Part 2

Communication Tools in WebCT

· This section covers:

· Discussions 

· Mail 

· Chat 

· General Tips for Fostering Communication & Interaction
Communication Tools such as Discussions, Mail and Chat are used for in-course asynchronous (any time any where) and synchronous (same time) interaction. 

From the Homepage select "Communication tools". This section by default contains Mail, Discussions and Chat.
[image: image14.jpg]template

Homepage > Communication Tools

“ Communication Tools

B TR

Mail Discussions chat

To 2dd text to this area of your page, click Add lower textblock.



[image: image15.jpg]Subject: Module 2 directions

Message no. 4
Author: Linda Mcconnell (uhsysmcconnel3)
Date: Thursday, October 2, 2003 11:33am

Please open attachment to view specific directions for the homework
assignment in Module 2.

Osce prsched

..puij“ Forward] [Quote] [Downioad] | [Close]

= =



[image: image16.jpg]A course with WebCT's basic template

iew N Designer Options

Homepage > Communication Taols > Discussions > Unit 1

Discussion Messages: Unit 1

(eompogs mesoge] g ] (S aral s s

Display & S4qUnread | wThreaded L Unthreaded Select topic: [Unit 1 ] [Go]

No unread messages were found.




[image: image1.jpg]Control

¥ Course Menu

Homepage

Course Content
Syliabus
Calendar

Communication
Mail
Discussions
Chat

Study Tools
Homepages

[[View N[ Designer options

A course with WebCT's basic template

Homepage

To 2dd text to this area of your page, click Add upper textblock.

B S TR,

Course Content
and Related Communication
Materials Tools Study Tools

To 2dd text to this area of your page, click Add lower textblock.

Actions
e indicates 2 selection Is required
from the main frame.

2 Use Homepage Wizard





Discussions:

WebCT Discussions is a asynchronous tool used to create interaction and a sense of community online. Faculty will typically create discussion topics based on course content, post an initial question and students submit their replies/answers.

WebCT Discussion Topic areas could be based on, but not limited to the following:

· Chapter/Unit question

· Lecture topic

· Research project

· Course feedback

**WebCT Topic areas by default are “Public” meaning everyone in the course can view, access, and post to it. 

To enter Discussions from within the Communication Tools section of the course, click on the "Discussons". Once inside Discussions the following Folders, Options and organization features are available (very similar to Mail):

Default Folders:

Main: general posting area - basically if a student posts a message and is unsure what topic area to post under it will automatically go to main

Notes: posting area linked to the Course Content Tool (now available via Discussions) - most often faculty will "hide" this topic area so not to confuse students (to hide, make it Pirvate and don't add any members)

All: contains all postings 
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Creating a Private Topic

Private topics can be created for group discussions among selected students. Only those student members added to a Private Topic area can view and post to the Topic.

From Discussions select to the button for "Create topic" (located on the right) and type in a topic title, click "Create" when done.
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Topic areas, including Main and Notes, can be made "Private", "Anonymous" or "Locked". 

To make this new Topic Private check the checkbox in the Private column and select the "Update" button.
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Select Members for Private Topic

Once a Topic area has been made private members (students) will need to be added. Check the checkbox next to the private topic over to the right select the button for "Manage members".
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Click the button for "Select members", check the check box(s) by student(s) names INCLUDING yourself or you will not have access to the topic and click "Update". 
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Click the "Done" button after selecting group members. Remember that only those group members can view the topic, no other student not part of that group will have access.
Compose a Discussion Message

Click on a Topic area in which you want to post your message "Compose message". 
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Click on the button for "Compose Message".


To help guide students, post an initial message in each new topic area. Entering a subject header such as "Read Me" or "Important Directions" can focus students attention to read your message first.

Topic: use pull down menu to choose topic area you wish to post to
Subject: click and type in a subject header

Message: click and type in discussion message
Attachments: click Browse to locate and pick file to attach, clicking Attach file button to complete the process
Post: click to post message



Read a Discussion Message

Enter a desired topic area.
Click on the message title to open (if you see a green triangle next to the message header it is considered a thread, click the triangle to open and click message title(s) located in the thread).
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Mail: 

Mail is an asynchronous tool and is “Internal” to WebCT, meaning students must log into the course in order to send and receive mail messages. 

This tool is best used for sending mail to a selected (small) number of students at any one time. If you plan on communicating with the entire class often it may be best to set up a mail alias OUTSIDE of WebCT OR utilize the Discussions Tool so everyone can view responses.
To set up such a mail alias you can go to <https://sunsys.its.hawaii.edu/accmgmt>.

To enter WebCT Mail, click on the "Mail" icon. Once inside Mail the following Folders, Options for folders and messages are available:

Default Folders:

Inbox: contains new messages

Outbox: contains messages sent

Draft: contains messages saved as a draft 

All: contains all messages sent and received
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Compose message allows instructors and students to create, send an attachment and post a mail message

Search allows instructors to search through All mail messages based on specific criteria.
Message Settings allows the instructor to set mail forwarding, number of threads per page and length of the message subject line.

Compose a Mail Message

To create a message click on "Compose message" button located at the top of the mail folder table. 

For Send to: click the Browse button to select student(s) name from the Student Database (to select more than 1 name hold down CTRL key - Windows or the Apple key - Macintosh), click "Select" button once student(s) have been selected.

For Subject: click and type in a subject header

For Message: click and type in mail message

For Attachments: click Browse to locate and pick file to attach, clicking Attach file button to complete the process

To Send: click to post message
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Read a Mail Message

To read a message, click the "Inbox" folder.
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Click on the message title to open (if you see a green triangle next to the message header it is considered a thread, click the triangle to open and click message title(s) located in the thread).
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To respond to a message

Once a message is opened you have the following options:

Reply: select to make a reply

Forward: select to forward to an email address

Quote: select to reply and quote 

Download: select to download message as a text document

Close: choose to exit

See Attached: if available, choose to select to download the attached file


Chat

Chat is considered a synchronous tool, meaning if you plan on using chat students need to be on the computer at the same time in order to participate. 

Chat could be used for, but not limited to:

· Project discussion

· Guest speakers

· Office Hours

To enter Chat from within the Communication Tools section of the course, click on the "Chat" icon. Once inside Chat the following Rooms, Options and customize features are available:

Rooms

Rooms 1 through 4: use for small group chat

General Chat for a course with WebCT: use for general whole group course chat

General Chat for All Courses: student can chat with others taking WebCT courses if logged in at the same time


To Chat

Enter a chat room to begin a live discussion. Once inside a room the following features are available:

Output Interaction Box: all chat discussions will be viewable here

Users Logged On: lists all users logged into the chat session

Enter your message below: click and type selecting the "Return" or "Enter" key on you keyboard to enter a message

Send URL: click to enter a URL to pop up to all viewers logged on

Quit: select to end chat session and return to Chat area
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General Tips for Fostering Communication & Interaction

Things to consider brought to you by -

Full Circle Associates (http://fullcirc.com) and Linda Mcconnell (ITS/DLUS)
· Be as explicit as possible in your communication. 

Email students prior to the beginning of course, direct them where they need to log in, what they need to do for that first day/week, attach the syllabus.

· Build trust by doing what you say you will do, especially in providing feedback and being consistent in your communicating with students. Encourage others to do the same.

Student Guidance and Interaction Tips

· Make rules, expectations or norms consistent, explicit and clear.

This should be done in your syllabus as well as any directional information provided in postings/assignments, etc.

· Provide orientation materials and paths for all new members. 

Send them to an orientation web site, indicate that there is a Help link available in the course which provides information on how to use tools, create fun/simple activities that have them experience the tool before using in a graded assignment.

· Provide ongoing (and often repeated) guidance on "what goes where" in any interaction space.

In the online environment, students need a little hand holding, by providing clear/concise, step-by-step information and instructions in the first few weeks of class.

· Encourage the use of personal profiles to build relationships. 

Create an Introductory forum where students can provide information about themselves OR using the Student Homepage tool to create mini homepages about themselves.

· Use small group activities to build relationships and "get acquainted."

As an introductory activity students can be assigned to email one person and share information about them - i.e., why they are taking the class, hobbies, family, etc., then that person will introduce the other in a discussion topic area created for that activity.

· Respond to all first-time participants. Welcome people by name.

Supply prompt and consistent feedback/communication. Students want to know you care, that you are online with them.

· Acknowledge and reciprocate participation. 

Model desired behavior, active participation.

· Reply to messages that get no other recognition. Even if it is a "treading water reply." 

Don't leave individuals out, try to equally respond to everyone.

· Use questions (open ended) to encourage participation.

This models appropriate behavior, you want students to respond by other means than just "yes, I agree".

· Stimulate input with positive private emails to individuals.

If students seem to be shy about participating, communicate via email, have them send you their response, provide enthusiasm and guide them to try to use a more public forum. 

· Notice if someone is "missing" for long periods of time. Email them and invite them back.

· Let others know when you will be offline for extended periods of time. 

If you plan on being offline for a length of time, let students know. It helps to set up a daily time routine by informing students times in which you will be online reading posts and supplying feedback (MTW, for 4-5 hours). This helps students know to not panic if feedback is not supplied by a certain time.

· Nurture others to help host and facilitate the group. 

Create group projects and assign leaders, secretaries, etc (make sure students understand their role and what is expected of them, may want to do simple fun tasks first till they understand their roles). 

Encourage peer-to-peer interaction by responding to students and referring what another student may have posted on the same topic, encourage them to respond to each other.

· Ask members for feedback. What is working for them? What is not? What is missing? 

Create an anonymous discussion area for course feedback. 
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NOTE: if having students submit an attachment have them add extension names as part of their file name. 





Extension names better enable the user to open the attached file. 





For example if a student is sending a word document or PowerPoint file as an attachment they should use .doc or .ppt at then end of the file name.








Default Folders





Folder and Message options





NOTE: if having students submit an attachment have them add extension names as part of their file name. 





Extension names better enable the user to open the attached file. 





For example if a student is sending a word document or PowerPoint file as an attachment they should use .doc or .ppt at then end of the file name.





To create a new topic area Click "Create topic button , enter a title and click "Create"
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A word about Threads or threading of messages:


Threaded displays message(s) by subject header


Unthreaded displays message(s) in chronological order
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To make a topic Anonymous select the checkbox in the "Anonymous" column. Anonymous messages will not have an associated ID attached to it. 





To Lock a topic select the checkbox in the "Locked" column. Students will not be able to post till you have UNCHECKED "Locked" and updated.
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To send a Private message click on the Users name in the "Users Logged  On" area and proceed to enter and send the message. 





Click on their name again to deselect.
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