Instructions for accessing your WebCT course (adapted from http://www.webct.uncc.edu/WCT_STUDENT/student49er_access.html )
1. Go to the UNC Charlotte homepage at http://www.uncc.edu .  (If you go directly to the WebCT Homepage at http://www.uncc.edu/webct , clicking on the Login button will take you to 49er Express, which is the only way to access WebCT.)
2. You may access 49er Express from the UNC Charlotte homepage in either one of two ways: By clicking the 49er Express Login link in the upper right corner or by clicking the 49er Express button on the left menu.  
3. Once you've accessed 49er Express, enter your user name and password. Your 49er Express user name will be the same as your UNC Charlotte Novell user name. Your initial password will be the same as your Web for Students PIN number. The first time you log in to 49er Express you will be prompted to change your password. This will not change your PIN.  If you need help logging in to 49er Express, go to https://secure.uncc.edu/express/ .
4. Once you’ve entered your user name and password, click on the link “Login.”
5. You access our course through a new link in the 49er Express My Courses channel called Access WebCT. This link will open the myWebCT homepage where all your WebCT courses will be listed.  Click on Access WebCT. 
6. This page shows a list of links to all the courses in which you are enrolled that use WebCT.  Your WebCT homepage, called "My WebCT" page, can be accessed from the upper right corner of all your WebCT pages. The "My WebCT" page contains not only a list of all your WebCT courses but also links to helpful resources and course news.  Note the “Help” link at the top right, should you ever have questions on how to navigate or make use of the various functions in WebCT.  Now click on the link to our course.  

7. Our WebCT course will open in a new window. You may want to maximize your browser screen once you launch WebCT. Your 49er Express window will still be accessible from the task bar at the bottom of your screen.  
8. Your 49er Express session will automatically prompt you to resubmit your user ID and password to continue your session every 30 minutes, but this should not affect your WebCT session.  If you plan to work exclusively in WebCT you may close the background 49er Express windows to avoid receiving this prompt.  
9. This course’s homepage has links to the course’s various pages under “Course Menu” in the left frame or under the pictures in the right frame.  If you prefer not to use the left frame and to enlarge the right frame, you can hide the left frame by clicking the diamond-shaped icon next to “Course Menu” at the top of the frame (a “Collapse Course Menu” legend will appear when you place the cursor over this icon).  This will make the right frame the size of a regular page, and will usually take care of formatting changes made to the page to allow it to fit in the smaller frame.  If you still experience formatting problems with an MSWord page in WebCT, you may have more success with the “Page Layout view” (accessed in the bottom bar that also has the arrows for moving the page from side to side; it is the 3rd of 4 icons—a box enclosing 2 lines).  In this view, you can also change the margins at the top of the page using the ruler bar (put your cursor on the right margin till a double-sided arrow replaces the cursor and, while holding down the left cursor button, slide the margin to the right).  
Instructions for taking Quizzes and Tests in WebCT
1. Follow the steps to get into WebCT and into the courses you are signed up for.
2. FREN 1201/1202 students are required to take their regular (but not sample) tests in the LRC.  You must print out and complete a Test Verification sheet (also available on left frame in WebCT), turn all personal items over to the lab assistant to keep behind the front desk during the test, and have a lab assistant sign the test verification sheet when you start and when you finish the test.  
3. Click on “HW, Quizzes, Tests.”
4. Click on the quiz or test you are supposed to be taking.  [See Course Description and Study Guidelines for detailed information on “sample” versus “regular” tests and the penalties for opening regular tests outside the LRC.]
5. After reading all the instructions, go back to the middle of the page and click on “Begin Quiz.”  [For FREN 1201/1202 students, if the browser/computer crashes while taking your quiz, you must get the LRC Director, Heather McCullough, the Computing Support Technician, or the desk attendant to indicate the time this happened on your test verification sheet, wait to see if the server comes back up and finish your test, again having an LRC official indicating the time you restart the test on the test verification sheet.  If you have to leave before you can resume the test, you will not be able to finish your test at a later time and the percentage of your other tests on the grade scale will increase accordingly.  Also, if any other technical problem prevents you from accessing or taking the quiz, I will only make other arrangements with you if you contact me immediately (leave a message on my voice mail or email me), have an LRC staff member verify and briefly describe the problem on your test verification sheet, and leave that sheet in the box outside my office door as soon as you leave the LRC)].
6. IF YOU HAVE PROBLEMS WITH WEBCT, you must submit a “request help” form at http://www.webct.uncc.edu/WCT_STUDENT/index.html.  Do not contact the professor for help, for she only has control over her own web pages.  WebCT Support maintains WebCT.  Please report your problems immediately, for if you don’t, you will continue to have them, and I will not excuse late or missed work for unreported problems.  
7. Pay attention to the information given at the top of the test, especially the indications for time remaining and question status on the upper right.  If you go over the time allotted for the test, you will receive a prompt so indicating, which you can click on to remove and continue working.  The professor will be able to see when you start and finish the test, and taking more than the allotted time will result in a lowering of your test grades if done too often.  
8. You will need to type accents in each test.  A list of all accented characters in French is at the top of the test or exercise.  You may cut and paste from this list for answers needing accented characters, or you may use the Alt + ASCII code method (see Typing Accents).  You must make sure when you are taking a quiz that the Number Locks key is on (“NumLock” button on upper left of the special numbers pad on the right of the keyboard).  If you get taken outside your test to another screen when you type in the accent codes, make sure the "Number Locks" key is on when taking the quiz.  If the "Number Locks" key is turned off, a blank screen will appear or the lab homepage will appear.  If a blank screen or the lab home page appears, you can right-click on the screen and click either back or forward.  When you click back or forward, you will be taken back into the quiz.  
9. When taking quizzes and tests, you can navigate the test in the left frame by using the mouse to place the cursor where you want or by using the “Tab” key to move to the next item.  Be sure to click SAVE ANSWER after answering each question.  If you accidentally get kicked out of WebCT, only your saved answers will reappear when you go back into the test.
10. You can go back and change your answer if you feel that it is not correct, but be sure to click on SAVE ANSWER again to save the changed answer.  
11. For all tests except the regular 1201/1202 tests which must be taken during one session in the LRC, you may exit a test at any time and come back to it in another session to complete it.  The work you’ve done up to that point will be saved and you can complete the test, even during a series of sessions.  However, once you have clicked on FINISH and electronically submitted the test to WebCT, the test is saved in its entirety and the next time you take the test, all the answers will be blank.  
12. Once you finish answering all questions, double-check the “Question status” chart on the upper right to see that you have saved all your answers, then click FINISH at the top or bottom of the test.
13. For exercises or sample tests, you will then be prompted to see your results.  For regular, graded tests, you must wait until all tests have been submitted by the assigned deadline and the professor has graded all tests to see results.  You’ll know when tests have been graded by the professor when the grade in the “Grade” column on the main quizzes page changes.
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frktest1A
	From:
 August 25, 2003 12:00am
To:
 Unlimited

	30 minutes
	98.0 / 100
	Completed:
 2
Remaining:
 Unlimited



14. To view your corrected test, go to the main quizzes page and click on “View scores for quizzes” near the top of the page.  You will see a table like the one below.  The “Number” column shows all the times you have taken a particular test.  Click on the number of the test you want to view in this column, and you will then see the corrected version.  
	Title
	Score
	Max. Score
	Attempts

	
	
	
	Number
	Score
	Time
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	 frktest1A
	98.0
	100
	1
	98
	05:23
	 Graded

	
	
	
	2
	0
	11:21
	 Graded


The corrected test will have your answers on the left, correct answers on the right (see sample corrected question below).  In the middle is indicated the percent of the total question points you got for each answer in green, or “O%” in red for each answer you got wrong.  The point score for each question is then given, with the points you got out of total points for that question (below, this student got 3 points out of the 5 possible for this question).  If I give you credit for answers that WebCT couldn’t grade, look in the “Override score” box at the bottom of the question for the corrected score for that question.

H. 5. When is your birthday? 

	No.
	Student response
	Grade
	Correct answer (Value)

	1.
	C'est
	40%
	C'est (40%)

	2.
	quand,
	0%
	quand (20%)

	3.
	Ton
	20%
	votre (20%),   ton (20%)

	4.
	anniversaire?
	0%
	anniversaire (20%)


General feedback 

Score 3 / 5 
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