CTL Handout
SMCCD WebAccess – Setting up Your Site/Linking Documents
For additional online support, see WebAccess Video Podcasts on the CTL web site or contact your local CTL Coordinator.
Welcome! This handout explains how to set up a WebAccess site and link documents to it. 

(  Log in.  (PC users - Use Internet Explorer browser. Mac users - Use Firefox browser, not Safari)
1. Go to: http://smccd.mrooms.net 
2. Log in using your G number and 6-digit birth date–MMDDYY–no spaces/hyphens. 
3. (If after logging in you get the Edit Profile page, skip to Step 2 in Edit Profile section below.)

4. Click on your college name, search for your course by CRN, click on it (may be grayed out).
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(  Edit Profile  (Info. about you)

Before you can activate your course(s) listed at left, you must complete your profile.

1. In People block at left, click Participants. Then click your name and Edit Profile tab. 
2. Enter your email address; city; country.
3. Enter a brief "Welcome to your_class_name" message in the Description box.

4. Upload a picture. (optional....you can do later--must be 100x100pixels.)

5. Click "Update Profile" button at bottom of page.
6. Click your course CRN link in "breadcrumb" trail towards the top left of your page to return to your WebAccess course home page.
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(  Edit Your Course Settings (before using your course)               


 

Click Settings in the Administration block 

· Full name: DON'T change this admin name for your course. 

· Course ID number: DON'T change...or students won't auto import from Banner! )
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Summary: Enter your course summary. Shows in WA info       listings.

· Format: Select Topic or Week–none of the other options. 

· Number of Weeks/Topics: Can adjust number, but it should be already set from Banner.

· Course Start Date: Can set start date, but it should be already set from Banner. 

· News items to show: Leave at default. 

· Availability: Don't make the course available yet.

· Guest Access: Do not allow/ Allow/ Allow w/key

· Name for Teacher: Instructor is fine.

· Save Changes always or your work won't stick. You're now sent back to your home page.
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(  Turn Editing On 

     Click Turn Editing On button at top right of page.
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(  Icon Tools  (appear next to resources and activities you add when editing is on)
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	     Edits the object next to it.
	     Provides pop-up help for the object.

	     Deletes the object next to it 
	     Hides or displays the object next to it.

	     Moves the object up or down. 
	     Group options for the object next to it. 

	     Moves the object one tab left or right.
	



(  File Management (Creating folders and Uploading in WebAccess)
Decide on a folder naming system.  Here's a suggestion:
     img (for images) and downloads (for documents– .doc, .pdf, .html, .xls, .txt, .rtf files...)


Create folders in WA and upload files to them (files are in the class folder on your desktop)

1. Click Files from the Administration block. 

2. Click Make a folder and name it img (for images). Also, Make a folder named downloads. 
(Always use short file names, no spaces or special characters.)
3. Click on your downloads folder; click Upload a File. Browse to your document, select it, then click Upload. Return to your WebAccess home page via clicking the breadcrumb CRN.
*To upload multiple files, zip a group of files. Upload the .zip file; then "Unzip" the file to use.


(  Link to a Document (that you've uploaded to WebAccess)   
Turn Editing On (top right) 

1. In Topic/Week 1, from the Add a resource... menu, select Link to File or Web Site.

2. Name:  Name this link something relevant to the document being linked. 
3. Summary: Briefly describe what the document is. 
4. Location: Click on the "Choose or Upload a File" button. 

5. Click the "downloads" folder, and locate the file you want to link to. 

6. Select "Choose" to the right of the file's name. 

7. Click Save changes. (If file opens, close it.) Return to your WA home page.
8. Click link to test it. After viewing document, close it, and return to your CRN home page. Done!

(  Activate Your Course  (when you're ready to let students enter your WebAccess site). 
1. From within your course, in the Administration block click Settings.

2. Scroll down to Availability; choose "This course is available to students" Save.
3. Use the Web Access link in the upper left corner to return to the main WA page.

    Your WebAccess course now appears with an active blue link students can see and click.



(  Students will automatically be enrolled in your class within two hours of registering in WebSMART
and that information will be updated every 2 hours (add or drop).
Student Quickstart Guide: Accessing Documents on WebAccess


What students need to know to get into your WebAccess site and download documents.

( Requirements

1. Email address & Internet Access

2. Current browser–PCs use Internet Explorer or Firefox; Macs use Firefox, not Safari. 

3. Acrobat Reader. Available free from http://www.adobe.com

4. Word Processing software such as Microsoft Word. 

5. Current registration for the class.

( Log Into SMCCD WebAccess

1. Go to: http://smccd.mrooms.net

2. Log in using your G number and 6-digit birth date–MMDDYY–no spaces/hyphens.
( Enroll in Class Website

1. To find your class website, click on your college; then search the class list by course number. 

2. Click on your course. When prompted, click the OK button to enroll and enter the course. 
3. In the future, after you log into WebAccess, you'll see your courses at left. Simply click on the WebAccess course you want to enter.
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