the members of the
group. The group members display in the right frame of the screen.

Uploading the presentation files:

1. Click on the Presentation link from the homepage, course menu or
organiser page. The Student Presentations screen displays.

3. Click on the Edit Files link found in the Files column. The Folders and Files
screen is displayed

Homepage » Presentations = Manage Files

Folders and Files Actions
Click on a folder below to view its files, % indicates a selection is required

from the main frame.
Name Size {bytes) Date Time T indicates multiple selections are
= allowed.
[T {3 Groupnl

Dptions: Files
| g,] Rindex.htm

695 April 7, 2003 DQ:Uli Create file
T+ Edit
[ Delete]
T Copy
TP Move
% Rename

% Download

Dptions: Folders
Create folder
% Delete
T+ Rename
I'+ zip

2. Click on the Upload button. The Upload File screen displays.

Homepage > Fresentations = Manage Files = Upload File

Upload File
Mote: Depending on the file size and network connection, this process may take several minutes,
Filename: I Browse... |

Destination folder: I[Grouptli] -I
Upload| Cancel

3. Click on the Browse button. The Choose File (Internet Explorer) or File
Upload (Netscape) window displays.

Locate the file you need to upload, and click on the filename.

Click on the Open button. The filename is pasted into the Upload File

screen.

6. Select the destination folder for the file you are uploading from the
Destination folder drop-down menu.

7. Click on the Upload button. The file is uploaded into the Folders and Files
screen.

o~
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If you have a number of files to upload, it would be best to zip (compress)
the files and then upload the zip file. In the WebCT File Manager you can
unzip the files by using the Unzip option.

Now that you have uploaded the file(s), you need to rename the starting file
to Index.html. If you do not do this, no hyperlink will be created to your
files, and no one will be able to view your presentation.

Renaming the starting file to index.html

1.

Click on the Presentation link from the homepage, course menu or
organiser page. The Student Presentations screen displays.

Click on the Edit Files link found in the Files column. The Folders and Files
screen is displayed.

Select the file you need to rename by clicking on the check box to the left of
it. A tick appears in the check box.
Click on the Rename button.

Hormepage = Presentations = Manage Files > Rename File

Rename File

2ld name: Presentation_Groupl.html

Mew name: Iindex|.htm|

Rename| Canu:e||

Type in index.html in the text box.

Click on the Rename button. The Folders and Files screen displays with
the file renamed to index.html.

Click on the Presentations link in the breadcrumbs. The Student
Presentations screen displays.

Click on the presentation description. The presentation opens in a new
window.
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Homepage = Presentations

Student Presentations Group Member
To view a project, click its linked title in the Description column, {If the title is not linked, the
presentation is not yet in place.) If the Group column contains links, click a group name to view the
rmembers of the group, To import files to your presentation, click Edit Files,

Mote: Please remember to name your first page index.html.

j Mail Group Files Description
=23 Groupdl Edit Files Policy

| = Grouplz /J Policy - Microsoft Internet Explorer

J File Edit \Wiew Favorites Tools Help

J d=Hack - = - @ @ ﬁ| @Search (3] Favarites ;@Media 4 | %v == @ v

| Address [&] http:jj127.0.0.1:8900{TES101 fstudent _pres/Group0L index. el | P |

Collaboration and Communication Policy

This course containg activities that involve collaborating with other learmers a
These activities are a valuable part of your learning experience. This policy a
suitable and unsuitable behaviour, If vou go against this policy, vou may pod
from this program,

PREAMBLE:

Deleting uploaded files:

While uploading files, if you upload an incorrect file or upload a file twice, you may
need to delete a file.

1. Click on the Presentation link from the homepage, course menu or
organiser page. The Student Presentations screen displays.

2. Click on the Edit Files link found in the Files column. The Folders and
Files screen is displayed.

3. Select the file you need to delete by clicking on the check box to the left of it.
A tick appears in the check box.

4. Click on the Delete button. The Delete Files screen displays

Hormepage = Presentations = Manage Files = Delete Files

Delete Files Confirm Delete Files

¥ student_pres/Group0l/Assignment_Response.html The selected files will be deleted.

Delete | | Cancel

5. Click on the Delete button. The file selected in step 3 is deleted.
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Viewing the presentations:

1. Click on the Presentation link from the homepage, course menu or
organiser page. The Student Presentations screen displays.

2. Click on the link in the description column to view the presentation. A new
browser window opens with the student presentation.

a Sun's NFS - Microzoft Internet Explorer provided by Freeserve

Q [ P

Search Fawortes  History

NES Caching

J'<:=,->.@ ~

Eack Eamward Stop Refresh Home

Infroduclion  Soflwore Archileclure  Mound Service Securily Issues

Introduction = =
Introduction
Design goals of
distributed svstems
EEBUE SN2 Table of Contents
Openness
Concurrency
Scalahility A. Basic Concepts of Distributed Systems
Fault Tolerance
Transparency
e design issues
Software e characteristics fem
Architecture e resource sharing
Software Architecture ® CONCUITEency
Cormmunication using ® OpENNESS
RPC e scalability
aLSTvRE?DCeS i e e fault tolerance
works e transparency
Sur's ¥DR Language o implemented: access, location, failure,
Sun's XDRE perfarmance, migration
MFS and the Unix o not implemented: replication, concurrency,
Eernel scalahility
The Wirtual File
System
% B. Software Architecture
Path Name | =l

3. Click on the hyperlinked text in the left frame view the different pages.
4. Close the browser window when you are finished viewing the presentation
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Managing the Presentation Tool — Instructor Steps

The Group Generator

There are two ways of placing students into groups.

o If the designer uses the Group Generator, WebCT will randomly divide
the students into groups.

o If the designer wants specific students in specific groups, groups need to
be created manually through the Add group option.

To create groups using the Group Generator:

1. Click on the Presentations link from the Homepage, Course Menu or
Organizer Page. The Group List screen displays.

Wiew j Designer Dptions

Homepage > Presentations

Group List Actions o :
(% indicates a selection is required from
Mo student groups have been created. PR e

Options
Add group
% Edit
% Delete

Delete all

To create random groups of students,
click Generate groups

Generate groups

To change presentations settings, click
Change settings,

Change settings

2. Click on the Generate groups button. The Group Generator screen
displays.

Hormepage = Presentations = Group Generator

Group Generator

There are 7 students in TES101, WebCT can divide these students into randorm groups., Depending on the number of groups that need to be
created, the groups will be assigned names similar to the following: Group01, Group02, Group03, ...

Group

Flease select one of the following methods to generate groups
Ll By number of groups,

Enter number of groups: I

By number of students per group,

Enter the number of students per group: I
Additional Students

Yithere should the extra students go?
& add the extra students ta the groups or add an extra group for the remaining students,

Exclude the extra students. You can add them ta a group later,

Group Discussions
[T create discussion topics for the groups.

[T Include the Instructor as a member of each discussion.

Generate| |Cancel

The designer has a choice of generating the groups by the number of
groups or by the number of students per group.
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3.
4.
OR
5.

6.

OR

Select the radio button to the left of the By number of groups option.
Type in the amount of groups you require in the text box provided.

Select the radio button to the left of the By number of student per group
option.

Type in the amount of students per group you require in the text box
provided.

If the number of students does not divide exactly into the number of
groups, there will be students left over. In the next step you need to tell the
Group Generator what to do with the extra students.

To the question Where should the extra students go? select one of the

following options by selecting the radio button to the left of the option:
“Add the extra students to the groups or add an extra group for the
remaining students.”

“Exclude the extra students. You can add them to a group later.”

To create Group Discussions select the check box to the left of Create
discussion topics for the groups to enable WebCT to automatically create
a private topic for each group in the Discussions tool.

Select the check box to the left of the Include the Instructor as a
member of each discussion option to make sure the instructor can access
those private topics.

10. Click on the Generate button. The Update Report screen displays

11. Click on the Continue button. The Group List screen displays

OR

12. If you choose not to create discussion groups, the Update Report screen is

skipped and the Group List screen redisplays.

| Miew j Designer Dptiuns\

Homepage = Presentations

| Group List

Mail Group Description Topic Members

B GroupOl None -- loshua Barclay (josh), Julian Keeman (julia), Jonathan

Paul {jonathan}, John P. Spies (john)

{~ B Group0Z None -- Kirsten Black (kirsty), Martin Noordman (martin},

lenavicka van der Merwe (jena)
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Editing the group information

From the Group Information screen the designer can:
e edit the students in the group,
e edit the group information, and
e access the group files.

1. Click on the Presentations link from the Homepage
Organizer Page. The Group List screen displays.

, Course Menu or

i Wiew j Designer Options

Homepage = Presentations

Group List
Mail Group Description Topic Members
& B Group Create a communication Group Joshua Barclay (josh), Julian Keeman
3 policy for an online course 3 (julia), Jonathan Paul {jonathan)

¢ B Group Create a assessment policy Group Kirsten Black (kirsty}), Martin Noardman
4 4 (rmartin), John P. Spies {john), Jenavicka
van der Merwe {jena)

Actions
% indicates a selection is required
from the main frame,

Options

Aadd group

% Edit
% Delete
Delete all

To create random groups of students,
click Generate groups.

Generate groups

To change presentations settings,
click Change settings.

Change settings

2. Select the group to edit from the Group List by clicking on the radio button

to the left of the group name.

3. Click on the Edit button. The Group Information screen displays. The
Group Information is displayed on the left side of the screen and the

Class List is displayed on the right side of the screen.

indax page has been.creatad.)

Group Information Class List
*Group name: |k3ruup k] & Show current group members and
= : unassigned students only
Description: Create a communication policy for an _-_l
online course _I © show all students
s Narme: [Group 3 Status ¥  Name LoginlD
A 2 Barclay, Joshua josh
~ Update the topic narme to match the group name
I Keeman, Julian julia
' Inelude Instructor as a member of this discussion
= - =2 Paul, Jonathan jonathan
Availability: & Public (Make the presentation avaiable to the entire class, once the

¢ Private (Cnly the instructors and the members of this group should be
able to see this presentation.)}

O Specify date (Make the presentation public after the following tirne.)

F—EHFEF E EEEE

" Use default setting: Public

Update | | Cancel

*Required fields.

To wiew the group's files, please go to Manage Files:
3 My-Files
‘23 student_pres
L 1Group 3

4. To edit the students in the group, click on the radio button to the left of the
Show all students option, beneath the Class List heading

5. To add a student to this group select the check box in the Status column to
the left of the student’s name. Alternatively, to remove a student from this
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group, deselect the check box in the Status column to the left of the

student’s name

6. To access group presentation submissions in Manage Files, scroll to the
bottom of the screen and click the group name folder. The Manage Files
screen opens displaying the files for that group.

Homepage = Presentations = Edit Group > Manage Files

[ 3 student_pres
W A Group 3
™ @) Biassignment_Response.html

™ [ Group 4

3919 Movernber 19, 2003

™ @] Bivaniom.jpg 33424 April 7, 2003

16:15

09:01

7. Click on the Edit Group link from the breadcrumb navigation trail. The

Group Information screen redisplays.

8. You may also edit the Group Name, Description, Topic and Availability

settings.

9. Click on the Update button to update the changes. The Group List screen

displays.

Adding a group manually

The designer may add groups manually to the Student Presentation tool. In this
instance the designer can choose which students will be together in each group.

1. Click on the Presentations link from the Homepage, Course Menu or

Organizer Page. The Group List screen displays.

2. Click on the Add group button. The Group Information screen displays.
The Group Information is displayed on the left side of the screen and the

Class List is displayed on the right side of the screen.

L Wiew ‘:l Designer Options

Homepage = Presentations = Add Group

Group Information

*Group name: |

Description: ;l
Topic: [T cCreate a discussion topic for this group
Mame: |

I Update the topic name to match the group name
™ Indude Instructor as & member of this discussion

Availability: ~ Public (Make the presentation avaiable to the entire class, once the
index page has been created.)

{ Private (Only the instructors and the members of this group should be
ahie to see this presentation.)

“

Specify date (Make the presentation public after the following time. )

Ex— | | e | e |

& Use default setting: Public

Glass List

' Shaw unassigned students only

' Show all students

Status A Name

2

3 i < |

m Rim

Barclay, Joshua
Black, Kirsten
Keeran, Julian
Moordman, Martin
Paul, Jonathan

Spies, John P.

LoginID
josh
kirsty
julia
rmartin
jonathan

john

wan der Merwe, Jenavicka jena

Add| | Cancel

*Reauired field
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w

Type in the group name in the Group name text box.
4. Type in the description in the Description text box.

5. Select the check box to the left of the Create a discussion topic for this
group option to enable WebCT to automatically create a private topic for the
group discussions in the Discussions tool. The name given to the group is
automatically pasted into the Name text box, and the Update the topic
name to match the group name check box is automatically selected.

6. Select the check box to the left of the Include Instructor as a member of
this discussion option to make sure the instructor can access the private
topics.

7. Select whether you want to make the presentation public (available to the
entire class), private ( only the instructor and the group members should
see the presentation), Specify a date that the presentations will become
public, or Use the default setting (to change the default availability
setting from Public, refer to ‘Change Setting’ instructions below).

8. Select the radio button to the left of the Show all students option, beneath
the Class List heading. The full class list displays.

9. To assign a student to this group select the check box in the Status column
to the left of the student’s name. Alternatively, to remove a student from
this group, deselect the check box in the Status column to the left of the
student’s name.

10. Click on the Add button. The Update Report screen displays

11. Click on the Continue button. The Group List screen displays

OR

12. If you choose not to create discussion groups, the Update Report screen is
skipped and the Group List screen redisplays.

| View j Designer Options
Hormepage > Presentations
H Group List Actions — .
(% indicates a selection is required
Mail Group Description Topic Members from the main frame,
¢ g Group Create a comrmunication policy  Group Joshua Barclay {josh), Julian Keeman Options
3 for an online course 3 {julia), Jonathan Paul {jonathan)

Add group
% Edit
% Delste
Delete aII|
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Change settings
You can set the default availability setting for the Student Presentations tool. The
options are:
e Public: whereby the entire class will be able to access the presentations.
e Private: whereby only the instructor and the members of that group can
see the presentations.
o Specify an availability date: whereby the presentations will be made
public after a specific date and time.

1. Click on the Presentations link from the Homepage, Course Menu or
Organizer Page. The Group List screen displays.

2. Click on the Change settings button. The Presentation Settings screen
displays.

Homepage = Presentations = Presentation Settings

Presentation Settings
Set the default availability for all Presentations.

*  Public (Make the presentation avallable to the entive class, once the index page has been created.)
{7 Private (Ondy the instructors and the members of this group should be able to see this presentation.)
" Specify an availability date (Make the presentation public after the following time.)

Jez il =l =l foo = Joo =]

Update| | Cancel

3. Select the Public radio button to make the presentations public.

OR

4. Select the Private radio button to make the presentations only available to
the instructors and the members of the group that created the presentations.

OR

5. Specify an availability date radio button, to make the presentation
available to all after a specific date and time. Select the date from the
Month, Day, Year, Hour and Minute drop-down menus.

6. Click on the Update button. The Group List screen displays
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