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15.  Editing Pages in WebCT

15. Editing pages previously uploaded to WebCT
2The Easy Way: Using Web Folders


2To edit a non-HTML file (Word, PowerPoint etc)


2To edit an HTML file


2The Old Way: Within WebCT using a Browser Interface


2Making minor changes to page text of HTML pages


3Making more extensive changes to page text and layout




The Easy Way: Using Web Folders
This method is available in Windows 98 upwards with Office 2000 upwards; Mac OS9 upwards

If you have a Web Folder set up for your WebCT course, you will be able to see all the files for that course from a link on your computer desktop.  If you do not have a Web Folder set up for a course, see Sheet 4: Setting up a Web Folder for more information.
To edit a non-HTML file (Word, PowerPoint etc)
To edit a non-HTML file you can simply open it by clicking on it, and edit it as normal.  When saving, you should first save a copy to your own computer before saving to over-write the copy in the Web Folder.  Ensure that the file is saved with the same name as before, so that any links in the WebCT course are maintained.
To edit an HTML file

To edit an HTML file, open it in an HTML Editor such as Dreamweaver.  Dreamweaver (version 4 onwards) enables you easily save to a local folder before saving to the Web folder, thus saving time and improving security. 

Alternatively you can use Word to edit the file. If you require further advice on editing HTML files contact us at webct@abdn.ac.uk.
The Old Way: Within WebCT using a Browser Interface
Making minor changes to page text of HTML pages
Basic editing of text in HTML pages can be made from within WebCT.  This applies to pages in Content Modules, and to single HTML pages uploaded and linked from organiser pages
1. Access the file you wish to edit:
From within a Content Module
· Whilst on the page you wish to edit, enter Designer view
· Select Edit file 

       OR:
In the Manage Files Area

· From the Home page, click on Control Panel, then on Manage Files.  All folders and uploaded files will be displayed.

· Locate and click on the name of the file you wish to edit.  The page text is shown embedded in a series of HTML tags.  
2. Click on the HTML Editor button to display the page without the tags.  (Note: if you are using Windows XP and the textbox appears blank at this stage, click Cancel and contact us at webct@abdn.ac.uk) 

3. Make any changes required to the text, by either typing or cutting-and-pasting.
4. Click Update 
Making more extensive changes to page text and layout

If extensive changes need to be made to the text or layout of a page, you should if possible use the Web Folders option described at the top of this sheet.  
If this is not possible, the files should be downloaded as follows to your filespace/computer.  The changes can then be made using your preferred Web editor (Dreamweaver, Netscape Composer, or Word 97 upwards), then the file uploaded again to replace the original. 

Downloading a file for editing

1. Click on Control Panel, then Manage Files
2. Locate and select the file you wish to download, select Download, 

3. Save the file to your own filespace/computer, and proceed to make changes as required using your preferred Web editor (e.g. Dreamweaver or Word)

Uploading an edited file

When you have finished editing a file, it can be uploaded to the WebCT course to replace the previous version:
1. Ensure that the file has the same filename as that which is to be replaced.  (This is to preserve any links to the file within the WebCT course.)

2. From the Home page of your WebCT course, click Control Panel then Manage Files
3. Select Upload
4. Select the file to upload, specify the destination folder, then click Upload.
5. Because you are overwriting an existing file, you will be asked to confirm that you wish to do this - click Overwrite.
6. If you wish to then view the file in the Content Module, go Home, locate the module then go to click on the appropriate page; select View mode in the Top Panel

	
	Note: before additions or changes to a Content Module can be visible to students, it is necessary to Update Student View, by clicking the link at the top of the right-hand panel.
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