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

Add Page or Tool

Select a page or tool to add to vour course

Use a wizard when available 4%,

Pages Course Content Tools Communication Tools Evaluation & Activity Tools Student Tools
Qrganizer Page 165\ Syllabus 45\ Discussions 4\ Quizzes/Surveys My Progress
Single Page Content Module R, | mail IR, | Self Test My Grades
URL Glossary Chat 4\ Assignments Language Selector

Image Databaze Whiteboard Student Frezentations

Index Calendar 155\ Student Homepages

Content Utilities Student Tips

Search

Compile

Resume Course

CD-RCM

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



Homepage = Basic Control Fanel = Add FPage or Tool = Add Assignments

Add Assignments

1. Enter a title for this item: |Assignments

2. Decide where to show the link to this item.

on the Course Menu, visible on all pages. Link will appear as text.

On an Organizer Pags: |H0mepage v

Link shows item title
Link shows icon (select below)
(® Use default icon

(O Use custem icon

Choose icon: Browse...

3. Add this item to your course.

Add| |Cancel

3. Enter a title and decide where the link will be displayed. | like to have it show on the Homepage and
on the left side Course Menu. Click Add to complete adding the Assignments tool.

-
o .. ?

AESIgnMEents

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

Homepage = Assignments

Assignments #| Actions o i

To view and grade assignments completed by your students, click Submissions below x indicates a selection is required
from the main frame.

@ 45 Available | (@0 Late | @ 0 Due soon

Options
Display: |EAEEER =S || Go August 27, 2007 8:26am | Add

5. Under Actions, click Add

Homepage = Assignments > Add Assignment

Add Assignment

Assignment title: |1.1 Word

Add|  Cancel

6. Give the assignment a title. | 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

) 1.1 word

Availability: Unawvailable

Result: | Submissions



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)

Homepage = Assignments = 1.1 Word

Assignment: 1.1 Word Actions o _
I indicates a selection is required

Assignment Information from t_he main frame and that multiple
Maximum grade: Mone selections are allowsd.
Due date: Mone Options
Instructions: Mone Edit assignment settings|
Assignment files: MNone Import assignment file:

Browse...

Import
I Remove

9. Under Actions, click Edit assighment settings

Assignment Settings: 1.1 Word
Basic Settings
“Title: 1.1 Word

*“Instructions: Click the link below to view/download the assignment. This assignment is due

before the due date and time listed. Late azsignments will be penalized and must
be handed in by 8/15/2007

“Maximum grade: 100

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



Availability
Available starting: & Immediately
® Specify a date
September % ||5 |[¥ || 2007 || 08am % || 00 |»
Cue date: O unlimited
® Specify a date
September (|| 12 % (| 2007 % || 08am » || 00
Cutoff date: O Do not allow late submissions.
@ Allow late submissions.
O Unlimited
® Specify a date

September [v|| 15 [¥||| 2007 (% || 08am ¥ | 00 &

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 | 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.

Submissions
Multiple submissions: O Allow multiple submissicns. (Grading cannot cccur until after the due date.)

& Do not allow multiple submissions.

12. One the student submits work, they cannot resubmit it unless you have chosen the Allow... radio
button. | leave mine at Do not allow... If they need to send me another version, | have them attach it
to an email. | like the ability to correct assignments before the due date and the Allow... option
removes this ability.

Results

Student score release: @) Release the score once the assignment has been graded.

Release the score once the availability pericd has ended and the aszzignment has been
araded.

{0 Do not release the score.

Release column: Release the
can al

Cours v

@ es O Mo

signment column

ol the release of this

13. | leave the first Results option selected. | want them to see their scores. Therefore, | 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.

Update | Cancel |

When the page is completed, click Update



Homepage = Assignments = 1.1 Word

Assignment: 1.1 Word Actions

TFs indicates a selection is required
Assignment Infermation from the main frame and that multiple

Maximum grade: 100 selections are allowed.

Cue date: September 12, 2007 Options
Instructions: Click the link below to view/download the assignment. Edit assignment 5ettings|

Thiz azsignment iz due before the due date and time . )

listed. Late assignments will be penalized and must be Import assignment file:

handed in by 3/15/2007 | | Erowee
Aszzignment files: Mone

Import
F# Remove

14. The assignment is almost finished. The Word document and any other supporting documents need
to be added. Under Actions, click Browse

/= http:Ifwebct. ric.edu:BIODSIBROWSE - file+main+ ++ - WebCT File Browser - Windo... [= |[B][X]
: Links & Advantec g Signin to Yahoo!

Crosswalk @& | Customize Links @& | Evans Mail & WebCT il

File Browser

Select a file. Tip: To view a file, click Q.

If the file you need does not appear in the list below, upload it first, then select it.
Name

[ My-Files
[JwebCT-Files

Size (bytes) Date Time

Y
Upload File @ To add a file from your computer, Browse for it, select an appropriate folder in 1
the drop-down list, then click Upload. Select it in the list above and click Add selected.
Depending on the file size and network connection, this process may take several minutes.
Filename: | |(Browse... |
Uplcad |M',.-'-FI|EE w B
te: Upload

|

Add selected| Close| HE||:I-|

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



Choose file

Laak in: | [ Summer 2007 j = &F ER-
_2 & attendance Summer 2007, xls  Footnote
; I@jBasm Assignments in WebiCT,doc 5] Format £
My Recent Bt Farmat £
Diogumztis @CISSSI ﬁdvanced Office docx B Farmattii
?-L' @_10535l_summer_ZDD?_survey.xIs @jgas kax ¢
@ﬂcisSSll.jpg @Hyphena
Desktop 9] Counting. docx “Z Hyphens
. iTﬁ(:ounl:ing.mhl: ijﬁie?.mht
"‘} 5] Crabby demystifies Excel terms - Help and How-to - Microsoft Office Online @ﬂindianl Bl
M D : 1\ Data Entry Form.docx &hindianz.j
DI EEERS i Data Entry Form.mht & |indiar_pi
- @Documentl.docx I@jlssues in
%’ iﬁﬁ Excel_2007_Review,mht @ Lesson_{
My Computer @]Exceljﬂﬂ?_Review.pptx E—E]Lesson_[
W Faoknokes.doc & loan_pay
"?—% < | i
Iy Wetwork, File name: |Ehapter 1 Agsignment 1 Word. doc j Open |
Places
Files of twpe: |AII Files [*7) J Cancel

16. Click Open

Upload File : To add a file from your computer, Browse for it, select an appropriate folder in
the drop-down list, then click Upload. Select it in the list above and click Add selected.
Depending on the file size and network connection, this process may take several minutes.

Filename: [F:\Summer 2007 [ Bowse|

Upload |M'_J—Fi|es

o Upload

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

Filename: | |[(Browss__|

the drop-down list, then click Upload. Select it in the list abowve and click Add selected.
Depending on the file size and network connection, this process may take several minutes.

® gj Bichapter 1 Assignment 1 Word.dec 22016 August 27, 2007  9:00am
[ &) g BCcombo_142836594X.jpg 15184 June 8, 2007 8:12am
& gj EBDC_Complete_1423312055.jpg 9235 June 8, 2007 8:11am
[ &) g] Eisamlogo.gif 1766 June 6, 2007 5:3%am
& g] Ei=zeicen.gif 3738 June 6, 2007 5:3%am
[ &) gj Esoc_0-519-25546-3.jpg 3202 June 6, 2007 5:3%am
] Assignments
[[] Course Content
[Jimages
PPT_Impatica

I PPT_Imp:
[JPPT_Links

Upload File To add a file from your computer, Browse for it, select an appropriate folder in

Upload |M',f—FiIe5

to: Upload

Add selectedl Closel Help




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

Actions

M4 indicates a selection is required
from the main frame and that multiple
selections are allowed.

Options

Edit assignment 5ettings|

Import assignment file:

|Chapter 1 A=z=zignment | Browse...
Import
"F# Remove

19. This did not add the document to the assignment. It only added it into the WebCT file system.
Under Actions, click Import

Homepage = Assignments = 1.1 Word

Assignment: 1.1 Word Actions

"4 indicates a selection is required

Assignment Information from the main frame and that multiple

Maximum grade: 100 selections are allowed.

Due date: September 12, 2007 Options

Instructions: Click the link below to view/dewnload the assignment. This assignment is due Edit azzignment settingsl
before the due date and time listed. Late assignments will be penalized and must be

handed in by 5/15/2007 Import assignment file:

Aszignment files: To view an assignment file, click itz filename. |

I [ =

[ Chapter 1 Assignment 1 Word.doc ~ August 27, 2007 $:00am 21.5 KB "F& Remove

| Browse...

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

) 1.1 Word

Availability: September 5, 2007 8:00am - September 12, 2007 8:00am
Cutoff date: September 15, 2007 8:00am
Maximum grade: 100

Result: | Submissions

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



