Uploading Content into WebCT—Crash Course

1. Move content from your computer to WebCT

1. Create the file on your computer.

2. Upload the file into WebCT.

a. Click on Control Panel
b. Select Manage Files
c. Select Upload a File from the right.

d. Browse to the location on your computer where the file resides.

e. Choose the WebCT folder you want to place it in (the default is My-Files).

f. Click Upload.

g. Repeat the process for more files.

h. If you have multiple files to upload, you can zip them and load them as one unit, then unzip them within WebCT. You will need software for this; a trial version of Winzip is available for free from http://www.winzip.com/. 

2. Move a file from a WebCT folder to your content page

You have a number of options for the appearance and function of content you move to a content page:

3. You can create a Content Module, which will generate a Table of Contents that lists every file within it. You and your students will have to click on the Content Module icon or title, and then on a file within the Content Module, in order to see it. You can use the Next and Previous buttons to navigate from one file to another within the Content Module. You can track student visits to any files located within a Content Module.

4. You can create a Single Page, which can be opened automatically by clicking on the icon or title.  You cannot track student visits to any file that appears as a Single Page. 

5. You can create a link to a URL, which can be opened automatically by clicking on the icon or title. You cannot track student visits to any file that appears as a URL. 

2.1. Creating and Adding Content to a Content Module

2.1.1. Creating a Content Module

1. From the Homepage, click on Course Content and switch to Designer Options.

2. From the top right, click on Add Page or Tool.

3. Under Course Content Tools, click on Content Module.

4. Fill in the title field on the next screen and choose a location for the link. Commonly, the link is placed on an organizer page; the default is Course Content.  

5. If you would like both a title and icon, make sure both Link shows item title and Link shows icon are selected.

6. The default icon is a blue backpack. If you would like to use another icon, select Use Custom Icon and Browse to the location in your My-Files folder, or upload it from your computer.

7. Click Add Selected at the bottom of the page.

2.1.2. Adding Content to A Content Module

1. If you have just added a Content Module, you will need to add content.
a. Select Course Content while in Designer Options. 

b. Click the icon for the module that you want to add content to.

2. From the right under Options: Table of Contents, select Add Files.
3. In the box that opens up, select the file you want to add. These instructions assume you have already uploaded it into My-Files. (Note that if the file is not an html file, you may have to select Show all files instead of the default Show only html files above the box listing your available files)

4. Click on Add.

a.  If the file is not listed in the box, click on Browse and select the file in your My-Files folder that you want to add. 

i. Click on Add Selected.

ii. The file will now appear in the previous add files box.

5. To edit the titles within a content module, select the content module that you want to edit and click on Edit Titles in the right. 

b. Change the title.

c. Click Update.

6. In the top right under, Options: Content Module, click on Update Student View so students can see the new file.

7. Repeat the process to add more files to the same Content Module.

8. The organize options located to the right allow you to move your files within a Content Module.

9. You can use the “cookie crumbs” to go back to the content module and choose View in the top toolbar to verify the additions or changes. 

2.2. Creating a Single Page

Creating a Single Page is easy, but student hits to the page will not automatically track. (There is a complex process that will allow you to track hits, but it would probably be easier just to put that content into a Content Module).

1. From the Homepage, click on Course Content and select Designer Options.

2. Scroll to the bottom of the page and click on Add Page or Tool.

3. Under Pages, click on Single Page.

4. Fill in the title field on the next screen.

5. Click on Browse and navigate to the file in your My-Files folder. (If you have not already uploaded it from your computer, you will have to do so now). Select the file you wish to add and click Add Selected.

6. The default is for the file to open in the same browser window; however, you can choose to have it open in a new browser window.

7. Choose a location for the link. Commonly, the link is placed on an organizer page; the default is Course Content.  

8. If you would like both a title and icon, make sure both Link shows item title and Link shows icon are selected.

9. The default icon is a sheet of lined white paper. If you would like to use another icon, select Use Custom Icon and Browse to the location in your My-Files folder, or upload it from your computer.

10. Click Add at the bottom of the page.

11. You can back up to the content module and choose View in the top toolbar to verify the addition. 

2.3. Creating a URL

It is possible to create a link to a webpage either directly as a distinct page (it will not track) or embedded within an html file and uploaded as a content module (it will track). 

2.3.1. Creating a direct URL

1. Decide on where you will place the URL. You can create a new module called “Links” inside the Course Content module, for example, or you can create it directly within Course Content.

2. Within the desired module, select Designer Options.

3. Scroll to the bottom of the page and click on Add Page or Tool.

4. Under Pages, click on URL.

5. Fill in the title field on the next screen.

6. Enter the url for the webpage.

9. Choose a location for the link. Commonly, the link is placed on an organizer page; the default is Course Content.

10. If you would like both a title and icon, make sure both Link shows item title and Link shows icon are selected.

11. The default icon is a chain link. If you would like to use another icon, select Use Custom Icon and Browse to the location in your My-Files folder, or upload it from your computer.

12. Click Add Selected at the bottom of the page.

13. You can use the “cookie crumbs” to go back to the content module and choose  


View in the top toolbar to verify the additions or changes. 

2.3.2. Creating a URL within a file

1. Create an html file with the following notation:

<html>

<head>

<title>PAGE TITLE</title>

<meta http-equiv='refresh' Content='0;url=HTTP://URL'>

</head>

</html>

In this example, PAGE TITLE stands for the title of your page and URL stands for the url of your website. Make sure the apostrophes are accurate.

2. Upload the file into a content module (as in 2.1.2 above). The webpage will open automatically and will track.

For more information on this topic, you can attend one of the training sessions offered by UA’s Software Training Services. Sign up at http://www.uakron.edu/seminars; this takes you to a secure site that will require your UAnet id and password. Graduate assistants can register by contacting Cynthia Harrison, x2447 or harrisc@uakron.edu. 
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