Re-build Method of Migration – Step 2: Upload to Course to Vista Course Section
1. Go to http://webct.westga.edu
2. Click on Login to WebCT Vista
3. Click on Login & Enter WebCT username (same as e-mail username) & default password (last 2 digits of birthyear plus last 4 of SS#)
4. Click on the desired course section for which you have been assigned the role as Section Designer/ Section Instructor
5. Click directly on your Course’s title – it is a hyperlink that takes you into the Build mode (or possibly an interim wizard page – just read it and click Start)

6.  Let’s choose to work from the Basic View tab. Select the Basic View tab.
7. Let’s upload our files... Click on the File Manager link in the top right hand corner of the screen. 

8. From your File Manager tree, click on the “My Files” directory. 
9. Before simply uploading all of your files to this one directory, take the time to assess whether you should add sub-folders for your files, in order to make course management/ file management easier.

10. For example, I will create a sub-folder called “Module 1” for our DLC class. In this sub-folder is where I will add all content related to this module’s instruction, lecture notes, and assignments. 

11. To create a sub-folder, select the “Create Folder” button on the left. Type a name for your folder and hit your Enter key. 

12. When your folder name appears, click on its name to enter that folder.

13. Select the “Upload” button. 

14. Browse your computer or disk to find one file at a time or the .zip file you downloaded from your WebCT CE course. 

15. Once you locate your file, click on its name, click “Open” and the filename and location will appear in the necessary upload text box. 

16. If you uploaded a .zip file you can check the “Automatically expand uploaded Zip files” option – (this is a great new shortcut!)

17. When you are done select “Save”.

18. Your files should all be there now!

19. Return to the Build/ Basic tab
20. From the Homepage you can now proceed to use the options at left to add a Learning Module and then add each file as a content file; there are also many other options at this point.  

Recall that you can use indent options, heading options and re-order options to change the layout of a Learning Module. 

Recall that you can add a discussion topic pertinent to this specific topic, right within a Learning Module. You can also add a self-test, a chat instance, multi-media objects, website links... all right here in a linear format.

Use the HELP link in the top left or contact the DE Dept for assistance (678-839-6248).
