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3 Things You Can Do in WebAccess 

Getting started in WebAccess is easy once you follow these basic steps: 

This is your homepage in WebAccess, make sure you turn editing on to get started 

 

  

 

The very first thing you can do is to create a welcome message and some 
explanations or guidelines for your students 

 

 

 

Before you can 
edit or make 
changes, you 

must Turn 
Editing On  

This is the editing icon, 
click on this icon to edit 

the text area of each block 
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Adding a file  

One quick and easy thing you can do in WebAccess is add a file, for example your 
syllabus, lecture notes, homework, etc. 

WebAccess has “resources” and “activities”  

Files are a resource, so go to the resource drop down list and choose “Link to a file or 
Website” 

 

 

 

 

In the week 0, 
which is the top 
block, write a 

welcome 
message, with all 

pertinent info 

When you are done, 
be sure to save 

changes 

Remember, on the web it is 
very important to make 

things readable, you can do 
this by using headings and 
making sure there is white 
space between paragraphs, 

keep it clean and simple 
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Give your resource a name, something easy to understand, it is up to you if you want to 
include a summary; when you add a resource to Moodle, a resources page is created 
with a list of all resources. Students can use this list as a quick reference guide to files 
on your site.  If you include summaries with your resources, that can be helpful to 
students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have 
given your 

resource a title, 
click on Choose 
or upload a file 

This is your file 
manager; all of 

the files you 
upload will be 
stored here 
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If you like to organize your files into folders, you should get that set up before you start 
uploading and linking files. Just click on the “make a folder” button  

 

 

 

 

and this box will pop up so you can name your folder 

 

 

 

 

 

 

 

 

Once you are ready, click on the Upload a File button on the file manager 
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Browse for 
your file 

Find your file, and 
remember it is better to 

upload PDF files, not Word 
docs, not every student will 

have Word on their 
computer! 

Now upload 
the file 
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Once the file is uploaded it appears in your file manager.  

The next step is to click on Choose 

 

This takes you back to your Add a Resource Page, where you should see the name of 
your file in the text box. 

 

  

 

 

 

Click on Save and 
Return to Course 
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Be sure to test your Link!! Make sure that it works before moving on.  

 

Link to an external website 

One great use of WebAccess is to enhance the learning experience for students by 
giving them interesting resources to view and use.  

To do this, you may want to link to an external website. 

 

 

 

 

 

 

You should 
see the link 
to your file 

here 

Turn editing on, click on 
Add a Resource, and 

choose Link to a File or 
Website 
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Now find your online resource 

 

  

 

 

 

 

 

 

 

 

 

 

 

Go to the website you want to use as a reference 

 

 

 

 

 

 

 

 

 

Select and copy 
the URL (web 

address) 
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Save and return to course, and you will see your link 

 

 

Don’t forget to test your link to make sure it works! 

 

Need help? You can contact me at alexandera@smccd.edu   

Give your resource a 
good name and then 
Paste the link in the 
Location Box, make 

sure to erase the “http” 
that is already in the 

box, or you may end up 
with an URL that does 

not work 

mailto:alexandera@smccd.edu

