W ' , DISCUSSIONS
/ STUDENT )

DISCUSSION TOOL INTRODUCTION 2
MESSAGES IN DISCUSSIONS 2
READING MESSAGES IN DISCUSSIONS 2
EXPANDING AND COLLAPSING THREADS 5
REPLYING TO MESSAGES IN DISCUSSIONS 6
FORWARDING MESSAGES IN DISCUSSIONS 9
CREATING A MESSAGE IN DISCUSSIONS AND ADDING AN ATTACHMENT 12
EDITING A MESSAGE IN DISCUSSIONS 15
CHANGING THE NUMBER OF THREADS DISPLAYING ON THE SCREEN 17
OPTIONS IN DISCUSSIONS 19
THREADED AND UNTHREADED 19
ALL OR UNREAD 20
MARKING MESSAGES AS READ 21
MARKING MESSAGES AS UNREAD 22
CREATING A PRINTABLE VIEW 22
ACCESSING ALL MY POSTS 25
VIEWING ALL TOPICS 26
CREATING A MESSAGE AND SAVING IT AS A DRAFT 27
ACCESSING A DRAFT MESSAGE AND POSTING IT 28
SEARCHING FOR DISCUSSION MESSAGES 30

ACTIVATE COLLABORATION CHAPTER 4




DISCUSSIONS

i

Discussion Tool Introduction

In the Discussion Tool in WebCT there is an electronic area for posting,
displaying and receiving information. Discussion areas are a useful way to make
information available to a specific group or community. Discussions can serve as
general notice boards, i.e. for Frequently Asked Questions, or they can be used
to strategically, securely and confidentially link a group of students studying a
particular subject.

The Discussion Tool can also be used to:

e encourage people to share ideas and knowledge;

e create interest in events, ideas, or products;

e stimulate motivation to read;

e attach interesting articles and other items of interest; and

e assess student discussions with gradable discussions

In an online course environment, discussions can be used to create an important
hub of communication to facilitate debates, collaboration and dialogue. In
WebCT, the users are able to post, read and search for information within
discussions. The Discussions tool is an asynchronous communication tool. This
means that the communication in discussions does not occur at the same time.

Categories: In discussions you can create categories to group similar discussion
topics together. E.g. you may have a category called Semester 1 that contains all
the discussion topics for the first semester.

Messages in Discussions

In this section the following message topics will be covered:

Reading messages

Expanding and collapsing threads

Replying to messages

Forwarding messages

Creating a message and adding an attachment
Editing a message

Changing the number of threads that display

Reading Messages in Discussions

1. Click on the Discussions link in the Course Tools menu. The Discussions
screen displays.
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Figure 4-1

The Discussions tool can be divided into categories which help to organise the
topics. In each category there are specific topics.

In figure 4-1 the Discussions are divided into two categories.

e Semester 1 Discussions
e Semester 2 Discussions

Beneath each category are different topics. For example, under the Semester 1
Discussions category there are three topics: Technical queries, General
Discussion and Brainstorming follow up. The Discussion tool can be
arranged in many different ways with the use of categories.

To access messages in a discussion topic you need to access the topic.

2. Click on the topic title link to access a topic. The selected topic screen
displays as seen in figure 4-2.

= ¢ | Your locabton scussnns » Technical gueries
& Course Content | Technical queries
l,ﬁ- Announcemants &
EH!M-I:«;_ o This tepic is for techracsl guenies for WebCT i
@
_”"!‘_'.'“"‘" D | Create Message | | Wiaw Drafts
o] Calendar
Qaat b | Expand all || Collapse all Display: | “Threaded |#Unthreaded | | GaAll |Satnread
o
I Dlscu-.f,smn'i 14 w: s
ﬂ'p.'uu = & Ischosal (3 yan der Marwe, Gwenda T August 5, 2005 3:27 AM
@ Media Libeary r = SRC $h 33 ; ¥an dar Maswa, Cwends £ September 21, 2005 3:06 PM
ﬂ _S_E_E“H_ D_ (Mew) &
i — | /[ Mark as Read| | @ Mark as unread| [ B Create Printable View
(=) Local Contant R
D Syllabus _Create Message
@) Web Links O ]
| [E] wha's Online
Figure 4-2
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The topic screen displays all the threads in the topic. The Subject of the thread
is the first column in the table.

In the Technical queries topic in figure 4-2 on the previous page there are two
threads: Technical Issues and SRC Meeting.

The Messages column displays the amount of messages in that particular
thread. In this example there are three messages in each thread.

The table also provides information about the Author and the Date that this
particular thread was created.

3. Click on the subject of the thread to view the message. The Message
window opens displaying the message. See figure 4-3.

B aen s

7§ hitpef fcebevalwebet.com - Message - Microsolt Internet Explorer ﬂﬂ

1 i5 Wil 2
Message Next Message
Topic: Creation of Homepage Date: October 3, 2005 5:37 AM

Subject: Homepage Assignment Author: Corp, Eiffel

Does any one know if they have given us guidelines as to the layout of the homepage and what
elements must be included. Also can anyone let me know where I might see some examples of wall
designed homepages?

Reply || Forward | Lock Thread |
Next Message

Messages in the thread | Display Complete Thread

MName Author Date
= Homepage Assignment Corp, Eiffel October 3, 2005 5:37 AM
Re:Homepage Assignment Corp, Eiffel October 3, 2005 5:45 AM
Re:Homepage Assignment Corp, Eiffel October 3, 2005 5:47 AM
| a
Figure 4-3

The message displays in the top half of the new window. The bottom half of the
window contains links to the other messages in the thread. The Display
Complete Thread button enables you to see the full thread.

4. Click on the Display Complete Thread button. The window refreshes and
the whole thread displays.

5. Click on the Close this window link to close this window once you have
finished reading the messages. The screen refreshes and the topic screen
displays.

Note: Another way to view a whole thread is to click on the plus button to
the right of the thread subject. This immediately brings up a new window with
the full thread displaying.




DISCUSSIONS

i

Expanding and Collapsing Threads

A thread is an original message and all its responses. In a particular topic you
may have many different threads. Users normally created a new thread when a
different subject needs to be discussed in a particular topic. In a topic you may
expand a thread to access all the messages contained in the thread. You may

collapse a thread which hides the messages in the thread.

1. Click on the Discussions link in the left hand Course Tools menu. The

Discussions screen displays.

2. Click on the topic title link to access a topic. The selected topic screen

displays as seen in figure 4-4.

=1 ¢ | vour locavon: soussnns * Technical queries
Fﬂ"’ LD NPT Technical querles
{3 Anrioiriatnanls & Rescripticn
@ Agsesamants o Thiz topic i for techracsl guenes for WebCT v
Asgsgnmants o
@m Calend Craate Massage | Viaw Drafts
1 ar 1
I.:.I 'Chat 4 Expand All | | Collapsa all Display: S Threaded #Unthreaded Al | SEUnread
be oecussone B | (Sl Messages Author pate
[} Leaming ModulesD
Q il I & jg;h’ﬁﬂﬁ 3{1 A yan der Merwe, Gwenda % August 5, 2005 3:27 AM
LESLMIE Unread )
) Media Libeary r = SRC h (2 ¥an der Merwe, Gwaendy & September 21, 2005 3:06 PM
S Meeting Wnread )
ﬂ SOORM o [New) &
ﬁ Searth —{ | b | Mark as Read | | & Mark as Unread ﬂ Create Printable View
() Local Contant }
L-I:ﬂ Syllabus Create Message
& Web Links o L
| (E] whe's Gniine
Figure 4-4

In figure 4-4 the topic is called Technical queries. The two threads are

Technical issues and SRC Meeting.

3. Click on the Expand All button. The screen refreshes and the threads

expand showing the messages contained in the thread as seen in figure 4-5

on the following page.
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¢ Your location: Discussions * Technical queries

Technical queries

@ Description
This topic is for technical queries for WebCT v6

| Create Message | View Drafts
| Expand All || Collapse All | Display: | @Threaded | Unthreaded Geg Al |BEaUnread
[ Subject Iy Messages Author Date
[T = Technical issues 3(1 van der Merwe, Gwenda % August 5, 2005 3:27 AM
_ Unread )
r ... Re:Technical Mitchell, Guy = August 5, 2005 3:29 AM
issues
r ... RezTechnical van der Merwe, Andre ¥  MNowvember 17, 2005 6:23 AM
issues (New)
[T =- SRC Meeting (New) 7 3(3 van der Merwe, Gwenda % September 21, 2005 3:06 PM
Unread )
r .. Re:SRC Meeting van der Merwe, Gwenda % October 4, 2005 5:01 AM
(New)
r ‘.. Re:SRC van der Merwe, Andre ¥  MNowvember 17, 2005 6:24 AM
Meeting
{New)
IZ=| ) Mark as Read || B Mark as Unread | | B, Create Printable View

| Create Message |

Figure 4-5
4. Click on the Collapse All button. The screen refreshes and all the threads

are collapsed. The messages within the thread are hidden and only the
thread subject displays.

Replying to messages in Discussions

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic name that you would like to access. The selected topic
displays.

3. Click on the subject of the message to view the message. A new window
opens. See figure 4-6 on the following page.
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Close this window
Message

Topic: Creation of Homepage
Subject: Homepage Assignment

Mext M L]

Date: October 3, 2005 5:37 AM
Author: Corp, Eiffel 2

Does any one know if they have given us guidelines as to the layout of the homepage and what
elements must be included. Also can anyone let me know where I might see some examples of wall

designed homepages?

Itﬂpl]r | Forward

| Lock Thread |
Next Massage

Messages in the thread | Display Complete Thread |

|»

Name Author Date
£ Homepage Assignment Corp, Eiffe| & October 3, 2005 5:37 AM
Re:Hom Agsignmen Corp, Eiffal % October 3, 2005 5:45 AM
Re:Homepage Assignment Corp, Eiffel = October 3, 2005 5:47 AM
- e
Figure 4-6

In the Message window that opens you have the option of either replying to the

message or forwarding the message.

4. Click on the Reply button. The window refreshes and the Reply screen
displays as seen in figure 4-7 on the following page.
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Reply =
*Subject: |RE:HomepagE Assignment
Message: HTML Creator: ¢ oOn/ & Off

|Please note that there is new information available about this =]
assignment in section one of the learning module |
™ Use HTML | Insert equation: INEW *I »
Attachments: | Add Attachments 'j
1 Post | | Preview | | Cancel | Save as Draft |
= Required field
Original Message
g q o
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Figure 4-7

5. Place your cursor in the Subject text box and type in the subject of your
response if required.

6. Type in your response into the Message text box.
7. Click on the Post button once you have completed the response. The screen

refreshes and a message appears at the top of the screen stating that your
message was posted successfully. See figure 4-8.

=1 ¢ | vour location: Digcussons » Technical queres =
¥ Your message was posted successfully.
Technical queries
(&) pescrption
This tagee is for technical quaries far WebCT vé
| Create Message | | view Drafts |
Expand All || Collapse Al | Display: | #Threaded |&Unthreaded | | @Al |SaUnread
I Subject ) Messages Author Date
I = Technical issuas & (1 van der Marwe, Gwenda % August 5, 2005 3:27 AM
Unread )
- Re:Technica b il ;- August 5, 2005 3:29 AM
ISEUES
r Re:Technical van der Mar ré %  MNovember 17, 2005 6:23 AM
issues (MNew)
r = SRC Meeting (New) @ 4(2 van der Merwe, Gwenda % September 21, 2005 3:06 PM
# Unread )
Figure 4-8
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Forwarding Messages in Discussions

The forwarding option in Discussions allows you to forward a discussion message
to a user’s Mail tool within WebCT. With this feature it allows you to send private
messages from the discussion board to any user in the course.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic title that you want to access. The selected topic displays.

3. Click on the subject of the message that you would like to access. A new
window opens displaying the message as seen in figure 4-9.

E httpef eebevalwebet.com - Message - Microsoft Intermet Explorer _AEIEI
i i i Al
Message Mext Message
Topic: Creation of Homepage Date: October 3, 2005 5:37 AM
Subject: Homepage Assignment Author: Corp, Eiffel

Does any one know if they have given us guidelines as to the layout of the homepage and what
elements must be included. Also can anyone let me know where I might see some examples of well
designed homepages?

Reply || Forward | ' Lock Thread |
MNext Message

Messages in the thread | ﬁispﬂy"cumpléie Thread |

‘Name Author Date
B Homepage Assignment Corp, Eiffel October 3, 2005 5:37 AM
Assignmen Corp, Eiffel October 3, 2005 5:45 AM
:Hom Assignmen Corp, Eiffel October 3, 2005 5:47 AM
Close this window
Figure 4-9

4. Click on the Forward button. The window refreshes and the Create
Message screen displays as seen in figure 4-10 on the following page.



DISCUSSIONS

J// STUDENT

Create Message Help =
| Browse for Recipients... |
*To: |
CcC: |
BCC: |
*Subject: [FW:Re:Homepage Assignment
L = .
Message: HTML Creator: © On/ & Off ™ High pricrity
Please note that there is new information available about this ;]
assignment in section one of the leaming module,
v |
T Use HTML | Insert equation: fh'ew ""I ¥
Attachmante- AdAd Aressharambe ‘:l
&) Done [T 1T [ mtemet 7
Figure 4-10
5. Click on the Browse for Recipients button. The Select Message
Recipients window opens as seen in figure 4-11.
M http) oo valoelst cnm - Sebect Message Recipients - Macrmalt nberael Dudins y o (=55 |
i S_aehct Message Recipients =
Select Roles
[F70 I cc I BEC Role Description
r r C &ll Section Instructors
| r r C &l Section Designers
- r r All Teaching Assistants
== = All Students
9 :r = i All Auditors
Select Individuals and Groups
|IT 7o I cc [T BCC Name
= r r Group A (Eiffel Corp, Demo Student 69270001}
r =3 I Group B (Eiffel Corp, Eiffel Cosp)
r r Ll Eiffel Corp
0 C C Effel Corp
r r C Eiffel Corp
r r B Eiffel Corp
. r r r Eiffel Corp
| R w A = Demo Student 60270001
&
[ save | | cancel |
E

Figure 4-11



DISCUSSIONS

i

From the Select Message Recipients screen you may select:

e A specific role
e Particular individuals
e Agroup

In figure 4-11 on the previous page, Group A is the recipient of the message
(To); Group B have been carbon copied (CC) and all the auditors have been
blind carbon copied (BCC).

6. Select recipients you would like to forward this message to using the To, CC
and BCC check boxes.

7. Click on the Save button. The Create Message screen refreshes with the
recipients added as seen in figure 4-12.

T§ hitpe! fcebevalwebot.com - Create Message - Microsaft Internet Explorer

Create Message

Browse for Recipients... |

To: [
Harrald, Selwyn <eiffel_05> 95

ce: |

BCC: |

*Subject: |F‘1.N:RJE:Technical iIssUes

s HTML Creator: © on/ & Off I™ High priority
Did vou see this Selwyn? =

Hi Guy I saw the document in question on the learning module called
elaarning , in about the third knk.

[T Use HTML | Insert equation: INEW 'I ?
Attachments: | Add Attachments

| Preview | | Cancel | | | Save as Draft

* Requered feld

Figure 4-12

The recipients are now added. The next part of forwarding this message is typing
in a new subject if required and the message.

8. Place your cursor in the Subject text box and type in a new subject if
required.

9. Place your cursor in the Message text box and type in your message.



DISCUSSIONS

i

10. Click on the Preview button. The preview displays showing who the
message is from and who it is being sent to. See figure 4-13 on the following
page.

T httpef foebeval webct.com - Preview Message - Microsoft Intermet Explorer =10] xj
Message Help =]
From: Guy Mitchell

To: Harrald, Selwyn <eiffel_05>

CC:
Subject: FW:Re:Technical issues

Did you see this Selwyn?

Hi Guy | saw the document in question on the learning module called
eLeaming , in about the third link.

Send | Save as Draft Cancel |

Figure 4-13

11. Click on the Send button. The message is sent and the Message window
displays.

12. Click on the Close this window link to close this window. The topic screen
displays.

Creating a Message in Discussions and Adding an
Attachment

When you create a new message in a topic you are creating a new thread. It is
best to create a new message when the subject you want to discuss is a new
subject within a topic. If the message you want to post is linked to a subject that
already exists in the topic then it is better to reply to one of the messages in that
particular thread.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject you would like to access. The topic screen displays
as seen in figure 4-14.
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“"“"“l‘“" L | create Message | |\l'|&-w Drafts |
) chat TI [ Expand all || Collapse All | Display: | %Threaded |&Unthreaded | | &uAll |RiUnread
3 DISI:l.E.sbeans [¥] b ;l"‘ l" -ﬁﬁﬂg“ e S
gm— rm lﬂhl:usf i1 ¥an der Merwe, Gwends % Awgust 5, 2005 3:27 AM
ﬁz Media Library r = She & 202 ) wan der Merwe, Gwenda % September 21, 2005 3:06 PM
j@scom O || (e ——
S search ]| @[5 Mk as Read|[ 2 Mark as Unread| [ Create Printabls View |
() Local Content _ :
LD Syllabus [Crmate Masenge |
@ Weblinks O ]
[F wWha's Online

Figure 4-14

3. Click on the Create Message button. The Create Message window opens
as seen in figure 4-15.

:E!F_ltt]:-;ﬂ'cﬂiﬂl.wrbcr.cnm Create H_ﬁs-aut - Microsoft Intemet Explorer
-
Create Message =
*Subject: |Difﬁcu|w
Message: HTML Creator: © On/ & Off
I am having difficulty accessing the examples page in the course. When =]
I access it , it seems that the link is broken. Has anyone alse had that
problem? See the attached jpg.
=
T Use HTML | Insert equation: IHew 'I ?
Attachments: | Add Attachments |
[Post] | preview | | cancel | | | Save as Draft |
* Requred held
=
£] Done [T TTT e ntemet 4

Figure 4-15

4. Place your cursor in the Subject text box and type in the subject of your
message.

5. Place your cursor in the Message text box and type in your message.
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Note: If you require specific formatting for the message, access the HTML
Creator by selecting the On radio button just above the message text box. If you
do not require specific formatting you can type in your message as seen in figure
4-15 and continue creating your message. To find out how to use HTML Creator
please refer to Chapter 8: The HTML Creator.

6. Click on the Add Attachments button. The Get Files screen displays as
seen in figure 4-16 on the following page.

q T hitp:) | cebevalwebct.com - Content Browser - Microsolt Internet Explorer = =10 =]
I E] Your location: My Files
| M;. Files Filter contant: Im b

= My Files ™ Tithe Typse =l

= [0 Chat Whiteboard Folder B2 chat Whi «d Foldsr Folder

=
Lok | [ cancel |
Figure 4-16

7. Click on the My Computer icon to access the files on your computer and
add an attachment to this message. The Open window displays as seen in
figure 4-17.

]

Lodch:lum;a-;es :] ? -’E

& ] Categories_TopicsEqg 1] Thread
: ] create i) Topic
My Recerd ) Forward 1| Togicz
Documents ) Forward2 ¥ Topiczb
i) Forward3 5| Topic2e
K] getFies

] message

5] message_sent
1] Posted

|1 Preview

1) Recipients

] reply

Figure 4-17

8. Click on the file name you would like to add as an attachment to your
message. The file name is highlighted.

9. Click on the Open button. The My Computer Applet window opens at the
top of your screen displaying the progress of the upload. See figure 4-18.
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fil E
Fespond.jpg i
[All Files Status EEEEI 1=
Cancel | Close |

Figure 4-18

Once the upload is completed that window closes automatically and you will see
the Create Message screen displaying with the attachment added as seen in
figure 4-19. In figure 4-19 we have added a file called Respond.jpg.

| 3ttt/ cebevalwebctoom - Create Hessage - Hicrawoft Internt Explores =10/ ]
Create Message =
“Subject: |Dll'ﬁculty
Message: HTML Creater: © On/ & Off

I am having difficulty accessing the examples page in the course. When ﬂ
1 access it , it seems that the link is broken. Has anyone ¢lse had that
problam? Sea the attached jpg.

[T Use HTML | Insert aquation: |MNew v| ¥
Attachments: add Attachmants
Respond.jpg (&

Post Preview , [ cancet Save as Draft
Required heald

=|
Figure 4-19

Note: To the right of the file Respond.jpg there is a page icon with a red arrow.
[

If you have added the incorrect attachment, clicking on this icon will delete the
attachment.

Note: If at this stage you require to spell check your message you would need to
access the HTML Creator. Please refer to Chapter 8: HTML Creator to see how to
spell check your message.

10. Click on the Post button to post your discussion message. The Topic screen
refreshes and your message is posted.

Editing a Message in Discussions

You may only edit discussion messages if the designer has given you permission

in the topic to edit your own posts.
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1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic heading that you would like to access. The topic screen
displays. See figure 4-20 on the following page.

|»

4 Youl lscabon: DEcussions » Technical queries

i Cotis: Cooturit | ¥ Technical queries
e A & Description
@ ASsescments [w} This tapie if for technical quarias for WabCT vi
‘ﬂ “wnt’ L | Create Message [ view Drafts
[3 Calend ge | |
) Chat 1 ["Expand ail || Collapse al Display: | %Threaded |4 Unthreaded Ganll |SRaUnread
e I | B il Mg
o D Sls M I subject € Messages Author Date
@ Leaming Modulesd r @ Technica 3(1  vander Merwe, Guenda % August 5, 2005 3:27 AM
£ Mak _ uss Unread )
&) Media Library I = SR h 2(2 van der Merwe, Guenda % September 21, 2005 3:06 PM
——————————— Meating Unread )
juliecoet O (New)
S —{ | 2[5 mark a5 Read| |2 Mark 25 Unread | [ Create Printable View |
() Local Content _
D Syllabus Crisin Maccuge:
@ Weblnks O &
[E] wha's Gnline
Figure 4-20
3. Click on the message subject that you would like to edit. The Message
window opens as seen in figure 4-21.
e e
a_llH.|.r:.’.|'1:l.-l'.'-4."u'.anrl|-|:I.|:ur|| - Meisage - Microsoft Intemnet Explorer = nl KI

Close this wind ]

Message

Topic: Creation of Homepage Date: October 4, 2005 5:43 AM

Subject: Difficulty Author: Corp, Eiffel %

I am having difficulty accessing the examples page in the course. When I access it , it seems that
the link is broken. Has anyone else had that problem? See the attached jpg.

i Attachments:
;| Bespond.ipg;

| Edit Message |

| Reply || Forward | Lock Thread |

Messages in the thread | Display Complete Thread |

Name Author Date
= Difficulty Corp, Eiffel & October 4, 2005 5:43 AM
. his wing

Figure 4-21

4. Click on the Edit Message button just below the message. The Edit
Message screen displays as seen figure 4-22 on the following page.



DISCUSSIONS

2§ hitp) [ cebevalwebctcom - Edit Message - Microsoft Internet Explorer =10] =]
Edit Message —
*Subject: Djimﬂl-l“f'f
Message: HTML Creator: © On/ ® Off

I am having difficulty accessing the examples page in the course. Whan =]
I access it , it seems that the link is broken. Has anyone else had that
problem? See the attached jpg.

T use HTML | Insert equation: [New =| ¥
Attachments: Add Attachments
.Rfspcund.]pg [ .
(] [Camce] | [Gamms o]
* Requirad feld
Figure 4-22

5. Edit the message where required.

6. Click on the Post button. The message is posted and the topic screen

displays with a message at the top stating “Your message was posted
successfully”.

Changing the Number of Threads Displaying on the
Screen

The number of threads displayed on a particular page can be edited by the

student. The more messages that appear on a page the longer the page will take
to load.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic name that you would like to access. The topic screen
displays as seen in figure 4-23 on the following page.
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[ Course Toals = ¢ vYour lecabon: DEcussions * Technical queries
T SOUTHR SeOtE| ¥ Technical queries
_5'9 Announcemants (& Description
s@- Agsessments [ This tepic a2 for technical quarias for WebCT w6
‘fl.a e atizalli “ Create Message View Drafts
[@ calendar
[T) chat 1 Expand &ll || Collapse Al Display: | %Threaded |4 Unthreaded Ganll |SRaUnread
i Descisssions o ‘ s
Subject ssages Author Dole
[Fy Leaming Modulest -
= I ® Technical il wan ger Merwe, Gwends % August 5, 2005 3:27 aM
3 Mail T Uriread |
) Media Library r = SRC h 2(z2 wan der Merwe, Gwenda T September 21, 2005 3:06 FM
g - Meeting Unread |
Hﬂ: SCORM o (Mew) =
|42 Search —1 | [ mark as Read| |2 Mark as Unread| [ B Create Printabis View |
| (5} Local Content
iﬂ Syillabus Create Message
a- Web Links [=] &
Figure 4-23
Notice in figure 4-23 in the far right hand corner there is a page icon.
3. Click on the page icon. The Edit Paging window opens as seen in

figure 4-24. The edit paging setting enables you to select how many threads

will display on a page in a particular topic.

a http:/ /{ce6evalwebct.com - Configure Ps

Edit Paging
Mumber of records per page: ||1E]

| oK | | Cancel

Figure 4-24

4. Type in the number of threads you would like to display in a page in the

Number of records per page text box.

5. Click on the OK button. The Edit Paging window closes and the setting is
saved. The screen refreshes displaying the amount of threads set in step 4.

Note: If a topic page has more records there will be a menu found at the bottom

of the page as seen in figure 4-25.

Page:ll{l—z} *I?’ Brul:

Figure 4-25

This menu enables you to access the other pages within this particular topic. You
will notice a drop-down menu (with each separate page and all the pages) as

well as an icon to go to the next page.
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Options in Discussions
Threaded and Unthreaded

You may view your messages as threaded or as unthreaded in discussions.
Threaded enables you to see the original message with all the responses to the
message. Unthreaded messages are listed in a chronological order. That is
messages are listed according to the date and time they are posted.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject to access the topic. The topic screen displays.

3. Click on the Threaded button to display the messages as threaded. See

figure 4-26.
Technical queries
(&) Descrption
Thas topac &5 for technical guenes for WebCT wi

Create Message | Wiew Drafts

Expand all || Collapse Al Desplay: | %Threaded |+ Unthreaded Gaall |Esunread
r sSubject & Messages Author Date

r = Iecl ag o 3 van der Menve, Gwenda & August 5, 2005 3:27 AM

8 :Tachnical itchell * August 5, 2005 3:29 AM

1goes
r Ra: hnical wvan der Marwa, Andre & Movember 17, 2005 5223 AM
=i
[ = SRC Meeting (New) @& 4(2 ¥ Marwa, Gwenda % September 21, 2005 3:06 PM
4 Unread |
] H ¥an der Marwa, Gwenda & October 4, 2005 5:01 AM
[New)
r Ra:SRC van der Marwe, Andre 6 Novambaer 17, 2005 6:24 AM
Masting
r Re:SRC Mitchell, Guy November 27, 2005 12:06 PM
Maatng
B | ) Mark as Rean:! | B Mark as Unread | | & Creata Printable Viaw
Create Messaqge |
%

Figure 4-26

Note: If this threaded button is greyed out this means that the topic is already
displaying as threaded.

4. Click on the Unthreaded button. The screen refreshes and the messages
are displayed as unthreaded in chronological order. See figure 4-27 on the
following page.
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i Your lecabon: Discussions » Technical queries
Technical queries
& pescaption
This topic is for technical quares for WebCT v6
Create Message | View Drafts
Display: %Threaded | & unthreaded | Saall |EaUnread
r Subject #  Author Date
r Iechnical r 5 Marw nda % August 5, 2005 3:27 AM
" :Technical & Bl ] = August 5, 2005 3:29 AM
[T SRC Maeting {MNew) & wan der Merwe, Gwenda % September 21, 2005 3:06 PM
r Re:SRC Meating (New) Yan der Merwe, Gwenda % October 4, 2005 5:01 AM
r Technical van der Merwe, Andre % Movember 17, 2005 5:23 &AM
™ Ra:SRC Masting van I} An % MNovember 17, 2005 &:24 AM
I EBe:SRC Mesbing Mitchell, Guy % Movember 27, 2005 12:06 PM
& | C: Mark as Read| | E Mark as Unread || B Create Printable View |
Create Message |
&
Figure 4-27

All or Unread

You have two options to view messages in discussions:

e Viewing all the messages in the topic
e Viewing only the unread messages in the topic.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic heading you would like to access. The topic screen displays
and by default all the messages in the topic display.

3. Click on the Unread button to access the new discussion messages in this
topic. Only the unread or new messages display in the topic as seen in figure
4-28.

L Your location: Discusswons * Technical queries
Technical queries
(® pascription

This tapic is for technical quenes for WabCT w5
| Create Message | | View Drafts

Display: LAl !_._En?d_l.lnrép.d_

I SRC Meeting (New) & vam der Merwe, Gwenda % September 21, 2005 3:06 PM
[T Re:SRC Meeting (New) van der Merwe, Gwenda T October 4, 2005 5:01 AM

& | ) Mark 35 Read|| @ Mark as Unread| | Create printable View |
| Create Message |

o

Figure 4-28
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4. Click on the All button to access all the messages in this topic. Both the read
and unread messages display as seen in figure 4-29.

¢ Your locaton: Discussions * Technical queries

Technical queries

oy
&) Descoption

Thig topee is for tachnical guenies far WabCT vé

: Create Message | View Drafts

| Expand All || Collapse all Display: | ®Threaded |#Unthreaded fmaall =3 Unread

r subject @] Messages Author Date

r ® I=chnical jssues & 3 yan der Merwe, Gwenda % August 5, 2005 3:27 AM

[ ®= SRC Meating (New) @ 4(2 van der Merws, Gwenda % September 21, 2005 3:06 PM
Unread |

& | 1 Mark as Read || @ Mark as Unread || @ Create Printable View

- Creale Message

Figure 4-29

Marking messages as read

The Discussions screen automatically refreshes and marks messages that you
have read as read. You may manually mark messages as read if required.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject to access the topic. The topic screen displays.
3. Click on the Expand All button. All the threads are expanded in the topic.
4. Select the message/s that you would like to mark as read by clicking on the

check boxes to the left of the message subjects. See figure 4-30 on the
following page.
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¢ four lfocabion: [rscussions » Technical queries
Technical queries
=) L] n
This topic s for technical gueenes for WebCT vé

Create Message | View Drafts
Expand Al | Collapse all Display: | wThreaded | 4 Unthreaded anll |EdUnread
[ Subject ) Messages Author Date

T & Technscol igsias o 3 an dar Merw Lon il T August 5, 2005 3:27 AM

F = SRC Meeting (New) @ 4(2 van der Merwe, Gwends % September 21, 2005 3:06 PM

A Unread )
= Re:SRC Meeting N gar i T October 4, 2005 5:01 AM
[(Naw)
r Ba:SRC wan dar Merwa, Andrg 1 MNovember 17, 2005 6:24 AM
Magtng
W Bg:SRC Mitghedl b November 27, 2005 12:06 PM
Maesting

2| £ Mark ac Read || B Mark a5 Unread .& Create Printable View |

| Crea:_t:! Message |

Figure 4-30

5. Click on the Mark as Read button. The screen refreshes and the messages
are marked as read.

Marking Messages as Unread

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject to access the topic. The topic screen displays.

3. Select the messages that you would like to mark as unread by clicking on the
check box to the left of the message subject.

4. Click on the Mark as Unread button. The screen refreshes and the selected
messages are marked as unread.

Note: Messages that are unread display in bold in the Discussions screen.

Creating a Printable View

You may create a Printable View of your discussion messages and save them as a
file on your computer or print them. This is useful when you want to read your
discussion messages while you are offline. You may select a whole thread and
save it on your local computer and access it later. You only need to be online to
post your replies to any of those messages you have read.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic name to access the topic. The topic screen displays.



DISCUSSIONS

i

3. Select the messages that you would like a printable view of, by clicking on
the check boxes to the left of the message subjects. See figure 4-31.

Creation of Homepage %
@ Description

This topic 15 to discuss the creation of a homepage assignment.

| Create Message |

| Expand All | Collapse All

W Subject
M [ Hom Acgignment % &
73 Rifficulty =

B | &2 Mark as Read | | & Mark as Unread || B Create Pri
Figure 4-31 o

4. Click on the Create Printable View button. The Compiled Messages
window opens as seen in figure 4-32.

F http:f feebeval webct.com - Compiled Messages - Microsoft Intermnet Explorer

=101
i s witiclowd -l
Compiled Messages
[Print | [ Save as File |
Topic: Creation of Homepage Date: October 3, 2005 5:37 AM
Subject: Homepage Assignment Author: Corp, Eiffel
Does any one know if they have given us guidelines as to the layout of the homepage and what
elaments must be included. Also can anyone let me know wheare [ might see some examples of wall
designed homepages?
“Reply | | Forward |
Topic: Creation of Homepage Date: October 4, 2005 5:43 AM
Subject: Difficulty Author: Corp, Eiffel
1 am having difficulty accessing the examples page in the course. When [ access it , it seems that
the link is broken. Has anyone else had that problem? See the attached jpg for what I see when I
access it
Attachments:
Respond.jpg;
_Reply | | Forward |
Close this window T
=l
&] Done [T T T T [ temet 4
Figure 4-32

You have two options in the Compiled Messages window. You can either print
the messages or you can save these messages as a file.

Note: To print the messages you would select the Print button. The print
window will open and you will follow the usual prompts to print.
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Or

Click on the Save as File button to save these discussion messages as a file
on your computer. If the messages contain attachments, a window will
appear stating: These messages contain attachments do you want to
save the attachments also? If none of the messages contain attachments
the File Download window displays as seen in figure 4-33. (Skip step 6-7
and continue with step 8.)

Click on the Cancel button if you would like to save the messages but not
the attachments. The File Download window displays as seen in figure 4-
33.

Click on the OK button if you want to save the messages as well as the
attachments. The File Download window displays as seen in figure 4-33.

Note: If you are using a browser other than Internet Explore follow the
prompts to save the file. If you are using Internet Explore follow the steps below.

x

Do you want to open or save this file?

Mame: Discussions_2005-0ct-04-08-19[1]. tut.zip
Type: Compressed {zipped) Folder
From: cegeval.webct.com

Cpen Save | Cancel I

v

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the sounce, do not open or
gave this file. What's the sk ?

Figure 4-33

8.

9.

10.

11.

Click on the Save button. The Save As window displays.

From the Save As window navigate to the location on your computer you
would like to save the file.

Click on the Save button. The Download complete screen will display as
seen in figure 4-34 on the following page.

Click on the Close button.
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IEj..j Download Complete
Saved:

v _2005-0ct-04-06-12[ 1], bt 7ip from ceGeval .webct.com

Downloaded: 146 KB in 3 sec
Download to: o \Discussions_ 2005-0ct-04-06-19[1]. txt. zip
Transfer rate: 43.7 KB/Sec

[T Close this dialog box when dowrload completes

Open | OpenFolder || Cose

Figure 4-34

You may choose to open the file, open the folder or close the window. The file
will now be accessible on your computer from the location that you saved it in.

Accessing all my Posts

You have the option to access all your posts in the Discussion tool using the All
My Posts option.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays. See figure 4-35.

| ¥

Your location: Discussions

All My Posts | & Massages [ 2 New
All Topics [ 24 Messages / 9 New ) Replies )

Semester 1 Discus<ions
Thes categary contains all discussions ralevant to semester 1 work,

Tachnical gueries (7 Messages )

This topic is for technical guenes for WebCT v

D General Discussion {2 Messages [ 2 New )

D Brainstorming follow yp (O Messages )

This topic is to follow up on the brainstorming chat session held in the first week of October,

Semester 2 Discussions
This category containg all discussions relevant to semester 2.

D Creation of Homepage (7 Messages [ 4 New )

This topec 15 to discuss the creation of a homepage assignment.
CE6 Discussion (7 Messages / 2 New )
Discuss the new features and funchonality of CE &

Student Chill out

An area o dbcuss any boaic you chodse

D Fraa Chat (1 Messages / 1 Mew }

Figure 4-35

2. Click on the All My Posts link seen at the top of the screen. The All My
Posts screen displays as seen in figure 4-36 on the following page.
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< Your location: Discussions * All My Posts o
All My Posts
| Create Message | | View Drafts |
~ Subject 0y Reply Topics Date
[T Technical issues & 1 Technical August 5, 2005 3:27 AM
gueries
[T SRC Meeting 1 Technical September 21, 2005 3:06 PM|
queries
[T Re:SRC Meeting 0 Technical October 4, 2005 5:01 AM
queries |
[T Re:Homepage 0 Creation October 4, 2005 5:14 AM
Assignment of
Homepage
T Eeedback 0 Free Chat October 3, 2005 7:21 AM
[ Eesedback General October 3, 2005 7:21 AM
Discussion
[T Eeedback 0 Creation October 3, 2005 7:21 AM
| of hd
Figure 4-36

In the All My Posts screen you have the option to create a printable view of all

your posts. You can also create messages from this screen or just view the
different posts that you have posted in discussions.

Viewing all Topics

Using the All Topics option you may access all topics in the discussion tool from

one screen.

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays as seen in figure 4-35 on page 4-25.

2. Click on the All Topics link found at the top of the screen. The All Topics

screen displays as seen in figure 4-37 on the following page.
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L Your location: Discussions » All Topics

All Topics

| Create Message |

: Exg._'ztm_i n_dl r;c_l!s_:_pge N__I_ Display: _E:»Ti_weudgd |+ Unthreaded ,_lig:ml _ 54 Unread
~ Subject @) Messages Topics Author Date_
[T ® Technical issues % 2(1 Technical Corp, Eiffel % August 5, 2005 3:27 AM
iy i Unread ) queres
I % SRCMeeting 2.2 @& 2(1 Technical Corp, Eiffel % September 21, 2005 3:06 PM
Unread | queries
[ = Homepage 4 Creation Corp, Eiffel % October 3, 2005 5:37 AM
Assignment & of
Homepage
3 Feedback = Free Chat Corp. Eiffel % October 3, 2005 7:21 AM
[ Feadback % General Corp, Eiffel £ October 3, 2005 7:21 AM
Discussion
Feedback = Creation Corp, Eiffel %% October 3, 2005 7:21 AM
of
Homepage
C Difficulty % i Creation Corp. Eiffel % October 4, 2005 5:43 AM
il ) 1
Figure 4-37

In the All Topics screen you may view all messages in discussions because it
displays all messages in all topics. You may view these messages in either the
threaded or unthreaded mode. You may also create a printable view from this
screen. This will enable you to save a file with all the messages in Discussions.

Note: If you access the All Topics option and select the unread messages view,
you can access all new messages in Discussions. If you create a printable view of
the new messages and save it to your computer you can read all the new
messages offline.

Creating a Message and Saving it as a Draft

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject you would like to access. The topic screen displays.

3. Click on the Create Message button. The Create Message screen displays
as seen in figure 4-38 on the following page.

4. Select the topic you want to post this message to from the Topic drop-down
menu.

Note: The only time you will need to select a topic is if you are creating a
message from the All Topics screen. If you are creating a message from within a
topic, skip step 4.
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El hitpef feebevalwebet.com - Create Message - Microsoft Internet Explorer _d_mﬂ

G

Create Messaqge

*Topic: Brainstorming follow upd

*Subject: |query

Message: HTML Creator: © On/ & Off
Does any one know where [ can access the movie files we need to Zl
watch ?

X
[T Use HTML | Insert equation: [New =| ¥
Attachments: Add Attachments '
Preview | | cnncel___- _ Save as Draﬁ_
* Requirad fiald =
|
] Done [T T T [ iernet 7

Figure 4-38
5. Place your cursor in the Subject text box and type in the message subject.
6. Place your cursor in the Message text box and type in the message.

7. Click on the Save as Draft button. The Create Message window closes
and the message is saved as a draft.

Accessing a Draft Message and Posting it

1. Click on the Discussions link in the left hand Course Tools menu. The
Discussions screen displays.

2. Click on the topic subject name you would like to access. The topic screen
displays as seen in figure 4-39.

Mo« Your location: (Mscussions * All My Posts 2

All My Posts

| Create Message | View Drafts

 Subject € Reply Topics Date

.|_ Re:Technical issugs & 1 Technical August 5, 2005 3:20 AM
quUEenes

™ Ra:SRC Maating < i] Technical Nowvember 27, 2005 12:06 PM
queneas

[N Homepage Assignmaent & 2 Creation of October 3, 2005 5:37 AM
Homepage

Figure 4-39
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3. Click on the View Drafts button. A View Drafts window opens as seen in

figure 4-40.
g http:f [erbevalwebct.com - View Drafts - Microsoft Intemet Explorer - dﬂ'ﬂ

I[ close this window 3]

View Drafts

Name Author Date Locked Actions ¥

Oyary Mitchall, Guy Mowvember 27, 2005 1:26 No !

PM
i S
]
Figure 4-40

4. Click on the name of the draft that you would like to access found beneath
the Name column. In Figure 4-40 you would click on the “Query” link. The
Draft Message screen displays as seen in figure 4-41.

3 http:/ { ce6eval.webct.com - Draft Message - Microsoft Internet Explorer = |EI|£|
Y
Draft Message —
*Subject: IQUEW
Message: HTML Creator: ¢ on/ ® Off
Does any one know where [ can access the movie files we need to ;l
watch ?
[ |
[T use HTML Insert equation: |[New =| &
: q
Attachments: | Add Attachments |
I Post Nowl | Preview | | Cancel | | Save |
* Required field
Figure 4-41

5. Edit the required fields in the draft message.

6. Click on the Post Now button to post the message. The screen refreshes
displaying the topic discussion screen with a messages stating: “Your
message was posted successfully” at the top of the screen.
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Searching for Discussion Messages

In WebCT you would use the Search Tool to search for discussion messages in
the Discussion Tool. You may only use the Search tool if it has been added to the

course by the designer.

1. Click on the Search link in the left hand Course Tools menu. The Advance
Search screen displays as seen in figure 4-42.

Your search for page in 01 retumead no reswts,

Figure 4-42

Advanced Search

Note: These advanced search optsons can
b uded to expand of NArTaw your search
resudts,

= New search
™ Saarch withn these results

*Search for

[page

Search arca
F Title T Auther
F subject [ Full bt

Soarch tool
|D|$-l;u".-=u:m :_J

Date
¥ Any date

" Specify date range
Baginning

B [october =] [4 =], [2005 =]

Ending

B |octeber =] |4 =], [2005 =]

Search Results

Sort results by: |Relevance =

Search

“Requered fold

2. Select the radio button to the left of New search to begin a new search.

3. Type the word you are searching for into the Search for text box.

4. Select the check box to the left of the Search area you require to search in.
In figure 4-42 the Title and Subject areas have been selected.

Note: If you select the Full text option, it does not search in the title, author or

subject areas.

5. Click on the Search tool drop-down menu and select from the drop-down
menu what tool you would like to search in. See figure 4-43 on the following

page.
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Search area
¥ Title I Author
¥ Subject [T Full text

Search tool

Discussion j
&ll searchable tools
DalAssessment Questions

AssiEmant

File
Mail Message
Media Library Entry , |20G5 "l
SCORM Module
Figure 4-43

10. Select how you would like your search results sorted from the Sort results
by drop-down menu. See figure 4-44.

Date
" Any date
& Specify date range
Beginning
|october x| |4 =], [2005 =]
Endin

October = |4 =], [2005 =]

Search Results

Sort results by: |Releuan::e "E

“Required field Tool ]

e h—

Figure 4—44—
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The sorting choices (Relevance, Title, Author, Tool and Date) are explained

in the table below.

Relevance To sort results beginning with records containing the most
occurrences of your search terms.

Title To sort results alphabetically by record title.

Author To sort results alphabetically by authors name.

Tool To sort results alphabetically by the tool.

Date To sort results by beginning with the most recent records.

11. Click on the Search button. The screen refreshes and the results of the
search are displayed as seen in figure 4-45.

Your focabion: Advanced Search

Your search for homepage in 01 returned 5 result{s).

Sort results by !Fteln-.ranca 'l »

Title

1 Craation of Homepage, [Discussion topic)
Date Wed Sep 21 14:48:01 EDT 2005
Subject N/A
Author Eiffel Corp

Description This topic is to discuss the creation of a

homeapage assignment.

2 Homapage Assignment, [Descusson massage)
Date Mon Oct 03 05:37:38 EDT 2005
Subject Homepage Assignmant
Author Eiffel Corp

Description Does any ona know if they have given us
guidebngs as to the layout of the homepage and what
elements must be included. Also can anyone let me know
where I might see some examples of well designed

homepages?

'3 ReiHomepage Assigniment, (Discussion mesiage)

Date Mon Oct 03 054518 EDT 2005
Subject Re:Homepage Assignment
Author Eiffel Corp

Description In the course content, under the heading
Examples you may view some axamples of different
homepages. the layout required is in the ruberic they handed
to us im the last face to face session. If you nead a copy, let
ma know. Do you know if we are able to choose absolutely

any theme?

4 Re;Homepage Assignment, (Discussion messags)

Date Mon Oct 03 05:47:55 EDT 2005

Relevanca
15

15

15

15

Advanced Search

Note: These advanced search oplions can
be used to expand or narrow your search
results.

& Naw search
" Search within these results

*search for

|hmnepage

Search area
W Titde " Author
W subject [T Full text

Search tool
| Discussion =l

Date
= Any dake
" Specify date range
Baginning
E |october x| |4 =], |2005 =]
Ending
@ [october = [+ =], [2005 7]

Search Results

Sort results by: |Relevance '!
| search |
“Raguired fald

|®

Figure 4-45

12. To view the topic in discussions, click the hyperlinked title of the topic. The

topic screen will display.

Note: The search that you did will remain in the Search tool until you start a new
search. You may also search within the results to refine your search.




