
Using an LMS (WebCT) for On for On--Campus Campus 
ClassesClasses   

 (Formerly Titled WebCT For On-Campus Classes) 
 
Do you wish you had more class time? How can WebCT augment your face-to-face time with 
students?  

*create your WebCT course    Pg. 2 
  
* password protected online handouts Pg. 2 
  
* password protected online grade book Pg. 2 
  
*password protected Powerpoint presentations  Pg. 3 
  
*adding hyperlinks Pg. 4 
  
*copyright restrictions Pg. 6 
  
*online asynchronous discussions (bulletin boards)  Pg. 6 
  
*chat room – synchronous online  (real time) discussion Pg. 8 
  
*online assessment (quizzes, exams, and surveys) Pg. 8 
  
*submitting assignments Pg. 9 
  
*WebCT mail Pg. 10 
  
*announcements Pg. 11 
  
*course maintenance Pg. 11 
  
*backup your course Pg. 12 
  
* accessing your WebCT course Pg. 12 
  
*more help Pg. 12 

Questions?  Contact the CTL front desk at 480-461-7331 or 
Melanie Kroening (480-461-7799, mkroening@mail.mc.maricopa.edu),  
Jennifer Strickland (480-461-7668, jennifer.strickland@mcmail.maricopa.edu), 
or Peggy Johnson (480-461-7703, johnson@mail.mc.maricopa.edu). 
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Create Your WebCT Course  
 
Request a WebCT development course be created for you if you don't already have one. 
Detailed directions can be found at http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html). Under the heading WebCT 6.0 
Help Documents on the left side of the screen that appears, select (click on) Create a Course. 
 

Note: Any WebCT course that begins with "dev" is a development course; your students 
cannot see development courses. They can only see live courses. When your development 
course is configured like you want it, use the development course as a template to make a 
live course, which your students can access. Find directions for creating a live course at 
the link in the previous paragraph. 

 
Password Protected Content    

 
Students enrolled in your class who have an MCC email account are automatically populated 
into the liveWebCT course you create for their class within a week of the semester starting. NO 
one else can log into the site unless you choose to give them guest access. Students can set up 
their free MCC email account very quickly by following the directions at 
http://www.mc.maricopa.edu/mymcc/ (http://www.mc.maricopa.edu/mymcc) 
 

1. HANDOUTS AVAILABLE ONLINE 
Do your students occasionally loose the hand-outs you’ve given them in class? Would you 
like to save a few trees and give your students resources without printing a hard copy for 
them? Store the files in your online WebCT course.  
 
For step-by-step directions, log onto 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html)  
Select Uploading Files from the list of WEBCT 6.0 HELP VIDEOS. 
 

*Workshop activity:  Upload a file into a WebCT course.  
 
2. ONLINE GRADE BOOK 
Students can access their own grade book twenty-four hours a day. They cannot see anyone 
else’s grades. You can elect to let them see class statistics (mean, median, standard 
deviation, histogram etc.) if you wish.  
            

 
 

last updated 8-11-08 
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You direct WebCT to make the grade visible to students as soon as it is posted, or after all 
students’ quizzes/exams are graded, whichever you prefer.  

For step-by-step directions, log onto 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html).  On the right side of the screen, 
locate the section entitled LMS (WebCT) Grade Book Workshop. Click on the link 
(underlined words) Enable and use the WebCT Grade Book. 
*Workshop activities:  Add the grade book tool to your WebCT course. 

    Add a column to your grade book (e.g. for a quiz grade). 
    Enter a grade for the demo student in the column you created. 
    View the grade as a student will see it in the grade book. 
 
3. ONLINE SUPPLEMENTARY MATERIAL – post material shown in class for review 
or preview before class to promote deeper class discussion 

• Powerpoint Presentations- post for students to view 
o Review class materials 
o New slides before class make class time available for interactive activities 

(group work, case studies, concept application, simulations, discussion etc.) 
o If instructor must miss class, this can be augment substitute instructor's 

work.  
o Add voiceover (narration) to your Powerpoint slides that students can view 

at home (easy to do using Breeze Presentation software). See example at 
https://admin.adobe.acrobat.com/_a13846108/breezepresent 
(https://admin.adobe.acrobat.com/_a13846108/breezepresent) 

o MCC has a site license for Breeze. To install Breeze on your home/office 
computer, contact Jeff Anderson in the CTL at (480) 461-7709 or 
jeffa@mail.mc.maricopa.edu 

 
Hint: If you add sound to your Powerpoint presentation, save it in Breeze to make the 
file size small so students can download it quickly. If you do not have sound files with 
your Powerpoint file, choose Save As (from the pull-down menu) when your 
document is visible in Powerpoint. Choose the Save As Webpage option from the 
pull-down menu.  
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• Hyperlinks 

o videos (type in concept name plus the word video into search engine, e.g. 
"photosynthesis video") 

o Annenberg Media for Educators: rich, free resource of videos and other 
instructional materials, many are interactive (Arts, Foreign Language, 
Literature & Language Arts, Math, Science, Social Science & History). 
http://www.learner.org    (http://www.learner.org) 

o animations (type in concept name plus the word animation into search 
engine, e.g. "DNA animation") 

o news stories (newspaper clipping, CNN video clip 
http://www.cnn.com/video  (http://www.cnn.com/video), news magazine) 

o graphs, diagrams, original documents & journal articles 
o audio files: recorded speeches, movie clips, NPR presentations including 

podcasts at http://www.npr.org (http://www.npr.org) 
o short video interview with expert in field 

Are there experts working in the Phoenix area who have real-life 
experiences that would interest your students? Do you attend 
conferences where experts in your field are available? You can 
videotape an interview with one or more of them, asking their 
viewpoint on topics you cover in class, and post it on your WebCT 
site.  Jeff Anderson (480-461-7709, jeffa@mail.mc.maricopa.edu) in 
the CTL can help you adjust the settings on your videos so they will 
be optimized for viewing from the web. 

o art work 
Note: links to copyright-free and/or public domain music, books, images, 
etc. can be found at http://www.mc.maricopa.edu/~johnson/DLMGRSRC.HTM 
(http://www.mc.maricopa.edu/~johnson/DLMGRSRC.HTM) 

o online games (drill and practice, review) View sample online games made 
with StudyMate at these websites:  

http://www.mc.maricopa.edu/~johnson/colors.htm 
http://www.mc.maricopa.edu/~johnson/cities.htm 
http://www.mc.maricopa.edu/~johnson/MCCfacts.htm 
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The district has a site license for StudyMate. The link to download 
StudyMate to your office/home computer can be found at 
http://ctl.mc.maricopa.edu/index.html (select Downloads under Quick 
Links on left side of screen) 
 
The CTL offers classes in using this very user-friendly software to create 
learning activities for your students or you can follow the directions for 
Using Online Games (StudyMate) at http://ctl.mc.maricopa.edu/index.html 
(select CTLpedia under Quick Links on left side of screen) 

 
*Workshop activity:  Insert a hyperlink into your WebCT course.  

To insert a hyperlink (URL) in your course, follow these steps: 
a. With the Build tab selected, click on the Add File button on your 

WebCT course homepage.  Select Create File. 

                                
 

b. Click in the radio button to Enable HTML Creator  (or Turn HTML 
Creator on). 

 

 
                                                               Hyperlink tool 

 
c. Type in the Title for your File. Then click on the hyperlink tool (it 
looks like a link in a chain). 

 
d. Type in the URL (web address) you want students to view in the 
appropriate space (or browse to a file or upload a file if desired). 

 
e. Type in the text you want to be displayed for students. Then click OK. 
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f. Click Save. Your link will be displayed on your WebCT course 
homepage.
 

 
ADHERE TO COPYRIGHT LAW - according to Ko and Rossen’s book Teaching Online, A 
Practical Guide, copyright laws permit you to use 

a. Motion Media (such as videos and animations): up to 10 percent of the original 
work or 3 minutes, whichever is less 

b. Text: up to 10 percent of the original work or 1000 words, whichever is less 
c. Poems: up to 250 words 
d. Music: up to 10 percent of the original work or 30 seconds, whichever is less 
e.   Photos and images: up to five works from one artist or photographer; up to 10 
percent or fifteen works, whichever is less, from a collection 

 
Recent court decisions make MCC liable for making sure this educational fair use content is 
password-protected and can’t be accessed and saved by the general public. Streaming material 
within WebCT follows the spirit of these restrictions. More information about educators and 
copyright can be found at http://www.mc.maricopa.edu/~johnson/DLMGRSRC.HTM 
(http://www.mc.maricopa.edu/~johnson/DLMGRSRC.HTM) 
 
4. ONLINE DISCUSSIONS 

Do you want students to reflect on what you discussed in class? Do some of your more 
articulate students dominate class discussions? Do you want students to practice their 
writing skills without creating a hardship for you to grade? Would your students reflect 
more on their learning if they were asked to journal their progress? WebCT’s discussion 
tool enables asynchronous  postings on the discussion board (threaded), blogs (not 
threaded but sequential postings), and/or journals (which can be set to be viewed only by 
the student and the instructor if desired).   
 
• Discussions – Asynchronous Discussion - post question(s) using WebCT’s 

Discussions Board             
 

All students can view your question and each of the responses from their 
classmates. It will show the threads of the conversation (who is replying to 
whom). You can require students to post his/her own answer and comment on 
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another student’s posting. The instructor monitors activity; posts leading 
questions when needed.  Discussion can be part of course grade.  

o post a link to a reading(s) on the internet in the Discussions board - or post 
two links to opposing viewpoints on a controversial issue.  

o students summarize, critique, analyze the material 
o students asked to provide back-up for their position;  improves computer 

literacy 
o freed of the time constraints of classroom, may evoke more thoughtful 

analysis. 
 

How much did your students get from your last class? Students can post their 
summary of a particular topic, or synthesize what they learned from an assigned 
reading. Classmates build on the discussion, enriching and stretching knowledge. 
 
Make connections between students. Let them get to know each other through an 
introductory bulletin board with brief biographical information. Encourage students to 
form study groups. Or set up a Cybercafe where students can chat online informally.   
 
Would your students benefit from seeing how their classmates solved a homework 
problem? A student can post the answer and explain how they came up with the 
solution. Other students can add to the discussion, elucidating other strategies, asking 
questions, etc.  The instructor can add to the activity. 

 
Ask students to post a question they have on their mind after last class meeting (what 
was not clear to them)… or what topic was most interesting. 
 
You can ask students to find web sites that are pertinent to content being studied. 
They post the links to the website on the Discussions board, identifying important 
features of the site. Students can vote for the most useful link (the winner may get 
extra points or just bragging rights). This strategy builds your list of useful web links 
for future classes. You can incorporate a discussion of the need to evaluate web sites 
for credibility - http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Evaluate.html 
(http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Evaluate.html) 

 
A case study is presented on the bulletin board. Students analyze it based on concepts 
discussed in class or outside readings. 
 
Give guest access to a student(s) of another country/culture. See how their viewpoints 
differ from the students in your class.  
 
Use Google http://www.google.com (http://www.google.com) or other search engine 
to locate simulations that are relevant to course content. Have students post answers 
to instructor’s questions about the activity. 
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Does your class involve group work? If so, do students have difficulty scheduling a 
time to meet together? Much of the work can be done online if you set up separate 
discussions areas for each group.  

 
Is an exam coming up in class? How about encouraging students to review the 
material and post a couple of questions they would ask on the exam if they were 
constructing it. Consider giving extra credit (or points on the exam) for questions you 
use or for extremely thoughtful answers students post to the questions asked. 
 

*Workshop activity:   Post a question to the Discussions board in your WebCT course.   
    Reply to the question using the student account.  

 
Detailed directions for adding the Discussions tool to your course and posting a 
message can be found at http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html) 

• Discussions – Chatroom - Synchronous (Real Time) Discussion    
 

Are some of your students unable to come to campus during your office hours due to 
extensive family and work responsibilities? Use WebCT’s chat room to “talk” to 
them online in real time. Several students can be in the chat room at the same time, 
exchanging ideas and/or questions. To maximize the effectiveness of the chat room, 
you can post a question for students to think about ahead of time.  
 
Have a guest speaker visit the chat room – preferably an expert in the area or a person 
who has real-life experience with issues being discussed in the class. 
 
You can use groups for the chat room. Only students in the group (plus the instructor) 
can see that particular chat room. Students could work on group projects online this 
way, posting drafts of assignments that the group could edit. As the instructor, you 
can see what is posted in the chat room log and thus have a record of how much each 
student participated.  

 
Chatrooms have text log files that you can view after the chat is over. Details on how 
to set up the chat tool can be found at http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html) 

 

5. ONLINE ASSESSMENTS                         
 
• Pretest 

What do your students already know about the topic under discussion? Create an 
online pre-test using the Assessments tool. WebCT can deliver it, grade it, and post 
grades for you (and/or your students) to see. Now you can make an informed 
lesson plan! 
 

• Class Preparation 
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Create a bank of quiz questions on the chapter/lab exercise students should read 
before class. Upload the quiz into WebCT.  Student must take the quiz before class 
begins. You can set the quiz for 1-5 attempts, or an unlimited # of attempts, you 
can set it to keep the highest, the average, the first score when there is more than 
one attempt. You determine time constraints for the quiz. WebCT can randomize 
your questions so that the student does not receive the same questions each time 
they log on to take the quiz.  
 
Put course content on web. Students cannot access it until they have earned a 
minimum score (70%?) on the quiz over the last chapter. 
 

• Using Feedback to Enhance Learning  
When you deliver an online quiz in WebCT, you can include feedback on each 
question. Feedback can be as specific as for every choice in a multiple choice. 

 

          

          
 
 

• Exam Preparation 
Post questions from exams you’ve given previously to give students an idea of 
what types of questions to expect.  
 

 
• Formative Assessment 

Want to know how things are going during the semester, while there is time to 
modify your plans? Ask your students in an anonymous WebCT survey. Their 
responses are gathered and reported to you as a group but you do not know which 
student sent any particular response.  To encourage class participation, WebCT can 
post credit in the grade book for the student for having completed the survey. 

 
Details on how to set create and deliver quizzes, exams and surveys using the 
Assessment tool can be found at http://ctl.mc.maricopa.edu/_resources/webct/index.html  
(http://ctl.mc.maricopa.edu/_resources/webct/index.html ) 
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6. SUBMITTING ASSIGNMENTS           
 

Students can submit a paper they authored using the Assignments tool. WebCT 
gives them real-time feedback as to the status of the assignment (not submitted, 
submitted, and/or graded). Once the paper is graded, the student can view their 
grade in the online grade book and receive any feedback you provide on their 
work. 
 
If you wish, WebCT can allow students to submit drafts prior to the assignment 
deadline. You provide feedback and the student can rework the paper and 
resubmit. Details on using the Assignments tool can be found at 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html) 
If you have an exemplary submission you wish to share, you can publish the 
paper in WebCT for the entire class to see.   
 

7. MAIL TOOL                                                               
 

Are student emails clogging up your MCC email account? You can include a WebCT 
Mail tool on the homepage and then all your class emails will get sent to a folder within 
WebCT.  

 
 
*Workshop activity:   Add the Mail tool to your WebCT class.  
    Send an email to the students in your class. 
 

To add the Mail tool to your WebCT class, follow these steps: 
 

a. Open your WebCT course homepage. Select the Build tab (click on it). 

 
 

b. Under Designer Tools on the left side of the screen, select Manage Course. 

 

c. Select the Tools option on the next screen that appears.  
 
d. From the list of Communication Tools that appears on the next screen, click in the 
box next to Mail (a check should appear).                      

  
 

e. Scroll to the bottom of the screen and select Save.  
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f. When you or your students click on the Mail tool on (left side of course homepage), 
you will access the WebCT mail.               
 

g. Click on the button that appears. Type in your email message. 
Click in the radio button to select the HTML Creator if you wish to control, the font, 
color, etc. of your message. You can add attachments to your emails (as can your 
students).  
 
h. Browse for recipients to select from the list of students. Click Send.  
 
Any messages you send you will be kept within WebCT. They won’t go into your 
MCC email folder.  
                                                                         

 
8. ANNOUNCEMENTS 
 
If you need to communicate with your students between classes, posting messages to 
your WebCT is a quick and easy way to post information. Add the Announcements tool 
to your WebCT course. Alert students to check on it often.  Post an answer to one of the 
questions on an upcoming quiz or exam if you want to encourage frequent checking! 
                      
 

 
 
*Workshop activity:   Add the Announcements tool to your WebCT class.  
    Send an announcement to the students in your class. 
  

Note: Once the delivery date you chose has passed, you cannot edit the 
message. You can however, delete the announcement if you wish.  If the 
delivery date has not yet passed, you can edit the message. 

 
Details on how to create and send announcements can be found at 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html) - see Communications 
workshop info) 

 
 

9. COURSE MAINTENANCE  

Live WebCT courses are deleted two weeks after the semester ends so you 
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must make a new Live course every semester. (The MCC IT department 
will send you an email reminding you of this fact at the end of each 
semester.)  This is the time to request a new WebCT development course be 
created, using your current live course as a template. Select your live course 
from the options that appear on the pull-down menu when you request a 
new development course. Any modifications/updates you've made to the 
course during the semester will thus be saved.  

When the next semester begins, select this updated development course as 
the template for the new live course. You'll see all your courses listed on a 
pull-down menu when you request a new live course be created. 

 

10. BACKUP 

Remember to backup your WebCT course several times during the 
semester, at the end of each semester, and any time you've made significant 
changes to it. Detailed directions for backing up your course can be found at 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 
(http://ctl.mc.maricopa.edu/_resources/webct/index.html) 

 
11. ACCESSING YOUR WEBCT COURSE 
 
To access your live course once it is created, you (and your students) can login as below: 

1. Login through the Portal 
!  Access the MCC Homepage at http://www.mc.maricopa.edu 
!  Select the MyMCC link at the top of the page, login using your MCC 

username/password 
!  Click on the WebCT Link at the left under Courses. 

 
 
MORE HELP  

• Help Docs 
The CTL web site has many help documents that describe in detail how to 
work with WebCT. Check it out by logging on to 
http://ctl.mc.maricopa.edu/_resources/webct/index.html 

• CTL Workshops  
The CTL offers workshops on WebCT Fundamentals, Using Respondus to 
Create WebCT Quizzes  & Surveys, Gradebook, WebCT Communication 
Tools, Creating Online Games Using StudyMate, and Using SoftChalk to 
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Create Interactive Web Pages, etc..  Log on to the CTL homepage 
(http://ctl.mc.maricopa.edu/) to see the calendar and register for a class. 

• Appointment with CTL staff 
Staff are available for one-on-one appointments to help you develop your 
class in WebCT. See first page of this document for contact info. 

• Individualized Help  
Computers are available for your use in the CTL – either in the pod 
(central area) or the CTL workshop room if there is not a workshop going 
on .  Come in and work on your class with experts available to answer 
your questions.  
 

 
 


