State Usdwerisly Sypiles

i'fe bCT Vista Project

=nectot

1. Once you have logged in, locate the assignment and click on it. /WM

2. The Edit Submission window will open allowing students to submit their

assignment.
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Submitting Assignments

= The left-hand side of the window contains information about the assignment: Instructions,
Attachments (if applicable), Due Date, and assignment Type.
= The right-hand side of the window contains the area where the student’s work is actually submitted.

Edit Submission (Attempt 1 )

Instructions:
Read essay and submit position paper.

Section Instructor Attachments:
Kiss Me with those Red Lips.pdf

Due Date

Septerber 14, 2006 2:00 PM
Type:
Waork individually

Assignment
information

Status: [n Progress (Attempt 1)

Submission:

HTML Creator
O on @ off
|

Add Attachments

Add Comment:

Submission
/ area.

_/
Sawe as Draft Submit Cancel
3. Students can type their assignment directly into the Submission field.
a. The HTML Creator can be turned on so
that the text can be formatted. \ " e
HTML Creatar
@ on O off
4. Students can attach a file that contains their A0 % @A o o o < [peraun Vomeiv]| B 7 U
assignment. PAIESSS- A (Bl Y|E-E-FEFA -V G|
a. Click the Add Attachment button. TR0
1
\
When the HTML Creator is
\ turned on, _text can be .
e T formatted in a variety of e
ways.
Add Attachments

Add Comment:

Save as Draft | | Submit

Cancel




b. To upload your file, click Upload File at
the bottom of the File Browser window.

In the Upload File window, click on
Browse. This will open up the file

Upload File

=

&) hitp:fivista.csus.ct.edu - Choose Files - Microsoft Internet Explorer

File Browser
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My Files

BasMw

| advanced view ‘ Name

Destination: &3 My Files

*File:

browser on your computer.
|%wse... ]

[0 sutomatically expand uploaded Zip files

D) chat whitehosrd Folder Folder

My Files

My Cormputer

Character Set:

|Western European (Windows 1252} v|

Authar:

Description:

Subject keywoaords: |

Add Selected | Cancel

Create Fo\der| Create File| Upload File‘

Savel Cancel | Save and Upload Another|
* Required field

e. The file will appear in the File name
box in the Upload File window. Click
Save.

2N hitp://vista.csus.ci.edu - Upload File - Microsoft Internet Explorer

Upload File

Destination: My Files

*Filg: H:AWebCTyWebCT Training\d [Browse. ]

[ automatically expand uploaded Zip files

Character Set: |Western European (Windows 1252 V‘

Author;

Description:

Choose file

Look jr:

D

My Recent
Documents

?—_‘.'

[
Desktop
My Documents
My Compul

by Metwork,
Flaces

ter

d. Select the document from the Choose file
window and click Open.

| I3 Content Module Files

|S)Frankenstein and Dracula_files

|C5) The Historical Dracula - An Essay by Ray Porter_files
5] Anne Rice Essay.htm
-',"_-. Anne Rice Essay,pdf
51 Anne Rice.doc
D;khaucer Presentation.ppt
@Frankenstein and Dracula.htm
-',"_-. Kiss Me with those Red Lips. pdf
@The Historical Dracula - An Essay by Hay Porter.htm
@The Histarical Dracula,hitm
-',"_-. The History of the Word Yampigé,
@Vampire Filrn Listings. htm

I&]Vampire stereotypes,htm

File name: |Vampire stereotypes.doc j Open |
Files of bype: |AII Files [*%] j Cancel

Subject feywords: |

Cancel‘ Save and Upload Another|
* Required field

Savi

f. The file will now be listed in the File
Browser. Choose it and click Add
Selected.

o
A http:Jivista.c:

sus.ct.edu - Choose Files - Microsoft Internet Explorer

L

File Browser
©3 My Files
Basic View | Advanced View ‘ Name
) Cchat whiteboard Folder Folder
[0 wampire stereotypes.doc MS Waord

55—

My Files

Iy Cormper

v
v
Add Selected | Cancel

Create Fo\der‘ Create F\Ie‘ Upload File




Western Connecticut State University

Submitting Assignments

University Computing

203.837.8467

training@wcsu.edu

g. The document will appear in the Create

Message box beneath the Add W Vormpire sterectypes.doc  Demo Student 1576154 - June 5, 2006 10:22 aM |
Attachments button./ [aat utachments |
Add Comment:
j

5. Comments can be made in the Add Comment—1 _
tEXt bOX, |f deSIred Save as Draft | | Submit | | Cancel

@ Internet

6. When completed, click the Submit button to kil
submit the assignment. A confirmation page will appear.
Click Continue.

]

Assignments » Edit Submission /
Confirmation

Note: You can also save the assignment as a draft if you need to
work on it more at a later time by clicking the Save as Draft

You have successfully subritted your assignment. button. This is recommended if you will be leaving your
e computer for any length of time. Remember, WebCT logs off

after one hour of non activity. You will want to save your work
periodically so that you do not lose it, especially if you will be typing your assignment into the Submission
field.

GROUP ASSIGNMENTS: If you are working in a group and need to share documents, make sure you
Save as a Draft in the Submission box, and submit when all are finished. When a group assignment is
submitted, it is submitted for all

Viewing Assignments
1. Students can view the status of their assignments by clicking on the Assignments tool in the course
toolbar (if their professor has made this tool available).

WebCT Help

Build

Student Yiew
by Goto ke Syllabus

¥ou are currently on: Home Page

Teach Sandbox - hammershoyt

i3@’Di cussions

- 19 announcements | E assignments | More Tools &

WebCT Vis " o

Build Teach Student View

sandbox - hammershoyt

2 Your Assignments Inbox Wi” Open & Go to v & svllabus T Announcements H EAssmnments %% Discussions | _More Tools ¥
' . . . . Assignments
|IStII"Ig active assignments. \ f Assignments
nbox | Subgnitted | Graded | Published
. b . d . Assignments that you have been assigned and submissions that hawve been returned to you for editing.
3. To view submitted assignments, o — oo
Semnmen Individual n ngress(Attempt #1) Seplember 28, 2006 2:00 PM
CI ICk the Sme Itted tab. Assignment 4 Individual Not Started October 20, 2006 2:00 PM } 4_

These are assignments that have not been
submitted, are saved as drafts, and/or
submissions that have been returned to you
for editing.

& 0 [cotn [ svllabus | 19 announcements | ) Assignmants | ¥ Discussions | Mors Taols ¥

Assignments

£ Assignments

Inbox | Submitted | Graded | Published

Subrissions you have submitted and resubmitted, and assignments for which you have missed the cutoff date.
2 : - These are assignments you have
Title <+ Type Status Submitted Date options ? R R N
Assignment 3 Individual Submitted June 5, 2006 11:14 AM Submlt'[ed or I’esubmlt’[ed, WhICh haVe
\ not yet been graded, and/or
assignments for which you have
missed the cutoff date.




4. To view graded assignments, click the Graded tab.

WebCT

Build
B @ [cot

Teach Student View Sandbox

& [ svllabus | 1 announcements | B assionments | % piscu

ions | _More Tools &

Western Connecticut State University
Submitting Assignments

University Computing

203.837.8467

training@wcsu.edu

Help

- hammershoyt

These are submitted assignments

Assignments

1

B Assignments /
blished

Submissions that have been reviewed by the Section Instructor.

Inbox | Submitted | Graded

Title <+
Assignment 2

Type Grade

Individual

that have been graded. If no grade
appears, your instructor has not yet
released the grade.

options ?

a

5. To view published assignments, click the Published tab.
WebCT

Help

Build
Hr Go to

Teach Student View

b 2 svllabus ; ¥ announcements

@Assiumments

Sandbox - hammershoyt

ET
% Discussions | _More Tools ¥

Assignments

B Assignments

o

Submissions that you or the Section Instructor decide to publish to all members of the course,

Inbox | Submitted | Graded | Publishe:

Title
Assignment 2

Author:
Student 1976154, Demo

Published
Jung 5, 2006 10:27 AM

/

These are assignment submissions
that have been published for members
of the course to see.

Sorting Assignments
From the Assignments screen, do one of the following:

Title -

1. To sort assignments by ascending alphanumeric order, next to Title click the Ascending Order icon.

The assignments are sorted in ascending order.

Note: If you have not yet sorted your assignments, the default sort option is to sort by

ascending alphanumeric order.

2. To sort assignments by descending alphanumeric order, next to Title, click the

Title i

/'

Descending Order icon. The assignments are sorted in descending order.

Publishing Submissions

You can make your submissions available for the entire class to view by publishing them.

Note: Your instructor needs to allow you access to do this function.

1. From the Inbox, Submitted, or Graded tab, locate the submission you want to publish and, under

Options, click its Publish icon. The Publish Controls pop-up.

3 —
2 http:fivista.csus.ct.edu - Publish Contr... Q@E|

WebCT
Bulld | Teach LA Publish Controls for:
& | B [cuw v ] Syllabs ts | B assanments | 5% o Assignment 2
__Assignmants If you have multiple submissions, only the
B Assignments maost current submission will be published,
Published on Monday, June 5, 2006 10:27 AM
UnPublished on Monday, June 5, 2006 12:10
Title < Type Grade options * P
Assignment 2 Individual n a
[t Conteck] /my Publish | | cancel
ppears.

2. Click Publish. The submission is copied to the Published tab and made available to the entire class for

viewing.
4
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Republishing Submissions
You can replace previously published submissions with updated submissions.

@ ) - 1
2 hitp:/ivista.csus.ct.edu - Publish Contr... @@E\

1. From the Inbox, Graded, or Published tab, locate the submission you e elD o
want to update and, under Options, click the Publish icon. The IF you have multiple submizsions, only the
Publish Controls pop-up window appears. Pulshed an Moy, e 5, 2006 10157 AN
2. Click RepUb“Sh UnPublished on Monday, June 5, 2006 12:10
The submission is updated on the Published tab. Publshed an Manday, June S, 2006 1212 P
Unpublishing Submissions Repuiish| [unpubish | | cancel]

You can make previously published submissions unavailable to other members of the course.
1. From the Inbox, Submitted, or Graded tab, locate the submission you  [Eyrremmrmymrsrrysmy =)
want to remove from the Published tab and, under Options, click the A

Publish Controls for:

Publish Controls icon. The Publish Controls pop-up window appears.” >| assignment 2

2. Click Unp_ub_lish: _ e s
The submission is removed from the Published tab. Published on Manday, June 5, 2006 10:27 AM

Published on Monday, June &, 2006 12:10
M
Publishgd on Monday, June 5, 2006 12:12 PM

A
Republish | | Unpublish | | Cancel




