
Basic Assignments in WebCT 
by Dick Evans 

Assignments are not new with WebCT. Before using this online approach, you probably typed them in 

Word and handed out printed copies. The basic approach to providing the assignments in WebCT is to 

provide the same document electronically.  

The student can view the assignment on their screen and print if desired. They submit their completed 

work electronically using WebCT.  

You may review their work online or print it out. If you do it electronically, you can use the Track 

Changes capability in Microsoft Office to make notations on the students work and upload the 

annotated documents back to them for their review.  

Grades are entered within the assignment section and are posted automatically to the grade book. 

1. Open WebCT 

 

2. Control Panel > Add Page or Tool > Evaluation & Activity Tools > Assignments 



 

3. Enter a title and decide where the link will be displayed. I like to have it show on the Homepage and 

on the left side Course Menu. Click Add to complete adding the Assignments tool. 

 

4. The Assignments icon appears on the Homepage. Click it access the Assignments. 

 

5. Under Actions, click Add 

 

6. Give the assignment a title. I suggest including a chapter number as well as a descriptive word or 

words. In this case, 1.1 indicates the first assignment for chapter 1. Using the numeric notation 

makes it easier to locate the textbook work relating to the assignment. 

7. Click Add 

 



New assignments are always added at the bottom of the list of assignments. You may use move them 

backward or forward using the tools on the right side of the assignment screen. 

8. Click the assignment title (alternatively click the radio button next to the title, and then under 

Actions, click Edit) 

 

9. Under Actions, click Edit assignment settings 

  

You may change the title at this point and it changes the title in the list of assignments and in the grade 

book. 

10. The assignment instructions should be typed into the Instructions text box. Details HTML code may 

be entered in this box, but since we are using our original assignment done in Word, just type 

instructions telling them where to find the document, such as the following: 

Click the link below to view/download the assignment. This assignment 

is due before the due date and time listed. Late assignments will be 

penalized and must be handed in by 9/15/2007 



 

11. Set up to three dates. The starting date and time, the due date and time, and if you are allowing late 

submissions, the late date and time. Notice I indicated the late date in the instructions. The student 

does not get to see the late date set in WebCT. It appears on your assignment screen, but not on 

theirs. If you want them to know what it is, you have to specify it in the instructions or make it a 

standard like 2 days after the due date at 8:00am. 

 

12. One the student submits work, they cannot resubmit it unless you have chosen the Allow… radio 

button. I leave mine at Do not allow… If they need to send me another version, I have them attach it 

to an email. I like the ability to correct assignments before the due date and the Allow… option 

removes this ability. 

 

13. I leave the first Results option selected. I want them to see their scores. Therefore, I also select Yes 

so the grade book column for the assignment shows on the student view of the grade book. It will 

show on the instructor view in either case. 

 

When the page is completed, click Update 



 

14. The assignment is almost finished. The Word document and any other supporting documents need 

to be added. Under Actions, click Browse 

 

15. Assuming the file is located on your hard drive or flash drive, under Upload File, click Browse and 

locate the file. 



 

16. Click Open 

 

17. Select the folder in WebCT where you want to store the assignments, and then click Upload. 

 



18. The document copies to the WebCT folder and selects (the green dot). Click Add selected. 

 

19. This did not add the document to the assignment. It only added it into the  WebCT file system. 

Under Actions, click Import 

 

20. The file shows in the Assignment files area of the assignment page. 

Repeat this process for multiple files. When all have been uploaded, in the breadcrumb area, click 

Assignments 

 

This assignment displays almost as the student see it. Their view does not display the Cutoff date. 

 


