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Chapter 13: Course Content

CHAPTER 13: COURSE CONTENT

IMPORTANT: Topicsfor this chapter apply to various roles. See specific topics for your role.

ABOUT THE COURSE CONTENT TooOL

For Designers

The Course Content tool is available in each WebCT course. It is the first tool under Course Tools on the
course menu. Y ou can use the Course Content tool to create and organize content in logical unitsthat are
meaningful way to Students.To do this, you use the following:

¢ Files. You can create text or HTML files, or you can select files from File Manager.

e Content Links. You can add links to content in other course tools, allowing Students to access
different content without having to go to each course tool. For example, if there are assignmentsin
the Assignments tool and quizzesin the Assessmentstool, you can add content links to those
assignments and quizzes from the Course Content tool. This allows Students to access content items
from acentral location.

¢ Content Folders. You can create folders to further organize content within the Course Content tool.

Organizing content in the Course Content tool is effective because it can mirror the progression of a
course. For example, you can organize content chronologically or by topic. If you want to organize
content chronologically, you can create a different folder for each week. Students open the folder for the
current week and access the content for that week. Or if you want to organize content by topic, you can
create a different folder for each topic to be covered in the course. Students open the folder for a
particular topic and access the content for that topic. If there is content that you do not want Students to
access yet, you can hide it temporarily.

IMPORTANT: Linksto tools may be listed under Course Tools on the course menu, which isvisible
throughout the course. If you want to organize content in the Course Content tool only,
you must hide other tools listed under Course Tools on the course menu. If tools appear
here, Students can access till those tools and content in them. However, if you want to use
the Announcements, Calendar, Mail or Who's Online tools in your course, links to those
tools must remain on the course menu. Y ou cannot organize content in these toolsin the
Course Content tool.

Section Instructors and Students can access content in the Course Content tool from the following areas:

¢ On the Course Content Home screen, which isthe first screen of the Course Content tool. The Course
Content Home screen is also the top level where you can organize content.

¢ Onthe Course Content Map, if available. The Course Content Map can appear as either an icon next

282



Chapter 13: Course Content

to the Course Content tool or as adrop-down list.
Y ou cannot add or remove the Cour se Content tool.

Accessing Content on the Course Content Home

For Designers

The Course Content Home screen is the first screen of the Course Content tool. Depending on how the
course was designed, you can access the following from the Cour se Content Home screen:

» Files. Files contain course material, such as course requirements, lessons, or reading lists.

»  Content Links. Content links are linksto itemsin other course tools. For example, if there are
assignments in the Assignments tool and quizzes in the Assessments tool, you can access the
assignments and quizzes by clicking content links to them. This allows you to access a variety of
content from a central location. Y ou are not required to go to each course tool to access different
content items.

» Content Folders. Content folders are used to further organize course material. For example, if course
material is organized chronologically or by topic, you may see several content folders, each
containing the appropriate materia to be used at a specific time or for a certain subject area. A
content folder can exist within another content folder.

To access content, do one of the following:
»  Click the content item. The item appears.
» Using the ActionLinksicon:
a. Locate the content item and click its ActionLinks icon. A menu appears.

b. Click the Go to option. The item appears.

Accessing Content on the Course Content Map

For Designers

The Course Content Map contains alist of links to content in the Course Content tool, presented in
outline format. If the map is available, you can accessit from a drop-down list or from an icon next to the
Course Content tool. Y ou can use the map to access the following:

» Files. Files contain course content, such as lecture notes, reading lists, or lesson objectives.
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Content Links. Content links are links to items in other course tools. For example, if there are
assignments in the Assignments tool and quizzes in the Assessments tool, you can access the
assignments and quizzes by clicking content links to them. This allows you to access a variety of
content from a central location. Y ou are not required to go to each course tool to access different
content items.

Content Folders. Content folders are used to organize course material. For example, if course material
is organized chronologically or by topic, you may see content folders, each containing the appropriate
material to be used at a specific time or for a certain subject area. A content folder can exist within
another content folder.

Depending on how the Course Content Map appears, you can access content by doing one of the
following:

If the Course Content Map appears as a drop-down list, select the content item and click the Go icon.
The item appears.

If the Course Content Map appears as an icon:
a. Click the Expand Course Content Map icon. A list of links appears.

b. Click thelink for the content item. The item appears.

Expanding and Collapsing the Course Menu

For Designers

The course menu is the primary navigation feature in aWebCT course. The course menu isvisible
throughout the course and contains links to Course Tools and role-specific tools, such as Designer Tools,
Instructor Tools, or My Tools for Students. Users can access tools and their content by clicking the links
on the course menu.

If the links are displayed as both icons and text, you can expand and collapse the menu as necessary.
Collapsing the course menu increases the viewing area of the current screen. Y ou can also expand and
collapse the Course Tools, Designer Tools, Instructor Tools, or My Tools sections.

NOTE: The course menu collapses automatically if you click the link for the following tools:

Learning Module, Mail, File Manager, or My Files. This automatically increases the
viewing area of these tools.

To expand or collapse the entire course menu, click the Expand or Collapse toggle.

To expand or collapse the Course Tools, Designer Tools, Instructor Tools, or My Tools: Click the
Expand or Collapse icon next to the heading.
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Using the Basic View or Power View

For Designers

When you organize content in the Course Content tool, you can place content on a screen called Course
Content Home or in content folders. The Course Content Home screen isthe first screen of the Course
Content tool and also the top level where you can organize content. To organize content further, you use
content folders.

Y ou can view content on the Course Content Home screen and in content folders in two ways: using the
Basic View or Power View. If you want to view content the way Students and Section Instructors will
view it, you use the Basic View. If you want to view content in atree-like structure that shows the
hierarchy of items within the Course Content Home screen and in content folders, you use the Power
View.

1. From either the Course Content Home screen or a content folder, click Page Options. A menu
appears.

2. Click Go to Basic View or Go to Power View. The selected view appears.

WORKING WITH FILES

For Designers

In the Course Content tool, you can use files to present course content, such as lessons, reading lists, or
lesson objectives. Y ou can create files or browse for filesin the WebCT File Manager.

Adding Files

Y ou can present course content by adding filesin the Course Content or Learning Modules tools. This
allows Students to access content from these locations.

To add afile, you have the following options: browse for files that were aready uploaded to the WebCT
File Manager or create an HTML file.

1. From the location where you want to add afile, click Add File. A menu appears.
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2. Click one of the following options:
* Browse for Files.

e Create File.

Browsing for Files

Y ou can get files from locations within WebCT or from your computer and add them to the Course
Content or Learning Modules tools. This allows Students to access the files from these locations.
1. From the location where you want to add afile, click Add File. A menu appears.
2. Click Browse for Files. The Content Browser pop-up window appears.
3. Do one of the following:
¢ If thefile you want to useis on your computer:

a. Click the My Computer icon. Y our computer's file browser or the Upload Files from Your
Computer screen appears.

b. Locate and select thefile. The fileis added.

e If thefileyou want to useisin WebCT, navigate to and select the file. For more information on
navigating, see Navigating with Content Browser. One of the following occurs:

« Eachfileiscopied to the Content Manager folder from which you clicked Get Files.

« If the destination folder contains files with the same name as the files you are creating, the
Resolve Naming Conflicts screen appears. For each naming conflict, do one of the following:

¢ To select anew destination folder, from the Select another location drop-down list, select
afolder and click OK.

NOTE: Only the original destination folder and sub-folders of the original
destination folder are available for selection.

* To create adestination folder:
i. Click Create Folder. The Create Folder pop-up window appears.
ii. Inthe Title text box, enter the name for the folder.
NOTE: The folder name can include multiple words and spaces.
iii. Click OK. Thefolder is created and appears in the Select another location text box.
iv. Click OK.

« Torenamethefile, select Rename and in the text box, enter a new file name and click
OK.
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* Toreplacethefilein the destination folder with the file you are creating, select Replace
existing and click OK.

Each fileis copied to the Content Manager folder from which you clicked Get Files.

Creating Files

Y ou can create files to present content in the Course Content or Learning Modulestools. To create files,
you can use HTML or plaintext. If you are using HTML, you can hand-code the HTML or use the HTML
Creator. HTML Creator offers an easy, graphical interface for applying formatting, such as boldface, and
for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

> wDp R

From the location where you want to add afile, click Add File. A menu appears.

Click Create File. The Create File screen appears.

In the Title text box, enter atitle for thefile.

Next to Item Visibility, select one of the following options:

e If you want to make the item visible to users, ensure the option Show Itemis selected.
e If you want to temporarily hide the item from users, select Hide Item.

If you want to use HTML, do one of the following:

e If youwant to use the HTML Creator, next to HTML Creator, select On. The HTML Creator
appears.

e |If you want to hand-code HTML, under the Content text box, select Use HTML.
In the Content text box or the HTML Creator editing area, enter your content.
If you want, insert an equation in thefile.

If you want to specify afile name for thefile, in the File name text box, enter a name. If you do not
specify afile name, the title of the file will be used as the file name.

If you want to save the file and create another:
a. Click Save and Add Another. Thefileis saved.
b. Repeat steps 2 through 8.

10. Click Save. Thefileis created.
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Editing Files

IMPORTANT: Editing afilethat contains manual medialibrary links removes these links. Therefore, after

thefileis edited, you must re-link the termsto their medialibrary entries. For more
information, see Creating Manual Linksto Media Library Entries.

If files were added in the Course Content or Learning Modulestools, you can edit the title and content of

files. To edit files, you can use HTML or plain text. If you are using HTML, you can hand-code the
HTML or use the HTML Creator. HTML Creator offers an easy, graphical interface for applying
formatting, such as boldface, and for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

Locate the file that you want to edit and click its ActionLinksicon. A menu appears.
Click Edit Properties. The Edit File screen appears.
In the Title text box, edit the title.

> 0w DdpoE

Next to Item Visibility, select one of the following options:

« |If you want to make the item available to users, ensure the option Show Itemis selected.
e If you want to temporarily hide the item from users, select Hide Item.

5. If you want to use HTML, do one of the following:

e If youwant to use the HTML Creator, next to HTML Creator, select On. The HTML Creator
appears.

e If you want to hand-code HTML, under the Content text box, select Use HTML.
6. Inthe Content text box or the HTML Creator editing area, edit the content.
7. If youwant, insert an equation in thefile.

8. Click Save. Thefileisedited.

Previewing Files

Some tools have a preview feature that allows you to see an item asit will appear to Students.

1. Locatetheitem that you want to preview and click its ActionLinksicon. A menu appears.

2. Click Preview. Theitem isdisplayed in preview mode.
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Showing or Hiding Files

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

« Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at |east one question to it.

» Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

* Toshow anitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Show Item. Theitem is shown.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.

2. Click Hide Item. Theitem is hidden.

Customizing Links

From the Build tab, you can customize file links and content links in the Course Content tool. This allows
you to change the default icon, title, or description of alink.

The default icon isa small image representing the item and is determined by the icon set used in the
course. Y ou can use your own images as custom icons.

The default title is the title provided when the item was created. Users can click either theicon or title to
view the item.

The default description, which appears below thetitle, is the description provided when the item was
created. The description can be a summary or other helpful information about the item, which helps users
decideif they want to view theitem or not. If the description islong, only part of it is displayed with a
more link to the rest of the description.

IMPORTANT: When you customize alink, the changes apply to that occurrence of the link only. If the

link appearsin different locations of the course and you want all occurrences of the link to
have the same customization, you must customize the link in every location.
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1. FromtheBuild tab, locate the link that you want to customize and click its ActionLinksicon. A menu
appears.

Click Customize Link. The Link Settings screen appears.

Under Linked To, note the location of the item and ensure thisis the link that you want to customize.
In the Custom Title for this Link text box, customize the title.

If you want this link to open in a new browser window, select this option.

In the Custom Description for this Link text box, customize the description.

N o g w DN

If you want, customize the icon or use the original icon if it was changed before:

« If theicon was changed before and you want to use the original icon, click Revert to Original
and Save. The original iconis used.

e If theicon was not changed before, you can customize it by clicking Replace Image. The
Content Browser pop-up window appears.

e If thefile you want to use is on your computer:
a.  Click the My Computer icon. Y our computer's file browser appears.
b. Locate and select the file. The custom icon appears in preview mode.
c. Onthe Course Content Icons screen, click Save. Theicon is changed.
e If thefileyou want to useisin WebCT:
a. Navigateto thefileand select it.
b. Click OK. The custom icon appearsin preview mode.

c. Click Save. Theicon is changed.

Working with Media Library Links

Media Library is atool that organizes auxiliary course content, such as mediafiles or glossary definitions.
Each entry in aMedia Library collection can be linked to wordsin HTML files. When the word is
clicked, the linked Media Library entry is presented. Entries can consist of text only, such as glossary
definitions, or text and file attachments in different formats.

EXAMPLE: If you create a Media Library entry called Mozart that includes a short biography and a
picture of the composer, the word Mozart becomes an active link in HTML files. A
Student viewing the HTML file can click on the word Mozart and see the information and
image in a new window.

There are three options for linking entriesto wordsin HTML fileswhen aMedia Library entry is created:

e manual
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e automatic: first instance

e automatic: all instances

If the entry is set to Manual linking, you need to link each instance of the entry manually. This type of
linking is useful when you want to control which instances of aterm should offer alink to the entry.

If the entry is set to Automatic: first instance linking, entries are automatically linked to the first instance
of that term in the HTML file but are not linked to subsequent instances of aterm. Thistype of entry is
useful when you only want one link to the entry in the HTML file. Y ou cannot remove links to
Automatic: first instance entries.

If the entry is set to Automatic: all instances linking, entries are automatically linked to all instances of a
term. Thistype of entry is useful when you want every instance of aterm to offer alink to the entry in the
HTML file. Y ou cannot remove links to Automatic: all instances entries.

Y ou can work with Media Library links by:
» viewing manual and automatic links to Media Library entries.
» creating manual linksto Media Library entries.

* removing manual linksto Media Library entries.

Creating Manual Links to Media Library Entries

Y ou can manually link selected occurrences of aterm in HTML filesto aMedia Library entry of the
same name. When the HTML file is viewed, the terms appear as links that can be clicked to display the
Media Library entry in a separate window.

IMPORTANT: All of the following must be true if you want to manually link occurrences of atermin an
HTML fileto aMedia Library entry:

« Theentry you are linking to must already be created in Media Library.
* Theentry you are linking to must be set to Manual linking.

* Thetitle of the Media Library entry or term must be entered in the HTML file exactly
asit appearsin the Media Library entry.

1. Locatethe HTML fileinwhich you want to link terms to Media Library entries and, next to itstitle,
click the ActionLinksicon. A menu appears.

2. Click Manage Media Library Links. The Manage Media Library Links for File screen appears.

3. Under Terms, locate the term to which you want to link amanua Media Library entry and click its
ActionLinksicon. A menu appears.

4. Click Edit. The Edit Media Library Links screen appears displaying all occurrences of the term in the
HTML file and the current value of each occurrence.
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NOTE; No indicates that the term is not linked to its Media Library entry and Yes indicates
that theterm islinked to its Media Library entry.

5. Do one of the following:

« Tolink one occurrence of atermto its Media Library entry, locate the occurrence and, under
Linked, click No. The value is updated to Yes, indicating that the occurrence of the termislinked
to the relevant Media Library entry.

* Tolink multiple occurrences of aterm to its Media Library entry:
a. Next to each occurrence you want to link, select the check box.

b. Click Link. Under Linked, the value for the selected occurrencesis updated to Yes, indicating
that the occurrences of the term are linked to its Media Library entry.

e Tolink al occurrences of aterm to its Media Library entry:

a. Inthetable heading row, next to Occurrence, select the check box. All occurrences are
selected.

b. Click Link. Under Linked, the value for all occurrencesis updated to Yes, indicating that al
occurrences of the term are linked to its Media Library entry.

6. Click Back.

Viewing Manual and Automatic Links to Media
Library Entries

You can view al terms that are manually or automatically linked to Media Library entries. Manua links
can be selectively created and removed but automatic links will appear until the Media Library entry is
deleted or switched to Manual linking.

1. Locatethe HTML file for which you want to view links to Media Library entries and, next to itstitle,
click the ActionLinksicon. A menu appears.

2. Click Manage Media Library Links. The Manage Media Library Links for File screen appears
displaying al termsin the HTML file that are linked to Media Library entries.

3. When you are finished viewing links, click Back.

Removing Manual Links to Media Library Entries

Termsin HTML files can be linked manually and automatically to Media Library entries. Y ou can
selectively remove manual links to Media Library entriesin HTML files.
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1. Locatethe HTML file from which you want to remove links to Media Library entries and, next to its
title, click the ActionLinksicon. A menu appears.

2. Click Manage Media Library Links. The Manage Media Library Links for File screen appears.

3. Under Terms, locate the term from which you want to remove manual links to a Media Library entry
and click its ActionLinksicon. A menu appears.

4. Click Edit. The Edit Media Library Links screen appears displaying all occurrences of the termin the
HTML file and its current value in each occurrence.

NOTE: No indicates that the term is not linked to its Media Library entry and Yes indicates
that theterm islinked to its Media Library entry.

5. Do one of the following:

e Toremove one occurrence of alink to aMedia Library entry, locate the occurrence and, under
Linked, click Yes. The value updates to No, indicating that the link is removed.

¢ Toremove multiple occurrences of alink to a Media Library entry:
* Next to each occurrence from which you want to remove alink, select the check box.

e Click Unlink. Under Linked, the value for the selected occurrences updates to No, indicating
that the links are removed.

« Toremove al occurrences of alink to aMedia Library entry:
¢ Inthetable heading row, select the check box. All occurrences are selected.

e Click Unlink. Under Linked, the value for al occurrences updates to No, indicating that the
links are removed.

6. Click Back.

Moving Items to a Content Folder

In the Course Content tool, you can move items to the Course Content Home screen or a content folder .
If theitem is already in a content folder, you can move it to a different content folder.

1. Locatetheitem that you want to move and click its ActionLinksicon. A menu appears.
2. Click Move to Folder. A pop-up window appears.

3. Click the folder that you want to move theitem to. The item is moved.

Removing Links
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If linksto files, content folders, or content items, were added to alocation in the course, you can remove
those links. Users will no longer be able to access those items from that location. Removing a link does
not delete the item itself.

1. Locatethelink that you want to remove and click its ActionLinksicon. A menu appears.

2. Click Remove. A warning message appears.

3. Click OK. Thelink isremoved.

Moving Links

In the Basic View of Course Content tool, you can move links to items, such as files, content folders, and
content items, to different positions on the screen. Depending on the current position of the links, you can
move them up, down, left, or right.

NOTE: This feature is not available in the Power View.

1. IntheBasic View of Course Content tool, locate the link that you want to move and click its
ActionLinksicon. A menu appears.

2. Click the desired Move option. Thelink is moved.

Viewing Links to a File

In the Power View of the Course Content tool, you can view alist of locations containing links to an item.
For example, if you have created alink to a quiz on the Course Content Home and several learning
modules, you can view alist of these locations.

NOTE: Thisfeatureis not available in the Basic View.
1. From the Power View of the Course Content tool, locate the item and click its ActionLinksicon. A

menu appears.

2. Click View Links to this Item. A pop-up window appears, displaying alist of locations containing
linksto thisitem.

WORKING WITH CONTENT LINKS
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For Designers

In the Course Content tool, you can add content links to different content itemsin course tools. For
example, if there are assignmentsin the Assignments tool and quizzesin the Assessments tool, you can
add content links to those assignments and quizzes. This allows users to access a variety of content from a
central location.

Adding Content Links

If content items exist in course tools, you can add content links to those items from the Course Content
tool. For example, if there are assignmentsin the Assignments tool and quizzesin the Assessmentstool,
you can add content links to those assignments and quizzes from the Course Content tool. This allows
Students to access content items from a central location. They are not required to go to each tool to access
different items.

Y ou can add content links on Course Content Home screen or any content folder in the Course Content
tool.

NOTE: * You cannot add content links to items in the Announcements, Calendar, Mail or Who's
Onlinetoals. If you want Students to use these tools, you must show these tools on the
course menu.

« If you are adding alink to a syllabus, note the following:

* Youcanadd alink to either a syllabus created in the Syllabus tool or a syllabus
that you created outside of WebCT.

» If you added a syllabusin other areas of the course, those areas will automatically
link to the syllabus that you use here.

1. From thelocation where you want to add alink, click Add Content Link. A menu appears.
2. Click the tool name. A menu appears.
3. Do one of the following:

e If the content item is already created, select the item and click Add Selected. A content link is
created.

NOTE: Assessments and assignments are automatically hidden from Students. If you are
adding links to these items, the links are also hidden from Students. To alow
Students to use the links, you must show the assessment or assignment so it
becomes visible to Students.

« If the content item has not been created, click the Create option. Theitem is created and a content
link is added. For more information on creating content, see the appropriate topics for each tool
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under Using WebCT Features and Tools.

Editing Content Items

If content links to items were added in the Course Content tool, you can edit those items directly from the
Course Content tool, without having to go to the specific tool. Y our changes apply to every occurrence of
the item. For example, if an assignment is in the Assignments tool and you add a content link to that
assignment, the assignment appears as a content item in the Course Content tool. If you want to edit the
assignment, you can do so from the Course Content tool and the changes will also apply to the
assignment in the Assignmentstool.

1. Locate the content item that you want to edit and click its ActionLinksicon. A menu appears.

2. Click Edit Properties. The Edit screen appears.

3. Edit the content item. For help with editing the content item, click Help from the Edit screen.

4

Click Save. Your changes are saved.

Previewing Content Links

Some tools have a preview feature that allows you to see an item asit will appear to Students.

1. Locatetheitem that you want to preview and click its ActionLinksicon. A menu appears.

2. Click Preview. Theitem isdisplayed in preview mode.

Showing or Hiding Content Links

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when a quiz, self test, survey, or assignment is created, it is hidden from
Students.

» Before you can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.
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» Toshow anitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Show Item. Theitem is shown.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Hide Item. Theitem is hidden.

Customizing Links

From the Build tab, you can customize file links and content links in the Course Content tool. This alows
you to change the default icon, title, or description of alink.

The default icon isa small image representing the item and is determined by the icon set used in the
course. Y ou can use your own images as custom icons.

The default title is the title provided when the item was created. Users can click either theicon or title to
view theitem.

The default description, which appears below the title, is the description provided when the item was
created. The description can be a summary or other helpful information about the item, which helps users
decideif they want to view theitem or not. If the description islong, only part of it is displayed with a
more link to the rest of the description.

IMPORTANT: When you customize alink, the changes apply to that occurrence of the link only. If the
link appearsin different locations of the course and you want all occurrences of the link to
have the same customization, you must customize the link in every location.

1. From theBuild tab, locate the link that you want to customize and click its ActionLinksicon. A menu
appears.

Click Customize Link. The Link Settings screen appears.

Under Linked To, note the location of the item and ensure thisis the link that you want to customize.
In the Custom Title for this Link text box, customize thetitle.

If you want this link to open in a new browser window, select this option.

In the Custom Description for this Link text box, customize the description.

N o g &~ w DN

If you want, customize the icon or use the original icon if it was changed before:

e |If theicon was changed before and you want to use the original icon, click Revert to Original
and Save. Theoriginal icon is used.

e If theicon was not changed before, you can customize it by clicking Replace Image. The
Content Browser pop-up window appears.
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e If thefile you want to use is on your computer:
a. Click the My Computer icon. Y our computer's file browser appears.
b. Locate and select the file. The custom icon appears in preview mode.
c.  Onthe Course Content Icons screen, click Save. Theicon is changed.
e If thefileyou want to useisin WebCT:
a. Navigateto thefileand select it.
b. Click OK. The custom icon appearsin preview mode.

c. Click Save. Theicon is changed.

Moving Links to a Content Folder

In the Course Content tool, you can move items to the Course Content Home screen or a content folder .
If theitem is aready in acontent folder, you can move it to a different content folder.

1. Locatetheitem that you want to move and click its ActionLinksicon. A menu appears.
2. Click Move to Folder. A pop-up window appears.

3. Click thefolder that you want to move the item to. The item is moved.

Removing Links

If linksto files, content folders, or content items, were added to alocation in the course, you can remove
those links. Userswill no longer be able to access those items from that location. Removing alink does
not delete the item itself.

1. Locatethelink that you want to remove and click its ActionLinksicon. A menu appears.
2. Click Remove. A warning message appears.
3. Click OK. Thelink isremoved.

Moving Links

In the Basic View of Course Content tool, you can move links to items, such as files, content folders, and
content items, to different positions on the screen. Depending on the current position of the links, you can
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move them up, down, left, or right.
NOTE: Thisfeature is not available in the Power View.

1. IntheBasic View of Course Content tool, locate the link that you want to move and click its
ActionLinksicon. A menu appears.

2. Click the desired Move option. The link is moved.

Viewing Links to an Item

In the Power View of the Course Content tool, you can view alist of locations containing links to an item.
For example, if you have created alink to a quiz on the Course Content Home and several learning
modules, you can view alist of these locations.

NOTE: This feature is not available in the Basic View.

1. From the Power View of the Course Content tool, locate the item and click its ActionLinks icon. A
menu appears.

2. Click View Links to this Item. A pop-up window appears, displaying alist of locations containing
links to thisitem.

WORKING WITH CONTENT FOLDERS

For Designers

In the Course Content tool, you can create content folders and use them to organize content. The Course
Content Home screen is the first screen of the Course Content tool and also the top level where you can
organize content. To further organize content, you use content folders.

Creating Content Folders

In the Course Content tool, you can create content folders on the Course Content Home screen or within
other content folders. The Course Content Home screen is the top level where you can organize content.
To further organize content, you use content folders. For example, if you are organizing content
chronologically, you can create a different folder for each week. Students open the folder for the current
week and access the content for that week.
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NOTE: Content folders in the Course Content tool are different from foldersin File Manager.
1. From the Course Content tool, click Create Folder. The Create Folder screen appears.

2. IntheTitletext box, enter atitle for the content folder.

3. Inthe Description text box, enter a description.

4. Next to Item Visibility, select one of the following options:

¢ If you want to make the item visible to users, ensure the option Show Itemis selected.
« If you want to temporarily hide the item from users, select Hide Item.

If you want to save the folder and create another:

a. Click Add Another Folder. The folder is saved.

b. Repeat steps 2 through 4.

Click Save. The content folder is created.

Editing Content Folders

If content folders were added in the Course Content tool, you can edit their title, description, and
availability. Y ou can also customize the icon for a particular folder by using your own images. If theicon
was already changed to a custom one, you can revert to the original icon.

IMPORTANT: Ensure that your image measures approximately one inch by oneinch or smaller. If the
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image islarger, it is unsuitable as an icon.

Locate the folder that you want to edit and click its ActionLinksicon. A menu appears.
Click Edit Properties. The Edit Folder Properties screen appears.

In the Title text box, edit theftitle.

In the Description text box, edit the description.

Next to Item Visibility, select one of the following options:

« If you want to make the item visible to users, select Show Item.

¢ |If you want to temporarily hide the item from users, select Hide Item.

If you want, customize the icon or use the original icon if it was changed before:

e If theicon was changed before and you want to use the original icon, click Revert to Original
and Save. The original iconis used.

e |f theicon was not changed before, you can customize it by clicking Replace Image. The
Content Browser pop-up window appears.
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e If thefile you want to use is on your computer:

a. Click the My Computer icon. Y our computer's file browser appears.

b. Locate and select the file. The custom icon appears in preview mode.

c.  Onthe Course Content Icons screen, click Save. Theicon is changed.
e If thefileyou want to useisin WebCT:

a. Navigateto thefileand select it.

b. Click OK. The custom icon appearsin preview mode.

c. Click Save. Theicon is changed.

7. Click Save. Your changes are saved.

Showing or Hiding Content Folders

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when a quiz, self test, survey, or assignment is created, it is hidden from
Students.

» Before you can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

« Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

» Toshow anitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Show Item. Theitem is shown.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.

2. Click Hide Item. Theitem is hidden.

Moving Folders to a Different Content Folder
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In the Course Content tool, you can move items to the Course Content Home screen or a content folder .
If theitem is aready in acontent folder, you can move it to a different content folder.

1. Locatetheitem that you want to move and click its ActionLinksicon. A menu appears.

2. Click Move to Folder. A pop-up window appears.

3. Click the folder that you want to move the item to. The item is moved.

Moving Links

In the Basic View of Course Content tool, you can move links to items, such asfiles, content folders, and
content items, to different positions on the screen. Depending on the current position of the links, you can
move them up, down, left, or right.

NOTE: This feature is not available in the Power View.

1. IntheBasic View of Course Content tool, locate the link that you want to move and click its
ActionLinksicon. A menu appears.

2. Click the desired Move option. The link is moved.

Deleting Content Folders

Y ou can delete items using the Delete button or the ActionLinksicon. If aDelete button is available on
the screen, you can use it to delete one item, several items, or all items at the sametime. If aDelete
button is not available, you can use the ActionLinksicon to delete one item at atime.

NOTE: In the Chat tool, you can delete the default Common Room only if another room has been
created.

» Using the Delete button to delete one item or several items:
1. Sdect theitemsand click Delete. A confirmation message appears.
2. Click OK. The selected items are del eted.
» Using the Delete button to delete al items on the current page:
1. Select the check box next to Title. All items on the current page are selected.
2. Click Delete. A confirmation message appears.
3. Click OK. All items on the current page are del eted.
4. If there areitems on additional pages and you want to delete them, repeat steps 1 through 3.
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e Using the ActionLinksicon to delete one item at atime:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Delete. A confirmation message appears.
3. Click OK. Theitem is deleted.

USING PAGE OPTIONS

For Designers

In the Course Content tool, you can use page options to change the appearance of the Course Content
Home screen or any content folder in the Course Content tool. you use page options for:

e Sdlecting theBasic View or Power View.
e Customizing the page display.

e Adding or editing headers and footers.

¢ Deleting headers and footers.

Using the Basic View or Power View

When you organize content in the Course Content tool, you can place content on a screen called Course
Content Home or in content folders. The Course Content Home screen isthe first screen of the Course
Content tool and also the top level where you can organize content. To organize content further, you use
content folders.

Y ou can view content on the Course Content Home screen and in content folders in two ways: using the
Basic View or Power View. If you want to view content the way Students and Section Instructors will
view it, you use the Basic View. If you want to view content in atree-like structure that shows the
hierarchy of items within the Course Content Home screen and in content folders, you use the Power
View.

1. From either the Course Content Home screen or a content folder, click Page Options. A menu
appears.

2. Click Go to Basic View or Go to Power View. The selected view appears.

Using Page Options in the Basic View
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If you are in the Basic View of the Course Content tool, you can use page options to change the
appearance of the Course Content Home screen or any content folders. In Basic View, you use page
optionsfor:

e switching from the Basic View to the Power View.
e customizing the page display, including:
¢ selecting a page layout.
e creating a custom page layout.
¢ adding a background image.
* removing a background image.
e selecting a background color.
¢ reverting to the default background color.
» adding or editing headers and footers.
» deleting headers and footers.

Using Page Options in the Power View

In the Course Content tool, the Power View displays content in a tree-like structure that shows the
hierarchy of items. If you want to switch to the Basic View which displays content the way Students and
Section Instructors will view it, you do so through Page Options.

1. Click Page Options. A menu appears.

2. Click Go to Basic View. The Basic View appears.
Customizing Page Display

NOTE: Depending on administrator settings, these features may not be available.

Y ou can customize the page display of the Course Content Home screen or any content foldersin the
Course Content tool. Y ou can do the following:

» Select apage layout.
» Create a custom page layout.
»  Select abackground image.

» Remove abackground image.
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e Select abackground color.

* Revert to the default background color.

Selecting a Page Layout

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can select a predefined page layout for the Course Content Home screen or any content folder in the
Course Content tool. Page layout defines the following:

* number of columns per page (one, two, or three columns)

» link appearance (show icons and text, or show text only)

» placement of iconsin relation to the link text (Ieft or above)

» aignment of thelink text within the column (left or centered)

» width of thetable controlling the page layout (wide or narrow)
Y ou can also apply the page layout to existing content folders or set it as the default when content folders

are created.
1. Depending on whether you are in Basic View or Power View, do one of the following:

« If youarein Basic View, click Page Options. A menu appears.

e If youarein Power View, click the ActionLinks icon next to a content folder. A menu appears.
2. Click Customize Page Display. The Customize Page Display screen appears.

3. Under Layout Template, select one of the predefined layout templates. The template appearsin
preview mode.

4. |If you want to change all existing content foldersto use this page layout, select this option.
5. If you want to set the page layout as the default when content folders are created, select this option.
6. Click Apply. The page layout is applied.

Creating a Custom Page Layout

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can create a custom page layout for the Course Content Home screen or any content foldersin the
Course Content tool. To create the page layout, you define the following:

* number of columns per page (one to eight columns)
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link appearance (show icons and text, text only, or icons only)
placement of iconsin relation to the link text (left, right, or above)
alignment of link text within the column (left, right, or centered)

width of the table controlling the page layout (wide or narrow)

Y ou can also apply the page layout to existing content folders or set it as the default when content folders
are created.

Depending on whether you are in Basic View or Power View, do one of the following:

e If youarein Basic View, click Page Options. A menu appears.

e |If you arein Power View, click the ActionLinksicon next to a content folder. A menu appears.
Click Customize Page Display. The Customize Page Display screen appears.

Under Layout Template, select Custom Layout.

Under Layout Preview, select the following:

a. From the Columns drop-down list, select the number of columns per page: oneto eight.

b. From the lcon/Text drop-down list, select the link appearance: show icons and text, text only, or
icons only.

c. From the Icon Placement drop-down list, select the place of iconsin relation to the link text: |eft,
right, or above.

d. From the Alignment drop-down list, select the alignment of the link text within the column: left,
right, or centered.

e. From the Table Width drop-down list, select the width of the table controlling the page layout:
wide or narrow.

If you want to change all existing content folders to use this page layout, select this option.
If you want to set the page layout as the default when content folders are created, select this option.
Click Apply. The custom page layout is created.

Adding a Background Image

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can add a background image to the Course Content Home screen or any content folder in the Course
Content tool.

1. Depending on whether you are in Basic View or Power View, do one of the following:
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e If youarein Basic View, click Page Options. A menu appears.

e If youarein Power View, click the ActionLinks icon next to a content folder. A menu appears.
2. Click Customize Page Display. The Customize Page Display screen appears.
3. Under Background Image, click Browse. The Content Browser pop-up window appears.
4. Do one of thefollowing:

e If thefile you want to useis on your computer:

a. Click the My Computer icon. Y our computer's file browser or the Upload Files from Your
Computer screen appears.

b. Locate and select thefile.
e If thefileyou want to useisin WebCT, locate and select thefile.
5. If you want to tile the image, select this option.

6. Click Apply. The background image is added.

Removing a Background Image

NOTE: Depending on administrator settings, this feature may not be available.
If abackground image was added to the Course Content Home screen or any content folder in the Course
Content tool, you can removeit.
1. Depending on whether you are in Basic View or Power View, do one of the following:
« If youarein Basic View, click Page Options. A menu appears.

« If you arein Power View, click the ActionLinksicon next to either the Course Content Home
screen or a content folder. A menu appears.

2. Click Customize Page Display. The Customize Page Display screen appears.

3. Under Background Image, click Remove Background Image. The background image is removed.

Changing the Background Color

NOTE: Depending on administrator settings, this feature may not be available.

By default, a color set is applied to the entire course so that a consistent color scheme is used throughout
the course. However, you can change the background color of the Course Content Home screen or any
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content folder in the Course Content tool. This allows you to override the background color defined in the
course color set. You aso have the option of reverting to the original background color any time.
1. Depending on whether you are in Basic View or Power View, do one of the following:
e If youarein Basic View, click Page Options. A menu appears.
e |If you arein Power View, click the ActionLinksicon next to a content folder. A menu appears.
2. Click Customize Page Display. The Customize Page Display screen appears.
3. Under Background Color, click Select Color. A color palette appears.
4. Do one of the following:
e Click acolor. The color appearsin the preview box.

* Inthe Color value text box, enter the RGB color value and click Preview. The color appearsin
the preview box.

5. Click Select. The new color appears in the preview frame.

6. Click Apply. The new color is applied.

Reverting to the Default Background Color

NOTE: Depending on administrator settings, this feature may not be available.

By default, a color set is applied to the entire course so that a consistent color scheme is used throughout
the course. If the background color of the Course Content Home screen or any content folder in the
Course Content tool was changed before, you can revert to the original background color defined in the
course color set.
1. Depending on whether you are in Basic View or Power View, do one of the following:

e If youarein Basic View, click Page Options. A menu appears.

e |If you arein Power View, click the ActionLinksicon next to a content folder. A menu appears.
2. Click Customize Page Display. The Customize Page Display screen appears.

3. Under Background Color, click Revert to Default. The default background color appearsin the
preview frame.

4. Click Apply. The default background color is applied.

Adding or Editing Headers and Footers

Y ou can add or edit headers and footers on Course Content Home or any content folders in the Course
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Content tool.

To add headers and footers, you can use HTML or plain text. If you are using HTML, you can hand-code
the HTML or use the HTML Creator. HTML Creator offers an easy, graphical interface for applying
formatting, such as boldface, and for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

1. Depending on whether you are in Basic View or Power View, do one of the following:
e |If youarein Basic View, click Page Options. A menu appears.
e If you arein Power View, click the ActionLinksicon next to header or footer. A menu appears.

2. Click Edit header or Edit footer. The Create or Edit Header or Create or Edit Footer pop-up
window appears.

3. If youwant to use HTML, do one of the following:

e If youwant to use the HTML Creator, next to HTML Creator, select Yes. The HTML Creator
appears.

e |If you want to hand-code HTML markup, under the Content text box, select Use HTML.
4. Add or edit the text for the header or footer.

5. If you want to use the header or footer as the default for all content folders in the Course Content
tool, select this option. If you have existing headers or footers, they are kept.

6. Click Save. The header or footer is saved.

Deleting Headers and Footers

If headers and footers were added on the Course Content Home screen or any content foldersin the
Course Content tool, you can delete them.
1. Depending on whether you are in Basic View or Power View, do one of the following:

e |If youarein Basic View, click Page Options. A menu appears.

e If you arein Power View, click the ActionLinks icon next to header or footer. A menu appears.

2. Click Edit header or Edit footer. The Create or Edit Header or Create or Edit Footer pop-up
window appears.

3. Delete the text for the header or footer.
4. Click Save. The header or footer is deleted.

ABOUT THE COURSE CONTENT TOOL
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For Section Instructors

The Course Content tool is available in each WebCT course. It isthe first tool under Course Tools on the
course menu. Depending on how a course was designed, you may be able to present a variety of content
from the Course Content tool, including the following:

» Files. The Section Designer can create text or HTML files, or upload files from their computer.

» Content links. The Section Designer can add links to content in other course tools, allowing Students
to access different content without having to go to each course tool. For example, if there are
assignments in the Assignments tool and quizzes in the Assessments tool, content links can be added
to those assignments and quizzes. This allows Students to access content items from a central
location.

e Content folders. The Section Designer can use folders to further organize content within the Course
Content tool.

Presenting content in the Course Content tool is effective because it can mirror the progression of a
course. For example, if content is organized chronologically, you can present a different folder for each
week. Students open the folder for the current week and access the content for that week. Or if content is
organized by topic, you can present a different folder for each topic to be covered in the course. Students
open the folder for a particular topic and access the content for that topic. If there is content that you do
not want Students to access yet, you can hide it temporarily.

IMPORTANT: Linkstotools are listed under Course Tools on the menu, which is visible throughout the
course. Depending on administrator settings, you may be allowed to hide course tools. If
you want Students to access content from the Course Content tool only, you must hide
other tools listed under Course Tools on the course menu. If tools appear here, Students
can till access those tools and content in them. However, if the Announcements, Calendar,
Mail or Who's Online tools are used in your course, links to those tools must remain on the
course menu. Content in these tools cannot be organized in the Course Content tool.

Y ou and Students can access content in the Course Content tool from the following areas:

*  On the Course Content Home screen, which is the first screen of the Course Content tool. The Course
Content Home screen is also the top level where content is organized.

*  Onthe Course Content Map, if available. The Course Content Map can appear as either an icon next
to the Course Content tool or as adrop-down list.

Y ou cannot add or remove the Course Content tool.

Accessing Content on the Course Content Home

For Section Instructors
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The Course Content Home screen is the first screen of the Course Content tool. Depending on how the
course was designed, you can access the following from the Cour se Content Home screen:

» Files. Files contain course material, such as course requirements, lessons, or reading lists.

e Content Links. Content links are linksto items in other course tools. For example, if there are
assignments in the Assignments tool and quizzes in the Assessments tool, you can access the
assignments and quizzes by clicking content links to them. This allows you to access a variety of
content from a central location. Y ou are not required to go to each course tool to access different
content items.

» Content Folders. Content folders are used to further organize course material. For example, if course
material is organized chronologically or by topic, you may see several content folders, each
containing the appropriate materia to be used at a specific time or for a certain subject area. A
content folder can exist within another content folder.

To access content, do one of the following:
e Click the content item. The item appears.
e Using the ActionLinks icon:
a. Locate the content item and click its ActionLinksicon. A menu appears.

b. Click the Go to option. The item appears.

Accessing Content on the Course Content Map

For Section Instructors

The Course Content Map contains alist of links to content in the Course Content tool, presented in
outline format. If the map is available, you can accessit from a drop-down list or from an icon next to the
Course Content tool. Y ou can use the map to access the following:

» Files. Files contain course content, such as lecture notes, reading lists, or lesson objectives.

»  Content Links. Content links are links to items in other course tools. For example, if there are
assignments in the Assignments tool and quizzes in the Assessments tool, you can access the
assignments and quizzes by clicking content links to them. This allows you to access a variety of
content from a central location. Y ou are not required to go to each course tool to access different
content items.

» Content Folders. Content folders are used to organize course material. For example, if course materia
is organized chronologically or by topic, you may see content folders, each containing the appropriate
material to be used at a specific time or for a certain subject area. A content folder can exist within
another content folder.
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Depending on how the Course Content Map appears, you can access content by doing one of the
following:

» If the Course Content Map appears as a drop-down list, select the content item and click the Go icon.
Theitem appears.

» If the Course Content Map appears as an icon:
a  Click the Expand Course Content Map icon. A list of links appears.

b. Click thelink for the content item. The item appears.

Expanding and Collapsing the Course Menu

For Section Instructors

The course menu is the primary navigation feature in aWebCT course. The course menu isvisible
throughout the course and contains links to Course Tools and role-specific tools, such as Designer Toals,
Instructor Tools, or My Tools for Students. Users can access tools and their content by clicking the links
on the course menu.

If the links are displayed as both icons and text, you can expand and collapse the menu as necessary.
Collapsing the course menu increases the viewing area of the current screen. Y ou can also expand and
collapse the Course Tools, Designer Tools, Instructor Tools, or My Tools sections.

NOTE: The course menu collapses automatically if you click the link for the following tools:

Learning Module, Mail, File Manager, or My Files. This automatically increases the
viewing area of these tools.

» Toexpand or collapse the entire course menu, click the Expand or Collapse toggle.

» Toexpand or collapse the Course Tools, Designer Tools, Instructor Tools, or My Tools: Click the
Expand or Collapse icon next to the heading.

Editing the Description of Items

For Section Instructors

NOTE: Depending on administrator settings, this feature may not be available.

From the Teach tab, you can edit the description of files, content folders, and content links in the Course
Content tool. Y ou can also edit the description of items in the Learning Modules, Media Library, and
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Web Links tools. The default description is the description provided when the item was created. The
description can be a summary or other helpful information about the item, which helps users decide if
they want to view the item or not. In the Course Content toal, if the description islong, only part of itis
displayed with amore link to the rest of the description. In other toals, if the description islong, Students
will still see the entire description.

IMPORTANT: When you edit a description, the changes apply only to that occurrence of the item. If the
item appears in different locations of the course and you want all occurrences of the item
to have the same changes, you must edit the description in every location.

1. Fromthe Teach tab, locate the item and click its ActionLinksicon. A menu appears.
2. Click Edit Description. The Edit Description screen appears.
3. Edit the description and click Save. The description is changed.

Showing or Hiding ltems

For Section Instructors

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

» Toshow anitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Show Item. Theitem is shown.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon. A menu appears.
2. Click Hide Item. Theitem is hidden.

Viewing Assessments Reports
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For Section Instructors

If acontent link to aquiz or survey is availablein the Course Content tool, you can view performance or
statistical reports. Performance reports contain information about Student performance on quizzes or
surveys. Statistical reports contain an analysis of Student performance on quizzes.

NOTE: There are no reports for self tests.

1. Fromthe Teach tab, locate the assessment and click its ActionLinks icon. A menu appears.
2. Click View Reports. The Assessment Reports appears.

3. Inthe Assessment Title drop-down list, select the assessment.

4. Select areport type and click Run Report. The report appears.

Viewing Assessment Submissions

For Section Instructors

If acontent link to aquiz or survey is availablein the Course Content tool, you can view submissionsin
the Assessment Manager .

NOTE: There are no submissions for self tests.

1. Fromthe Teach tab, locate the assessment and click its ActionLinks icon. A menu appears.

2. Click View Submissions. The submissions appear.

Viewing Chat Room Logs

For Section Instructors

NOTE: Depending on administrator settings, this feature may not be available.

If thereis acontent link to a Chat room in the Course Content tool, you can view arecord of chat
messages sent by usersin the room. The messages are organized by date and time.
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From the Teach tab, locate the chat room and click its ActionLinksicon. A menu appears.
Click View Log. The Chat Room Log screen appears.
If you want to print the log, use your browser's print function.

If you want to delete the record of messages, click Clear Log.
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