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My Course Work  
By Dick Evans 

 

The My Course Work selection opens a content page which allows access to additional course data. This 

is like the Home Page in WebCT. In this case there is a link to the Syllabus for the course and to view 

Student Pictures. Folders are included to add course data on a week by week basis. 

The icon come with Bb9 and cannot be changed. They can be removed. 

 

Click the chevron to the right of the page titleτMy Course Work 

 

Select Show Text Only. 
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This takes less room. If images are desired, they can be added to each of the items. See the white paper 

on Adding Images. 

Adding a Syllabus 

 

On the My Course Work page, in EDIT ON mode, click the chevron to the right of Syllabus, and select 

Edit. 

 

Scroll down to section 2 and Browse to locate your syllabus saved as a PDF on your local machine. (Note: 

If you are accessing a copy of it on the FDR, used enter the link to locate it under Name of Link to File 

instead.) 

Click Browse. 
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Click Open. 

 

The file location has been placed in the Attach Local File box and the file will be uploaded to Bb9 

automatically when Submitted. There is not Attach button to click. Browsing to the file attaches it when 

the form is submitted. 

 

Dates can be set to limit the time the item will be available for access on the My Course Work page. 
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Click Submit. 

 

¢ƘŜ ƎǊŜŜƴ ά{ǳŎŎŜǎǎέ ƳŜǎǎŀƎŜ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜ t5C ǿŀǎ ǳǇƭƻŀŘŜŘ ŀƴŘ ŀǾŀƛƭŀōƭŜ ŀǎ ŀ ƭƛƴƪ ǳƴŘŜǊ ǘƘŜ 

Syllabus item on the My Course Work page.  

 

Switch to EDIT OFF mode. 

 

This is how the student sees the page. Click the cis251 syllabus link. 
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The PDF open immediately.  

 

On the Course Menu, click the My Course Work to return to the My Course Work page. Alternatively, 

click the back button on the browser to return. 

Student Pictures  

 

Return to the EDIT ON mode. 

{ŜŜ ǘƘŜ ǿƘƛǘŜ ǇŀǇŜǊ ά{ǘǳŘŜƴǘ tƛŎǘǳǊŜǎέ ŦƻǊ ǎǳƎƎŜǎǘƛƻƴǎ ƻƴ ōǳƛƭŘƛƴƎ ŀ t5C ŘƛǎǇƭŀȅƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘǎ ƛƴ ǘƘŜ 

course. 

Using the same steps as above, add the pictures.pdf file: 

 Pull down the chevron to the right of words Student Pictures. 

 Click Edit. 

 In section 2, browse to the PDF of the student pictures 

 In section 4, click Submit 
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Click the link to try it out. 

 

¢ƘŜ άǎǘǳŘŜƴǘέ ǇƛŎǘǳǊŜǎ ŘƛǎǇƭŀȅΦ /ƭƛŎƪ ǘƘŜ ōŀŎƪ ōǳǘǘƻƴ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ aȅ /ƻǳǊǎŜ CƛƭŜǎ ǇŀƎŜΦ 

Week 1 

 

The folder link to Week 1 opens a page where all documents, links, and quizzes are kept for Week 1. 

This is a shift from the way we build WebCT courses. In WebCT we build a Home Page with links out to 

the Assignments, quizzes, Lectures, Content Management pages, etc. The student knew which was for 

which week or lesson in the course by the due dates. Or we hope they did. 
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This approach groups all the work for a lesson or week (just change the name from Week 1 to whatever 

works for your course). Every task associated with that week is together, so the students know what 

they have to do for that week. 

The current content in the Week 1 folder is for example only. Click the chevron next to each of the two 

items and delete them from Week 1. 

 

Consider what the student should be doing for Week 1. These items come to mind: 

 Read the Lecture notes 

 Do an assignment 

 Take a quiz 

 Review some white papers 

The four links (blue buttons) allow different types of items to be included on the page. 

 

Create Item adds a Content Item which is any type of file, text, image, or link that displays to users on a 

Content Area page. This is how we added the Syllabus and Student Pictures to My Course Menu. 

 

Build adds a number of items, but we will look at adding Folders, External Links, and Course Links. 

 

Evaluate adds a number of items, but we will look at adding Tests, Surveys, and Assignments. 
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Collaborate adds a number of useful items such as discussions and chat, but we will cover them in this 

paper. There are a number of collaboratƛƻƴ ǘƻƻƭǎ ōǳƛƭǘ ƛƴǘƻ ǘƘŜ ǘŜƳǇƭŀǘŜΩǎ /ƻǳǊǎŜ aŜƴǳΦ 

Lecture Notes  

 

Click Create Item. 

 

Enter the name for the Item, then in the text editor add any notes you want displayed on the Week 1 

page under the title. This can include an image about the lectureτƴƻǘŜ ǘƘŜ ƛƳŀƎŜ ƛŎƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊέ 

Click to insert an image 

What you include in the text editor box in section 1 will display on the Week 1 window.  

 

In section 2, Browse to the PDF file of your lecture or perhaps a PowerPoint saved as a PDF.  

(Note: saving PowerPoint as a PDF follows the same instructions as saving a Word document as a PDF, 



9 
 

which is Office > Save As > PDF or XPS > Publish). You could link to the file on the FDR instead by 

entering the URL into the Name of Link to File box. 

You can only link to or attach one file per item. If you have two lecture items for Week 1, enter them as 

individual items on the Week 1 page. 

 

Then 

 

Set parameters for when the student can see the file, and then click Submit 
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Click the new link to try it out. 

 

Students can scroll through all the slides in the presentation saved as a PDF. If you had used a document 

file instead, this would displayed the PDF of that document. 

(Note: you can still upload the actual DOC or PPT files to Bb9 as you could in WebCT. Using the PDF  

approach is much quicker for the student as they do not have to go through a couple of additional steps 

to save and/or view it. And they do not have an editable version of your work.) 

Adding an Image 

[ŜǘΩǎ ŜŘƛǘ ǘƘŜ ƛǘŜƳ ŀƴŘ ŀŘŘ ŀƴ ƛƳŀƎŜ ǘo the Week 1 page. 

 

Click the chevron next to the Lecture Notes item, and then select Edit 

 

In the toolbar in Section 1, click the Image button 
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Browse to the image you wish to use. 

 

Click Submit. 

 

Click Submit 

 

Add any text you would like to display with the picture. Resize the picture as necessary, and then scroll 

up or down and click Submit. 
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The image displays on the Week 1 page under the title Lecture Notes with a brief description of the 

material included. 

(Note: use this same method to bring images you used as icons in your WebCT course over to Bb9. The 

image can be linked, but not to material in the course, only to an external item which could be on the 

FDR or a Web site.) 

Adding an Assignment 

 

Click Evaluate > Create Assignment 

 

Add a title for the assignment and the wording you would like to appear with the title on the Week 1 

page. 
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Browse for Local File to attach the assignment PDF and any additional files the student will need to 

complete the assignment.  

 

Add a name for the link if the file name is not enough to describe the file, and then click Attach File. 

 

Click Browse to add additional file, if necessary. 

 

Enter the maximum number of point the student can earn for this assignment 
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Complete the Availability section. (Note: the Message or Course Email tool does NOT allow for attaching 

a file, so it might be a good idea to allow them to make additional submissions. This way they upload 

corrected attempts as instructed by you.) 

 

Set the Due Date and Time for this assignment. 

 

Click Submit. 
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Click the About Me link. 

 

The students will click the Assignment File About Me.pdf to view the details of the assignment and then, 

on this same page, they will later upload the files they created and Submit this assignment. 
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Creating a Quiz or Test  
 

 

Click Evaluate > Create Test 

 

Click Create 

 

Enter a name for the quiz and any descriptive information you want to appear under the item name 

Quiz 1 on the Week 1 page. Then scroll up or down and click Submit. 

 

On the Test Canvas there are three options. 

 Create Question 

 Reuse Question 

 Upload Questions 
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Questions can be created offline and uploaded to Bb9 using a text file with one question per line in a 

specific format. The following was taken from the Bb9 Help screens and outlines the typical WebCT type 

questions. More can be found at the More Help link under Upload Questions.  

File Format Rules 

Questions in the text file must conform to the following structure to be uploaded successfully:  

 No header row for the file  

 One question per row  

 Duplicate questions are allowed  

 Fields in a row are separated by a TAB  

 Each field in the question correlates to the fields of the respective system-created question  

 Point values for questions in an uploaded file cannot differ but can be edited after the upload  

 The first field in every row defines the type of question  

 Correct, Incorrect, True, False, and other words that identify answers must be in English.  

Note: Formatting errors in individual questions in a file will cause the questions to fail to upload, not the entire file. 

Essay 

ESS TABquestion text TABsample answer  
The sample answer is optional for this question type  

Fill in the Blank  

FIB TABquestion text TABanswer text 
TABanswer text may be repeated for each correct answer that is part of this question type. The maximum number 
of answers is 20. 

Multiple Choice  

MC TABquestion text TABanswer text TABcorrect or incorrect TABanswer text TABcorrect or incorrect 
TABanswer text may be repeated for each of the answers that are part of this question type. For each TABanswer 
text, there must be a corresponding TABcorrect or TABincorrect. The maximum number of answers is 20. 

True/False 

TF TABquestion text TABtrue or false 
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Create the bank of question using Word and then copy paste to a text editor like Notepad to clean out 

all the hidden formatting codes. Save the notepad file as a .txt file (this is the default extension). 

 

Browse to locate the text file, assign the points per question, and then click Submit. 

 

There are more types available than in WebCT and more than this is the Bb9 drop down list. This 

example will use the True/False for simplicity. The others should be self-explanatory.  

Click True/False. 
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Type a statement and choose a Point Value. 

 

Choose how you want the answer oriented and if the statement is True or False. 

 

Click Submit 

 

The question with the correct answer checked appears on the Test Canvas 
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Click Create Question again to add another question. Repeat to add all the questions for this quiz making 

sure the sum total of all possible points adds up to the 100 points you want the quiz to be worth. 

 

Reuse Question is used to generate random questions from a question pool in the test or to get a 

question from a question pool or another test. Look to another white paper on how to create a question 

pool and how to use these options. 

 

After the test (quiz) has been created, it appears on the Tests page. 

Next to the quiz name, click the chevron and select Edit to set the options for taking the quiz. 

Add any text to be 

displayed with the Quiz title. 

 

And select it the quiz should open in a new window. 
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Enter the availability optionsτwhen it is open for the students take it and other settings. 

 

Choose to include in the grade book. 

 


