I. About Learning Modules and using the WebCT 4.x CE Export Tool to move content
1. What is a Learning Module?

In WebCT version 4.x you may have used Content Modules to post course handouts, lecture notes, etc... in a sequentially arranged Table of Contents, like this:
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In WebCT’s VISTA edition, a Content Module is now referred to as a Learning Module.
The reason for the change in terminology is because a Learning Module can include much more than the old Content Module....

	... can include links to the following components?
	WebCT version 3x Content Module
	WebCT VISTA Learning Module

	Chat/Whiteboard Rooms
	No
	Yes

	Assignments (in Assignment Dropbox)
	No
	Yes

	Quiz, Survey and Self-Test
	Yes
	Yes

	Multi-media Object (located in new MultiMedia Database_
	No
	Yes

	URL
	No
	Yes

	Link to Discussion Area (aka Bulletin Board)
	No
	Yes

	Link to specific Discussion Area Topic
	No
	Yes

	Content Pages (Typically HTML pages, but other file types, such as Word docs, PDF files, JPG and GIF images).
	Yes
	Yes


Because of their linear nature, Learning Modules are sometimes compared to a book or a chapter in a book, depending on how much information is presented. Learning Modules can bring together many different types of components and present them as a cohesive unit. 

When you add content as a Learning Module, you can incorporate a variety of interactive tools to supplement the material, through an Action Menu. The Action Menu also provides additional navigational links. This cannot be done on an Organizer Page. 

These components can be added to the entire global Learning Module Action Menu or on a per-page basis:

• Discussion Topics or Areas

• URLs 

• Goals

• Resources 

• Content Pages 

• Assignments

• Chat/Whiteboard Rooms

• Media Library collections

• Assessments (surveys, quizzes, or self-tests)

The Action Menu appears at the top of each page in a Learning Module.
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2. Is this workshop approach (Migrating via the WebCT 4x Export Tool) right for me and my course?

In this workshop you will be simply moving the files and structure of your current WebCT 3.x Content Modules into a VISTA Learning Module. 
As stated in the Introduction, one disadvantage of using this procedure is that if the original course is not organized very well you will only be perpetuating the problem by migrating “as is” to VISTA.  

One should now take this opportunity to re-consider the design of their course. 
While it is true that once the old Content Modules and their content are moved, you can edit and re-organize; this editing process may be more time-consuming than using the Re-Build process to begin with… when these files are imported they will be placed about 6 sub-directories down in your File Manager and be difficult for some people to find – you cannot move them or you will break the links. *** Many users have found that although this method may save time in the beginning – the file placement may become such a hassle that you it wastes time in the end **.
Consider the following:

a. How many Learning Modules should be included in a course? How long they should be? 

While there are no hard and fast rules, keep these tips in mind when organizing material into modules:

• If you only have a few pages in your learning modules, consider combining them and sub-dividing the topics with Headings in the Table of Contents.

• If you are presenting a good deal of content, divide the material up into multiple modules. One major advantage of having multiple, sequential Learning Modules is that you can easily control when they are available to students.

• Although WebCT Vista uses the term Learning Module, your naming should reflect the course organization. For instance, if your course is organized around topics, units, or chapters, use these terms instead to avoid confusing students.

• Try to use a consistent structure in all Learning Modules, but allow content, learning objectives and flow to dictate the final construction.

• Modules should be approximately the same length if possible to provide a sense of unity and continuity to the material. Consider combining or dividing modules when feasible so a similar amount of material is presented in each one.

• For longer learning modules, add Headings to the module’s Table of Contents to break up and organize the information.

b. How should you sequence the content within these modules?

An outline is an effective way to organize individual learning modules.

In the example below, the major headings in the module outline can become headings in the Table of Contents page. The sub-headings represent individual pages that need to be developed and added to the Learning Module.

Example: Week 1 Outline
I. Week 1: Distance Ed Theory (Heading)
A. Notes and Readings (an .html doc with overview text and details of pages to read in textbook)

B. Learning Goals (a link to Goals for this module)
II. Exercises and Assignments (Heading)
A. Opinion Paper: DE Theorist (a link to an Assignment) 

B. Discussions for Week 1 (a link to Discussion Board Topic area for this week)

C. Chapter 1 Textbook Answers (a .pdf document)
D. DE Theory in Action (link to a URL website)

III. Quiz for Week 1 (Heading)
A. Perfect Tense Quiz (link to a Quiz)
IV. Journal for Week 1 (Heading)
A. Reflection/Journal: Week 1 (a link to a Discussion Board Topic area for this week)
Part II: Login to your 4.1 WebCT course, package and download your files for export.
1. Access your course either on the current WebCT server at http://webct.westga.edu OR at the archive server at http://webctarchive.westga.edu/
Username: same as current (example: jsmith)

Password: Either last 2 digits of birthyear plus last 4 of SS; or pepper; or whatever you changed your password to (if you need help – distance@westga.edu or 678-839-6248)

2. From the Designer Options tab, click on the “Control Panel” button in the top left of your old course screen. 
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3. From you Control Panel options, click on “Manage Course”:

[image: image4.jpg].}

e Optiens

C R |

Basic Contral Panel  Expanded Control Pans
dd page or oul] it page or oot Hanage ries] Manage Course] Coimse sctngs
48100t t2you o o vt Cutamis e ormapag wnd charge 404, donan,change, ndrowfe  Manage s s e s, Yeange o opearace s e of

el e S S e e o .

oo et Detao couse
o for stoss o 70 i ot

o crer o o0 4o raier Ukt sttt v

Wods i sour cworse.

Sp—





4. From the “Manage Course” options, choose “Export Content”:
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	 5. Choose the radial button next to the “Content Module” option. 

6. Next, Use the pull-down arrow to choose exactly which Content Module you wish to export (note: you may have only one).

7. Select the “My-Files” Destination folder.

8. Click the “Continue” button.


9. An “Export Confirmed” message should appear. Be sure to note the filename for your Export package – it should end in .zip – as is illustrated below.
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10. Click the “Control Panel” link in the top left hand corner.

11. From the “Control Panel” options, select “Manage Files”.
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	12. From your File Manager, My-Files folder... locate your Export .zip package ... remember that it’s a file that ends in .zip. Check the box next to the file.

13. Next, from your File Manager Actions options, select “Download”:
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14. When you select “Download” a message will come up asking you what you’d like to do with the file. The message may or MAY NOT look exactly like the one pictured below... either way, you want to choose to “Save this file to disk” or “Save”....

Note: “Save to Disk” options do not necessarily mean that you will have to save this file to a floppy disk... if allowed by the computer’s access settings, you will have the opportunity to save the file wherever you’d like, on your computer.
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15. Be sure to pay attention to where you save your file. For example, I saved my file below in a folder called “US” in a folder called “Faculty Assistance” in my “My Documents” folder:
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Part III. Login to your VISTA WebCT course and Import files
1. Go to http://webct.westga.edu
2. Click on Login to Vista

3. Make SURE to first use the Check Browser link in the top right.
4. Click on Login

5. Enter usual WebCT username & default password (example: jsmith / last 2 digits of birth year plus last 4 of SS#)
6.  Click directly on your Course Section’s title – it is a hyperlink that takes you into the a interim wizard page (read and then click START) .. and then into Build mode....
7. Let’s choose to work from the Basic View tab. Select the Basic View tab.
8. From the top right corner of the screen, click the “Content Import” button:

[image: image13.jpg]‘WebCT " My WebCT | Return to Template Manager | Help | Log out

TR view Template Migration41_sample

Basic View | Power View | Content Inventory B File Manager





9. A new window will appear asking you from where you’d like to choose the file to import... click on the MyComputer icon (sometimes you have to click twice)
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10. A new window will appear, allowing you to Browse your computer files. Find your desired packaged export  .zip file, click on the filename (it will highlight) and select Open:
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11. A new window will appear, listing the filename that is being imported... a progress bar will illustrate the progress of the import. Be patient!  This process may take several minutes.  Please do not click on anything.  You will receive several warnings which you can ignore, but pay attention to errors...
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12. When the import is complete you will get either ...

a. a message stating that your import was successful...

b. or one stating that the import is still in progress due to an error...

c. or the window will simply disappear and return you back to the Basic View tab view.

 If you do get an error it could be that only some of your files would not export... you could try clicking the “Return” button and seeing if the Import worked, by proceeding to the next step.
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	13. To Verify that your files were imported into Vista successfully.  From inside your Vista course, click the “Content Inventory” tab ...

then, click on the Learning Module icon to verify the content files are there...

or click on the Assessments icon to verify the quiz content is there.

If your Content Module or Quiz title appears in the list, then your import was successful. 

Please note:  By default, only 10 items will be displayed per page.  To view more than 10 items at one time, go to Change Editing Page




14. If when you click on “Learning Module” your content Module title appears as a hyperlink, there will be action icons that you can use to edit the settings (including the title), edit the action menu, preview, or delete the Learning Module. 
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15. Click on the hyperlinked Learning Module title to see each individual page and make changes that will apply to each unique page only. (Remember – you can click the Preview icon at any time OR add your Learning Module to the Homepage and click the VIEW tab to see it as students would.. this is described in detail in a moment…)
Please note:  By default, only 10 items will be displayed per page.  To view more than 10 items at one time, go to Change Editing Page.

Please note: Some of your pages may not have successfully imported – this is especially true of Impaticized Powerpoint files or files that are named with odd characters. Reasons vary. This is one of those disadvantages of the Export tool. 

[image: image19.jpg]1 H

ey
Content Inventory |- Select- S]] | B mansser | Pse

L & 1% @ | [~ other sarning modules

Add to Learning Module <b>Click Here< /b><br> Begin Tutorial

-

. Oname Lnkedto  actions » order
© Chat and Whiteboard» [ 1. ABCs of WebCT ver 3 o R =

B content File»

@ Discussionsn W import problem

Headingy
B Media Library Colection

& v

1t import problem

1t import problem

[ 5. How do T use email?

o

9.2. Display messages

o

9.4, Attaching files




16. Note that on the left of this Content Inventory/ Learning Module screen, you can opt to add on to your Learning Module (see image above). There are many items you can add to a VISTA Learning Module that you could not add to the old Content Module.

Please note: You have added your content to your Content Inventory but your Learning Module does not yet appear linked from the course homepage or anywhere that the student’s can find it... the Content Inventory is simply a place to be used to compile all of your content components, edit, and manage them.

You can add on to your Learning Module or any other component from here... 

OR you can add on from the Basic View. Since the Basic View is the most similar to what you are used to in WebCT 3x,   let’s explore that option...

17. Click on the Basic View tab. You will see a blank homepage and instructions for customizing a Course Toolbar and Adding components to the Homepage. 
18. Under “Add to Homepage” options on the left, choose “Learning Module” and the option will expand to ask whether you wish to create one from scratch or whether you wish to select and add one already in your Content Inventory:
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	19. Click on the title of the Learning Module you just uploaded. Your title will become highlighted.  Choose the “Add Selected” button.

20. Your Learning Module should now appear on your Course Homepage!
21. Click directly on your Learning Module to edit, preview, or remove.
22. The “View Template” tab shows you the Student View.


Part IV. How to Edit Components in your new Learning Module
1. Let’s edit one of the components in your new Learning Module. Click directly on your Learning Module and a sub-menu will appear. Click on the “Edit” option:
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2. Note that when you select “Edit”, you are taken to the “Content Inventory” tab, in order to make edits. For any existing file components that did not have an import problem, click on the tiny located below the “Linked to Component” field (see below):
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3. When you are taken to the “Edit Content File” page, you can opt to edit the HTML code (be sure not to deleted any necessary code!) and hit “Save” to save changes OR... you can opt to select the HTML Creator: ON radial button:
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4. For the purpose of this workshop, let’s select the HTML Creator: ON radial button.

Be patient! It may take a few seconds to load.
As the directions explain, “Use this WYSIWYG (What You See Is What You Get) tool to create a formatted, HTML file without entering any HTML tags. Similar to a word processor, you enter text in the window and then use the icons at the top to format the text. You can also add images by clicking on the "Insert Image" icon [image: image24.png]


and entering the correct path to your image.”

Click “Save” when your edits are complete.
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5. Once your changes are saved, you should be returned to your “Content Inventory” tab to once again view your Learning Module. Hover your cursor over each small action icon and you will see that a pop-up note describes what each icon does

	Action Icon Key[image: image26.png]
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	View Links to this Component 
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	Delete 
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	Edit 
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	Insert Selected Items Above or Below
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	Modify Component Action Menu 

	[image: image32.png]



	Modify Link Settings 
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	Preview 


6. At the bottom of the screen, note that you can check the box beside each component and indent the item:
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7. To the left of the screen, note that you can click to “Add to Learning Module” additional components (when you click to add a component, you can add ones that are already built or create on-the-fly).
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8. Regarding file components that read “!!! import problem”, you will have to delete these links using the delete action icon, retrieve the files manually (download from old version WebCT – see other directions for second option), upload, and add as a “Content File” link to your new Learning Module. 





















