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ongoing conversation around one topic. You should attempt to try to keep related messages
together by using Reply and Quote when continuing a discussion on a particular theme.

Viewing Messages

Viewing messages is achieved simply by clicking on them in the message listing window.
The selected message will then be displayed in the bottom right hand window. It is possible
to view all of the messages in a single thread in one go. This is achieved by clicking on the
subject header for the thread.

Forum: Al Show: Unread

Welcome [Forum: Main]
-} 1. Instructor {IMon, Sep. 8, 1997, 11:24) New

Assignment #1 [Forumn: Main]

12, Instructor (Mon, Sep. 8, 1997, 11:26) MNew
~13. John Smith (Mon, Sep. 8, 1997,11:27) ®ev . of a typical message

_ . listing from the top right
Extension?? [Forum: Main] frame of the Bulletin Board

4 6. John Smith (Mon, Sep. 8, 1997, 11:43) BeW Interface

In the above listing, if you wished to view the instructors message concerning 'Assignment
#1', you would click on the word 'Instructor’ below the subject title 'Assignment #1'.
However, if you clicked on the title of the thread, i.e. 'Assignment #1', then both the

Instructors message, and John Smith's reply to it will both be displayed in the bottom right
frame.

Sending a Message

A message can either be sent as a new message, or as a reply to a previous message. To send
a new message, click on 'Compose' in the Bulletin Board Menu. This will bring up the
message compose window.
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A view of the message
compose window

When composing a new message it is important to ensure that you have the correct Forum
selected. In the above example, the new message will be sent to the Test Forum once it is
completed. It is also necessary to include a subject - this will become the name of the thread.

The text of your message is entered in the large, central text entry box. For those of you who
are familiar with HTML, you may be interested to know that you can enter HTML tags in
this box to improve the formatting of your message. If this means nothing to you, don't
WOITY as it is not important.

The Compose window contains a number of buttons:

e Post
This button will post your message to the Bulletin Board. It will be posted to the
Forum selected within the Forum field.

® Preview .
This button will allow you to preview your message before it is sent - sometimes the
layout will not be exactly as you have entered it in the text box, so it is always a good
idea to preview your message before sending.

e Cancel
Allows you to cancel this Compose window without sending any message.
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o Don't Wrap Lines/Wrap Lines

This button allows you to specify whether or not you want the text you have entered
to wrap (i.e. automatically begin a new line when the end of a line is reached) or not.
Lines are wrapped by default, and thus the button usually says 'Don't Wrap Lines’,

allowing you to select this option should you wish.

o Arttachments

It is possible to include attachments with your bulletin board messages. Selecting this
option allows you to browse your local machine for files to attach to your message.

To send a message as a reply to another message, which will cause it to be included in the
same thread, you must first open the message by clicking on the name of it's sender in the

message listing.
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A view of the Bulletin Board showing a message in the bottom right frame

For example, in the image above, the message in the bottom right hand window has been
displayed by clicking on the name 'Instructor’ in the message listing. Clicking on Reply at
the top of the message will bring up the message compose window. However, this time the
Forum and the Subject will automatically be filled in, ensuring the message appears in the

right thread in the right forum.

As well as simply replying to a message by clicking on Reply, it is possible to include the
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text from the original message in your reply. This is achieved by clicking on Quote.
Clicking on Save will allow you to save the contents of the message to your local machine
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The Email Tool

The email tool allows you to send and recieve private electronic mail messages to or from students or
tutors on the course.

s} The Mail Tool Interface is reached by clicking on the Email Icon. This will bring up the
% . email interface. Like the Bulletin Board, the Mail Interface is, by default, divided into three
' sections. In the left hand frame is the Mail Tool Functions and Options Menu, in the top

right hand frame is the Message Listing Window, and the bottom right hand frame is used to
display messages as well as a number of sub menus.

Note: As with the Bulletin Board, the Email Tool contains an extensive Online Help system, accessible
from the functions and options menu. It is recommended that you use this facility.

Y our Mail system is divided into two Mail Boxes:
e Inbox '
contains all messages which have been received from other users

e Outbox
contains all messages which have been sent to other users
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A view of the Mail Tool Interface.

The £mail Tool Functions and Options

As with the Bulletin Board, the email tool features a menu block in the left hand frame.
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The Email Tool functions and options menu.

These buttons do the following

& Back
Returns you to the WebCT Course Homepage

e Help
Brings up the Email Tool online Help System

e Compose
Brings up another browser window in which you can compose your message and select who you
wish to send it to.

® Mailbox
Allows you to select which Mailbox you wish to view; the Inbox, the Qutbox or Both.

o Show All
Clicking on this will bring up a listing, in the message listing frame, of all the messages (read and
unread) that are contained within the currently selected Mailbox. After it has been clicked, it
toggles to read Show Unread, which will allow you to view only those messages that you have not
yet read.

e Catch Up All
Clicking on this will cause the Mail Tool to mark all your messages as 'read'. This should be used
with care!

& Search
Allows you to search your Mailboxes for messages on specific topics, or containing references to
keywords

e Message Menu
This is a collapsible menu which reveals a number of things that you can do with/to your email
messages.

e Options Menu

This is a collapsible Menu which reveals a number of options for configuring your access to your
Mailboxes.

Threads

As with the Bulletin Board, messages in your mailboxes are organised into threads. When you send a
brand new mail message (by selecting Compose from the Mail Tool menu) it starts a new Thread. When
someone replies to that message, their reply is added to the thread, and all the messages in a thread are, by
default, displayed together. Therefore a thread is like an ongoing conversation around one topic. You

should attempt to try to keep related messages together by using Reply and Quote when continuing a
discussion on a particular theme.
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Viewing Messages

As with the Bulletin Board, viewing messages is achieved simply by clicking on the name of the sender of
the message in the message listing window. The selected message will then be displayed in the bottom
right hand window. It is possible to view all of the messages in a single thread in one go. This is achieved
by clicking on the subject header for the thread.

Sending a Message

An email message can either be sent as a new message or as a reply to an email you have received from
someone else. By sending message as replies, they are organised into Threads. To send a new email
message, select Compose from the Mail Tool Functions and Options Menu in the left hand frame. This
will bring up the message compose window.
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A view of the Mail Tool Compose
Window

The appearance and fuctionality of the Mail Tool compose window is similar to that of the Bulletin
Board, so please see the relevant section under the Bulletin Board for more details on the general
functionality of the compose window.

The main difference between the two is that whereas Bulletin Board messages are sent to Forums, Email
messages are sent to one, or more, individuals. The recipients of your message are selected using the
Browse button next to the Send to text entry field. Clicking on this button will bring up a new window, in
which there will be a class list. You can select one or more of these people to be the recipient of your
message. To select an individual, simply click on their name. To select more than one person, you must
hold down the Ctrl key as you click on subsequent names.
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A view of the class list browse window for selecting the
recipients of an email message.

Once you have selected your recipient(s), click on OK. This will return you to the message compose

window, and you will see that the usernames of your recipients (not their real names) have been added to
the Send to field.

You can now type your message in the main text entry box and send it once it has been completed
(previewing if necessary).

You can also send a message as a reply to another message by bringing that message up in the message
display frame (bottom right) by clicking on its' senders name in the message listing frame (top right), and

then clicking on Reply. You can include the text of the original message in your reply by clicking on
Quote.
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The Chat Rooms

The Chat Rooms are an area where you can participate in real time text based
communication with other students and the tutors on the course. Once you
have entered a chat room, you can type in messages and these will appear on
the screens of any other users who are currently in the same chat room.

Note: To participate in online Chat, you must have a Java enabled browser (Netscape v3or
above, Internet Explorer v3 or above).

To enter the Chat Tool, simply click on the Chat Icon. This will take you to the Chat page.

Welcorse to Web T Chat
Tk o At e ermar b T an mestemizs B age by clifvng n Castamiza Chae Fast e MRREATLAG
ot F e Utk o B 47y b siesees by ko <o Rowmn Logs

BrckHoma |

A view of
Roam 1 Room 2 Room 3 Room 4 +  the Chat

Page. It
contains
buttons
which will
get you into
any one of

gl Chiat for 1181

General chat far all coursas

Mote, e a2 e Cdonan s Wl ke reConded Teom | Room J R 2 F e the '?‘Ix
available
chat rooms.

The chat page contains a number of buttons which can be used to 'enter’ a chat room. There
are six chat rooms available in all. Any chat conversations that take place in Rooms 1 to 4
are recorded by the system. The 'General Chat for 1191' (using 1191 as our example course)
room is for informa!l discussions amongst course participants, and any conversations that
take place in here are not recorded. The ‘General Chat for all Courses' room is accessible to
any staff or student who has a course that uses this system, so it is possible to chat in here to
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participants from other courses.

Clicking on a room starts up a chat window.
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The large text area or Output Interaction Box displays all messages sent and received. The
Users Logged On list shows who is in the room at the present time. To send a message, type
in the textbox underneath the "Enter your message below" label and press enter. Press on

the Quit button at the bottom to close the chat applet.

You can also send private messages to selected users by clicking on their names:
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The Course Calendar

The calendar tool provides a quick and easy way for the tutors and the students
to exchange scheduling information as well as information about class events.
Students and designers can post public messages (visible to everyone in the
course) or private ones (visible only to the author). Note however that the
capability for students to publish public entries may have been disabled by the Instructor.
Messages can be simple text or HTML, They can include links, start and end times.

w

1)

June 1997

<« LRI DL R

Preie s

Haw AV araum e oo Blv any
Sun Mon . Tues Wed Thur En 13 §

1 1 4

i—:’hinaarufm

i g 1 L N i
: RS . Lo Sk e st :
. te adaaad
= o g AT Do
e
Iyerr
s LB e glﬁﬂ‘l'(}DAY il A -
B T T i : S ddnelly there
. i : BETECE TR
i i =1 T b enbn:
i ; = FabdiL Myt
! ! warr
! ..
A _‘1 - _I‘J‘

P

A view of the Course Calendar
You can choose to view any month and any year between 1970 and 3000! You may also
view the immediately adjacent months by clicking on the arrows at the top.
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For each day, entries are displayed in the following manner:
e first, private and public entries without start time,
e then private and public entries sorted by start time,

All private entries (entries visible only to the author) are italicized. Note: if there are more
entries that can be displayed for a day, "more ..." will appear at the bottom of that day's cell.

At the corner of each day is a hyperlinked number. Clicking on it atlows you view and edit
all the entries for that day.

Everytime the calendar is accessed, a window pops up informing you of all the new public
entries (including the ones you made in your last session).
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The Compile Tool
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The Compile Tool allows you to join together separate pages of notes into one
file. This is ideal if you wish to print out the course notes of a particular session
for reading offline. The Compile Tool is accessed by clicking on the Compile
icon. This takes you to the Course Summary Page.

A view of the Course
Summary Page showing
the sections of notes
available for
compilation

On the course summary page there is a list of the sections of notes available for compilation.
(N.B. If there is only one section of course notes available then this intermediate page is
omitted). Select the section of notes that you wish to compile by clicking in the small circle
next to its' name (e.g. in the image above, the notes for Session 7 have been selected). Then
click on Continue. This will bring up another page showing a list of the pages of notes

contained in that section.
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You can now select the pages you wish to join together into a single file by clicking in the
small boxes next to the titles of the pages you want. For example, in the above screenshort,
pages 1 to 4 have been selected. If you wish to join together all the pages for that section of
notes then you can click on the Show All button at the top.

Once you have selected the pages you wish to view, click on Continue. This will bring a
single page containg all the pages you selected for joining together.

file//internal%20HD%201/Desktop%20Folder/Rabin%20temp/webctGuideRobinB/compite.htm (2 of 3} [25/3/2001 8:02:20 pm)

—149—



WebCT User Guide - The Compile Tool

witp LTI AT

qﬂ LJ.I‘:d.'nh:}l\w P T T R I Y Y H R

Backtoms | ProsousPage |

|
_elew/E

Course Sununary for Session 7

i

. Crithcal Awareacss

Critical Awareness

e ks o epereroen b wrhpere Jrerahee o cpprassen Bor the A view Ofthe .
st it who Lt Lot on 2ol el Summary obtained

Eduanin i Traoas: ek 120 13 using the compile
Rl e T tool. The separate
pages of notes are
combined into one
file displayed in the

EUTTRINE

1. Kreire
_ bottom frame. The
Frewe previously separate
Heo stheo & e deverp ¢ cigaedd e i ~K sl vz dsants w beal anbier o Dlds aed trencacBanau Tleis pages are divided
sy e parhrtss bretan s ang marr 1L Trus g tas s L e e pp e el mpenagbar and e Soone ot e hd ‘ .
sl Dt § . @y | by horizontal rules.

Once you have compiled separate pages of notes into a single file (known as a Course
Summary) you can simply print them out using the browsers print button.

Note: Before printing out anything using the browsers print button, it is essential to make
sure that you have selected the correct area of the browser window for printing. For
example, the window shown above is divided into 2 sections. To ensure that the lower
section, containing the course summary, is printed, you must first make sure it is what is
known as The Active Frame by clicking anywhere within this frame (although you should
make sure that you don't click on a link as this will take you to a different page). You can
tell which frame is the active frame as it usually has a very thin black line around it.

Once you are sure that the frame you wish to print is the active one it is safe to print from
the browser.,
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Webpage Links

Within this course website you will find a lot of links to other web pages. A link is indicated
by coloured (usually blue or reddy brown), underlined text and clicking on this will take you

to a new webpage - although if you have come this far, then I'm sure that you know this
already :-).

[t is important to be aware that within this course website there a number of different types
of links. Some links will bring up a new page in the same browser window, and some will
bring up a new page in a second browser window.

Links to external websites will always come up in a new browser window. When you
click on the link you may not realise that the page you are looking at has been loaded into a
new browser window. You may therefore attempt to go back to the previous page by using
the browsers back button, but this will not work as this will be the first page in the new
window (i.e. there is no previous page to go back to!).

Therefore, if you have visited an external website and you want to return to the course
materials, then you can either close the new browser window or switch back to the original
browser window using the Window menu along the top of the browser. (When you click on
Window you will see a drop down menu and at the bottom of it you will see a list of the

browser windows you currently have open, each listed with the web page they currently
contain). '

Some sections of the course website (such as this User Guide) will also open up in a new
browser window, but these will appear in what I refer to as a Browse Window. A Browse
Window has three buttons in the top section of the web page; Close, Back and Forward.
Clicking on the Close button will allow you to close the new window once you have
finished looking at its' contents. If the page in the Browse Window contains links in it (like
this user guide) then the Back and Forward buttons will allow you to move backwards and
forwards through the history of pages you have visited.

Important

Under normal circumstances, the course website will only use 2 separate browser windows.
The Main browser window, which will be used for displaying the majority of the course
content, and a second browser window which will be used to display external websites and
course content displayed via Browse Windows (such as this user guide).

If you only have the Main browser window open and you click on an external link, or a link
to content which will display in a Browse window, then the second window will open on top
of the Main window. You can return to the Main window by closing the second window, or
selecting the first window by clicking on it if it is visible, or by using the Window menu
from the menu along the top of the browser window.
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However, if you have both windows open, and you click on an external link (or a link to
course content normally displayed via a Browse Window) in the Main window then the
webpage is loaded into the second browser window even though this second browser
window may be hidden behind the Main browser window. If this is the case then you
may not see anything happen in the window you are looking at, as the new webpage will
have been loaded into the browser window that is hidden. If this is the case then you must
bring the second browser window to the front, either by clicking on it or by selecting it from
the Window menu. '
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The Department of Applied Social
Science

Cottrell Building

University of Stirling

SCOTLAND

FK9 4L A

John and Simon can be reached at the following address:

CRDLT

Room 3A100
Cottrell Building
University of Stirling
SCOTLAND

FK9 4L A
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