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CourseWebs Quick Start Guide

LOGGING IN TO YOURGOUNT

Before you can access your coumsaterials you will need to lag to yourCourseWebs account

TOLOG IN TO YOUR COBWEBS ACCOUNT

1.

Navigate tathe logn page of your CourseWebs
account. (The URL for your accouwill have
been sent to you via an introductory emuwiith the
following format.)

http:// [yourschoolid.coursewebs.com

From the logn page(Figure ), enter theUser ID
and Passwordhat you createdduring registration
andsentto youin the introductory email.

Click theLoginbutton.

Once you are logged in to the system you ek
the list of courses you areurrentlyenrolled.

Click theLogin button for the course you want to
access.

You can also create a new user i@nf the login page
but youg 2 yh@vgéaccesgo any coursesintil you
become enrolled through setkgistration or by the
course instructor.

Please Login to Continue

User ID:

Password:

] create a New User ID

Figurel Log in screen.
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COURSE HOME PAGHKD NAVIGATION PANE

After you have successfullpgged intoa coursethe systemwill takeyou to theCourse Home Pag8y default thisis the
first page of the courséFigure 3. Users with instructoor administrabr accesganenter an alternate URfor the Course
Home Page in the course settings dialog box.

Side Navigation Bar Course Home Page Top Navigation Bar

beekeeping - Online Classroom - Microsoft |nternet Explorer -8

Fik Edit View Favorites Tools Help -
(Y [ A % A = 2 — -

@ Back ~ \\_) m @ .’_l\J /,\ Searth < ¢ Favorites e‘( = & v * G’ '&

dHress @ http://coursewebs.com/courses/beekeepingfindex.asp E Go Links

[ <-- Previoud | Next --> Outline Title: Beginning Beekeeping Add Bookmark | Show Bookmarks Page 1 of 29 ‘

»

T

user name

WELCOME TO T 3

Welcome to Beginning Beekeeping!

Introduction to
Beekeeping
(beekeeping)

Main
Outline
Discussion Forum
Exam Center
Course Schedule
Profile
Log Off

‘ Switch Course... |v

e % | | This introductory course will give an overview of the basic concepts of beekeeping. Click 'Next

28203031 1 2 3 to continue, or 'Show Outline' to see the entire course outline.

456 7 8910 [ < Previous | Next—> |

111213 14:15 16'17
18 19 20 21 22 23 24
25 26 27 2829 30 1

@ 2006

@ O Internet

Figure2 Course Hom®ageand NavigatiorPane

TheMain link displayshe Course Home Pagé&nless otherwise indicated in the CoaiSettings dialog box this is the first
page of the course.

The Outlinelink displays the pagetitle sandlinksto all of the coursecontentpages

TheDiscussion Forutink displayghe main pae of the courséorum. From here you can read and reply taividual
discussion posts.

TheExamCentek & 6 KSNB &2dz Oy | 00S&aa | 02dz2NBESQa OdzNNByid SEF Ya

Course Schedulimks to a list ofnstructor-definedcalendar ofvents.Scheduled event datesre highlighted in the
calerdar.
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Profilelinks to your useprofile. In the userprofile pageyou can modify youname,password, email address contact
information etc.

TheSwitch Courspull-down menuprovidesquick access tall the coursesyou are currently enrolled.

TheBookmarkbuttons on the top navigatiobar allow you to save and view course page favorites.

ACCESSING TEBURSEONTROL PANEL

The Course Control Panel is wheraratructor-related courseactivities are conducted. This includes adding and

modifying course caent, creating and editing exams, managing discussion forums, scheduling events, administering the
class roster and even creating new courses.

Toviewthe Course Control Panel, clicky & (i NXzO (i 2 NX @igutes ffamNtR Coutsd HoBd Pagkhis Ink will
only appear if you are logged in with an instructor (level 3) or administrator (level 5) account.

1 June 2006 3
S M TW T FS
2829 3031 1 2 3
4 5 6 7 8 910

11 12 13 14 15 1617
18 19 20 21 22 2324

25 28 27 28 2930 1

Instructor's Contrel Panel *—

€ 2006

Done

Figure3L y & ( NHzOG 2 NXJigk / 2y G NBf t | y St

©2007 CourseWebs



Quick Start Guide

HOW TO ADD USERSUB®ENTS, INSTRUCTORISD ADMINISTRATORS

The hstructor(9 of a course carasilyadd students from the Course Control Padél w2 a (i & hdy tnfe.Q\sd\, 2 v
under certainconditions,students can add themselves to a course by-sdfstering.

TOADD STUDENT® A COURFROM THE
COURSE CONTROL PANRHQWRES

INSTRUCTORCCESS)
1. Inthe Roster section clickdd/Register Students
(Figure 3.
2. From the Rgistration pagdFigure5) do one of the
following:

Y Enterthe User ID of an existing accountthe top
section

Y Create a new user ID lmpmpletingthe required
fieldsin the bottom section.

3. ClickSubmitto addthe user to the course.

Note: Entering new students at the course level alsc
creates a global accouatcessible through the Schoc
Administration pagelf you delete a student from a
course rostethe acount remains in the system and
can only be deleteffom the SchooAdministration
page

©2007 CourseWwbs

» Class Roster

% Add/Register EtudentEﬁ

# Course Home Page

% Create a New Course
% Log Off ™
ra I 3|

Figure4 Add/Register Studentink

Registratiﬂn, User IDfor
existing
accounts
Instructors: Enter..__ nt ID:
User ID: ['4-15 characters
OR-
Create a new User ID
(Scroll down to submit.)
*User ID:
*“First Name: |
*Last Name: |
*E-mail: |
*password:

Figure5 Registration page
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TOADD USERTOTHE SYSTERMROMTHE Qo - %] B B Osemer prmois €
SCHOOL ADIMISTRATION PAGREQUIRES Address | €] https/jmatt.coursewebs. com/ow/admin/sch_admin,asp
ADMINISTRATOR ACQESS
1. Point your browser to th&chool Administratiopage. School ID: matt

For hosted accountshe URL for the School ([ Activity Report ] [___Visitor Tracking Reports ] [_Hanage Users |

Administration page will be
http:// yourschoolidcousewebs.com/cw/admin

Figure6 School Administration page
Forthose running CourseWebs on their own sentke
School Aministration page should be accebs
through the following path,

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

same agour main web address School ID: matt
2. Click orthe Manage Usersutton (Figure §. [ Activity Report ] [ visttor Tracking Reports ] [_tanagevsers | [_|
3. From the User Profiles paggigure 7; selectClick to ] 3] ] ] e ] il be| )

Add New Users

R vt v

4' On theuser PrOfilq)age(Figure 8bnter the fz " SZD\;go ;w;go zR\\:era :na:t ;iekgoR\vera@nomail.com

information requestedin eaCh f|e|d & 2 JoeSmith Joe Smith matt  joesmith@gmail.com
Note: While none of the fieldat the Admin levelare Figure7 User Profiles

required to create a user profil&,is recommended that
you entera User ID and Password, provide a validal
address anatonfirm the appropriateaccess leveBy
default, thesystemassigns an access level of 1. User Profile

User ID |
First Name
Last Name

E-mail
Password

Social Security Mo.

Figure8 Add User Profile page
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Coursewebs Learning Management System

HOW TO ADD USERSONTINUED Course Catalog

SELFREGISTRATION

New usersave the ability teselfregister for a course Course Name: £9/129@ 101 Course 10:

through the course catalogyou carimit self registratiorby Description: The ﬂrst course you take

. ) ) . in college.

requiringa validation code or setting up arcemmerce Price: Free

system.

If you have ecommerce setup, utilizing th€ourseWebs

shopping cart systengFigure 9 your organization can Course Name: £9!leg@ 102 Course 10:

collect enrolimenfeesduring the registration process. PEsEiane I:feﬁgcfé‘ll‘lgc:“rse you
Price: Free

Figure9 Course Catalog

INSTRUCTOR AND ADMINRATOR ACCOUNTS

Instructor and administrator accounts are added to the system from the School Administration page and require
Administrator acess. If you have administrator privileges, be careful who you grant administrator access to since that
user accounhas the ability to deletany courseand individual accountsncluding yours.

Oncea user has been added as an instructor to a cothreg havethe ability to access all of tHenctionslisted in the
Course Control Panel for thparticular coursencludingthe ability to create new courseklowever, mcea new course is
created it can onlybe deletedfrom the School Aiministratorpage
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TO CREATENSTRUCTOR AND ADMIMNRATOR
ACCOUNTS

1.

Point your browser to thé&chool Administratiopage.

For hosted accounts, the URL for the School
Administration page will be
http:// yourschoolidcourswebs.com/cw/admin

For those running CourseWebs on their own server,

School Administration page should be accessible
through the following path,

http:// yourdomain/cw/admin, with yourdomainequal
to your main veb address.

Click orManage UsergFigure 6.

From the User Profiles pageigure 3, selectClick to
Add New Users

From the User Profilpage Figure 8)enter the
information requestedn each fieldand doose the
appropriate access level for the accoyRtgure 10.

TO ADD AN INSTRUCTKIRA COURSE:

1.

From the School Administration Page, click on the
Manage Coursgbutton to access the list of existing
courses.

Fromthe Instructorcolumn of the carse list click on
the Managelink that corresponds tdhe courseyou
want to add an instructar

In the Manage Instructors dialog bdxigure 11)enter
anexistingUserlD.

Repeat the steps above tadd additionalinstructors to a
course.

enroll Date

Notes

Access Level 3| (1=Student; 3=Instructor; S=Administrator)

[_update | [ cancel | [ Back to User List |

Figurel0Access Level field

School ID: trainingu

[ Activity Report ] [ Visitor Tracking Reports

Course ID: QuickStartGuide
Instructor ID: | TomJones

Add Instructor

Instructor(s) for QuickStartGuide

| User ID [Last Name]First NameDelete
JoeSmith Smith Joe Delete

Figurell Manage Instructors dialog box
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HOW TO CREATE A NEXMURSE

New courses are creatatirectly from theCourse Control Pandly users with instructor (level 3) or administrator (level
5) access.

TOCREATE NEW COURSE FROMET®ODURSE
CONTROL PANEL: . _
2 Ediff Aapprove Messages

1. Navigate to theCourse Control Panel Calendar / Schedule

. . /Edi
2. Click onCreate a New Coursigure 13. ceEEerieiEr s

#» Wiew Scheduls

3. Enter auniquecourse I0n the New Course window m

(Use lettersand numbers only with no spaces U

special characte)s
P D % Add/Register Students

4. ClickContinue.Once the course has beaaded to the # Course Home Page
system you wilteceivea messagé¢hat your course ha # Create a New Course *__
been setup. » Log Off o

5. Hit the Refresh button on your browser menu and ¢
on the Switch Courseull-down menu Figure 13 to Figurel2 Create a New Coursiak
switch tothe course you just added.

CourseWEess =

Course Control Panel
Course ID:College301

Switch Course... v

Switch Course...
College20 |
N college101
1College3l
= ContentEditor
= fCollegedd,

» |QuickStartlejide

.'cnllege‘lﬂ_?‘_ -

# Create New Exam

Figurel3 Switch Course putlown menu
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TOMODIFYCOURSEETTINGS:

1.
2.

Navigate to theCourse Control Panel

Check the Course ID displayverify thatyou are in
the correctcourse(Figure 14. If not, select the course
from the Switch Courseull-down menu.

ClickCourse SettinggFigure 14¥rom the
Content/Settings/File section.

Fromthe Course Settingpage Figure 1) use the
appropriate settings to definthe individual course
characteristics

SETTINGS DESCRIPBION

10

Course Titlés thenamethat will displayin the course
catalog andn thelogin page.

Information included in théescriptiorfield will show
in the catdog andfrom the course specific lag page.

TheDurationfield allows you tdimit the length of
time a studentcanaccess a coursd he timebegins
when astudentis registeredor the course.

TheStartand End Dategstablish therange ofdates
that all usershave access to the cours&hese dtes
can beupdatedat any time.

Thevalidation codeallows you tocontrol access to a
course. lfyouenter avalidation codeon the course
settingspage new usersmustenter that code to
complete registratiorfor that course.

Enter a URL in thalternative Course Home Pafijeld
to designae a different home page than the first pag
of the courseoutline.

Record time spent on each pafgacksthe amount of
time students spend reading course materials. Whe
this option isselectedstudentscanmonitor total time
spent on each pagena the cunulative totalfrom the
Outline.

TheFinal exam study timdesignatesthe amount of
time a student must spend reading course material:
before they can access the final exam.

Current Course

CourseWEss »

Course Control/Panel
Course ID:College401

Switch Course... Ml

Content/Settings /f File
#» Course Settings ﬁ

#» Look B Feel| Options

# Edit Content

# File Manager
| Cwan Cuctons

Figurel4 Course ID and Course Settings link

[Course Settings

Course ID
Course Title

i scorereport
! Score Report (student progress)

Description:

Credits:

List in the Course Catalog:
Duration:

Start Date:

End Date:

walidation Code:

Alternative Course Home Page:
Record time spent on each page:
Final exam study time (minutes):
Use sequential chapter access:
Chapter indicator depth:

Popup timer:

Countdown timer:

Price:

this course test the student progress
and timeout pop up function.

3

Course Catalog - Click Here to Enrall,
60 days (O=unlimited)

| 2007 |»

s | 2009 |v

16 | »| | August
16 % | | August

360 (Wumbers only)
1 (Numnbers only)

30 (In minutes, 0 means no popups)

©

0 (In seconds, 0 means default of 30 seconds)

199 (Numbers only)

Update Settings

Figurel5 Course Settings dialog box
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TO MODIFYCOURSBETTINGS: (CONTINYED

SETTINGS DESCRIPBIQBONTINUED)
SelectRequiresequential chpter access$o require students
to access chapters in the order they appear in the outline.

TheChapter indicator depthefines the outlinedepththat is
designated as a chapter. All pages equal tbelow (higher
number)that depth are included as paxtf that chapter.

Thefunctionality ofsequential chapter acceasid chapter

indicator depthlJSNF 2 N Ay O2yadzy OlA2y gAGK
chapter quizzes that must be passed in order to advance to

subsequent section. (see Exam Settingsrfstructions on

taggirg exams to specific chaptérs

Thepop up time is usel 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

02 ol diyKSA NI LINB aly OSY oRSNB & O Ay 3
button. Thecountdown timerappears orthe popup timer

and giveghe 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

compilng time without actually engaging in the content.

©2007 CourseWwbs
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HOW TO ADD CONTEND A ©@URSE

To add content to a coursérst you need tocreate the pagevherethe content willappear This is done through the
Content and Outline Editor pagehich isalsowhere the order andtructure of your course pages are managed.

oy
TOADDA NEWCOURSE PAGE: CourseWess 2/
Course Control Panel
1. From the Course Control Panel, cliedit Content Course ID:College401
(Figurel6).

| Switch Course... kl

Content/Settings /File

#» Course Settings
» Look B Feel Options

#» Edit Content ﬁ

» File Manager

2. Fromthe Outline and Content EditoFigure 17, click
one of theNewiconson the right.

3. Enter atite and click th&€Create Pagéutton.

Figurel6 Edit Contentink

QOutline and Content Editor

ot epth Title Edit NewViewDelete
Order

Bl Welcome B b
- Thig ig page 2 E EW-@ ﬁi
EEI ~- This is page 3 E E‘”-@ [

Figurel7 Outline and Content Editor page
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TO ADD OR EDIT CONTEON A COURSE PAGE:

CourseWebs comes with a buitt WYSIWY@Vhat Yar See Is What Yowe@ content editorwhich functionamuch
like a word processing prograriio add or edit content using the comteeditor,

1. From the Course Control Panel, cligdit Content

2. From the Outline and Content Editdiak the Edit button that corresponds withthe page you want to add ot
edit content.

3. Within the WYSIWYGontent Editor Eigure18) you can change the page title and edit the existing page
content from the work area below.

C2NJ I aAK2NI RSaONX LI A Dyse @eftheSchbn® ik thel GogtdntEditorfodaya® G A 2 v

For moredetailedinformation on theuseof the content editorview our tutorials at
http://www.coursewebs.com/tutorials/

Content Editor Content Editor Toolbar
Title \Welcome
H O #2 * ADlveodoe @M T
5 | Paragraph = FontMame = Size B i U a? a, | E = = E |IE IE = =
=Enter course content here.. |
Figure18 Content Editor
TO REORDER COURSEHSA Qutline and Content
1. From theOutline and Content Editochange the
numberof the pagés)in the Sort Order column tthe 1 0 = Welcome!
desiredpositionwithin the course Eigure B). G 2 1 o This is p
2. ClickSave Change® automatically reorder the pages 2 1 ----------- This is p
in the outine. 4 1 — another
[ Save Changes ]

Figurel9 Changing Course Page Order

©2007 CourseWwbs
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HOW TO CREATE AXAM

Before you create an exainisrecommended that yotirst add questionsto the exam questions database.

TO ADD EXAM QUEST8ONDO THE DATABASE

1.

7.

From the Cours Control Panel, click ohdd Questions
to the DatabasgFigure 2Qlocated in the Exam Syste
section.

Fromthe examquestion pageKigure 2) choose a
guestion type by clicking @nofthe options at the
bottom of the screen (default isultiple Choice).

Enter a category nhame in the Category box.

UseCategories to sort exam questiobyg topicfor easy
selection whertreatingexams.

Enter thequestion answerand the detractorsn the
appropriate fields.

Textentered in the Feedback box wiisplaywhena
student is reviewingheir examafter it has been
completed.

Check theMake this question publido share the
guestionwith other courses within your CourseWebs
account

ClickSave Changes.

Repeat steps-¥ to add additionaltest questiongo the
databae.

Exam System

# Create New Exam

# Edit an Existing Exam

# Copy an Exam

# Exam Results / Re-score

# List Certificates

w Browse Questions in
Database

#» Exam Statistics

e . o ]

# Add Questions to DatabaE*—

Figure20 Add Questions to Database link
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TO ADD EXAM QUEST8OND THE DATABASEONTINUED)

Muitiple Choice Question

Category: |None None vl

Question [Tdentify thf final battle of the American Civil War.

Fort Sunmter
YRS

Bull Run
B) ©

Antietan
(hRe

Appomattox
D) ®

Gettyshurg
E)

Fy o

The last battle of the Civil War and subsequent surrender

" occurred on April 7, 1865 at the Appomattox Court House.

Feedback {upon review.) 12 * FE
Present at the official signing were....

Make this gquestion public
(available to other courses.)

Save Changes

Add a True/False Question

2

Add an Essay Question

Add an Upload Question

Figure21 Exam Question page

CREATIN&N EXAM

I TGSNI @82dz K @S | RRSR SEI tive tp deshtethielegani. CouiseWebskalowsRybuiid cieateitedts A ( Q &
with a variety of options. Yocanbuild exams from a random set of questiomseate timedexans, definea passing

score,control the sequencef exams.email results, email a certificate obmpletion,enableretakes andmuchmore.
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TO CREATE A EXAM:

Exam Settings options

1. From the Course Control Panel, click@Cmeate New
Exam(Figure 22 located in the Exam System section.

2. From the Exam Builder paddl in the exam form
options (Seefield descriptiorsin Figure 23elow.)

3. ClickCreate Examwhen you have completed the form
options.

Figure22 Create New Exam link
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