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Checklist 

For All Instructors 
Work that is needed in order to use sample homework sets: 
 
 Request Course.  (See page 2.) 
 Modify Time Zone.  (See page 3.) 
 Upload Materials and Import Homework Sets.  (See page 4.) 
 Adjust Open, Due, and Answers Available Dates.  (See page 6.) 
 Create Roster, Upload It, and Enroll Students in Course.  (See page 8.) 
 Assign Homework Sets to Students.  (See page 12.) 
 View and Download Scores.  (See page 14.) 
 
 
For Advanced Users 
Additional work that is needed in order to make more extensive changes: 
 
 Edit Homework Set Data.  (See page 16.) 
 Add Problems to Homework Sets.  (See page 19.) 
 Edit Course Information, Set Header, or Problem Source Files.  (See page 21.) 
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For All Instructors 

Request Course 

In order to use WeBWorK with hosting provided by the MAA, you will need to complete the 
WeBWorK Course Request Form at http://forms.maa.org/r/webwork/add.aspx.  When 
your course is created, you will receive the URL for the course as well as your initial login.  
A link to your course will also be posted on https://courses.webwork.maa.org/webwork2. 
 
  

http://forms.maa.org/r/webwork/add.aspx
http://courses.webwork.maa.org/webwork2
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Modify Time Zone 

 
 

 
 
WeBWorK uses time zone names of the form “Area/Location”, such as 
“America/New_York” (Eastern Time), “America/Chicago” (Central Time), 
“America/Denver” (Mountain Time), “America/Phoenix” (Mountain Standard Time – 
Arizona), or “America/Los_Angeles” (Pacific Time).  The complete list is available at 
http://en.wikipedia.org/wiki/List_of_zoneinfo_time_zones. 
 
See the following for additional information: 

 Page 20 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Dates,_Times,_and_Time_Zones. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

1. Click “Course Configuration.” 

2. Enter correct time zone. 

3. Click “Save Changes.” 

http://en.wikipedia.org/wiki/List_of_zoneinfo_time_zones
http://webwork.maa.org/wiki/Dates,_Times,_and_Time_Zones
http://webwork.maa.org/wiki/Category:Instructors
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Upload Materials and Import Homework Sets 

Upload Materials 

 
 

 

1. Click “File Manager.” 

2. Click “Browse.” 

4. Click “Upload.” 3. Navigate to and select templates.tar.gz. 
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Import Homework Sets 

 
 

 
 
See the following for additional information: 

 Pages 15-16 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

1. Click “Hmwk Sets Editor.” 

2. Click “Import.” 

3. Select “multiple sets.” 

4. Select the set definition file(s) to be imported. 

6. Click “Take Action!” 

5. Select “all current users.” 

http://webwork.maa.org/wiki/Category:Instructors
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Adjust Open, Due, and Answers Available Dates 

 
 

 
 

1. Click “Hmwk Sets Editor.” 

2. Click “Edit.” 

3. Select “all sets.” 

4. Click “Take Action!” 
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See the following for additional information: 

 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

7. Click “Take Action!” 

6. Click “Save changes.” 5. Enter new dates/times. 

http://webwork.maa.org/wiki/Category:Instructors


8 

Create Roster, Upload It, and Enroll Students in Course 

Create Roster 

 Open roster.csv. 
 In one row for each student, enter the information shown below. 
 

 
 
 The student ID must be unique; it will be used as the student’s initial password. 
 The last name may be left blank. 
 The first name may be left blank. 
 The status should be left blank; it will automatically be set to C (Enrolled). 
 The comment is not used by WeBWorK. 
 The section may be left blank. 
 The recitation may be left blank. 
 The e-mail address may be left blank; if one is provided, then it will be used as the 

sender’s address for feedback sent via the Email instructor button. 
 The user id must be unique and may contain only letters, numbers, hyphens (-), 

underscores (_), periods (.), and at signs (@).  This is the username that the student 
will use to log in to WeBWorK. 

 The password should be left blank; it will initially be set to the student’s ID. 
 The permission should be left blank; it will automatically be set to 0 (student). 

 
 Save and close roster.csv. 
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 Change the file extension from .csv to .lst.  If the file extension is not visible, then make 
the appropriate change to the Folder Options on the computer or open the file with 
Notepad and then save it as roster.lst. 
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Upload Roster 

 
 

 
 
 
 

1. Click “File Manager.” 

2. Click “Browse.” 

4. Click “Upload.” 3. Navigate to and select roster.lst. 
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Enroll Students in Course 

 
 

 
 
See the following for additional information: 

 Pages 13-15 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Classlist_Files. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

1. Click “Classlist Editor.” 

2. Click “Import users from file.” 

3. Select “roster.lst.” 

4. Click “Take Action!” 

http://webwork.maa.org/wiki/Classlist_Files
http://webwork.maa.org/wiki/Category:Instructors
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Assign Homework Sets to Students 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click “Hmwk Sets Editor.” 

2. Click the relevant link in the  
“Edit Assigned Users” column. 
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See the following for additional information: 

 Page 16 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

3. Click “Assign to All Current Users.” 

http://webwork.maa.org/wiki/Category:Instructors
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View and Download Scores 

 
 

 
 

1. Click “Scoring Tools.” 

2. Select the set(s) to be scored. 

3. Click “Score selected set(s) and save to.” 
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See the following for additional information: 

 Page 18 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Category:Scoring. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
 

4. Click the link to open or save the file. 

http://webwork.maa.org/wiki/Category:Scoring
http://webwork.maa.org/wiki/Category:Instructors
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For Advanced Users 

Edit Homework Set Data 

 
 

 
 

1. Click “Hmwk Sets Editor.” 

2. Click the relevant link in  
the “Edit Problems” column. 
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4. Click “Save Changes.” 3. Make the desired changes. 
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This page is where the problems can be reordered, problems can be deleted, problems can 
be marked correct, the weight of a problem can be changed, and the maximum number of 
attempts allowed for a problem can be changed.  When problems are deleted, click “Force 
problems to be numbered consecutively from one” at the bottom of the page to avoid gaps 
in the numbering of the problems. 
 
See the following for additional information: 

 Pages 11-13 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

http://webwork.maa.org/wiki/Category:Instructors
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Add Problems to Homework Sets 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click “Library Browser.” 

2. Select set. 

3. Click “Local Problems.” 

4. Select collection. 
5. Click “View Problems.” 
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Important:  Make sure that any problems that are selected are from the collection for the 
appropriate release of the text. 
 
See the following for additional information: 

 Page 17 in WeBWorK Tutorial. 
 http://webwork.maa.org/wiki/Category:Instructors. 
 
  

6. Select the problem(s) to be added. 

7. Click “Update Set.” 

http://webwork.maa.org/wiki/Category:Instructors
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Edit Course Information, Set Header, or Problem Source Files 

Edit Course Information File 

 
 

 
 

1. Click “Homework Sets.” 

2. Click “edit” to open the  
file in a new window. 
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3. Make the desired changes. 

4. Click “Save to [TMPL]/course_info.txt and View.” 

5. Click “Take Action!” 
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Edit Set Header Files 

 
 

 
 

1. Click “Hmwk Sets Editor.” 

2. Click the relevant link in  
the “Edit Problems” column. 
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3. Click “Edit it” to open the  
file in a new window. 
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4. Scroll down to the relevant section of  
the file, and make the desired changes. 

5. Click “Save to [TMPL]/…. and View.” 

6. Click “Take Action!” 
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Edit Problem Source Files 

 
 

 
 

1. Click “Hmwk Sets Editor.” 

2. Click the relevant link in  
the “Edit Problems” column. 
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3. Click “Edit it” to open the  
file in a new window. 
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See the following for additional information: 

 http://webwork.maa.org/wiki/Category:Instructors. 
 http://webwork.maa.org/wiki/Category:Authors. 
 

4. Scroll down to the relevant section of  
the file, and make the desired changes. 

5. Click “Save as [TMPL]/…..” 

6. Click “and replace ….” 

7. Click “Take Action!” 

http://webwork.maa.org/wiki/Category:Instructors
http://webwork.maa.org/wiki/Category:Authors

