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Welcome 
Welcome to WinClass System Version 5.0, The Classroom Administration System for Windows. 

WinClass utilizes the Microsoft Windows NT Server v4.0, making WinClass ideal for the advancing power of 
personal computers. 

The WinClass Teacher’s Guide is designed experienced “Windows” users.  This manual describes the features of 
WinClass and presents step-by-step procedures for using the applications and tools provided in your product 
package. 

What  Is WinClass? 
WinClass consists of a series of programs which allow for the management of Microsoft Windows 95/98/NT in a 
classroom environment.  With WinClass, you can manage every student and teacher environment regardless of 
which workstation they use. 

WinClass operates in conjunction with the Microsoft Windows NT operating system as the base server, placing 
WinClass in the future of classroom computing. 

WinClass includes the WinClass Administration program, which is divided into two modes, each having a 
separate degree of functionality.  Below is a brief description of both modes. 

WinClass Adm inist rat ion for Adm inist rators 
This mode of WinClass Administration gives the WinClass System Operator (WCSysop) the ability to manage 
the entire WinClass System. The WCSysop uses WinClass Administration to configure students, teachers, 
classes and software.  See Chapter 2 of the “WinClass Adminstration for Administrators” manual for a more 
complete explanation. 

WinClass Adm inist rat ion for Teachers 
This mode gives Teachers the ability to manage and monitor their classes and students.  Teachers can use 
WinClass Administration to assig software to their students.  A more in-depth discussion of the WinClass Admini-
stration for Teachers mode can be found in the following chapters.  

WinClass St ar t up 
This program executes when the user logs on from any WinClass workstation. The startup program configures 
the workstation according to the type of user that logs on.  See Chapter 3 of the Administrator’s manual for 
information on installation and configuration of the WinClass Startup program.  Teachers would not normally be 
running installation and configuration; the network administrator or WCSysop normally performs those functions. 
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C H A P T E R  

1 
Chapter 1 WinClass Adm inist rat ion 
This chapter covers the information you will need to configure your WinClass System using the WinClass 
Administration program.  Teachers can now control which software items are available to students in their 
classes.  By limiting your classes to only the machines located in your classroom, you will not impose your 
software selections on your students when they are in other Teachers’ classes. 

Logging On as a WinClass Teacher 
Log on to a WinClass workstation using your assigned user ID.  The WinClass Startup program will confirm your 
status as a teacher and assign software based on options the Administrator chose for you, in addition to the 
options added by you in WinClass Administration.  You can run the WinClass Administration program to custom-
ize your software items to suit your needs. 

 

Running WinClass Administ rat ion 
§ WinClass Administration for Teachers:  

To run WinClass Administration, select WinClass Administration from the “Programs” section of the “Start 
Button”.  Your network administrator should have assigned the WinClass Administration program as one of the 
software items available to you.  If you do not have WinClass Administration, but you do have access to the 
Network Neighborhood icon on your desktop, you should be able to start the program by navigating to the 
WCApps folder on your WinClass server, then double click on the WCUtil folder, then double-click on WCAd-
min5.exe.  You can then use the WinClass Administration program to create a Personal class, where you can 
add The WinClass Administration program, and any others you desire.  After you create the class, be sure to add 
yourself to the class.  Since this is your Personal class, do not add any students to this class.  You must logoff 
then log back in for the changes to take effect.  Remember, the more programs you add to your class, the longer 
it takes to process your login.  It’s best to assign the programs you use on a daily basis, and add/remove pro-
grams in WinClass Administration, as you need them.  Your network administrator may have added some 
essential software through a “Teacher Essentials” class.  You can see what class you have been assigned to by 
checking your schedule.  See the section “Show Schedule” for more details on checking your schedule.  See the 
section “Working With Classes” for more information on adding classes. 
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The Adm inist rat ion Sc reen 

 

Figure 1- 1 

The WinClass Administration Screen is made up of three panels.  The far right panel toggles between Software 
and Users.  The far left panel shows Classes, and the middle panel shows the users assigned to that class, or the 
software assigned to that class (based on the state of the software/users toggle). 

 

Figure 1- 2 

In general, the system administrator (WCSysop) owns the far right panel, and teachers or office users control the 
far left panel.  To Exit the Administration program, click File then Exit, or click the X located in the upper right 
corner (see illustration below). 

 
Figure 1- 3 
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WinClass Administ rat ion Opt ions  

Softw are View  
When working with software, choose this view (Figure 1-4).  All software titles shown in the far right hand pane 
have been added to the system by the WinClass System Administrator (WCSysop).  Teachers are able to 
choose available software from the far right pane to add to their classes.  Teachers do not add software to the 
system; they assign software that has been added by the WCSysop to their classes. 

 
Figure 1- 4 
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Users View  
When working with students, choose this view.  All users are added or deleted to the system by the WCSysop.  
Teachers do not add or remove students from the system.  Teachers add students to their classes, or remove 
students from their classes.  This allows the teacher to have greater control over the look and feel of student 
workstations in the teacher’s classroom.  This also allows the teacher to distribute files to all the students in their 
class by taking advantage of the WinClass File Distribution option. 

Figure 1- 5 

This view allows the viewing, editing, addition or deletion of Users in the WinClass System. The initial Users view 
(Figure 1.5) displays all Users sorted by User Name. Field titles are shown in Figure 1-6. To change the sort, 
click on the field title to sort ascending.  To sort descending, click the same field title again.  In order to manipu-
late users, you must be in Users View.  Remember, to be able to Add or Delete users, you must be logged in at 
the server as WCSysop or equivalent. 

 

Figure 1- 6 
 
The column width can be adjusted just like most Microsoft Office applications by moving the cursor close to the 
dividing bar between fields.  When the cursor changes shape to a crosshair with right and left arrows, left-click 
and hold the mouse button while moving the mouse in the desired direction.  Release when the adjustment is 
satisfactory. 

The Software View will change the view from Users to Software. 
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Refresh Users 
 

This function will refresh the list box taking into consideration any adds, deletes, or modifications to the users 
since last refreshed.  The refresh icon on the toolbar can also be used to refresh users. 

Keep in mind the possibility of the System Administrator (WCSysop or equivalent) adding or deleting users since 
you have refreshed your view.  It could be you are attempting to add a new student to your class, but the student 

is not listed in the “Available Users” section.  You should refresh the view by clicking on the “Refresh” icon or by 
clicking “Users”, then “Refresh”, or by right-clicking in the far right pane (not on a user name, but on the “white 
space”), then choose “Refresh Users”.  If the student still is not shown, it may be time to call your System 
Administrator (WCSysop). 
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Show  Pic t ure 
 

This function will show the picture of the selected user.  The picture must be located in the \WinClass5\WCPics 
folder named the same as the UserID with an extension of bmp, gif, or jpg.  If the file is not found, the function is 
ignored. 

  This is useful at the start of the school year when teachers would like to relate a name to a face. 

Click anywhere on the picture to close it. 
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Show  Schedule 
This function will show the schedule of the 
selected user.  

 

 

 

 

 

 

 

 

 

 

This schedule is the list of WinClass classes the 
user was assigned to. 

 

 

 

 

 

 

 

 

 

A picture of the user can be displayed (if one 
exists) by clicking on the Picture>> button.  To 
close the picture, click on the <<Picture 
button. 
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Show  Sc reen 
A teacher can grab a snapshot of a student screen if that student is currently logged in (using WinClass).  If the 
student is logged in on more than one computer, the screen displayed will be that of the first computer to respond 
to the request. 

Right-click on a student in your class to bring up the option menu.  Select Show Screen as shown in the following 
image. 

Once selected, the Remote Screen Viewer will grab a frame from the User.  In this image, our student TS! was 
running MSPaint.  To refresh the image, click Get Screen.  If you attempt to grab a screen, but the user has 

already logged off, you may click cancel to terminate the request.  Click the upper right X to close the screen. 
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Work ing w it h Classes 
A typical class sequence would be … 

·  Create a class (Add Class) 

o Name your class (General) 

o Select the time frame for the class (Schedule) 

o Restrict the class to suit your needs (Access) 

·  Add Software to the Class 

o Drag and drop Software from the right hand pane to the middle pane with your 
class selected. 

·  Add students to your class 

o Drag and drop students from the right hand pane to the middle pane with your 
class selected 

·  Once Classes are created, they may be edited, renamed, or deleted 

 

 

The Class pane is the far left pane.  Existing classes may be edited, by selecting the desired class, then right-
click to bring up an option menu.  New classes may be added by right clicking in the white space (not on an 
existing class) to bring up an option menu.  An existing class may also be deleted by selecting the class, then 
pressing the delete key, or by clicking the delete icon on the tool bar. 

 

Notice the tool bar options above.  The class Sysop Utils is selected, which activates the tool bar in Class mode.  
The left 4 icons are active, while the right 4 icons are grayed out.  When the cursor is positioned over the icon, a 
tool-tip is displayed which describes the function of the icon.  Starting from the left, the icons represent Add a 
new Class, Edit the selected Class, Delete the selected Class, and Refresh Classes. 

 Note: Teachers only see the classes they own.  Other Teacher’s classes are not visible. 
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Add Class 
 

Figure 1-16 

The General Tab 
There are five fields for input on the Add Class screen: 

Class Name: Desired name for class (i.e. English 1st Hour). 

Class Owner: UserID of the owner of this class (defaults to the UserID of the teacher creating the class). 

Grades: The grade levels associated to this class (information only). 

Department: Information only field for future reporting. 

Description: Information only field for future reporting. 

Figure 1-17 
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The Schedule Tab 

 

Start Time: Enter the time in HH:MM in Military/24 hour format, or enter in HH:MM AM/PM format. Note, the 
colon is required.  When a WinClass user logs in to the system, the clock on the local machine is synchronized to 
the clock on the WinClass server. This field is read by the WinClass startup program to determine if the class is 
active during this time frame.  All classes should be scheduled by date and time as a courtesy to other teachers.  
Some teachers may wish to grant games to students while in their classes, but other teachers may not allow 
games in their classrooms.  By the combination of Time of Day schedules for classes, and Access restrictions 
by computer name, one teacher will not burden another teacher with software assignments for students outside 
their control.  This allows a teacher to have greater control over the software students will have access to in their 
time slot on their computers.  In some schools, when a student logs in there are only two choices of software to 
execute for the student.  One choice is the logoff option, and the other choice is the one software title active for 
the class for that time slot.   If the teacher decides he/she is going to have the class work on Microsoft Word, and 
only Microsoft Word today, it is the only choice the student has on the start button.  Half the class won’t be in 
Publisher, while some are in MSPaint, and others are in AutoCAD or PowerPoint.  Adding and removing software 
from a class is so easy it can be changed seconds before class starts. 

 

Start Date: Enter the date or click the calendar control to bring up a calendar where you can select the start date.  
The calendar defaults to today’s date.  Once you have the desired date shown on the calendar, click off the 
calendar to store the date (or press enter).  The WinClass startup program reads this date to determine it this 
class is valid for this time frame. 
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End Time: Enter the time in HH:MM in Military/24 Hour format, or enter in HH:MM AM/PM format. Note the 
colon is required.  When a WinClass user logs in to the system, the clock on the local machine is synchronized to 
the clock on the WinClass server. This field is read by the WinClass startup program to determine if the class is 
active during this time frame. 

 

End Date: Enter the date or click the calendar control to bring up a calendar where you can select the end date.  
The calendar defaults to today’s date.  Once you have the desired date shown on the calendar, click off the 
calendar to store the date (or press enter).  The WinClass startup program reads this date to determine it this 
class is valid for this time frame.  If the date has passed, the class is still retained in the system, but software 
assigned to the class will not be distributed to the associated users.  If the date is revised to a date in the future, 
the class will be re-activated. 

Class Day Schedule: The class can be restricted by the day of the week.  This is helpful if the class only meets 
on certain days of the week, or you want to limit it to only weekdays. 

 

The No Days button will clear all the checked days.  If you only want to check that the class is valid on Mondays, 
rather than uncheck all boxes except Monday, click No Days, then check Monday. 



WinClass Teacher’s Guide 

14 

The Ac cess Tab 

 

Figure 1- 22 

Classes can be restricted by User Level.  This is especially useful when a teacher wants to create a class named 
Personal that would have all the items the teacher wanted to have access to.  The teacher would then add 
his/her UserID as the only user in the class.  To prevent students from getting all those software items in the 
Personal class, the teacher could limit the class to Min 40 (or whatever user level the teacher is set to).  Then, if 
the teacher were to inadvertently add students to that class, those software items would not be assigned to the 
students. 

 

Figure 1- 23 

 

Classes can be restricted by Computer Name.  By default, all computers are granted access to the class. 
Exceptions can be listed in the box below.  The option can be reversed, which would mean all computers would 
be denied access to the class except those listed in the box.  This would be used where a teacher would like the 
class software restricted to the computers in their classroom. Ideally, all teachers would use this option to limit 
their classes to the computers in their classrooms.   

 A text file of computer names can be dragged into the box rather than typing individual names in the box. 
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Note: The OK button will be grayed out until you enter the information in each of the fields. 

Click Add to add the new class or click Cancel to abort. 

Edit /View  Class 
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To Edit/View a Class, right-click the desired class to bring up the above option menu, then select Edit/View 
Class.  The class may also be selected by left-click to highlight the class, then clicking on the tool bar icon (2nd 
from the left (circled below). 

 

Once you have selected the class to be in Edit/View mode, the following screen is presented. 

From this point, you can make any changes necessary by clicking the tabs and editing the desired fields. 

Notice the lower left hand section of the above screen.  The < 2/3 > shows you are on the 2nd of 3 classes.  By 
clicking on the < or > icons, you can move to the next lower or higher numbered class.  Any changes made to a 
class prior to clicking the < > icons are applied when the icon is clicked. 

To delete a class, right-click the desired class to bring up the option menu.  Select Delete to delete the selected 
class.  A class can also be deleted by left clicking the desired class to highlight the class, then clicking the X on 
the toolbar, or by pressing the Delete key on the keyboard, or by clicking on Classes on the menu, then selecting 
the Delete option. 

The Rename a class, right-click the desired class, then select Rename on the option menu.  The class name will 
be highlighted.  Any character typed while it is highlighted will replace the name of the class.  A class can also be 
renamed by left clicking the desired class to highlight the class, then by clicking Classes on the Menu, then 
selecting the Rename option. 
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Add Students t o Classes 
When a class is selected, the middle pane shows either the users assigned to the class, or the software assigned 
to the class depending on the selected view.  When in Users view, this option allows students to be viewed, 
added or removed from classes. Students can be sorted by clicking on the field title.  The sort is reversed by 
another click on the same field. 

 
Figure 1 Add Students to Classes screen 

The far left pane shows the available classes.  Click on the desired class.  The middle pane will show the 
students when in User view, and the software assigned to that class when in Software view.  In order to add 
students to classes, you must be in User View.  Locate the student you wish to add to the class from the far right 
pane (all users), and drag the user into the middle pane (users in class).  Several users may be selected by using 
CTRL-Click, or SHIFT-Click for consecutive users, then drag them to the center pane. 
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To remove a student from the class, click the desired user, the press the delete key, or Right-Click the user and 
select Delete.  Multiple users may be selected holding the control key while clicking on the desired user. 

Add Softw are to Classes 
The far left pane shows the available classes.  Click on the desired class.  The middle pane will show the 
students when in User view, and the software assigned to that class when in Software view.  In order to add 
software to classes, you must be in Software View. 

 

Locate the software you wish to add to the class from the far right pane (all software), and drag the software into 
the middle pane (software in class).  Several items may be selected by using CTRL-Click, or SHIFT-Click for 
consecutive items, then drag them to the center pane.  

 
 

Or, use the toolbar to add the selected software.  Note that the tool tips are displayed as you hold the cursor over 
the icons. 
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After you click to toolbar icon, or drag the software into the window, the software is assigned to the class. 

 

 

To remove a software item from the class, click the desired item, the press the delete key, or Right-Click the item 
and select Delete.  Multiple items may be selected holding the control key while clicking on the desired item. 
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Dist ribute Files t o Students 

 

 

In order to distribute files to users assigned to your class, you must be in Users view.  You can distribute files to 
those users in your class by then selecting the desired class.  Make sure you are in Users view.  With your class 
highlighted in the far left pane, click the File Distribution Icon on the Tool Bar (press the F12 key if your version 
of the Administration program does not have the Tool Bar Icon).  An option menu will be displayed allowing you 
to browse for the files you want to distribute. 

Using the Browse button, you may browse to any file you have access to, to distribute to your students.  If you 
system allows access to floppy drives, they can also be used as a source for distribution.  You may have edited a 
Word document with several spelling and grammatical errors and saved it to your home drive (z).  You could 

then distribute this file to your students to make corrections. 
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Click the “Open” button to add this file to your list. 

 

The files will be copied to the respective user’s home drive. 

Several files may be selected to copy.  In this example we are distributing 2 files to the students in the class 
shown. 

 

 

Click the Distribute button to begin the file copy.  If you are selecting files to be copied from your home drive, 
and you have added yourself to your class, you will get an error when it tries to copy your file on top of itself.  
Just click ignore to continue the operation. 
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A message is displayed when the file distribution is complete. 

 

Note: You have the option to check the box to confirm overwriting the file.  If you are unsure of a student who 
may already have a file named the same as what you are distributing, you should check this box. 

 

File Collec t ion 
To collect previously distributed files, use the same Tool Bar Icon as you did to distribute those files. 

 

This time choose the Collect tab instead of the Distribute tab.  Use the browse button to browse to the file name 
you want to collect.  In this example we are going to collect Test1.doc from the students in our class.  Notice near 
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the bottom of the dialog box, it has an option to enter the folder where you would like to place the files you will be 
collecting.  The default is set to the name of your class.  You may choose the root directory of your home drive 
by leaving the box blank, or you may type in a name of a folder.  If the folder does not exist, it will be created. 

 

After clicking the Collect button, the file collection begins.  If we look at our home drive in Explorer or My Com-
puter, we will notice a new folder named English 1st Hour. 

 

Double click the folder to view the contents. 
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Notice the files are placed in a folder named English 1st Hour.  Within that folder we see the files that were 
collected renamed in the format of User Full Name, a dash, then the UserID, than another dash, then the original 
file name.  Normally you will know the student’s name, rather than the UserID, so the primary sort is by the full 
name of the user.  These documents are now ready for you to grade, print, or whatever.  If you were using 
Microsoft Word, you would just use the file open command, navigate to the folder of your class name, then open 
the file of your choice.
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2 
Chapter 2 The WinClass Workstat ion 
This chapter covers the information needed to get started with the WinClass Startup Module and contains step-
by-step installation instructions. 

If you are new to using a graphical user interface such as Microsoft Windows 95 or if you want a quick review, 
click the Start button in the lower left of the Windows 95 screen then select help. The on-line help in Windows 95 
provides help for both novice and experienced users. 

Star t ing WinClass 
After you log in, the WinClass Startup program will execute, retrieving the information pertaining to your user ID. 
If you do not have access to your domain, you will be logged out and returned to the Domain Login Screen.  If 
you have access to your domain, but your password or UserID is not valid, you will be returned to the Domain 
Login Screen.  If you have access to your Domain, and you entered a valid UserID and password, but have not 
been added to WinClass, you will be logged out and returned to the Domain Login Screen.  More information and 
troubleshooting follows.  

The user w as not  validated by the Dom ain 
If your User ID or password is entered incorrectly, the Domain controller will not validate your account, and you 
will be returned to the Domain Login screen. 

 
Figure 2 Microsoft Networking dialog box 

Possible Solutions: Confirm the UserID, and password.  Make sure the Domain box shows the correct spelling of 
the proper Domain.  Make sure the Domain Controller is available and accepting login requests.  Make sure the 
workstation is properly connected to the network. 

 

User ID, Passw ord, and Dom ain is c or rec t  
If all was correct, but you are logged out after the WinClass Startup program completes, you may not have 
added that UserID to the WinClass database.  Other possible problems could include the following: 

·  Insufficient rights to the user’s home drive (each user should have full rights to their 
home drive).  Their desktop is actually on their home drive. 

·  Insufficient rights to read the WinClass database (\winclass5\wc500.mdb).  The Win-
Class startup copies this file from the server to the location pointed to by the variable 
%temp% (usually c:\windows\temp) as wc500copy.mdb. 

·  Microsoft Office may have been removed from the machine after WinClass was in-
stalled, and the Data Access Objects dll was removed.  WinClass uses DAO, and the dll 
is installed when WinClass is installed.  If Office is subsequently removed from the sys-
tem, you are warned about removing common programs that may be in use. 
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·  When WinClass is first installed, four new groups are created WC9099, WC6089, 
WC3059, and WC0029.  As each user is added through WinClass, the user is added to 
the appropriate group.  If the group was deleted, or rights for the group were modified, 
the user may not have access to the appropriate files. 

If the user correctly enters both their user Id and Password, and they were added to the WinClass database, they 
should see the WinClass Startup program execute, retrieving the user’s classes and software applications that 
have been assigned to them. 

 
Figure 3 WinClass Startup 

Once the Startup program has completed the User is presented with the Taskbar. The Start Button, located on 
the Taskbar is the “Starting Point” for the user’s classes and applications. 

 
 

Figure 4 Taskbar 

The User at this point can do one of two things. One option is clicking the Start then program buttons which gives 
them access to classes and applications assigned to them. The other option is to right click the computer icon 
located in the Taskbar tray in figure 3.10 and log off the WinClass system or view the ID of the Logged on User 
by placing the mouse pointer over the computer icon.
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