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Introduction 
 
The search tool enables you to search for information in the course or section. 
The areas in which you may conduct a search are:  
 
• All searchable tools 
• Assignments 
• Discussions 
• File 
• Mail Messages 
• Media Library entry 
• SCORM module 
 
You may only access and use the search tool if the designer has added it to the 
course or section. 

Using the Search Tool 
 

In WebCT you would use the Search tool to search for words, themes or topics in 
the section or course. 

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

Search screen displays as seen in figure 8-1. 
 

 
Figure 8-1 

 
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. 
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4. Select the check box to the left of each Search area you require to search 
in. In figure 8-2 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 the tool you would like 

to search in. See figure 8-2. 
 

 
Figure 8-2 

 
6. Click on the Any date radio button beneath the Date heading if you would 

like to search within any date. 
Or 
 
7. Select the Specify date range radio button if you would like to search 

within a specific date range. 
 
8. Select the month, day and year from the Beginning date drop-down 

menus. 
 
9. Select the month, day and year from the Ending date drop-down menus. 
 
10. Select how you would like your search results sorted from the Sort results 

by drop-down menu. See figure 8-3 on the following page. 
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Figure 8-3 

 
The sorting choices (Relevance, Title, Author, Tool and Date) are explained 
in the table below. 

 
Item Description 
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 tools. 
 

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 8-4 on the following page. 
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Figure 8-4 

 
12. To view any item in the search results, click on the hyperlinked title. The 

relevant item 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. 
 
To get more effective results when searching you may use some of the following 
connectors: 
 

Connector Description 
and The search results should contain all the terms in any order. 

Eg. Water and hydro 
or The search results must contain at least one of the terms. 

Eg. Water or hydro 
quotation 
marks 

To search for an exact phrase, place quotation marks around the 
phrase. 
Eg. “High tide” 

not The search results must not contain the term found after the not 
connector. 
Eg. Funnel not fennel 

parentheses To order the operation  
Eg. (spider or  arachnid or insect ) and (“prey” or food)  

 


