WebCT - Quick How-to Sheet


Accessing your WebCT courses

To access WebCT, open Internet Explorer or Netscape, and go to the following Web address:

http://webct.abdn.ac.uk/   (or locate it via the A-Z or staff pages on the University Home pages).

Click Login and use your University User ID and Password.  You will then see a list of links to the courses to which you have access.  
Making a new link to a file that has not been previously uploaded
1 Go to the page where you want the link to appear. 

2 From the right-hand panel, select Add page or tool.  

3 Under Pages, select Single Page.

4 Type a title for the page in the Text box (Eg Handouts for Lecture 1)

5 Click the Browse button to locate the file: files that are already uploaded are displayed.
6 Click Browse again; locate and select the file on your own computer.
7 Click Upload.
8 Ensure that the file is selected and click the Add Selected button.

9 Specify *New or Same Browser Window.  *Note: for Word, Excel and other non-html files, always select New Browser Window.  (So that students using Internet Explorer can save or print the file). 

10 Under "Decide where to show the link to this item", click the box On an Organiser Page.

11 Click Add. You will be returned to the page you were on, which will have a link to the page you just added.  Click on the link to check that the new page displays.
Making a new link to a file that has been previous uploaded

Follow the instructions above but omit items 6 and 7
Linking to a Departmental Web page or an external Web site

1 Go to the page where you want the link to appear.  

2 From the right-hand panel, select Add page or tool.  

3 Under Pages, select URL and click Add.

4 Type a title for the link in the Text box

5 In the Address box, type or paste the required Web address. 

6 Specify New Browser Window. 

7 Under "Decide where to show the link to this item", select On an Organiser Page.  

8 Select Link shows title.  If you wish to use an icon select also Link shows icon.

9 Scroll down and click Add.  You will be returned to the page you were on, which will now display the new link.  Click on the link to check that the Web page displays.
Student Access

Students are given access to WebCT by an automatic process linking WebCT courses with class lists on the Student Records system.  To access WebCT, students should use their University User ID and Password (for students, these are the same as for the University computer system and email).
Procedure for dealing with student access problems

If a student cannot access the site at the beginning of a course, it may be due to late registration for the course itself, or for computer services (this is an overnight process).  They should report the problem by email to helpdesk@abdn.ac.uk.  In the meantime they can access the site with a guest ID, which is given out by the tutor if required.  

Note: Changing course codes

If a course code changes please let us know by emailing webct@abdn.ac.uk so that we can update the link with student records and ensure continued student access.

