Instructions for using WebCT

· To enter WebCT open Internet Explorer then

	· from SQU homepage
	click on e-learning

	· from LC homepage 
	click WebCT button near top of page

	· from elsewhere 
	type  webct.squ.edu.om
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You will see this screen.

Figure 1
· Type in your usual username (same as for SQU mail).

· Type in your password – if you have not yet changed it, this is the same as your username (you should change it asap using Password settings).

You will now see your course.

The main functions we are using at the moment are:

	· the discussion board
	for posting messages to all students in the course 

for posting messages to all students in your section

	· mail 
	for messages to individual students


· Using the discussion board

[image: image5.wmf] 

 

The screen for 1070 looks something like this.  This is my designer screen.  Yours will be a little different.

Figure 2
We are now talking about discussions.   If there are new discussions on the ‘board’ then the icon will have little green rays coming out of it.  Click on the blue word ‘discussions’ (or the image) to go to discussions.  You will see this: 

Figure 3
· Click on ‘Compose discussion message’ to post a message to all students in the whole course on the ‘all’ board.  

· Click on your section no. then ‘Compose discussion message’ to post a message to the students in a particular section on the section’s board.  

You will see this:
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Figure 4

.


To read any of the discussion messages, click on the magnifying glass icon next to the message.

To go back to the front screen of the course, click on home at the top of the screen, just under the course title.  That will take you back to Figure 2.  

Using WebCT e-mail

This is for sending messages to individual students.  If you have designer status, they will appear to come from me, so be careful what you write!

Click on the mail icon (see figure 1).  Click on ‘Compose mail message.’
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Type the student’s ID number in the Send to box or browse to find her name and ID.  If you are sending to more than one student, type the ID then comma, then ID then comma etc.  (NB. If you are sending to all students in the section, use the discussion board method instead, selecting the relevant group.)  The list is not in any order for some, as yet, unknown technical reason.  We are working on that.  You can preview your message or attach files as above.  Click on send when you have finished the message.  

Type your ID here. 





Type your ID here. 


(The first time – then change your password using password settings.)





Type the subject here in the subject box.





Type your message here in the message box.





Click on post when you are happy with it.  ‘Post’ puts it on the discussion board





Click on preview to see what it looks like.





If you have a file to attach, click on browse and select the file, then click on attach file, just as you do with SQU webmail.





Type your message here in the message box.





Type the subject here in the subject box.





Select the group in which the message should appear: e.g. Section 30.




















