WebCT Vista Basics
Workshop Agenda

	Supporting Materials

	Vista Notebook
Practice Class Shell (restored from practice_class.bkp) 
Sandbox Shell not set up
Enrolled as Student in Vista Training
Powerpoint – Vista Basics or Fundamentals on podium computer (login as ctel)

	Welcome and Introductions

	Introductions

Workshop Goals and Topics – use Powerpoint slideshow

	Overview of Training

	Outcomes

· Discover Training plan
· Understand how Vista Basics works as compared to other optional workshops
· Learn the various methods of attending the workshops

	Activities

· Stipends, pens, and web sites

· Discuss stipends- 6-8 weeks in paycheck

· Help line and ELC web site is on pen and bottle

· Phone #s in NAU Resources section of notebook

· Vista Basics
· Prereq to Advanced workshops
· Learn fundamentals of Vista
· Tour and some activities in commonly used tools is optional. There’s a recorded tour.
· Training Planning form – hand out

· Advanced Workshops

· Organizing Content highly recommended for newbies

· Goes through Vista features more in depth

· Notebook has materials for each workshop

· Goal of Vista Basics is to get them familiar with Vista

· For newbies get the fundamentals down – if they plan on attending optional workshops they can sit back and watch the Tools tour.

· For experienced users they will learn the fundamentals and get to use many of the tools.  Only attend workshops if needed or can use the notebook and online materials to go into the tools in more depth.
· Just grab on to the concepts. Don’t need to know the step-by-step method of doing something – use help line or notebook for that.



	Migration and New Course Process

	Outcomes

Discover the process for migrating a course or using a new shell.
	Activities
· How to request a migration

· ELC site form

· Two to three weeks to migrate course

· Migration Lab or Improving your Migrate course section in notebook

· New course request



	Overview of Peoplesoft and Vista Integration

	Outcomes

·   Learn how Peoplesoft will integrate with Vista
	Activities

· Peoplesoft is the authoritative source
· Students auto enrolled
· Students auto unenrolled when dropped
· TAs and co-instructors must be in Peoplesoft
· Will see students in gradebook, but they won’t see course until “start date”
· End date + 2 weeks


	Exploring WebCT Vista 4

	Outcomes

Navigate and customize My WebCT.

· Navigate through Mail, compose and organize mail messages.
· Identify and perform functions that are common to many features in WebCT. 

· Explore a section, including its tab structure, Course Content Home, and Course Menu. 
	Activities – login (Macs should use Firefox)
· My WebCT

· Check Browser

· Vista Training course has assignment that designers can steal
· Go into Vista Training – use MyWebCT link to get back. Warn against using browser buttons
· Show Tutorials page

· Start Elluminate - Tour

· Add To Do Note (pencil icon)
· Demonstrate the following

· Hide My Grades (Channel)
· Change Color (Color)

· Rearrange Order (Layout)
· Mention students My WebCT may look different from their own

· Give them a few minutes to do the above 

· Show global mail and calendar icon

· Exploring the Section Interface

· Sandbox – show how shells can be set up

· Explain that a template with minimal content will be applied after start date if course is NOT set up.

· In Practice Class - Describe who sees what Tabs

· Activity: See tools in Build, then view Student View.  What’s different?

· Build

· Show Course Tools Menu
· Collapse Menu

· Expand Home on menu

· Tab decides what tools you see listed at bottom

· Mention some of the Tools when at each tab (don’t explore in detail at this point)

· Have them explore the differences in the Teach and Student View

Give break and time to play.

	Designing Your Course: The Basics

	Outcomes

· Identify three major steps in course design.

· Add Course Tools, reorder them, and determine whether they are visible to students.

· Create content using Course Tools.

· Organize content by adding links, files, and folders to Course Content Home. 

· Customize visual aspects of your course such as colors, page layout, icon sets, and headers/footers. 
	Activities
· Identify three major steps:

· Adding Course Tools

· Creating Content
· Own files on your computer
· Vista content like discussions, assessments, assignments

· Organizing Content
· Adding a Tool and Setting Visibility

· Some Tools can be used as is; others need more work (Who’s Online vs Assessments)

· Activity: Select Manage Course in Designer Tools

· Click Tools

· Add Announcements and Calendar and My Grades
· Course Menu options

· Go to Manage Course then Course Menu

· Hide Media Library

· Rearrange the order of tools on menu – common function in Vista

· Tools must be added if instructor wants to use them, but can be hidden if faculty does not want students to have access to INVENTORY of items (use cookie jar vs one or two cookies delivered in the content of the course example) 
· Creating Content

· Demonstrate: In Web Links add a Web Link – Vista for students (http://www.nau.edu/vista-students)
· Once created in WebLinks add link to Home Page Content folder (using Web Links add tool at bottom of Web Links page)
· Activity: From the homepage using Add Content Link add the Diagnostic Quiz or other assessment or assignment
· Use Add Content Link to create and link to another web link – Cline Library (www.nau.edu/library)

· Organizing Content

· Using ActionLinks for Folders
· Click on Add File
· Choose Browse Files

· – first view of file manager structure – explain the following

· My Files

· Repository

· Discuss examples

· Class Files

· My Computer Applet

· Show that it’s now one step

· View Files
· Activity: Click My Computer and browse for a file in the WebCT Training folder on the Desktop or select a file from Class Files.(Prof_Flamsteed.jpg)
· Show other ActionLinks features for the links on folder pages
· Activities:

· Add description

· Hide link

· Move link

· Remind everyone that if they can’t see an option to do something to make sure they are in the correct tab and look for the Actionlinks.

· Walk through adding ANOTHER file – stress this activity A LOT

· Folders

· Why use folders? E-Reserves, to organize content, etc.

· From Course Content Home add folder

· Activity: click Create Folder

· Add title (Course Units) and save and add another (E-Reserves)
· Go to E-Reserves
· Add files (pretend resource_files_learning module is Reserves folder

· Go to Course Units
· Add Content Links and selecting Unit 1 and 2 learning modules from inventory
· Add/create Unit 3 and 4 learning modules

· Using Mail

· Describe common Vista features

· Underline = hyperlinks

· Create Folder

· Activity: Create a Message

· Show Recipient list

· Upper section

· Lower section

· To, CC, BCC

· Using Check boxes

· Paging Preferences

· Asterisks mean required

· Write a message to all and send (don’t use HTML creator yet)

· Refresh Now

· Sorting

· Discuss Moving or Copying Items – show, but don’t have them do it

· Student View – Read and Reply to message sent

· Use HTML editor (Macs can’t)

· Add an attachment 

· In Student View open up email and attachment

Break time about now? 
Important tools

· File Manager

· WebDAV info

· In IE network folder option

· Learning Modules

· Explore Unit 2: Planets

· Add Unit 2 Q and A discussion topic

· View in Student View

· Benefit for lots of content, especially web pages – not good for one file or files that open up in different application
· Course Preview Page set –up

· In other browser window show classes.nau.edu – use NUR 450* (search) and click on the first online class. There’s a preview page in Word format.

· Show how to select the course preview page

· Go to Manage Course

· Select Course Preview Page

· Browse for a file

Fun stuff with course
· Selecting Course Colors

· Selecting Global Course Colors

· Activity: Change colors for course

· Go to Manage Course

· Select Colors 
· Choose pre-defined or create a custom color set (stay away from E)
· Click Apply

· Changing Icons

· Demonstrate modifying icons

· Manage Course

· Course Content Icons

· Select New Content Icon Set

· Choose a set and click select

· Click Apply

· Activity: Do the above

· Change an individual icon – need icons in Class Files or own computer 
· Page Options

· Edit Headers and Footers

· Using Page Options ActionLink menu select Edit Footer – make a change
· Customize Page Display

· Activity: Try a different layout

Let them know about the online evaluation at Vista Training 2006 and see who wants to stick around for the Tour. For those who are leaving remind them of the Tour recorded with Elluminate in the Vista Training course.

	Tools and Features Tour 

	Outcomes

· Work in various tools
· Explore gradebook and view group manager

· View and learn about differences between CE and Vista

	Activities
· Syllabus 

· Explore difference between built-in syllabus and content file.

· Find file in File Manager

· Upload a different file using My Computer

· Discussions

· Discuss uses of categories

· Activity: Build a category - 

· Activity: Build a topic - Unit 3 Q&A 
· Add description

· View ways to read messages (use Vista Training as an example of different ways to view messages)
· Threaded vs unthreaded

· See entire thread

· Expand thread

· Mention grading discussions is possible from discussions – show in Vista Training
· Chat

· Synchronous

· Activity: if time permits open chat room and show features
· Announcements

· Discuss use of announcements

· Create an announcement (if created in Vista Training please delete it afterwards)
· Calendar

· Show various ways to view

· All courses

· Settings

· If creating a calendar link from another tool it will only show due date and time not first available date and time

· Internal links now link to LOTS of things

· Activity: Post an entry select an internal item – Unit 3 Q & A
· Mention repeating entries

· Assignments

· Different ways to use assignments

· Individuals

· Groups

· Can post right in field and not submit attachment

· Students can load a web site

· Can publish assignments

· Assessments

· Has 3 components

· Quizzes

· Surveys

· Self-tests

· Don’t build an assessment – just open one already created.
· Add questions button and discuss new questions available

Finished with Build Tab.  

· Teach Features – Instructor Tools

· Explore Assessment Manager

· Look at Quiz 2 results

· Change grade for Caleb and give reason in grade change comment field

· Explore Assignment Dropbox

· In Vista Training view Nubia’s Vista Basics Activities assignment.  Walk through posting a grade, but DON’T POST!

· Group Manager

· Edit group already created and add members

· If time permits, create groups of 3 called Case Study

· Shuffle members

· Change title and description of groups

· Create discussion topics for groups using Create Activity option

· Explore Grade Book

· Show how to post a grade and view Audit History

· View performance Report

· Send Mail

· FYI: can’t change names! 

· Discuss tabs – View All is what feeds to the students’ My Grades

· Tracking and various reports

· Selective Release

· Can hide items

· Set Release Criteria

· FYI: Assignments and Assessment settings have availability dates – different from Release Criteria.  Students won’t see an item if not released to them.

· Can set release criteria at the “item” level – assignment or assessment

	WRAP UP

	Q and A

Workshop Evaluation – In Vista Training in Assessments
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