Introduction:

How can I send a private message to my instructor? 

What if I do not make 70% on a quiz?

How do I submit written assignments?

How can I take notes on the computer while I am in the course?

Who wrote this course?

Jot down what you think the answers will be and we will look at them again later. 

These are common questions for someone starting a WebCT course. You will be able to answer them by the time you finish this “Getting Started” Section.  Let us take a look at the topics we will cover in this section.  This Unit will examine the following topics:

	1. General Information 
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1.1. What's This?  Introduces the Content Module system.

	  1.2. Navigation   Describes how to move around in the course.
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  1.3. Discussions    Describes how to make the best use of the Discussion Board, which is also the    Bulletin Board for important announcements.
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  1.4. Try it   Invites you to post your introduction using the Message board tools.
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  1.5. Tools and Note taking   Explains the various tools of WebCT including mail, Submitting Assignments, taking quizzes and exams, and other commonly used tools. How to take notes will be demonstrated using this section of content.
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  1.6. Academic Conduct  Reminds students about honesty and doing one’s own work.
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  1.7. Tech. Requirements  Describes minimum technology requirements. Read this if you are using a home computer. 
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2. Course Description  
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  2.1. Description Is a brief description of the Fundamentals for Health Professions (FHP) course
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  2.2. Syllabus Describes details about this course.

    2.3.  Course Policies Explains important details about the student’s responsibilities and policies
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  2.4. Credits Contains names and some pictures of the teams of people who made this course possible
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  2.5. Getting started Quiz Preview Shows students the quiz over this unit. Students need to go to Quizzes on the Home page to access the quiz after reviewing it here.




Now, let’s get going!

Directions for two-column note taking process in WebCT
Begin with a piece of paper divided into thirds with one third making a column on the left and the other two-thirds making a column on the right.  When the page is printed and folded down the line, you can use it as a study tool.  Look at the left side with the Main Ideas and see if you remember the important concepts you wrote on the left, Details side of the page.  You can also study by looking at the Details and remembering the main idea. 

You may take notes on your own (hard copy) paper, but with a little imagination for the dividing line you can use the WebCT note taking function.  One advantage of taking online notes it that WebCT will keep them organized for you and they will be saved with your course for later use. You can print them if desired.  What a handy way to review for the comprehensive quarterly exams! Of course, you may learn better by hand writing than typing, so that is a disadvantage of online note taking.  For now, I need to see that you know how to take notes, so let’s do some online note taking together.  
Steps for Two-Column Note Taking:
1. Start by scanning a section. Look for headings and things in bold letters.  That will be enough for you to identify the main ideas and list them on the left side of the Take Notes page.  I like to list main ideas in the form of questions.
2. Next read the section or page of content.

3. Then without looking back, go to “Take Notes” and fill in details for each main idea. If I have worded the Main ideas as questions, then I simply answer the questions.
4. Compare notes with a study partner* at this point and see what the other person picked up that you missed.  Add that to your notes.

5. Next quickly read over the content to verify accuracy of your notes and pick up anything you missed. Fill in any additional details.

6. Remember to save or update your notes so they will be available next time you log in to your course.  
*A study partner will be needed in this course.  If you are alone in your class period or your school in this course, you can use a partner in your small group study team.  We will cover that later. 
Tips for note taking:

     1. Never use copy and paste.  Always write in your own words.

     2. There is no need for complete sentences, just get the important concepts
     3.  If possible work with a partner and follow the directions above for note taking. 

Now let us practice using the 1.5 Tools page of this Getting Started Section.  I will fill in the main ideas for you this time.  Now you click on the Tools section and scan through to see where I got the main ideas. Look in the action menu bar with the Navigation tools and click on Take Notes.  The notes will look like the example below.  If you have not read the 1.5 Tools page, do so now, and then fill in some details on the right side of the Notes page from memory of what you read.   (Click on the Take Notes link).   If you imagine the vertical line between Main Ideas and Details, it should look like the table below. 
Unfortunately I cannot set up columns on the notes page, so you will have to use the space bar to keep the Main ideas on the left side of the page. 
	Main ideas:                                                


	Details:

	1. How do I check Browser

Compatibility?                  


	

	2. Should I read the syllabus?
	

	2. How do I submit a written 

Assignment?


	

	3. How do I send a message?


	

	4. How do I take a Quiz?


	


Now read the Tools Section and then fill in some details from what you remember without looking at the text.
	WebCT Course Tools
You are responsible for having a computer ready and able to access course components. Neither LCSC nor Region 2 Professional-Technical Academy can support and maintain your home computer for you. However, we can provide you with some basic pointers to help you out:

· Use the Browser check above to be certain that you are using a browser supported by WebCT. (Look in the Navigation bar near the top of the window for "Check Browser"). 

· Be careful about downloading software. Many software items, especially those that work with the Internet, may change your Internet settings in a way that interferes with WebCT. The two main ways involve "spyware" and "pop-up blockers". If, for example, you suddenly have trouble accessing WebCT at all, that's most likely due to spyware. If you can't get a quiz window to open, that's most likely due to pop-up blocking. A list of known issues is on your myWebCT pages and here on the World Wide Web. 
FIRST Always Read the syllabus thoroughly - this is your guide to success in many courses. The calendar is also an important resource; be sure to check it frequently. YOU ARE RESPONSIBLE for knowing what is happening, when the assignments are due and submitting them. If you have any questions about assignments we recommend that you email your instructor using the course "Private Course Mail" link. In fact always send a message to your instructor if you find something in the course not working correctly. 
The calendar is not visible for the FHP course. Students from many schools use this online course, so deadlines are set be the individual schools.  Consult your school contact person (usually the counselor or librarian) if you have questions about your school's deadlines for course completion.
SUBMITTING ASSIGNMENTS
When naming an activity/assignment file or any file to upload, use single-word file names or insert an underscore between words. WebCT does not recognize spaces, or characters that are not numbers or letters. First create your document in your word processor, then save your file in Rich Text Format (.rtf), this option is available when you save your file. (Example below)
From the course Homepage, click on Assignment Drop box for assignment instructions. Having saved your document in rtf, you will browse to select it and submit it in the Assignment Drop box.
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WEBCT COURSE MAIL
1. From the homepage, click on the COURSE MAIL (or Private Mail) icon and click compose message. The "Compose Mail Messages" screen appears. (this is not an internet email function - you cannot use this to email outside of your course) 

2. Click Browse. 
3. From the Topic drop-down list, select the recipient. (Note, the instructor is at the top of the list). 

4. In the Subject text box, enter the subject for your message. 
5. In the Message text box, enter your message. 
6. If you want to attach a file (If not go on to step 7) 

A. In the Attachments text box click Browse. Your computer's file browser appears. 
1. Select the file you wish to attach, and click Open. The path and filename of your attachment is entered in the Attachments text box. 
B. Click Attach File. The filename appears as a hyperlink, and the file is attached to your message. 
7. Click Send 
TESTS and QUIZZES
From the course Home Page, select either Part I or Part II, and click on the Quizzes icon. You will see a list of the quizzes for the course. (At the end of each Unit there is a shortcut to the corresponding "Quiz" in the Navigation bar at the top of the window). Click on the correct test. There will be information about the test such as time limitations. Please read this information thoroughly - it is your responsibility to know what is expected of you! 
1. Read the question and select your answer for Multiple Choice (MC) or type your essay answers; make sure to save every question. (click save again if you change your answer) 
2. Answers are saved when the blue check appears in the right hand column. See the following example. IMPORTANT: do not go on until the answer is saved. Selecting the next question may interfere with the save process. 

The following is an example of the first page of a multiple choice quiz. In this case the students are allowed to see all of the questions and revisit them. The student would use the scroll bar to see the next question. The right column reflects how many questions have been answered and saved. You will see a blue check if your question is successfully saved. When the test is completed the student will click on the gray "finish" button.
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Problems associated with course work (such as questions regarding test items or requested for more attempts) must be directed to your instructor. 
1. When you are done with your quiz/exam click on the Finish button submit for grading by clicking OK. 
2. You may be able to View Results if the Instructor has chosen that option. 
Common troubleshooting solutions can be found at the following link: Troubleshooting Tips
If you have more questions about WebCT's Tools click on the following link: e-Learning Help. You'll find detailed, step-through guides for WebCT's tools. 
This is the end of the WebCT Tools section.


Now click on Notes in the menu bar and write the important ideas for each Main idea on the “Details” (right) side of the Notes page.  It will look like this when you open it to add your details:
	Main ideas:                                                


	Details:

	1. How do I check Browser

Compatibility?                  


	

	2. Should I read the syllabus?
	

	2. How do I submit a written 

Assignment?


	

	3. How do I send a message?


	

	4. How do I take a Quiz?


	


After you fill in your notes, compare it to mine below.
	Main ideas:                                                


	Details:

	1. How do I check Browser

Compatibility?                  


	Look on the right side of the Navigation bar with the course Title at the top of the page and click on Check Browser.

	2. Should I read the syllabus?
	Yes, in some courses it is essential. It may tell me when assignments are due. It can help me succeed in the course.

	2. How do I submit a written 

Assignment?


	Write on my computer and save in rich text format (rtf).

Click on Assignment Drop box on Homepage.

Browse; select assignment; upload; submit.

	3. How do I send a message?


	From Homepage click on Course Mail.

Browse to find name of person I’m sending to, highlight and select.

Compose message.

Click send.

	4. How do I take a Quiz?


	Click on Quizzes from Homepage.

Click on name of Quiz.

Read directions.

Select answer and save.

Follow progress in the column on the right.

Wait for it to show answer was saved.

Finish and submit for grading.

View quiz and make notes about missed question so I can look up the answers.

	
	


Is anything missing from mine or yours?  You can use mine to add to your Details. 
 I see I could have added the main idea of “Troubleshooting.”  The main idea could have stated: “What do I do if I have trouble?”  The details could include, “See links for Troubleshooting, and e-learning Help.” 

	5. What do I do if I have trouble?
	See links for Troubleshooting, and e-learning Help.


You can use these notes to study alone or to drill with a partner. To maximize your learning, follow the note-taking instructions above, review them again tomorrow and in one week or sooner if it is time to study for the Monitored Comprehensive exam.

Now I need to see how your notes look, so please “Save As” a Word document or a Rich Text Format (rtf) file, and submit them in the Assignment Drop Box.
I will direct you to do more note taking very soon, in another section.  Meanwhile, please make use of what you have just practiced in note taking. You can increase your learning by working with a class partner to compare notes.
Getting Started Summary

In summary, the Getting Started section should give you the basics of what you need to get started.  Of course you may not remember some details until you need to use them.  If you forget or need more instructions, be sure to use the “Help” link on the right side of the top WebCT toolbar.  You should also feel free to send a message to your teacher; however, using the Help link may be faster.

Now let’s take another look at those questions from the beginning.

How can I send a private message to my instructor? 

What if I do not make 70% on a quiz?

How do I submit written assignments?

How can I take notes on the computer while I am in the course?

Who wrote this course?

Were your predicted answers correct?  By now you should have all these answers.  If not look back over the Table of Contents until you find the sections your question falls into and re-read it.

Next, you have a rare opportunity to preview the first Quiz over Getting Started.  You should go ahead and take the quiz, then be sure to View Results and see what you missed.  You should look up the sections covering missed questions and be sure you know the right answers.  Do that on every quiz. You can re-take quizzes to get a better grade and to be sure you know the content at a high level so you can pass the Quarter-course Monitored (proctored, closed-book) exams.

After you are finished with the exam, go back to the Homepage and click on Part I.  Begin with the first Unit and enjoy learning about the Fundamentals of Health Professions.

Welcome to WebCT. You may use this course delivery format in many college courses in the future.
Note Taking in WebCT

Getting Started Section, Tools page.
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