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WebCT Helpdesk           (505) 399.2199 
 

Students that are required to use WebCT in their courses have access to a help desk that is available 24/7 

during the academic semester.  The help desk is available to students who may be experiencing problems 

ranging from technical difficulty to trouble logging in.  Please call immediately after you recognize that you 

need assistance.  The help desk is staffed by NMJC employees who are genuinely concerned with the 

success of our students. 

 

Computer Preparation 

 

In addition to meeting a minimum set of hardware standards (please see WebCT System Requirements page 

in this packet), several other topics to consider include Windows Updates, browser compatibility, antivirus 

and Spyware protection, appropriate plug-ins, and Microsoft Office 2003/2007. 

 

Internet Access:  Students taking advantage of WebCT need to make sure that the computer that they are 

 using has access to the internet. 

Windows Updates:  Go to Start Ą All Programs Ą Windows Updates.  This step will need to be repeated as 

 long as updates are found. 

Browser Compatibility:   Internet Explorer 6 is the official browser, but IE7, Firefox 3, and Safari will work. 

Antivirus and Spyware protection:  Several commercial packages are available for sale such as products 

 from McAfee and Norton, or there are free tools available such as Spyware protection from AdAware 

 and virus protection from Grisoft. 

Plug-inôs: Plug-inôs are small pieces of software that allow the computer to do things such as animation etc. 

Office Software:  Software, such as Microsoft Word and others, will be needed to complete various 

assignments. 

 

Retrieving Grades from Banner System 
 

Go to New Mexico Junior College home page at http://www.nmjc.edu/ Ą Current Students ĄOnline 

Services.  Please enter your User Identification Number (ID), which is your Banner ID or your Social 

Security Number without hyphens, and your personal Identification Number (PIN).   

 

 

 

For questions or comments please call:  (505) 492.2647 

http://www.nmjc.edu/distancelearning
http://www.nmjc.edu/


 

 

Important Websites and Resources 
 

NMJC WebCT:   http://succeed-at.nmjc.edu:8900 

SmartThinking Online Tutoring: http://www.smarthinking.com/  

Additional WebCT Tutorials:  http://distance.nmsu.edu/webct_tutorials/index.html 

Additional WebCT Help Resource: https://behind.blackboard.com/s/student/cevista/  

Required Java Plug-in   http://www.java.com 

Plug-inôs that may be required: 

 Adobe Reader   www.adobe.com 

 Flash and Shockwave  www.adobe.com 

 Journal Viewer  Microsoft Windows Journal Viewer 

 PowerPoint Viewer  PowerPoint Viewer 2003 

Antivirus Protection:    

 Symantec AntiVirus  http://www.symantec.com/home_homeoffice/index.jsp  

 McAfee AntiVirus  http://www.mcafee.com/  

 AVG Free   http://free.avg.com/ww.homepage   

Spyware Protection:  

 AdAware   http://www.lavasoft.com/software/adaware/   

 SpyBot S&D   http://www.spybot.info/en/index.html  

Office Suite Software:   

 Microsoft   www.microsoft.com 

      Visit our campus bookstore to purchase a copy at a reduced 

       student rate. 

 Open Office   www.openoffice.org  

      Not only is this software free, but it interacts well with  

       Microsoft products, however it must be solely supported 

       by the student.    

 

Success Through eLearning for High School Students 

 

We see distance learning opportunities such as iTV and online courses as a unique way for our area high 

school students to get a jump start on their college credits.  By taking advantage of this type of instruction 

you have the clear advantage of graduating high school with a significant number of credits toward your 

Associates Degree.  As we take this academic journey over the next year, please remember that NMJC has a 

fully staffed Distance Learning Team to help you achieve success in your academic pursuit.  Please keep the 

contact information of this packet handy and feel free to contact us if you have problems, need assistance, or 

just have a general distance learning question.   
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WebCT System Requirements 

To access WebCT from a computer, please make sure that it meets the following specifications.   

Operating System 

 Windows XP operating system. MS Vista works, but is not supported. 

 Mac® OS 9.x or OS 10.1.x operating system software 

Browser Setup 

If you are using the Windows XP operating system: 

 Netscape® 6.2.x, 7.0, and 7.1 browsers  

 Microsoft Internet Explorer® 6.0  

 AOL® 7.0, 8.0, and 9.0 browsers 

If you are using the Mac OS 9.x operating system software: 

 Netscape 6.2.x browser 

 Microsoft Internet Explorer 5.x browsers  

 AOL OS X browser 

 Safari 1.2 

If you are using the Mac OS 10.1.x operating system software: 

 Netscape 6.2.x, 7.0, and 7.1 browsers  

 Microsoft Internet Explorer 5.x browsers  

 AOL OS X browser 

 Safari 1.2 

If you are using IE7, click the Tools pull-down menu and select Internet Options. 

 

 
 

 

 

 



 

Select the Security tab and set the security level for the Internet zone to medium. Next, select the Trusted 

sites and click the Sites button. 

 

   
 

Uncheck the box in the lower left and add http://succeed-at.nmjc.edu to your trusted sites, then Close the 

window.  Select the Privacy tab; if you leave the Turn on Pop-up Blocker checked (recommended), click the 

Settings button. 

    
 

 

 

 

 

 

 

 

http://succeed-at.nmjc.edu:8900/


 

Add http://succeed-at.nmjc.edu to Allowed sites, then Close.  Finally, select the Advanced tab, scroll down, 

and make sure that the check box under Java Sun is checked (Java has to be installed). 

 

    
 

All other browsers should be setup similar to IE7. 

Note: 

 For all browsers, JavaScriptÊ must be enabled.  

 To use Chat and Whiteboard, JavaÊ must also be enabled.  

 To use ticket-based authentication, client browsers must allow cookies.  

Contact 

If you have any further questions or problems, please contact: 

Charles Adams ï Distance Learning WebCT Administrator (for additional information)  

New Mexico Junior College 

1 Thunderbird Circle 

Hobbs, NM 88240 

505.492.2647 

CAdams@nmjc.edu 

http://succeed-at.nmjc.edu/
mailto:CAdams@nmjc.edu


WebCT ñGetting Startedò Information 

The URL for WebCT is http://succeed-at.nmjc.edu:8900. Once you locate the site it is a good idea to 

bookmark it. 

Navigating WebCT Login 

1. In the login box, enter your student ID, otherwise known as your "A-Number" or SMART ID: Ex. 

A00015264 or ADACHA as your WebCT ID, characters are in all caps. Your password is your 

Banner PIN in the following format: six digits (no spaces) Ex. 020267 

2. "Click" Log In 

3. In the MyWebCT window click the needed course.  

To become better acclimated to WebCT, please take a few moments to take an interactive tour of "How To's" 

of WebCT at the following website: 

http://distance.nmsu.edu/webct_tutorials/index.html  

You do NOT need a password or ID to use the tutorials. 

 

To View the WebCT Syllabus 

Click on: Syllabus, or the Syllabus icon.  

 

Checking Your WebCT Grades 

Click on: Grades, or the Grades icon.  

 

Contact 

If you have any further questions or problems, please contact: 

Charles Adams ï Distance Learning WEBCT Administrator (for additional information) 

New Mexico Junior College 

1 Thunderbird Circle 

Hobbs, NM 88240 

505.492.2647 

CAdams@nmjc.edu 
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Assignments 

Upload Assignment: 

1. From the Assignment Tool page, locate the title of the assignment you need to complete. Notice each assignment 
has a designated availability, grade and status. To open the assignment, click on its titled link.   

2. From the assignment page, you will find a due date, maximum grade, instructions and any related-files. To upload 
your completed assignment file(s), go to the Submit assignment area and click the Upload file button.   
 
3. Click Browse to find your saved assignment(s) on your computer.   

4. Locate and select your file and click the Open button.    
 
5. The directory structure to your file will be placed within the text field for the filename. Click the Upload button. 

Submitting Assignment: 

1. Once your assignment file uploads into the Student Files area, click the check box beside your uploaded file. 

2. Click the Submit assignment button.   

3. Upon submitting the assignment you may enter an external email address for an email  notification if your instructor 
has this feature set up.   

4. An Assignment Submission Confirmed window will open telling you that you have successfully submitted your 
file. 

5. Click one of your ñbread crumbsò to navigate back to another window in WebCT. 

 
Completed Assignments: 
Once you complete an assignment, you will find that the link to that assignment no long exists. This means that you 
have submitted the assignment already. So make sure you submit the most completed and accurate assignment, 
because you will not have another chance. 
 
Once your instructor reviews your assignment and applies a grade, you can view it under the grade column on the 
Assignment page. 
 
To view the assignment you turned in, which may have marks from your instructor, and to view any comments made, 
select the Graded link to open up that Assignments detail. 
 
 

Discussion Board 

Compose Discussion Message: 
 
1. From the discussion board window, select the Compose Message button. 

2. Select the appropriate Topic from the dropdown menu. Enter a subject into the subject text field. Type your 
message into the message text field.  

 



 

 

NOTE:  Similar to mail, you can select the HTML editor button to launch the WYSIWYG (What You See Is What You 
Get) editor to format the text of your discussion message.  

3. Below is a list of some features in the WYSIWYG editor: 

 Cut and Paste 
 Bold 
 Italic 
 Underlined 
 Font Color 
 Left Aligned  
 Right Aligned 
 Insert Table 
 Bullets 
 Numbered List 
 Alphabetical List 
 Indent 
 Insert Hyperlink 
 Insert Bookmark 
 Insert Image 
 Ruler 
 Spell Check 

4. To attach a file to your discussion posting, select the Browse button. 
 
5. Select the file you wish to attach and click the Open button. 
 
6. Once you select your file, the file structure will be placed in the attachment text field. Notice that there are still no 
files attached. You must click the Attach File button. 

7. Once you have attached your file you will find it listed with the option to remove it if you need to.  To post your 
message, select the Post button. Your message will now appear as a public message for the entire class to read. 

 

View Discussion Postings 
 
1. To view messages in a discussion board topic, select the topic title. 

2. It is best to display your discussion postings as All and Threaded. This will allow you to view all new and old 
discussion postings grouped by their subject. 

To expand a discussion thread click on the arrow button to the left of the discussion topic. Once the arrow is 

expanded you will be able to view all  messages associated with that particular discussion thread. 

The discussion board topic will display all new and old messages. The status column will indicate either a closed or 
open envelope. A closed envelope signifies a new discussion posting and an open envelope signifies a read 
discussion posting. You can click on the subject of the discussion topic to read the posted message. You can also view 
the author and the date of the posting. 

 

 



 

Mail 

 
To Compose a New Message 
 
1. To compose a new message click on the Compose Message button. 

2. You will find a send to field, a subject field, a message field, along with various options to edit your mail. 

3. Select the Browse button to locate the instructor or student name. 

4. A list of names will appear in a new window. Using your computer mouse, select the name of the instructor or 
student you wish to send a message to.  
 
Tip:  You can select multiple names by holding down CTRL or SHIFT on your computer keyboard and using your 
mouse to select the names.  Once you select the name of the recipient, hit the "Select" button. 

5. The WebCT ID of the recipient you selected will be placed in the Send to: field. 
 
6. Type a subject into the subject field, then type your message into the message field. 
 
7. To edit the style, font, and color of your mail message, select the HTML editor button.  A WYSIWYG (What You 
See Is What You Get) editor will launch and you will now have the ability to edit your mail as if you were typing it in 
Microsoft Word. 

8.  Below is a list of some of the features of the WYSIWYG editor: 

 Cut and Paste 
 Bold 
 Italic 
 Underlined 
 Font Color 
 Left Aligned  
 Right Aligned 
 Insert Table 
 Bullets 
 Numbered List 
 Alphabetical List 
 Indent 
 Insert Hyperlink 
 Insert Bookmark 
 Insert Image 
 Ruler 
 Spell Check 

9. Once you have edited your mail, you can either attach a file; preview your mail, save a draft,  cancel, or send. 
 
 

Attaching a File: 
 
1. To attach a file to your mail, select the Browse button to locate the file you wish to attach. 
 
2. Locate the file you wish to attach on your computer. Select the file and hit the Open button. 



3. You will see the file structure in the Attachment text field. However the file has not been attached yet. You must hit  

the Attach File button. 

 
 
4. You will now find your file listed as an attachment. 
 
 
5. Once you have completed your mail, select the Send button. 
 
 
 

The mail Inbox: 
The mail inbox will display all new messages. The status column will indicate either a closed or open envelope. A 
closed envelope signifies new mail and an open envelope signified read mail. You can click on the subject of the mail 
to read the message sent to you. You can also view the author and the date of the mail sent to you from the mail inbox 
screen.  

Tip: It is suggested that you set your mail display to All and Unthreaded. This way you will be able to see all new 
and old mail in the order they are sent to you. 
 
 

Reply and Forward mail: 

 
First, open the mail sent to you by clicking on the mail subject. Next you can either reply or forward the message by 
clicking on the appropriate button. Reply will allow you to write back to the sender of the mail. If you forward the 
message, you will need to select the recipient whom you wish to send the message to. 

Note: You can also quote and download your mail. Quote will place the original message in the same text window as 
your reply. Download allows you to save your mail as a text file to your computer. 

 

 

 

 

 

 

 

 

 

 

 

 



 


