SMCCD WebAccess – Overview of Administation Block Features
Quick Start Guide 10    29-Jan-07

	(  Login                                   

	PC - Use Internet Explorer; Mac - Use Firefox.

1. Go to : http://smccd.mrooms.net/ 

2. Log in using your G number and 6-digit birthdate MMDDYY. (You can change this.) 



	(  Edit Course Settings               Podcast 06

	Select Settings in the Administration block. Edit: 

Course Short Name:  Don't change or it will block batch imports of students.

Summary: Enter official course summary.

Format: Select a Weekly, Topic or Social format. 
The course content area, central column, contains course materials and activities that can be organized by: 

Topic:
good for units, lessons or modules

Week:
good for synchronizing assignments with the calendar 

Social:
good for discussion based courses
See examples in Faculty Tutorials. 
Course Start Date: Set start date. 

Number of Weeks/Topics: Select a number. 

Availability: Make the course available. Your course links will initially appear grayed-out. After the course is "activated" the link will change. Do this when ready to let students see the course site. 

Guest Access: Do not allow/ Allow w/key

Name for Teacher: Change to Instructor;  Save



	(  Edit Profile                           Podcast 03

	Before you can see your courses, you will be asked to complete your profile - all fields in top half of page.

1. Check for correct email address.

2. Enter your contact info in Description box.

3. Upload a picture. (optional)

4. Click "Update Profile" button

5. Use "Change Password" button (optional)

6. Use the WebAccess link in upper left corner to return to the main WebAccess page.




	(  Instructors                               Podcast X

	Add an Instructor:  To give more than one instructor access to managing a course, contact your CTL Coordinator (in case of substitute instructors, course transfer or reassignments, team teaching)

Remove an Instructor: To remove an instructor, select the Instructor link and "Remove teacher".



	(  Add Students                          Podcast X

	Student updates from Banner are done every 9 hrs.

First, print out a copy of your WebSmart class list.

1. Select the "Students" link in the Administration Block.

2. On the left side, you will see enrolled students.

3. On the right side, is a search field.

4. Enter a student name in the search field. Click Search.

5. Select the student name (match carefully)

6. Click the left-arrow to move the name from the search column into the enrolled list on the left.

7. Repeat. If a student's name does not appear, wait a few hours for the next upload of students from Banner and retry the search.  Contact your CTL coordinator if name does not appear after 24 hrs.



	(  Create Groups                        Podcast 42

	Select Groups from the Admin block.

1. At the bottom of the center column, enter a group name and click Add new group (center column)

2. Select the group name, then select student names in the left column to be included. 

3. Click Add to group button. Repeat for more groups.
The group mode can be defined at two levels:

1. Course level (Course Settings) The group mode defined at the course level is the default mode for all activities defined within that course





	2. Activity level   (Activity add/update page) Each activity that supports groups can also define its own grouping mode. If course is set to "force group mode" then setting for each activity is ignored.

The group mode can be one of three levels:

· No groups - there are no sub groups, everyone is part of one big community

· Separate groups - each group can only see their own group, others are invisible

· Visible groups - each group works in their own group, but can also see other groups

	(  Back Up

	Select the Backup link from the Admin Block to back up course data and optionally user data.

Course & student data backup:  Select All above both columns to back up course data during the semester. Use default menu settings at bottom

Course content backup:  After the course has been completed, back up your Course (activity) data. Change default menu settings at bottom to:

Metacourse: Yes; Users: No; Logs: No; User Files: No; Course Files: Yes;   Continue; Continue

Backup files are stored in backupdata folder in Files. 

Save files to your computer hard-disk as well.

	(  Restore

	This option is used to restore a corrupt course shell or to copy a course to a new course shell (semester).

1. Upload the backup file (see above) to the backupdata folder in Files in the location you want to restore the course.

2. Select Restore from the admin menu. Select the back up file and follow the continue prompts.

	(  Questions

	This feature allows you to directly access your quiz question database to add or import questions.

See tutorial support for "Conducting Online Quizzes".




	(  Scales

	For all activities that can be graded: Assignments, Quizzes, Forums, Glossary, Journal, Lessons, Workshops; you can select the standard 1 -100 scale or create your own. The name of the scale should be a phrase that identifies it clearly: this will appear in scale-selection lists, as well as on context-sensitive help buttons.

The scale itself is defined by an ordered list of values, ranging from negative to positive, separated by commas. For example:

Disappointing, Not good enough, Average, Good, Very good, Excellent! 

Scales should also include a good description of what it means and how it is expected to be used. This description will appear in help pages for teachers and students.

	(  Grades

	This link allows you to directly access your students' grades and to set preferences. See tutorial support for "Setting Assignments and Posting grades.

	(  Files

	The Files link allows you to access the Files manager, where you can organize and store files. See "Adding Content" handout. 

1. Make a folder. Click to create a folder.
Decide on name. Consider your naming system:

· topics, weeks, units, lessons or modules

· task types (e.g. course info, labs, readings)

· file type   (e.g. images, docs, movies)

Don't touch "moddata" and "backups" folders.

2. Upload a File. Click to browse & upload a file.  For multiple files, use compression software to zip.  Upload the zipped file. Unzip it in Files window. 




	(  Help
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 use for assistance as you proceed.

WebAccess QuickStart Guides –such as this one, fuse or short, concise instructions. CTLonline.net
Faculty Tutorials – use for more detailed instructions (especially, Jason Cole "Using Moodle" tutorials) or for information on planning online course, drafting course policy, employing good practices and under-standing how to incorporate web activities into class activities.



	(  Teacher Forum

	Use this forum to post topics and share technical, instructional and pedagogical information with other instructors within SMCCD WebAccess.
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