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Setting up a Web Folder 

These instructions enable you to set up a link on your own PC to the Manage Files area of a WebCT course. Once you have set a link to your course you will be able to access the Manage Files area of your WebCT course by using My Computer or Windows Explorer in the same way as you would to access your H:/ or C:/ drive. From this folder you will be able to carry out general File Management tasks, renaming/copying/deleting files as well as moving files from your computer into a WebCT course using “drag and drop” or “copy and paste”. 

Note: These instructions refer to PCs running Windows 98 or above (with Microsoft Office 2000) and Macintosh OS 8.8 and above. Web Folders can’t be set up on Windows 95 machines. If you have any enquiries about your operating system please contact the helpdesk (helpdesk@abdn.ac.uk). 

If you are using Dreamweaver to create HTML pages, you can configure Dreamweaver to upload these files into the Manage Files area of WebCT – see Using Dreamweaver

Getting the Web Folder Address

1. Log in to myWebCT
2. Click on WebDav Info in the top panel 
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3. A list of the courses you have access to and their Web Folder addresses are displayed. 

For each course, information will be displayed in the following format:

Course Title


Course Files: https://webct.abdn.ac.uk:443/dav/course_id

Course Backups: https://webct.abdn.ac.uk:443/dav/web-ct/courses/Course_ID/webct_backup 

4. Select and Copy, or write down the Course Files address (as highlighted above) for the course you are going to connect to. 

5. Follow the instructions below for your Operating System to set up a connection to the Web Folder.




Setting up a Web Folder – Windows 2000/XP (requires Microsoft Office 2000/XP)

Note: You will need to set up a separate web folder for each WebCT course you wish to access using this method.

1. From your PC desktop, open My Network Places

2. Click on Add a (New) Network Place
3. Windows XP only: In the first step of the wizard that opens select:  Choose another Network Location, click Next 
4. In the textbox provided, Copy and Paste or Type in the “Course Files” Web Folder address (see Getting the Web Folder Address above for details on where to find this information), click Next
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5. When prompted enter your WebCT login details for username and password.

6. Enter a name for your Web Folder, e.g. the name of your course, click Finish
7. When the wizard closes, you may be prompted again for your WebCT username and password, enter these and the Web Folder will open

8. It is advisable to create a shortcut to the Web Folder on your desktop. If you have not created a shortcut, to return to the Web Folder:

· open my Computer or Windows Explorer 

· open Web Folders 

· click on the name of your Web Folder 

· enter your WebCT username and password 



Setting up a Web Folder – Windows 98/NT (requires Microsoft Office 2000)

Note: You will need to set up a separate web folder for each WebCT course you wish to access using this method.

1. From your PC desktop, open My Computer
2. Click on Web Folders
3. Go to File ( New and choose Web Folder
4. Copy and Paste or Type in the “Course Files” Web Folder address (see Getting the Web Folder Address above for details on where to find this information). Click Next
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5. When prompted enter your WebCT login details for username and password

6. Enter a name for your Web Folder, e.g. the name of your course

7. When the wizard closes, it is advisable to create a shortcut to the Web Folder on your desktop. If you have not created a shortcut, to return to the Web Folder: 

· open my Computer or Windows Explorer 

· open Web Folders 

· click on the name of your Web Folder 

· enter your WebCT username and password



Setting up a Web Folder – Macintosh OS 8.8 and higher (including some versions of OS X)

Note: You will need to set up a separate web folder for each WebCT course you wish to access using this method.

To use Web Folders you will need to download an application called Goliath. Go to http://www.webdav.org/goliath , click on Download and follow the instructions for Classic Mac or OSX as appropriate. 

1. Run the installer and put the application in the Applications (Mac OS 8.x) or Mac OS 9 Application folder (Mac OS 9.x).

2. Run the application and select File/New Connection.

3. Copy and Paste or Type in the “Course Files” Web Folder address (see Getting the Web Folder Address above for details on how to find this information)
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4. If you are requested to install a Certificate, select Yes

5. Enter your WebCT login details for Username and Password

6. A window will open showing your course files folder on the server.

7. To save the connection, select File, Save Connection As…
8. Save the connection details on your desktop or in the System/Apple Menu 

9. To return to the Web Folder, click the icon on your desktop or select the folder from the Apple Menu. Enter your WebCT login information if requested. 



Setting up a Web Folder – Macintosh OS X (recent versions)

Note: You will need to set up a separate web folder for each WebCT course you wish to access using this method.

If these instructions do not work, follow the instructions above to use Goliath.

1. From the Go menu, select Connect to Network
2. In the Address Box, copy and paste or type in the “Course Files” Web Folder address (see Getting the Web Folder Address above for details on how to find this information)
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3. Enter your WebCT login details for Username and Password
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On most systems, an icon will appear on your desktop.

4. To return to the Web Folder, click on the icon on your desktop or
· From the Go menu, select Favourites

· Select the Web Folder you require

· Enter your WebCT login information if requested
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