Submitting Assignments:

Because you can not paste anything into VISTA that is more than 4000 characters long, including spaces, you will have to submit your assignments as “Attachments.”  This is a good skill to know anyhow, but VISTA being VISTA, it is a little more complex than normal, by a step or two.

The first step, of course, is to go to the Assignments page, and click on the assignment you want to do. You will get a window that looks like this:
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After you have read the assignment, word process the assignment (use double spacing), spell check it, and save it with a file name that includes your last name plus some indication of what the assignment is. In my case, for Journal One, I would save it as Weller_Jrnl1.doc. Make sure that the first page of the assignment, in the upper left hand corner, includes your name, my name, the course name, and the date you write the assignment.

Once you have completed and saved the assignment, you are ready to submit it. To do this, you will need to go to the “Browse…” button.

Click on that button, and you are going to see a dialog box (see below) that is going to ask you to look for and “upload” the file (assignment) that you just created. Click on the circled button named “Upload File” at the bottom right and corner.
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Now you will see a box that looks like this:
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This is where you are going to “Browse” for your file. When you click on the “Browse” button, you will get a new dialog box that looks like this:
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This new dialog box is actually a view of your own computer. You will need to hunt around until you find where you put your file, then highlight it, then click on “Open.” This step does not open the file, but it does place it where you can now “Upload” it. Here is the dialog box you get:
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Now, press on “Save” and the file will be uploaded to where VISTA is ready to send it to me so I can grade it and record it (automatically) in your grade book. Here is what you get when you press “Save.”
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As the course progresses, you will have more than one file here, so just check the box beside the one you want to submit for grading, and click on the button marked “Add Selected”. You will now be returned to your assignment, which should look like this, with the attachment indicated where I have circled below.
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Now scroll down and press “Submit”, and you are done!
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You can check to make sure the assignment got submitted, and you can check your grades also by going back to the “Assignments” page:
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See the instructions for checking your grades and viewing my comments for more details.
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