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LOGGING IN TO YOUR ACCOUNT 

Before you can access your course materials you will need to login to your CourseWebs account. 

TO LOG IN TO YOUR COURSEWEBS ACCOUNT: 

1. Navigate to the login page of your CourseWebs 

account.  (The URL for your account will have 

been sent to you via an introductory email with the 

following format.) 

 http:// [yourschoolid].coursewebs.com 

2. From the login page (Figure 1), enter the User ID 

and Password that you created during registration 

and sent to you in the introductory email. 

3. Click the Login button. 

4. Once you are logged in to the system you will see 

the list of courses you are currently enrolled. 

5. Click the Login button for the course you want to 

access. 

You can also create a new user ID from the login page 

but you ǿƻƴΩǘ have access to any courses until you 

become enrolled through self-registration or by the 

course instructor. 

 

Figure 1 Log in screen. 
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COURSE HOME PAGE AND NAVIGATION PANE 

After you have successfully logged into a course, the system will take you to the Course Home Page. By default, this is the 

first page of the course (Figure 2). Users with instructor or administrator access can enter an alternate URL for the Course 

Home Page in the course settings dialog box. 

 

 

Figure 2 Course Home Page and Navigation Panes 

The Main link displays the Course Home Page. Unless otherwise indicated in the Course Settings dialog box this is the first 

page of the course. 

The Outline link displays the page titles and links to all of the course content pages. 

The Discussion Forum link displays the main page of the course forum. From here you can read and reply to individual 

discussion posts. 

The Exam Center ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ŀ ŎƻǳǊǎŜΩǎ ŎǳǊǊŜƴǘ ŜȄŀƳǎ ŀƴŘ ǾƛŜǿ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǘƘƻǎŜ ŜȄŀƳǎΦ 

Course Schedule links to a list of instructor-defined calendar of events. Scheduled event dates are highlighted in the 

calendar.  
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Profile links to your user profile. In the user profile page you can modify your name, password, email address contact 

information etc. 

The Switch Course pull-down menu provides quick access to all the courses you are currently enrolled. 

The Bookmark buttons on the top navigation bar allow you to save and view course page favorites. 

 

ACCESSING THE COURSE CONTROL PANEL 

The Course Control Panel is where all instructor-related course activities are conducted. This includes adding and 

modifying course content, creating and editing exams, managing discussion forums, scheduling events, administering the 

class roster and even creating new courses.  

To view the Course Control Panel, click LƴǎǘǊǳŎǘƻǊΩǎ /ƻƴǘǊƻƭ tŀƴŜƭ (Figure 3) from the Course Home Page. This link will 

only appear if you are logged in with an instructor (level 3) or administrator (level 5) account. 

 

 

Figure 3 LƴǎǘǊǳŎǘƻǊΩǎ /ƻƴǘǊƻƭ tŀƴŜƭ link 
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HOW TO ADD USERS (STUDENTS, INSTRUCTORS, AND ADMINISTRATORS) 

The instructor(s) of a course can easily add students from the Course Control PanelΩǎ wƻǎǘŜǊ ǎŜŎǘƛƻƴ at any time. Also, 

under certain conditions, students can add themselves to a course by self-registering. 

TO ADD STUDENTS TO A COURSE FROM THE 

COURSE CONTROL PANEL: (REQUIRES 

INSTRUCTOR ACCESS) 

1. In the Roster section click Add/Register Students 

(Figure 4). 

2. From the Registration page (Figure 5) do one of the 

following: 

¶ Enter the User ID of an existing account in the top 

section. 

¶ Create a new user ID by completing the required 

fields in the bottom section. 

3. Click Submit to add the user to the course. 

Note: Entering new students at the course level also 

creates a global account accessible through the School 

Administration page. If you delete a student from a 

course roster the account remains in the system and 

can only be deleted from the School Administration 

page. 

 

 

Figure 4 Add/Register Students link 

 

 

Figure 5 Registration page 
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TO ADD USERS TO THE SYSTEM FROM THE 

SCHOOL ADMINISTRATION PAGE: (REQUIRES 

ADMINISTRATOR ACCESS) 

1. Point your browser to the School Administration page. 

For hosted accounts, the URL for the School 

Administration page will be, 

http:// yourschoolid.coursewebs.com/cw/admin. 

For those running CourseWebs on their own server, the 

School Administration page should be accessible 

through the following path, 

http:// yourdomain/cw/admin, with yourdomain the 

same as your main web address. 

2. Click on the Manage Users button (Figure 6). 

3. From the User Profiles page (Figure 7); select Click to 

Add New Users. 

4. On the User Profile page (Figure 8) enter the 

information requested in each field.  

Note: While none of the fields at the Admin level are 

required to create a user profile, it is recommended that 

you enter a User ID and Password, provide a valid e-mail 

address and confirm the appropriate access level. By 

default, the system assigns an access level of 1. 

 

Figure 6 School Administration page 

 

 

Figure 7 User Profiles 

 

 

Figure 8 Add User Profile page 

 

http://yourschoolid.coursewebs.com/cw/admin
http://yourdomain/cw/admin
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HOW TO ADD USERS (CONTINUED) 

SELF-REGISTRATION: 

New users have the ability to self-register for a course 

through the course catalog. You can limit self registration by 

requiring a validation code or setting up an e-commerce 

system. 

If you have e-commerce setup, utilizing the CourseWebs 

shopping cart system, (Figure 9) your organization can 

collect enrollment fees during the registration process. 

 

 

Figure 9 Course Catalog 

INSTRUCTOR AND ADMINISTRATOR ACCOUNTS 

Instructor and administrator accounts are added to the system from the School Administration page and require 

Administrator access. If you have administrator privileges, be careful who you grant administrator access to since that 

user account has the ability to delete any course and individual accounts, including yours. 

Once a user has been added as an instructor to a course they have the ability to access all of the functions listed in the 

Course Control Panel for that particular course including the ability to create new courses. However, once a new course is 

created, it can only be deleted from the School Administrator page. 
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TO CREATE INSTRUCTOR AND ADMINISTRATOR 

ACCOUNTS 

1. Point your browser to the School Administration page. 

For hosted accounts, the URL for the School 

Administration page will be 

http:// yourschoolid.coursewebs.com/cw/admin. 

For those running CourseWebs on their own server, the 

School Administration page should be accessible 

through the following path, 

http:// yourdomain/cw/admin, with yourdomain equal 

to your main web address. 

3. Click on Manage Users (Figure 6). 

4. From the User Profiles page (Figure 7), select Click to 

Add New Users. 

5. From the User Profile page (Figure 8) enter the 

information requested in each field and choose the 

appropriate access level for the account (Figure 10). 

 

 

 

Figure 10 Access Level field 

 

TO ADD AN INSTRUCTOR TO A COURSE: 

1. From the School Administration Page, click on the 

Manage Courses button to access the list of existing 

courses. 

2. From the Instructor column of the course list, click on 

the Manage link that corresponds to the course you 

want to add an instructor. 

3. In the Manage Instructors dialog box (Figure 11), enter 

an existing User ID. 

Repeat the steps above to add additional instructors to a 

course. 

 

 

Figure 11 Manage Instructors dialog box 

 

 

 

http://yourschool_id.coursewebs.com/cw/admin
http://yourdomain/cw/admin
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HOW TO CREATE A NEW COURSE 

New courses are created directly from the Course Control Panel by users with instructor (level 3) or administrator (level 

5) access. 

TO CREATE A NEW COURSE FROM THE COURSE 

CONTROL PANEL: 

1. Navigate to the Course Control Panel. 

2. Click on Create a New Course (Figure 12). 

3. Enter a unique course ID in the New Course window. 

(Use letters and numbers only with no spaces or 

special characters). 

4. Click Continue. Once the course has been added to the 

system you will receive a message that your course has 

been setup. 

5. Hit the Refresh button on your browser menu and click 

on the Switch Course pull-down menu (Figure 13) to 

switch to the course you just added.  

 

 

Figure 12 Create a New Course link 

 

 

Figure 13 Switch Course pull-down menu 
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TO MODIFY COURSE SETTINGS: 

1. Navigate to the Course Control Panel.  

2. Check the Course ID display to verify that you are in 

the correct course (Figure 14). If not, select the course 

from the Switch Course pull-down menu. 

3. Click Course Settings (Figure 14) from the 

Content/Settings/File section. 

4. From the Course Settings page (Figure 15) use the 

appropriate settings to define the individual course 

characteristics.  

SETTINGS DESCRIPTIONS: 

Course Title is the name that will display in the course 

catalog and on the login page. 

Information included in the Description field will show 

in the catalog and from the course specific login page. 

The Duration field allows you to limit the length of 

time a student can access a course. The time begins 

when a student is registered for the course. 

The Start and End Dates establish the range of dates 

that all users have access to the course. These dates 

can be updated at any time. 

The validation code allows you to control access to a 

course. If you enter a validation code on the course 

settings page, new users must enter that code to 

complete registration for that course. 

Enter a URL in the Alternative Course Home Page field 

to designate a different home page than the first page 

of the course outline. 

Record time spent on each page tracks the amount of 

time students spend reading course materials. When 

this option is selected students can monitor total time 

spent on each page and the cumulative total from the 

Outline. 

The Final exam study time designates the amount of 

time a student must spend reading course materials 

before they can access the final exam. 

 

 

 

 

 

 

 

 

Figure 14 Course ID and Course Settings link 

 

Figure 15 Course Settings dialog box 
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TO MODIFY COURSE SETTINGS: (CONTINUED) 

SETTINGS DESCRIPTIONS: (CONTINUED) 

Select Require sequential chapter access to require students 

to access chapters in the order they appear in the outline. 

 

 The Chapter indicator depth defines the outline depth that is 

designated as a chapter. All pages equal to or below (higher 

number) that depth are included as part of that chapter. 

 

 The functionality of sequential chapter access and chapter 

indicator depth ǇŜǊŦƻǊƳ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ άǘŀƎƎŜŘέ 

chapter quizzes that must be passed in order to advance to 

subsequent section. (see Exam Settings for instructions on 

tagging exams to specific chapters). 

 

The pop up timer is used to limit inactivity within course 

materials. The timer, which can be set to any amount of time 

(in minutes), appears after X minutes and requires the user 

ǘƻ άŀƴƴƻǳƴŎŜέ ǘƘŜƛǊ ǇǊŜǎŜƴŎŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άL ŀƳ ƘŜǊŜέ 

button. The countdown timer appears on the popup timer 

and gives the user X seconds to click the button before being 

logged off the system. These timers are critical in preventing 

a user from parking their browser on a content page and 

compiling time without actually engaging in the content. 

 

 

 

 

 

 

 

 

 

 



CourseWebs Quick Start Guide 

12  ©2007 CourseWebs 

 

HOW TO ADD CONTENT TO A COURSE 

To add content to a course, first you need to create the page where the content will appear. This is done through the 

Content and Outline Editor page which is also where the order and structure of your course pages are managed. 

 

TO ADD A NEW COURSE PAGE: 

1. From the Course Control Panel, click Edit Content 

(Figure 16). 

2. From the Outline and Content Editor (Figure 17), click 

one of the New icons on the right. 

3. Enter a title and click the Create Page button. 

 

Figure 16 Edit Content link 

 

 

Figure 17 Outline and Content Editor page 
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TO ADD OR EDIT CONTENT ON A COURSE PAGE: 

CourseWebs comes with a built-in WYSIWYG (What You See Is What You Get) content editor which functions much 

like a word processing program. To add or edit content using the content editor, 

1. From the Course Control Panel, click Edit Content.  

2. From the Outline and Content Editor click the Edit button that corresponds with the page you want to add or 

edit content. 

3. Within the WYSIWYG Content Editor (Figure 18) you can change the page title and edit the existing page 

content from the work area below. 

CƻǊ ŀ ǎƘƻǊǘ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ŜŀŎƘ ǘƻƻƭΩǎ ŦǳƴŎǘƛƻƴŀƭƛǘȅ Ƴouse over the icons in the Content Editor toolbar. 

For more detailed information on the use of the content editor view our tutorials at 

http://www.coursewebs.com/tutorials/. 

 

Figure 18 Content Editor 

 

TO REORDER COURSE PAGES:  

1. From the Outline and Content Editor change the 

number of the page(s) in the Sort Order column to the 

desired position within the course (Figure 19). 

2. Click Save Changes to automatically reorder the pages 

in the outline. 

 

 

Figure 19 Changing Course Page Order 

 

 

http://www.coursewebs.com/tutorials/
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HOW TO CREATE AN EXAM 

Before you create an exam it is recommended that you first add questions to the exam questions database. 

 

TO ADD EXAM QUESTIONS TO THE DATABASE: 

1. From the Course Control Panel, click on Add Questions 

to the Database (Figure 20) located in the Exam System 

section. 

2. From the exam question page (Figure 21) choose a 

question type by clicking one of the options at the 

bottom of the screen (default is Multiple Choice). 

3. Enter a category name in the Category box.  

Use Categories to sort exam questions by topic for easy 

selection when creating exams. 

4. Enter the question, answer and the detractors in the 

appropriate fields.  

5. Text entered in the Feedback box will display when a 

student is reviewing their exam after it has been 

completed. 

6. Check the Make this question public to share the 

question with other courses within your CourseWebs 

account. 

7. Click Save Changes. 

Repeat steps 1-7 to add additional test questions to the 

database. 

 

Figure 20 Add Questions to Database link 
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TO ADD EXAM QUESTIONS TO THE DATABASE: (CONTINUED) 

 

 

Figure 21 Exam Question page 

 

CREATING AN EXAM 

!ŦǘŜǊ ȅƻǳ ƘŀǾŜ ŀŘŘŜŘ ŜȄŀƳ ǉǳŜǎǘƛƻƴǎ ǘƻ ǘƘŜ ŘŀǘŀōŀǎŜ ƛǘΩǎ time to create the exam. CourseWebs allows you to create tests 

with a variety of options. You can build exams from a random set of questions, create timed exams, define a passing 

score, control the sequence of exams, email results, email a certificate of completion, enable retakes and much more. 
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TO CREATE A EXAM: 

Exam Settings options 

1. From the Course Control Panel, click on Create New 

Exam (Figure 22) located in the Exam System section. 

2. From the Exam Builder page, fill in the exam form 

options. (See field descriptions in Figure 23 below.) 

3. Click Create Exam, when you have completed the form 

options. 

 

 

Figure 22 Create New Exam link 


