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Introduction

This handbook serves as basis for the exercises throughoutréirsng session, but
also as future reference for your independent wotlk WebCT Vista.

Other resourcesthat you should use when encountering problems:

- Context sensitive help on
WebCT Vista

myvyebCT | Accessibility]| Help ||Log out

- Resources collected by former MALTS, now Informati®ervices User
Support team, e.g. FAQBt{p://www.elearn.malts.ed.ac.uk/WebCT
Vista/fags.phtnjl, factsheets, workbook and tutorials
(http://www.elearn.malts.ed.ac.uk/WebCT Vista/researphtm)

- You can always contaelearnhelp@ed.ac.uk webct@ed.ac.ufor further
support

- In the College of Science and Engineering you @aract Daniela Gachago
underdaniela.gachago@ed.ac.0k505014

General tips:

- Don't use the Browser back button, but use the We¥Y(stabreadcrumbs to
navigate through the pages.

4 Your location: Discussions » General Course Discussion

Your current location in a course appears in teatbcrumbs at the top of the
screen. Breadcrumbs also list the path of scrdeis/bu have visited. You
can click a breadcrumb to return to a previousestre

- Each tool/link/file has aActionLink (%) next to it. Clicking this icon opens
a menu of options. Options include editing, hidamgl showing, previewing,
deleting content items.

- If a function is not available under a specthb (e.g. Build), don’t despair but
try another tab (e.g. Teach).

- Always check thetudent viewafter adding/modifying a tool on WebCT

v B

- Use thecontext sensitive helppn WebCT Vista (see above).




Chapter 1 Online Communication Tools

1.1 Using online discussions

You can use a forum for either content relatedudisions or as a “help-forum”. If
you use it as a help-forum, once a question isgologhd answered, all of the students
on the course can see and benefit from it, so emdikail it is shared. Students quite
often help each other by answering questions — lwhielps both the students
requiring help and the student doing the helpingu ¥an collect students’ questions
and answers and develop a FAQs list for future smEsir

All in all it might save time for academic staffotever a forum also needs to be
moderated and looked after. Students will see yoa &le model, e.g. in terms of
language used in discussions. Try to let the dsonsevolve naturally and hold back
a bit at the beginning. Only intervene if you ske tliscussion is coming to a halt.
E.g. if students are used to you answering thedstions, they will not come forward

as easily as if they feel it's their role to answach others question.

Students need clear instructions on how to usewarfpespecially if you encourage
proper content related discussions and not jusip“fherums”. If you want your
students to engage in active discussions, seleat discussion topics carefully, e.g.
ask questions which are provocative and open-ended, therefore promote
discussion (not questions which just require angsinswer). Also, if you want to
grade discussions, make sure you are very cleavhan you are grading, e.g. length
and frequency of contributions, content (qualitythenticity, creativity...) vs.
presentation (spelling and grammar).

If you have a large class, it might be advisablelitade your students into smaller
groups. You could appoint a discussion leader peug (could change every week),
who is responsible to keep the discussion alive.ifrgtructions on creating groups
see 2.1 WebCT Vista Group-sign up tool.

There is a defauliscussion topiset up in the course call&kfault topic. We are
going to change the discussion topic title, post@ple of messages to it, make it read
only and then create a new discussion forum incourse area. We are also going to
grade a discussion.

Exercise 1: Posting a message

1. Go to theDiscussionsarea of your training course from tGeurse Tools
menu. You should be able to see a single disaugsiam — you’ll see it has
0 Messages within it. Seleletit Topic Properties under theéActionLink
next to the Default Topic and change title. Save

2. Click on the discussion topic you have just renamed

3. Click on theCreate Messagéutton.



4. A form will be displayed which you need to fill imith your message details.
Give your message3ubject and type something into tivdessagebox. If
you want your message to have reasonable formattmgcan use thed TML
Creator (click on enable HTML creator).

i Enable HTML Creator |

5. Click theAdd Attachments button. TheGet Filesdialogue box will open.
Click onMy Computer and navigate to a file you'd like to attach to a
message. Your file will upload and the file namd appear under thadd
Attachments button (see Figure below).

Attachments: | Add Attachments | Remove your

|_— attachment

filemanager.gif | |

Figure 1: Your attachment has successfully uploaded
You can remove your attachment by clicking on the btton beside its name.

6. You'll note you can save your message as a dbafv¢ as Draftbutton) if
you want to save the message to post another@ggk Preview to see how
your message will look when posted. A window \pitip up and display it.
Click onPostwhen you are happy with iEdit if you want to change it.

7. You will get confirmation that your message wastpdsuccessfully and you
should be able to see the message now in your rsewssion topic page.

8. To read a message, click on$8sbject You'll see aReply button. That's
what you would do to reply to a student’s questiReply to your own
message now. It is useful to change the subjéetaityour reply message, to
give a hint of what your message entails (othenitisgust a long list of
re:re:re:re initial subject...)

9. Once you've replied, your discussion forum willdisplayed again — it should
look similar to Figure 2 below. Click on the + taut beside th&ubjectof the
message. You should now see your reply under yaginal message. Your
response is indented as it is a response. Thishiread. If you were to create
a new messag€(eate Messageutton), you'd be starting another thread.

Expand your thread This message has
an attachment

Messages Author Date

| What do wou think of WebCT Vista? = iy |z Howie, Karen 12 July 2006 10:38
¥

[ @ Mark as Read | | Ed Mark as Unread| B Create Printable View| | % Delete|

Move to: |- Select - hd Copy to: | - Select - hd D'Sp|aY the V_Vh0|e
: thread in a window

Figure 2: Discussion Forum



10. Change tsstudent viewand add a message to the discussion topic.

11.There are other ways to view your messages. Ther®ar of viewing
options (see Figure 3 below) which can change wbatsee:

Expand All - shows all of the message subjects in each dhtleads
Collapse All - hides all of the message subjects in each thereebpt for the
first one

Threaded/Unthreaded- flip between to view between thread view anadat
view (where messages are listed in date ordermtha in threads). You can
change the order of the message display by clickimigate, Author or
Subject

All/lUnread — flip between seeing all messages or only oneshnfou
haven't read.

| Expand All || Collapse all | Display: | YThreaded |*Unthreaded teaall |EEUnread

Figure 3: Different viewing options

Exercise 2: Making a topic read only

1. Go back tdDiscussionsvhere you can view your discussion topics. Yau ca
do this by either using the breadcrumbs (see figetew) or by clicking on
Discussiondgn theCourse Toolsmenu.

4 Your location: Discussions » General Course Discussion
Figure 4: You can use the breadcrumbs to move badk a previous page

2. Click on the ActionLink button beside the topic ywant to lock. SeledEdit
Properties from the menu.

3. UnderTopic Settingsclick the checkbox besideocked (topic is in read-
only mode) ThenSave

4. You'll see your topic now has a padlock besideGb in and try and add a
new message.

Exercise 3: Creating a new discussion topic

1. Go back to youbiscussiongpage.
2. Click on theCreate Topic button.

3. When creating a new discussion topic on WebCT yauelhe possibility to
create three types of discussions topics:

a. Threaded: Create a threaded topic for a more traditionaihenl
discussion. Participants post and reply to mess&ggsies that are



associated with the same post are grouped togetieating message
threads that can be expanded and collapsed.

b. Class blog:Create aollaborative blog (weblog) space by allowing
participants to post a chronological series ofieaton a particular
topic. Participants can then add comments to aoy éhtry.

c. Journal: Create a journal topic to give Students a placéqeir own
writing. The journals can be kept private betweden$tudent and the
Section Instructor or shared with the class.

4. For this exercise selechieaded(we will also have a look at the class blog
and journal tool in a short while). Give your neapit aTitle and a short
Description. UnderTopic Behaviour Options you can decide whether or
not you'd like students to be able to edit theiissages after they've posted
them (I'd recommend switching that off). Decide wWiex or not you'd like the
topic to beAnonymousor not. Please note that once the discussion fasum
anonymous, staff and student names are not showr thés cannot be
reversed. Once a discussion topic is anonymo@snams anonymous.

5. Click Save

Exercise 4: Creating a Gradable Discussion

1. Go back to youbiscussiongage.

2. Select one of thdiscussion topicsyou created in the previous exercise (the
topic should include at least one demo studentéritaution).

3. Click on the action button beside the discussiBalectEdit Properties from
the menu.

4. Go toGrading, select the type of grading you would like for yaliscussion:
Numeric, Alphanumeric or Grading Form. You can also edit the Grade
Book column title for this exercise. Tfopic Settingsdecide if the students
can edit their messages after posting (I would ssggot, if you plan to assess
their responses).

Grading
® Topic is not gradable

Allow the topic to be graded

O Numeric grade: Out of

O alphanumeric grade
O Grade by Grading Form:

& column is automatically created for this topic in Grade Book
Grade Book column title:

Release grade to Students in My Grades

Figure 5: Setting discussion topic grading options



5.

Savesettings.

Exercise 5: Grading a Discussion

1.

In the Teach Tab, go Discussionsusing the ActionLink menu seleGrade
Topic. TheGrade Discussionscreen appears

. On the left side of the screen you see the studeamses and have a

possibility to enter grades for their contributions

On the right side of the screen, you can see dadest’'s contributions. To
view all the posts submitted by a student in tlésussion, click the
ActionLink next to a student’s name in either paarad selecView Student
Posts All posts of this student will be listed (you csee the context of the
discussion, by clicking ornview complete thread).

You can only allocate one grade per student gec {andependently on how
many contributions that student has made in thEsudision topic).

To enter a gradeagainst a student, type a numeric or alphanumeric
(dependant on how you set it up) in to the Gradedrothe left hand side.
Don't forget to save by clicking on the buttSave Grades.

Mame Grade

Cemo Student 1215169647011 2 4

Figure 6: Entering a grade for a student’s contribuion and saving grades.

Tip: You can also see the individual student’s perferceareport by selecting
View Performance Report in the ActionLink menu.

Tip: You can also use grading forms to grade discusq®es 3.4 Grading
Forms NEW!) or peer assessment (see 3.3 Peer RIE&M!). You could also
create discussion topics for specific groups ofishis (see 2.1 WebCT Vista
Group Manager)

1.2 Blogs (NEW!)

“A blog ... is a website where entries are written in chtogwal order and
commonly displayed in reverse chronological ordBlog’ can also be used as a
verb, meaning to maintain or add content to a blog.



Blogs provide commentary or news on a particuldijsct such as food, politics, or
local news; some function as more personal onliagak. A typical blog combines
text, images, and links to other blogs, web paged,other media related to its topic.
The ability for readers to leave comments in agriattive format is an important
part of many blogs. Most blogs are primarily texfdthough some focus on art
(artlog), photographs (photoblog), sketchblog, wsi€éviog), music (MP3 blog), audio
(podcasting) or sexual in nature (Adult blog), aare part of a wider network of
social media.” (Wikipedia)

From August 2007, WebCT Vista will offer its owrtegrated blog tool, replacing the
currently used weblog tool.

As you have seen before, when creating a new dismusopic on WebCT you have
the possibility to create three types of discussiopics:

1. Threaded: Create a threaded topic for a more traditionaihentliscussion.
Participants post and reply to messages. Repl@satk associated with the
same post are grouped together, creating messaggelghthat can be
expanded and collapsed.

2. Class blog:Create aollaborative blog (weblog) space by allowing
participants to post a chronological series ofieaton a particular topic.
Participants can then add comments to any bloy.edgeful for e.g. regular
commentary on lecture contents by lecturer, ingistudents to comment on
his/her commentary.

3. Journal: Create a journal topic to give Students a placéfeir own writing.
The journals can be kept private between the Stuslahthe Section
Instructor or shared with the class. Useful for eeffection on weekly reading
assignments. Tutors could share the workload ohgifeedback to students.

Create Discussion Topic
What type of discussion topic would you like to create?
® @ Threaded topic.

Create a threaded topic for a more traditional online discussion, Users post and reply ta messages. Replies that are associated with the
same post are grouped together, creating message threads that can be expanded and collapsed.

2 i
] Blog topic.

Create  collaborative biog (weblog) space by allowing participants to post a chronological series of entries on a particular topic
Participants can then add comments to any blog entry

Create a journal topic to give Students a place for their own writing. The journals can be kept private between the Student and the
Section Instructor or shared with the class.

[Next | [cancel |

Figure 7: Selection of discussion topics within WebT Vista

Exercise 6: creation of a Journal type blog.

1. SelectJournal to create your journal-type blog. This creategi@@nal blog
for each of your students. You can decide whethetwaents can read each



others blogs or whether the individual blogs shauity be seen by the
individual student and course instructors.

2. Create a Journal and make it only accessible lmests and the course
instructors.

3. Selectstudent viewand post a message to the journal. As with extéing
tools, students can integrditeks, upload files orimagesto their message
using the html creator.

4. Change back to the Teach view and select the jou¥oa should see per
default your own journal (right panel) and linksymur own journal and to
your dummy student’s journal (left panel). If ydick on the dummy student,
you will see the message you posted previously. d&mucomment on your
students’ messages.

< | our location: Discussions » My persona I journal I

Name Number of
tri

Entries & ¢ v

(New) 7y My personal journal <

1y Journal 4 @ Description (click to collapse)

Dummy Student00 % 1 (1) ki 5 pereel Sl s e Eer St e R s pr T tEg f ey e

e T FEn accessibly to yourself and the tutar, Ery

1215189842011 % Peer Review: No

o o: rictions: Allow post and reply
A

coess ate
User Identification: User Name

| create new Entry | | view orafts |

No entry posted by the user.

Figure 8: List of personal journals

These blogs are however course-specific and netsaitae from the outside.

Any discussion topics, be it threaded or classdlogn beraded (similar as shown
for threaded discussions above)eer-reviewed See more on this in “3.3 Peer
Review New!”

1.3 RSS feeds

RSS is a format which is used to publish frequengglated digital content, such as
weblogs, news feeds or podcasts. These feeds wtlowo get the latest content in
one place, as soon as it's published, without lgatarvisit the websites you have
taken the feed from.

Exercise 7: Adding an RSS feed to WebCT Vista

1. IntheBuild tab, selecManage Course, Settingsin the Systems Integrations
column locate th&®SS Feed Moduleand check that thEnable radial button
is set toTrue andSave.Even if it looks as it is already set as true, sayain.



RSS feed module System Integration

Title Yalue
Enable & true /O false

Figure 9: Enable RSS feed module

2. On the page where you want the RSS Feed, s&tietContent Link and
thenRSS Feed(If the RSS feed does not appear, refresh your)page

1 Add Content Link 2

é)_j Assessments »

&1 Assignments »

) Chat »

@J Connect to another web server »
@J Connect to UoE Weblog »
@J Course information {(DRPS) »
% Discussions »

I% Learning Module »

Media Library Collection
F]| rsS feed »

Figure 10: Select RSS feed under content links

3. Either selecCreate RSS feedr chose an existing RSS from the inventory
andAdd Selected

F RSS feed »

| Create RSS feed |

Select from inventory:

Scotsman Current News

Add Selected

Figure 11: Create or select a RSS feed

4. To create an RSS feedType in a Title and URL of RSS feed, select desty
from the list and amend any other options, sebeate. A RSS feed URL looks
like this:
http://newsrss.bbc.co.uk/rss/newsonline_world_enitechnology/rss.xml




(BBC technology news)

Usually you can find the URL by clicking on a tiesn:

Edit RSS feed

* Title: |BBC technology feed

PowerLinks Proxy Tool Settings:

Title Yalue
*Operational Timeout 10

*URL of RSS feed http:/fnewsrss.bbc.co.uk/rss/new

®SL file

Default '+
URL of ®SL file
CSS file BBC style v
URL of CS5 file
Fuindow title RSS feed
*RS5S descriptions contain HTML Oytrue / @ false
Custom parameters info=true; width=50%; font-size=1(
*Open in new window O true / @false

* Required field

Figure 12: Creating/editing a RSS feed

Chapter 2: Online Collaboration Tools
2.1 WebCT Vista Group Manager

The new WebCT Vist&roup Manager tool helps youmanaging student groups for
tutorials, essays and for other group activitidee Group Manager tool offers three
group types:

1. Custom group: Creates one group for which you select the mentbers
add,

2. Multiple groups: Creates one or more empty groups to which you add
members later;
or creates one or more full groups in which studanésrandomly
distributed;

3. Groups with sign-up sheetsCreates one or more empty groups that
students sign up for by using a sign-up sheettttest access through their
WebCT Vista course.

You can use these groups to create discussiorstépigroup, send emails to
individual group members, create assignments asdignspecific groups, offer
selective release criteria (e.g. to specific cafteased on group membership and
search for students in the grade book based ongfraip membership and thus view
or allocate group marks. For more information setsheet “Working with the Group
Manager Tool”

(http://www.elearn.malts.ed.ac.uk/webct/downloadskivm_with _group _manager.p

df).

11



Exercise 8: Creating sign-up groups

1. Select theGroup Manager under Instructor toolsTgachtab).

2. SelectCreate groups You have three choices: create custom grouptecrea
multiple group orcreate groups with sign-up sheetsSelect the last one.

3. Select thenumber of groups All groups will start with the same word or
phrase, followed by a unique number (you can chamgdtles later, e.g. to
include the date of the tutorial or the tutor’'s manType the word or phrase in
theWord or phrase all group names start with:textbox.

4. Type in the description of the group in thefault description text box.
Initially this will be used for all the groups, bagain you can change the text
later for all or for individual groups.

5. Type in the maximum of student allowed in one groutheMaximum
Students per groupbox.

6. Select thAllow Students who have not yet joined a group toee the
names of group members on the sign-up sheetieck box, if you would like
to enable this option.

7. Type in the title of the sign-up sheet in Bign-up sheet titletext box. This
title will be used by default in the link that widke used by the students to
access the sign up sheet.

8. Type in the sigh up-sheet instructions in 8ign-up sheet instructiongext
box.

«  Your location: Group Manager > Create Groups with Sign-Up Sheets

9. From the drop-

Create Groups with Sign-Up sheets

dOWn I I len u’ Group Settings

Al group names will start with the same word or phrase, followed by a unique number.
Select the page Enter the word or phrase that will be used in all group names in the text box below,

For example, if you enter the phrase Chemistry Lab, the default group names will be Chemistry Lab 1, Chemistry Lab 2, etc.
Wlthln your *Number of groups: i

. *word or phrase all group names Tutorial group
course on which
. Default description: This is tutorial group Mumber [enter later]. Your tutor is
you Would ||ke [enter later]. vou will meet on [enter later], in room
number [enter later].

thesign-up sheet
link to appear.

Th I.nk I. t d n *Maximum Students per group: 5

e S S e Student vigw; allow Students who hawe not yet joined a group to see the names of group members on the sign-up sheet.
h d d |' (Whether this option iz selected or not, after Students join a group, the names of their group's members will

the drop down list appear on the sign-up sheet.)

here Wl” depend sign-Up sheet Settings

Students join a group by clicking a sign-up sheet, which is placed in a folder

on the pages and | s sneet e i T e
Sign-up sheet instructions: Pl lect t of the 10. Each
structure of your |coreit af marimam & Studants, You van sge students who
. have already signed up. If you have signed up and you
WebCT Vista e G ol s e e
course.

Place the sign-up sheet link on: [Courss Content Home (%

Thig iz where the Students will go to choose the group they want to join.

Figure 13: Setting up a sign up sheet
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Build

1 Assessments
3 assignments

§ calendar

2 Chat

» Discussions >}

fj Leamning Modules & 4
T H [J Study group 10

3 Mail

3 Web Links (*]
 wha's Online
J = Hidden fram Students

B Instructor Tools

B Manage Course

3 Assessment Manager

# Assignment Dropbox

b Grade
b Group

q Tracking

} Motes

3 Selective Relsase

10. Click on thecontinue button. TheConfirm Created Groups screen displays.
This screen enables you to confirm the detailsiwitiie groups. You may edit
the descriptions if required (e.g. add individuates, locations or tutors) or
alter the maximum number of students you allowgreup.

Build Teach

@ Course Tools
By Course Content | ¥

I3 Announcements

@ Assessments

£ Assignments
Calendar

&) Chat

% Discussions o
3 Learning Modules £
é Mail

il Web Links o
who's Online

(H) = Hidden fram Studants

@ Instructor Tools

@ Manage Course

Assessment Manager

a—a

Student View

Confirm Created Groups

Sign-up sheet title: Study group sign up sheet
Sign-up sheet instructions: Please sign up to one group, You can see students who have already signed up for your group. You can only sign up to
one group, if you want to change your groups, please contact your course orgarniser.

Group total: 10

Edit groups titles and descriptions if desired:

Group Name

1 *|Study group 1

2 =Etudy group 2

3 *[Study group 3

Description

User playgrounds - dgacha

Maximum Students per Group

This is study group Nr [enter later]. It will 5
‘meet [enter later]. Your tutor is [enter later], .

|This is study group Nr [enter later]. It will 5
\meet [enter later]. Your tutor is [enter later].

[This is study group Nr [enter later]. It will 5
meet [enter later]. Your tutor is [enter later]

lEi'gure 14: Confirm sign up sheet (you can edit desption and max students per group)

11.0nce you have checked the information click onSheebutton. The screen
refreshes and the Group Manager displays as séan.be

Teach

Book

Manager

Student View

B Course Tools
» Course Content | ¥

3 Announcements

[ Study group 2
[] Study group 3
[0 Study group 4

[] Study group 5 %

[] Study group 7 %

[] Study group 8 2

Your location: Group Manager

Create Groups

] Group Name <
O growpl 2

[ Study group 1 %

e

[

(13

[

[ Study group 6 %

sign-Up Sheet Title

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Study group sign up sheet

Description

This is study group MNr [enter
later]. It will meet [enter
later]. ¥our tutaris [enter
later].

This is study group Nr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later].

This is study group Nr [enter
later]. It will meet [enter
later]. ¥our tutaris [enter
later].

This is study group Nr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later].

This is study group Nr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later].

This is study group MNr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later],

This is study group Nr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later].

This is study group Nr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later]

This is study group Mr [enter
later]. It will meet [enter
later]. Your tutor is [enter
later].

User playgrounds - dgachad

Members

Demo Student 1215169642011

Figure 15: Updated group manager

See fact sheet “Setting up the Group Manager Toolinstructions for creating
multiple groups and custom groups
(http://www.elearn.malts.ed.ac.uk/webct/downloadtfsg up_group_manager.pdf
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Exercise 9: Creating group activity for specific gpups

1.

2.

In teachtab, select the groups you have just created.

At the bottom of the page, selétteate Group Activity: Discussion topic
and click on go.

Create Group Activity: |- Select - bt @

- Select -
Discussion topic
Chat room

Figure 16: Selecting a group activity (discussioropic)

Select one of the options under discussions, lergatled discussion.

Add atitle, e.g. forum for...(the individual group name will added to your
discussion forum title).

Select the appropriagettingsfor your group discussions, e.g. whether topic
is gradable, anonymous... agave

Switch to the discussion forum and have a lookatdiscussion groups you
have just created. These discussion groups areacnBssible by group
members, designers and instructors of the coutadeBts who are not group
members won’t see those discussion groups (checkttient view to verify
this). If you sign up to one group using your dunmstydent, you should be
able to see that group in the student view. Youdtalso assign discussion
topics to specific group using the selective reddasl (see Chapter 4:
Selective Release) .

Adding more groups to a sign-up sheet

=

Click onTeachtab, thernGroup Manager.

Locate thdast sign-up sheet grougo which you wish to add additional sign-
up sheets. Make a note of its name, without thebmuinfor example: for
"Zoology sign up 5", you would note "Zoology sigp"u

Click on theActionLink icon (%) for the last sign-up sheet group to which
you wish to add additional sign-up sheets. Sdteltt Sign-up Sheetfrom the
menu.

Under Groups click on Creagalditional Groups.

Under Word or phrase all group names start witlerethie name you took
down in Step 2, above. WebCT Vista, however, woll accept exactly the
same name, for the additional sign-up sheets ddaasuffix such as 'B'. For
example: enter "Zoology sign up B".
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6. Complete theanandatory fields (indicated by an asterisk), and the Default
description if appropriate. ClicRontinue.

The Confirm Created Groups window appears. Clake

The Edit Sign-up Sheet page appears, displayingetesign-up sheets
appended to the Groups list.

© N

Identifying the students who haven't been assignei a group sign-up-
sheet

1. Click on theTeachtab, and then ent&radebook

2. Using theFind Members option under Gradebook Options sel@moups do
not contain' then select all the listed groups (using Shiftkcbn a PC, and
Apple click on a Mac).

Resetting a student who wants to change groups

If you are an Instructor on a section you may @elké student's name from the
‘wrong' group, and add them to their favored group.

1. Click on theTeachtab, and then on tHeéroup Manager.

2. Locate the group which the student wishes to beveh from, click on its
ActionMenu and selecEdit Group.

3. Select the student's name, and clickRieenove Selectedbutton. The student

is now removed from that group's sign-up sheet.

Click Saveto return to thé&roup Manager.

Locate the group which the student wishes to beada, click on its

ActionMenu and selecEdit Group.

6. Click theAdd Members button, select the student's name and click Add
Selected button.

7. Click Saveto return to the Group Manager.

ok

2.2 The use of wikis

“A wiki (...) is a website that allows visitors to add, remaand edit content. A
collaborative technology for organizing information Web sites, the first wiki
(WikiWikiWeb) was developed by Ward Cunningharhemtid-1990s. Wikis allow
for linking among any number of pages. This easetefaction and operation makes
a wiki an effective tool for mass collaborativelaring. Wikipedia, an online
encyclopedia, is probably the best known wiki.” {ipgon from Wikipedia, see more
information onhttp://en.wikipedia.org/wiki/Wikjs

Wikis are great for developing a collaborative podj which evolves continuously
and consists of various hyperlinked areas. It alearious people working together
on one website. It is possible to track a versistohy and restore previous versions
of the website.
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The University of Edinburgh is currently phasing the use oMediaWiki . A new
wiki software calledConfluence should be available around November 2007.

Welcarne Danisls Gachaqo | History | Preferences | Log our & 5

Home

Added by Keith Brunton (Admin), last edited by Daniela Gachsga on Jul 25, 2007 (siew change)
Labels: homepage EDIT

Welcome to the CSE eLearning Technologists homepage!

This has just been set up for us to try the new wiki tool out.

@ibro
5 Add Content Hagifnl

Children Hide Children | Wiew in hierarchy | W% Add Child Page

3 second page (£SE Learning Technology Wiki)

Comments (hige)
Mice tool!
[new pane]
elearnins g in CSE

() posted by Danisla Gachago =t Jul 02, 2007 09:45 | Edit | Remous

EVALUATION LICENSE - Are you enjoying Conflusnce? Please consider purchasing it today.

Figure 17: Homepage Confluence

To try out Confluence you can create a 30days atialu account on
http://www.atlassian.com/software/confluence/

Exercise 10: Use of Mediawiki

1. Access the course Playground — dgachago and sleéewiki.

2. Select edit and add content to the start pagetligse=tag== for a new
heading).

3. You can also create a link to a new page usindjtiesv link]] tag.
4. Don't forget to save your changes.

5. Once you have finished editing your page, haveok & your colleagues’
contributions and try do edit their content.

2.3 The use of Google Docs & Spreadsheets

Google Docs & Spreadsheets a free web-based word processing and spreadshee
program that keeps documents current and letsebpl@ you choose update files
from their own computers. Google Docs and Spreadstae great if what you want
to produce is aingle file, e.g. a project report as a group effort.

Creating a Google document and inviting other memhrs

1. Go towww.google.comand selecimore. You will get a list with tools
available through Google. One of thos®@cs and Spreadsheets
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Google

Web Images News Maps Producls Groups

More Google products

Search

7]

Alers
Receive news and search results via email

Blog Search
Find blags on your favorite topics

Book Search
Search the full text of books

Checkout
Cormplete online purchases more guickly and securely

Desktop
\9 Search your own computer

7~ Direstory
‘=i Browse the web by topic

Earth
@ Explore the world from your PC

P Product Search
j Search for stuff to buy

-7

Explore and innovate

L Code
%} Download APle and open source code

il Labs
@  Try out new Google products

Communicate, show & share

Blogger
Express yourself anline

Calendar

£ and share events with friends

Docs & Spreadsheets

Create and share documegilonline and access them from anywhere

Fast, searchable email with less spam

Groups
Create mailing lists and discussion groups

Figure 18: Google products

2. Login in to Google To use the Docs and Spreadsheets tool you ndwal/eo
a Google account. If you don’t have one yet, pléasate a new Google

Account.

Mail Calendar Documents Photos Groups Weh more W

mmon-sense.at | Settings | Help | Sign out

GO (‘ )Sle Search Docs & Spreadsheets ] [ Search the Web

Docs &
Spreadsheets

New Document HNew 1 t  Upload

Welcome to Google Docs & Spreadsheets!
With Google Docs & Spreadsheets, you can

Use our online editor to format documents, spell-check and more
Upload Word documents, OpenOfice, RTF, HTML or text.
Download documents to your deskiop as Word, PDF and mare
Yiew your docurnents revision history and roll back to any version

Plus, since it's online, you can:

Invite athers to share your documents by email address.

Edit documents online with whomever you choose.

Publish docurnents online to the warld, or just to people you choose,
Fost your documents to your blog

To learn more about Google Docs & Spreadshests, click here

@2007 Google - Google Docs &

Browse Docs & Spreadsheets ¥

Where are my documents?
You are signed in as:

giannini@common-sense.at

Has it been more than a month since you
last edited your documents?

Try checking All documents to see older
documents ar other documents that might
have heen shared with you

Help - Terms of Use - Privacy Palicy - Legal Motices

Figure 19: Google Docs and Spreadsheets homepage

3. Creating a new file to create a new document click dew Document or

New Spreadsheet

Mail Calendar Documents Photos

Docs &

GO« )gle

Mew Document w Spreadsheet

Groups WWeb rore W

Search Docs & Spreadshests ] [ Search the Web

Figure 20: Creating a new file
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4.

5.

6.

7.

An empty document will appear which looks very $anto either a word
document or a spreadsheet. Add your content. lfwant to change thigle
of the document, click on it. Don’t forget $aveyour document! You can
save a document as html (zipped), rtf, word, od&oey pdf and simple text
file.

File= ' Edit Insert Revisions
WY

Save Crl-5
Frint...

Fename. ..

Copy document

save as HTMWL (zipped).
Save as RTF..
oave as Wiord,
oave as DpenOffice. .
oave as POF...

Find and replace. .. (Ewperimental)

Document settings...

Figure 21: Saving your document

Publishing your document: Google allows you to publish your document as
a web page, either on your own server or on Godfgar link will look

similar to this onehttp://docs.google.com/Doc?id=ddq85hs3_4d3drips

link is now publicly available.

gianninié@@common=sense.at | Docs Home | Help | Sign out

Save | Save & close

[& Preview & Print EIEm& el |

Figure 22: Sharing and publishing files

Version history: Underrevision you can see the version history of the
document.

Adding members:to add members seleShare.You can invite members as
collaborators (editing rights) or viewers (readyornghts) by entering their
email address. Make sure you ask your colleaguésyfalready have Google
accounts and use the email address linked to thag)lé account.
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Exercise 11: Editing a Google document

1. Check your email. You should have received an emailing you to access a
Google document. Follow the link displayed in tinead. You might have to
create a new Google account for this exerciseoufgon’t see the email in
your Inbox, check your Junk mail or Spam mail foJdee email might be
there.

2. Open the document called “Teaching and Learning WiebCT Vista”. If you
are added as a collaborator you can edit the docurnght away.

3. Enter some text and save it. Have a look at themeat history under
Revisions

2.4 Social bookmarking using Del.ici.ous

On asocial bookmarking system or network, users store lists of Internebueces
that they find useful. These lists can be accessdthe public by users of a specific
network or website. Other users with similar ingtsecan view the links by topic,
category, tags, or even randomly. One of the nayablis social bookmarking sites is
del.icio.us(http://del.icio.usy

del.icio.us is a social bookmarking website -- pnienary use of del.icio.us is to store
your bookmarks online, which allows you to accéssdame bookmarks from any
computer and add bookmarks from anywhere, too. @icb.us, you can use tags to
organize and remember your bookmarks, which is ehnmuore flexible system than
folders.

You can also use del.icio.us to see the interesitikg that your friends and other
people bookmark, and share links with them in ret¥iou can even browse and
search del.icio.us to discover the cool and udssokmarks that everyone else has
saved -- which is made easy with tags.

Exercise 12: Creating an account and adding linksotdel.icio.us

1. Openhttp://del.icio.usand register. If you want to use del.icio.us foe of
your courses, you could register the name of thesso(e.g. EduTech150).
Then you would get a web address similar to thes on
http://del.icio.us/edutech15%ou could share the login and password with
your students and all of you could add links tleddite to your course subject
to this address. You could add an RSS feed fromdite into WebCT (see 1.3
RSS feeds) which will regularly update the linkeganted on WebCT.

Alternatively, each of your students can creataegal on del.icio.us and you
share a tag named after your course, where studeuls save links related to
this course.
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During the process you will be asked to install edmttons. This might not
be possible on the lab computers, but you shoulblesto install them in
your own computer (see instructions unbhestalling del.icio.us buttons
below).

Figure 23: Register on del.icio.us

2. Adding bookmarks: Since we haven't installed the del.icio.us buttoms)
have to copy the link you want to add to del.icgoamd selegbost.

Figure 24: Posting a link manually (without buttong

The posting interface looks like the following semehot if you're using the
Internet Explorer buttons or Firefox extensionydii're using the bookmarklet
buttons or posting page, you'll also see a groymof tags under thesave
button.

Figure 25: tagging a link on del.icio.us
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Theurl is the web address of the bookmark that you'renga\¥his usually
starts withhttp://, and is necessary to save anything in del.icio.us.

Thedescription is the name of the bookmark that you are saving. |
automatically set to the title of the page, if &alie. You can change this to
something more appropriate if you'd like.

Notesare a way to include extended text of what thekbwok is about. This
can be text copied from the document, your thoygigmions, or anything
that you want to include along with the bookmatls. limited to 255
characters right now.

Tagsare words that you assign to the bookmark to heip(and other people)
find it later. Learn more about tadgtp://del.icio.us/help/tags

3. To see your saved bookmarks, click the button tighsquare del.icio.us logo
or labeledmy del.icio.us-- or theyour bookmarks (http://del.icio.us/home
link at the top of any del.icio.us page. A bookmsaked by you looks like
this:

Figure 26: Display of saved link in del.icio.us

Installing del.icio.us buttons

The del.icio.us buttons are the main way to add ibews to del.icio.us. You can re-
install them using the following linkhttps://secure.del.icio.us/register?stepZhen
you're visiting a page that you'd like to saveebidio.us, click the button at the top
of your browser labele@AG or post to del.icio.us(depending on which kind of
button you installed).
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Figure 27: “post links to del.icio.us” buttons

Then, fill out the information in the posting inkece and save it -- and you've just
saved an item to del.icio.us! To see your savedimaoks, click the button with the
del.icio.us logo or labelewhy del.icio.us

Editing and deleting bookmarks

After saving an item, you can edit its descriptinates, and tags by going to your
bookmarks littp://del.icio.us/homeand visiting the "edit" link next to that
bookmark's description. Similarly, if you'd like delete a item, visit the "delete” link
next to its description.

Figure 28: editing/deleting links on del.icio.us

If the inline editing interface doesn't appear wrkv(for any reason), you may be able
to use the link tdull screen editto successfully edit your bookmark instead.

Private and public bookmarks

Bookmarks saved with your buttons are public byadif but imported bookmarks
are private by default. If you see "not shared"tnexa bookmark, that means it is a
private bookmark and only you can see it. Notgoli're logged out, you won't be
able to see your private bookmarks either.

To change a private bookmark to public (so thatywee else can see it), click the
"share" link next to it.

Figure 29: Sharing links on del.icio.us

To change a public bookmark to private, first ergloivate savingin yoursettings
Then edit your bookmark, check te not sharebox, and save it. While saving a
new bookmark, you can also check ttzenot sharebox to make that bookmark
private.
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Sharing and exploring

To show your friends your bookmarks, you can ghent a link to your delicious
webpage (e.dhttp://del.icio.us/dgachago

Want to see what other people are bookmarking?céoustart with the del.icio.us
home pagehttp://del.icio.us), which includes théotlist (the most popular links of
the moment) anthgs to watch which include other popular links organized hy.ta
Curious about exploring more? We have a guidenirig bookmarks
(http://del.icio.us/help/discovering

Importing bookmarks

If you have bookmarks or favorites in your broweat you'd like to upload to
del.icio.us, you can go to the import page
(https://secure.del.icio.us/settings/dgachago/booksfianpot) to add them to your
account. After importing (or while your import fsties processing), you can come
back here to learn more. If you don't want to imfp@okmarks, you can skip this
step.

Sourcenttp://del.icio.us/help/getstarteshdhttp://del.icio.us/help/saving

Chapter 3: Online Assessment Tools

WebCT Vista offers three forms of assessment:

1. Quiz: Quizzes are online assessments for which gragessargned.

2. Survey: Surveys are anonymous online evaluations for whalhyrades are
assigned.

3. Self-Test: Self-tests are assessments for which Studentveegedes and
feedback, though the grades are not recorded iGtade Book tool.

While WebCT Vista is not particularly recommendedr fsummative online
assessment (due to security issues), it is peyféog for formative assessment, e.g.
self-assessment activities. Students respond v@sitiyely to opportunities for self-
assessment, especially when they receive immefiattback. Not all of them might
use these tests regularly during the semestero(ath they should), but might be
relying heavily on them for revision purpose. Yanguide them in the usage of the
quizzes by making them available only during cerfariods, or limiting the number
of attempts.
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3.1 Online Self-assessment

Exercise 13: creating an online self-test

1. Selectassessmen{Build tab)

2. Click oncreate assessmenenter title of the assessment (e.g. quiz on lectur
1), adescription of the quiz, a title for thgrade book column namg(if you
want to record the scores of the quiz) and setexdlype of the assessment
(graded quiz, anonymous survey or self-test). incage please seleslf-
test. Save.

Figure 30: Creating an online assessment

3. After saving, you will see the assessment screen.nfight notice that your
quiz is still hidden. This is so, because you hasteadded any questions yet
to your quiz.

Figure 31: Hidden assessment
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4. Creating questions.Click on the quiz you have just created. Seleeia@
Questions. You have a number of question typeslexsfrom:

Multiple-choice: There are two types

of multiple choice questions that you may
create, one is a single correct answer
guestion and the other is a multiple correct
answer question.

Matching: The matching question
gives you two columns that you must
match correctly.

Calculated: A calculated
guestion is a question that is
based on a formula.

Combination: A combination question is a
qguestion where different combination options are
presented to the student and the student must
choose the most correct combination.

Short answer: The short answer
guestion is a question that requires a
one or two word response. You may
add extra answer boxes and expect a
few different answers. So offer
alternative words which also count as
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more or less correct answers (you can allocateréifit percentages to different words). This
guestion type is a bit tricky, especially if stuteanter the right answer but misspell it. You
can always go over students’ answers and overtrgt@utomatic score allocated through
WebCT. Answers can also consist of more than orel igee example above).

Paragraph: The paragraph question
requires the student to answer an essay type
guestion. This is the only question type that
cannot be market automatically.

Fill in the

blank: The
fill in blanks
guestion type
requires you to
fill in the
blanks in a
sentence. You
can offer
alternative
words for each
input.

Jumbled

Sentence:

A jumbled sentence

guestion provides a

sentence that has been

mixed up. It provides

the words you need to

select in a drop-down

menu. You need to

correct the statement by choosing the correct arfleords.

True / False:See an
example of a true/false
guestion below.
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5. Select one question type and follow instructions.

6. Once you haveavedyour question, you return to the quiz screen. Here
can change the points awarded for each questiordgbault every questions
gets 10 points). Don't forget tgpdate total after changing the points. You
can also review your question by clicking on theidwalLink next to the
guestion and selectiri@greview.

-

Figure 32: preview question and update points perwgestion

7. Once you have finished adding your questions, yauetpreviewed them all
and updated the total score, you can go back tagbessment pagand
change thejuiz settingsby clicking on the ActionLink menu and selecting
Edit Properties. Here you can sele&how itemto make the quiz visible,
select aguestion deliverymethod and set trevailability dates for your
assessment. Since this quiz is most probably fondtve assessment only, |
would give students unlimited attempts to try dé quiz, and deliver
guestions one at a time and show immediate feedback

8. You can similarly set release criteria based orgjahember, group or grade
book criteria by selectin§et release criteriain the action link.

9. You can add guestion setto an assessment. A question set helps at
randomising questions in an assessment. A quesiis a group of
individual questions from which a random seleci®presented to students.
For example, you can select four questions to ble@dds a set from which
one will be randomly selected and presented tcestisd SelecAdd to
assessment — Question set

Note: Before you can add a question set, questiurst already be added to
the Question Database tool. Once an assessmebébasaken by students,
you cannot add or delete questions in a questibn se

10. Organising your assessment uspagts: Once you have added questions to
your assessment, you can organise the questiahfferent sections or parts.
For example, you can organise all short answertmunssin one part and all
paragraph questions in another part of the asse$simu can also move
guestions from one part to another, rename, rewgamd delete parts. Select
Add to assessment — Parin the figure below | have created a part called
Part 1 — Matching questions and | am about to ngasstion 1 into that part.
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Figure 33: Creating a part and moving questions tahe part

Tip: Feedbackis one of the most important features of self-sssent. Although
it's a bit of work, providing feedback (more thais{ correct/incorrect) to each
answer, no matter whether it's the correct or ineat one, is very, very valuable
to students! It's also advisable to add customgrsion to the quiz - some
students might not be sure, whether this is orityrimative assessment or whether
the marks will somehow influence their final m&8k. a bit of reassurance helps.

3.2 Submission of electronic assignments

Electronic submission of assignments can help ycanage your assignment
submission process more efficiently, especiallyldoge classes and if you are using a
plagiarism software such as Turnitin and therefoeed electronic copies of
assignments anyway. You can see at one glance wghuckents have submitted and
which haven’t, and when (no more discussions wihrystudents about misplaced
assignments); you can define a deadline and aftdate for assignment submission.
You can specify how often students can submit, @uiaish results and feedback on
WebCT. Students will see their grades either whtd assignment or in their grade
book. However, some lecturers still prefer subroisgf paper assignments, mainly to
avoid having to print assignments if they preferkirg on paper.

Exercise 14: Creating an assignment dropbox

We are going to create a dropbox for an essay.
1. In Build mode, click orAssignmentsfrom theCourse Toolsmenu.
2. Click on theCreate Assignmentbutton to set up a new one.
3. You'll be presented with a form to fill in. Giveoyr dropbox ditle such as
‘Course Essay’. You may want to provid®ascription but perhaps that is
already outlined in detail in the course book. ibthatltem Visibility is

currently set to hidden. We can fix this shortly.

4. I'd suggest usingnstructions along the lines of ‘Please upload your essay for
this course into this dropbox’ or if you wanted ystudents to name their file
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in a specific way, e.g. including their studentdDmber.

5. You canAdd Attachments if you wish — perhaps the assignment needs a
supporting paper or statistics before it can bepietad.

6. UnderStudent submission formatselect the radio box besidext with
attachments

7. SetAssignment recipientsto beAll Students IndividuallyScroll back up to
Item Visibility and notice that it is now set &how Item(here you could also
create assignments for a specific group of stugerts2.1 WebCT Vista
Group Manager)

8. Pick aDue Date— put in the deadline of your essay. We can noaleeup for
this essay. Let’s pick a time about an hour fromwn&€hange the date
appropriately.

9. Pick aCutoff Date — it is advisable to have a cutoff date. We ndyragon’t
want to cut a student off from uploading until #&l of term (there is always
a student with a genuine reason) so set that teapsrthe end of term. Again,
for this exercise, pick a time after the due dBeesically after the due
date/time, assignments are marked as late, atterutoff date, they won't be
accepted at all.

10. Click theSavebutton. You should see a confirmation messageythave
successfully created your dropbox.

Exercise 15: Uploading an assignment — a studenp&rspective

Now we’ll upload an essay, from the perspectivewfdummy student.

1. Flip into Student Viewmode and click on thassignmentlink. You should
see your course essay (or whatever you renamdohkh® be) on the page.
Click on it.

2. You are presented with a form. All a student ndlyrfaas to do is attach their
essay/assignment to the drop box and submit. GhctheAdd Attachments
button and upload a file that you find on your cait@p. You should see the
attachment listed above tAeld Attachments button after you've
successfully uploaded it (see Figure below). Remove the

attachment
you
uploaded

/

Figure 34: Your essay attachment has been succedifuwploaded
when you see it listed above thadd Attachment$utton
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3. Click onSubmit. When prompted to see if you are sure, clidk.

4.

Go out of the assignment dropbox and then bacKon.should see the upload
you just made undesubmitted assignments but you won'’t be able to edit it.
This is because the dropbox defaults to being mialade (we can change that
but this is beyond the scope of this exercise).

Exercise 16: Viewing & returning a student’s submision

1.

Go intoTeachmode. Designers cannot view students’ submisgiomiess
they are also instructors, like you are)B0ld mode is not the appropriate
place to look for uploaded assignments.

Go into theAssignmentstool via the link on th€ourse Toolsmenu. Click
on the name of your assignment.

You should see a page with some tabs along theTbpAll tab should be
currently displayed.
You can use these tabs to separate
assignments of different status — i.e. it is now
much easier to get a list of which student
/ hasn’t submitted an essay or which tutor has

not vet marked assianments You can

restrict view
to a single

assignment
or view all of
them

/

Click on
assignment
name to
view a
student’s
submission

\ \ The assignment

status — will say Late
if submitted after
Due Date

The student who submitted the
assignment — normally a student’s
name!

Figure 35. A student’s assignment submission

To view the student’s submission, click on Trite of the assignment. You
should be presented with the student’s submissiam attachment, any
comments they’ve provided. Click on the attachntentiew their
submission. Here you can grade assignments and adishment/feedback.

Sometimes a student will accidentally upload thengrfile to the assignment
dropbox and as we have seen students (by defanlt)rnake changes after
they've made a submission. In that case they roayedo you and ask what
can be done. Still on the submission page, yowlice, under thé&dd
Attachments button somé&ave Options(see Figure below). To return a
submission so that they can alter it, click onrtio button besidReturn to
Student(s) for further editing and clickSave This will “unsubmit” their
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assignment and return it to them for alteratiome&ssignment will now be
shown to you aB progress.

Figure 36. Returning a student submission

6. Go back intdStudent View and again inté&\ssignment Go into whatever you
named your dropbox. You'll see now, that as aestitidyou can make
changes to your submission. You can remove ydackanent, attach another
file, change your comment etc. You remove yowchinent clicking on the
button (Figure below) beside it. Try resubmittengpther file as a student. Go
back intoTeachmode and see how the assignment now looks tostiructor.

Figure 37. Button for removing an attachment

7. Now grade the assignment and submit the grade to the stinyeriicking on
save Change to student view and see where the stedargee his/her grade
(undergraded).

8. Using the group manager tool, you can crgateip assignmentswhich have
to be submitted either as a group or individuailygboup members. For more
information see 2.1 WebCT Vista Group Sign-Up tool.

Exercise 17: Creating a Turnitin assignment dropba (NEW!)

The University of Edinburgh uses Turnitintip://www.submit.co.ukas plagiarism
software. So far Turnitin had to be used as a sianeé tool, requesting a separate
login from WebCT Vista. From August 2007, a Powwlior the integration of
Turnitin into WebCT Vista will be available.

1. To create &urnitin assignment dropbox, selectAdd Content Link from
your homepage (course content) dnalnitin UK Assignment (under Build
tab).
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Figure 38: Create a Turnitin Assignment dropbox

2. SelectCreate Turnitin Assignment. Give it atitle and clickCreate.

3. Agree to the Turnitin Terms and Conditions. Nowceesn will appear which
looks very much like the old Turnitin screen. Cesgbur assignment (give it a
title, themax. scorefor this assignment, selecstart and adue date Post
date means the date when your students will re¢baie grades. If you want
to allowlate submissionsyou need to seleeidvanced assignment options
Under advanced options you have a number of setepbssibilities, e.g.
when to create originality reports, whether to styowr students their
originality reports, whether to include the papethe general database or
whether to check students paper against the getatatbase. You can always
change your assignment settings uretit assignment.
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Figure 39: Assignment settings (including advancedptions)

4. Once you are happy with your settings, cl8bmit. The assignment link
will automatically be created on the Course Consengéen.

5. As opposed to WebCT assignments, this assignmdrappiear on the
homepage of the course and not under assignmégitas &re using Turnitin
assignments, it might be advisable to credtdder on your home page with
links to all assignments including WebCT assignmewhich are not
submitted to TurnitinCreate a folderon your home page, call it submission
of assignments anove the just created Turnitin assignment into thedold
Try to add previously created WebCT assignmentstimt folder by using
theadd content link option.

6. Now you can submit an assignment using the Dumrngesit view.
Sometimes it seems as if Turnitin mixes up studantsinstructor rights, so
don’t worry if some things don’t seem right. To readure everything is
working well, you should test this system with pgoptudents.
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7. Once your student has submitted the assignment;go@access it (under

Here you can download files. Just
select the box in front of author to
select all assignments and then

Teachview). It will take a bit of time to generate tbaginality report, but
once it’s there, you can access it (by clickinglmmassignment title) and
grade a student’s work either right there (onlyhweal students!) or using the
Grademark tool (gm) — again only with real students!. Youn @so
annotate/comment on students’ work by using@nedemark tool. Your
students will only see their grades on the datedgdined as post date.

The originality report shows you

a percentage of similarity between

the submitted paper and entries in
Turnitin’s database

You can use the grademark
tool to annotate/comment on
and grade assignments

click on download.

N

R}

Figure 40: Assignment Inbox, showing students namgs

assignment titles, originality reports and gradesTo access grademark to grade students you need

8.

9.

to click on grademark (gm) icon.

A Turnitin assignment will automatically create@uwnn in thegradebook
Have a look under grade book (teach tab).

You can stilldownload assignmentse.g. for marking using Tablet PCs.
However, once assignments are downloaded thepaseély all information
apart from the assignment title. So if your studefun’t follow correct
instructions on how to label their assignments. (@guding their student ID
number), your downloaded assignments cannot bedraack to the
individual students, who submitted the assignment.

3.3 Peer Review (NEW !)

Again, from August 2007, there is a possibility farer review of discussions and
blogs available on WebCT. You can select betwelenwalg students to review
messages using a simple rating scale (e.g. 1-@udimg comments or you can create
a grading form for your students to review messages

Exercise 18: Creating a peer reviewed blog

1.

Go to discussions and sel€&reate Topic. SelectJlournal Topic. This
creates an individual blog for each of your student
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2. Enter a blog title, choose between numeric graddpiranumeric grade and
select “Allow Students to review messages usingn@le rating scale”.

Figure 41: Peer review settings in discussions ardogs

3. Create aating scale WebCT has a default rating scale, you can add or
remove ratings and change the wording of the rai\algl instructions for your
students on how to rate their peers. You can degither to allow users to
include a comment or not. If you wanted a more siglated grading form
with several criteria that you want your studentsdnsider, you need to
create a grading form (see 3.4 Grading forms).

4. After creating your rating scale, you have a fewenaptions, e.g. students
can see reviews of their own messages only ol ofiegsages. You can also
select whether to make reviews anonymous (miglat ¢eod idea, to help
students over the awkward experience of havingtorasent on each others
contributions).

5. Select undetopic behaviour options that Journal Privacy sublic.
Otherwise students won't see each others messadesauldn’t be able to
peer review them.

6. Move to student’s view and post a message in yaormdy student’s blog.

7. Now other students can access this message armavrggvSince you only
have one dummy student in your course, try totteanessage as instructor.

Figure 42: Peer reviewing messages
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Figure 43: Selecting a rating and saving the rating

8. Once you have reviewed a message you will seetarbsiaying View all
reviews'. This gives you a graph with the ratings disttiba.

Figure 44: Summary of peer reviews and rating distibution

3.4 Grading Forms (NEW!)

Grading forms can help you mark large number afassents, where grading is
largely standardised and a whole course team tifrlers and tutors are involved in
marking. It might help make your marking more cetesit over the whole group.

Exercise 19: Creating a grading form

1. Using the teach tab, selggtading Forms under Instructor Tools.
2. Select create grading form.

3. Select ditle for your grading form, e.g. grading form for essay

36



4. You can add or deletziteria and change the criterion name.

5. You can add or delefgerformance criteria and change the performance
criteria name. You can explanations for performasrderia, e.g. what
means exceptional spelling?

6. You can adgoints per performance criteria, if that's useful for yoype
of marking. You can only allocate a specific numbfepoints per criteria,
unfortunately there is no possibility of selectmg of a range of points.

7. Save

8. Now under thdBuild tab create a new assignment. Follow the instractio
as before. Under grading sel@rade by Grading Form and select the
grading form you just created.

9. Under student view, submit an assignment.

10.Return to the teach tab and have a look at the gtdahassignment. Grade
the assignment using the grading form by seled®etirn graded
submission to Student(s) with the following gradingorm grade.

Figure 45: Grading an assignment using a grading fon and entering comments
(points are being calculated automatically)

11.Return to the student tab and have a few at thadegrassignment.
Students will also be able to view the grading form
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Chapter 4: Online Course Management

Exercise 20: Convert PowerPoint presentation into BF file

Converting your PowerPoint presentation into a Hid- has several advantages.
Your slides will be viewable cross-platform and sg@pplication. The PDF file will
be up to 90% smaller than the source PowerPoiat tlus reducing the amount of
time it takes to appear on students’ computerstgNbarge file size is a common
reason for students not being able to access oréowire materials]. When
converting a PowerPoint file into pdf you can sekecshow up to 6 slides per page,
which also reduces students’ printing load.

In order to create PDF files from your Powerpoildes, you need to have some
software. There are various PDF writers — a cororakeexample is Adobe Acrobat, a
free example is CutePDF. They are both quite whffe and the PDF documents
which they output will be of different sizes. CRB®@F is less reliable than Adobe
Acrobat, but is fine unless you are making PDFsfikrly regularly.

This example will use CutePDF as it is availableafirsupported desktop computers
in the university. If you do not have it installegou can download it from:
http://www.cutepdf.com/

1. Open up your PowerPoint file. Go to thde menu and sele@rint.

2. From the drop down list besitdame: selectCutePDF Writer

Figure 46: Select CutePDF Writer as printer
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3. As with normal printing of PowerPoint slides, yoancset the slides to be
printed out or can switch to printing handouts wihor 6 to a page for
example. This also helps reduce file size. LeseigectHandoutsfrom the
Print what: drop down. Sele@ Slides per page

Figure 47: Printing handouts, selecting number of pges per slide

4. Click OK. You will be prompted to give the PDF file a manSave it with a
sensible name to a sensible location. Seleddrayscalein Color/greyscale
can also allow a larger compression. Obviously'tdase this if you rely on
colours to get your point across.

5. If you are really struggling to decrease the siz¢he file, also click on the
Properties button in the print window and in tHeaper/Quality tab select
Black & White .

6. Locate and open your PDF file. Check the size.dDpen it up to check the
quality of it.

Another benefit of using PDF documents is that tlomk the same on different
platforms/operating systems.

Please notePDF format does not support PowerPoint animatiolisthese are
important to the understanding of material in ybla, you'll have to stick with
PowerPoint.

Exercise 21: Tracking Students

This is a short exercise which gives you startioois to see what kind of data is
stored about students in Vista and where to find liere will be no student data
currently available in Vista — there are no studemtd your dummy student doesn’t
generate any data.

1. If you are not in already, go back to your traingyrse area illeachmode.

2. Underlnstructor Tools you should see @racking link. This area can be
used to run reports over tracking data. We witlagmthis just now — there is
no student data available. Have a look at thestyfpeeports that can be run.
Try to run theStudent Trackingeport.

3. Go back to th&rade Book You can get individual student data in here.

Click on the action button beside your dummy sta@ea click onview
Performance Report
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4. A short report will open up giving you a summarygfat your dummy
student has been doing in Vista. If there aregrages in the gradebook,
View Student Gradeswill show a summary of them.

Exercise 22: Adding a member of staff to your colge area

This is not obvious or consistent with the resiM#bCT Vista!l However, anyone
who is aninstructor can add other staff, however lastructor cannot add another
Instructor The new UoE toolbox, which is added to every mewrse by default, also
allows instructors to add instructors (see factstHgeiversity of Edinburgh Toolbox
for WebCT Vista’http://www.elearn.malts.ed.ac.uk/webct/uoe_toolpbiml). If

you encounter any problems please emaibct@ed.ac.ukr your Teaching
Organisation officer.

1. Ask the person to your left for their uuname (tihe they use to log into
WeDbCT Vista).

2. In your course area go infeachmode and then into thérade Book under
Instructor Tools.

3. Click on theEnrol Members button near the top of the page.

4. Type your colleague’s uuname into tiser namebox. Tick theSection
Designercheckbox. Clickenrol and therSave Don't forget to clickSaveor
the user won't be enrolled!

5. Once someone else has enrolled you into their epgsback to your
MyWebCT page and check you are now enrolled on two courses.

Something to notice about tligade Book You'll see a dummy student in it —
someone with 8Jser ID similar to WebCT Vista_demo_19 and viihst Name
Demo. This is youBtudent Viewstudent. You won't be able to do anything toit s
just ignore it.

Exercise 23: Selective Release

Selective release is a way of releasing teachirtgmaaand tools at certain times or
depending on certain criteria. For example, afteergain date, only to certain people,
or groups, or to someone who has scored under B@¥ online test/quiz.

1. If you don’t have any content on your course conaeea as yet, pleasecate
a folder, name it ancdd a file into this folder.

2. Go into your training course area,Buoild mode. You should be able to see a
Selective Releaseption under th®esigner Toolsmenu. Click on it.

3. A page will be displayed which shows your coursacitire. Your newly
created folder and file should appear.
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Expand the
view so you
can see the
structure
under your
folder

Figure 48: Your course structure under the selectie release tool

. We are going to make th®lder available about five minutes from now.

Click on theSet Release Criteriabutton on the same line gsur folder.

. Click on theAdd Date Criteria button.

. A new window will open allowing you to pick date€lick on the radio

button beside the dates you want to release gk d&fime about five minutes
ahead undeAvailable Starting. Then clickSave Click Saveagain or it
won't be applied!

. Go intoStudent View and check that you can’t st folder.

. Go back intdBuild mode and back tSelective ReleasanderDesigner

Tools. This time expanthe folder you just created. You should now see the
file you uploaded earlier on.

Figure 49: Selective release in a Learning Module —
you can selectively release each item individually

You'll see that you can set a selective releasamgnitem in your list (although
not groups of things, each thing has to be doneabadime, even when the list
has been set up hierarchically).
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Action menu
for demo
student. Edit
Member
from here

9.

Set the selective release on your file a few dagad. Check you can't view

the file logged in as a student.

Exercise 24: Uploading marks

We are going to upload marks for our sample studelyt However multiple marks
can be uploaded at the same time (so for examplbpée class can have their marks
uploaded in a single file).

We are going to prepare the spreadsheet for aesstigtlent. However, all of your
student details can be added (one row per studegtju can alter your existing
spreadsheets to the correct format for upload.

1.

OpenExcel. Create a spreadsheet with the following structure

User ID Practical Mark (out Essay Mark (out of| Overall Grade

of 25) 50)

Figure 50: The format of the spreadsheet which wilbe used to import
your marks to WebCT Vista

Leave this spreadsheet open for the time being!

Go into your training course area.listructor mode [eachtab), go to the
Gradebooktool. You should see a demo student somewhdreihst (see
figure below). Open the ActionLink menu besidet stadent and click on the
Edit Member option.

 ——

Figure 51: Our demo student

Copy the member’lser name:and paste it into theser ID column in your
spreadsheet. This is just to get our test stiglasername.

Fill in some random grades for the practical, essayoverall grade in the
spreadsheet for our demo student. Save the sjestdss a CSV files
somewhere you can find it easily!

Now we will import it. Go back into WebCT Vistaciback to thé&rade
Book. One of the buttons along the top is titlagport from Spreadsheet
Click on it.

Click theBrowse button and locate the CSV file you've just sav@elect it
and click onOpen.
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7. Leave theSeparatorandCharacter Setare left as default and then click on
theUpload button.

8. You should then be presented with a table whichaillibw you to map
columns to what is already in WebCT Vista. For eglanyou need to map
User IDs so that WebCT Vista knows who each mdprisAny column
showing a green box with a white tick in it, Web¥iBta has tried to map. In
the case, shown below, WebCT Vista has successfidked out that our
User ID column in our spreadsheet should map taJger ID in WebCT
Vista. The 3 other columns it doesn’t recognise iarprompting you to add
them as a new column, which is exactly what we vtaotdo. We should
check this and change it if appropriate. If yogkcbn one of the drop down
lists, you'll see you can map the column to anotfaNebCT Vista's columns
if you choose.

The columns in your

spreadsheet The columns in WebCT

WebCT has
matched the
column in
your
spreadsheet
to a column
in WebCT
Vista

WebCT Vista doesn’t recognise
the data and is suggesting it is
added as a new column

Figure 52: WebCT Vista attempts to match spreadshéeolumns to WebCT Vista columns

When you are happy that your columns are mappgquepsg click thelmport
button.

9. Click in theView All tab along the top of the grade book. You shoold n
see your new columns and the marks you gave yaundustudent. Flip into
Student View. TheMy Grade Book tool should be visible und&y Tools.
You'll see that it isn’t. This is because we’'ve nefeased any marks to the
students yet and given them a link to access MgiGrades tool. Go back
into Teachmode.

10. At the top of theGrade Book, you should see @rade Book Optionsmenu.
Click on it and seledColumn Settings

11.You'll see your three new columns at the end oftéie displayed on this
page (you may have to scroll right a bit). Lookhet rowReleased to
Student All of your new columns sayio. We want to release the marks to
students. We do this by selecting the three coluf@iicking in the checkbox
at the top of the columns) and clicking on Beleasebutton at the bottom of
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the table. Now th&eleased to Studentow should have changed Yesfor
these three columns.

12.We have one last thing to do. We need to revesithGrades link to
students. Go intBuild mode and go intManage Coursefrom theDesigner
Tools menu. Click on the link t€ourse Menu

13. Scroll down to the bottom of the page. You shodd, sindeMy Tools that
the My Grades tool has é&how Link button. Click on it.

14.Go intoStudent View mode again and check you can see your grad®éy(in
Grades).

Important note: Real student’s havdser IDswhich are their matriculation number
with an ‘s’ on the front. Your User ID column iaw Excel spreadsheet should be
set up appropriately. If the matric numbers doravé the ‘s’, they won’t match the
User IDs in WebCT Vista and won'’t upload properly.
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