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Need help with Pirates’ VIEW?  
The Online Support Center (OSC) is open 24 hours a day, 7 days a week, 365 days a year!  

To access the OSC, go to http://help8.view.usg.edu. 
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Pirates’ VIEW (a.k.a. GeorgiaVIEW Vista or Vista 8) is the University System of Georgia’s adopted 
enterprise wide course management system (CMS).  We have renamed the CMS to avoid confusion 
with Microsoft’s newest operating system.  In addition, the name allows us to tie the course 
management system in with other systems on campus (i.e., Pirates’ Cove, SHIP).  Therefore, we 
refer to Armstrong’s CMS as Pirates’ VIEW.   
 
 

 
 
Pirates’ VIEW (Vista 8) has enabled us to respond to the growing demand for online learning while 
improving performance.  The CMS focuses on instruction and ease of use while providing flexibility 
for both students and faculty.  In addition, Pirates’ VIEW boasts several new features designed to 
improve the overall online teaching and learning experience.  The new CMS also empowers faculty 
to copy course content from one semester to the next.   
 
 

 

For more information regarding Vista 8, please see the Pirates’ VIEW  
homepage at http://online.armstrong.edu/. 

 

Quick Tip:  VIEW is an acronym for Vista Implementation Enterprise Wide. 
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Pirates’ VIEW Vista offers a diverse set of tools and functionality that can enrich your instruction whether 
you teach completely online or use Pirates’ VIEW to support or augment your face-to-face class.  �
 

1. Log into Pirates’ VIEW (http://online.armstrong.edu/) and click on the link for the course section for 
which you wish to add content.   
 

 
 

2. Upon entering a course for the first time, you will be prompted to assign course content.  Select “Set 
up a blank course” and click “Continue.”  
 

 
 

3. The “Quick Start” page will appear.  Select the tools that you would like to use in your course and 
click “Save” at the bottom of the page.   
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Quick Tip: You can add or remove tools at any time throughout the duration of your 
course by going to “Manage Course” located under “Designer Tools” and clicking the 
“Tools” link.  The “Tools” page will appear where you can add and/or remove tools.  
Once you have made your selections, scroll to the bottom of the page and click “Save.”     
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4. The following initial screen will appear: 
 

 
 
This screen provides information concerning “Course Tools” and “Designer Tools” located on the 
left hand side of the screen.  In addition, there are links to tutorials that allow the instructor to explore 
the Vista 8 interface as well as the basics of design.  This screen will appear each time you enter the 
course.  If at any time you decide that you would no longer like to see the screen, select the checkbox 
next to “Do not show me this page again” and click “Done.”  Otherwise, click “Done.”   
 
You are now ready to begin building your course! 
 
 

� ��!"�#�$���%	 �%&����"��&��������%!���&�
�'%����� ��������������������������������� �
Note that on each page there are three navigational tabs: Build, Teach, and Student View. This 
assumes that you have access to the section as both a designer and an instructor. Most times, you will 
manage your course from the Teach tab. The Build tab gives you all options and tools to add and/or edit 
content as a designer but can be visually overwhelming. The Student View tab allows you to view the course 
exactly as a student would see it. 

·  Build: This tab allows you to design and make changes to your course, including adding content (e.g. 
content files, assessments, and other tools). 

·  Teach: The Teach tab contains the tools used to manage your section. This includes the grade book, 
group manager, tracking, assessment manager and grading forms. This is where you will spend most 
of your time interacting with students once you have finished designing your course and you are 
teaching.  

·  Student View: With this view, you can look at the course "through the student's eyes."  When you 
first access the Student View tab, you are taken to the student view of the course home page.  From 
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there, you can navigate to all of the components that have been added to the home page or to tools 
added to the Course Menu.  
o When a course is created, a demo student is automatically created, assigned a default user name, 

and added to the course. When you access components or tools from the Student View tab, Vista 
8 automatically recognizes you as the demo student, allowing you to use the tool or component as 
a student.  

o As the demo student, you can take and submit an assessment or assignment for which you will 
receive a grade, post a message to a discussion topic, or enter and use a chat room. To use the 
demo student user name, you do not need to log out and log back in with another user name. You 
are automatically assigned this user name when you access the Student View tab.  

o Likewise, when you return to the Teach tab, Vista 8 automatically recognizes you as the section 
instructor. 

%���&��(�#����)�
�'%������������������������������� ����������������������������� �
Most courses include a syllabus, which in the past was added using the Content File option (Vista 3).  In 
Pirates’ VIEW, single pages of content are added using the “Add File” option. 
 

1. To add a single page of content, click the “Add File” button located at the top of the screen.  This 
option will expand and allow you to browse for a file or create a file.  Click “Browse for Files.” 
 

  
 

2. The “Get Files” window will appear. If you have already transferred files from Vista 3 or uploaded 
any additional files, the “Class Files” icon will be selected.      
 



  SRM  9/14/2009  7   

 
 
Content files and folders will appear on the right hand side of the window.  Once you have browsed 
to your files, select the file you wish to add to your Pirates’ VIEW home page by checking the box 
beside the file(s) and clicking “OK.”  NOTE: If you wish to add more than one file, you may do so by 
selecting multiple checkboxes and clicking “OK.”  One icon per file will be added to your Pirates’ 
VIEW home page.  
 

3. Otherwise, you can click on the “My Computer” icon and browse to files that reside on your 
computer, flash drive or disk.  Select the file that you would like to add to your Pirates’ VIEW home 
page and click “Open.”  The file will appear on the home page of your course. 
 

%���&����!�#�&*������������������������������������ �������������������������� �

1. To add “Web Links” to Internet resources, you must first add the tool to your course menu.  While in 
the Build tab, click on “Manage Course” located under “Designer Tools.” 
 



  SRM  9/14/2009  8   

 
 

2. The “Manage Course” window will appear.  Click the “Tools” link located at the top of the page.  
The “Tools” page will appear where you can add and/or remove tools.  Scroll down to “Content 
Tools” and select “Web Links.”  Once you have made any other selections you would like, scroll to 
the bottom of the page and click “Save.”  The “Web Links” tool will now appear in your course 
menu. 
 

3. Click “Web Links.”  The “Web Links” window will appear.  Click the “Create Web Link” button. 
 

       
 

4. The “Create Web Link” window will appear.  A red asterisk next to “Title” and “Web Address” 
indicates that these fields are required.  Fill in the fields for the “Title” and “Web Address.” You can 
also opt to have the website appear in a new browser window as a pop-up (this option is highly 
recommended). 
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Once you have added the information for your “Web Link,” you can click “Save” or “Save and 
Create Another.” 

Students will be able to access “Web Links” from the course menu.  In addition, you can add “Web Links” to 
the home page and “Folders” as well as to “Learning Modules.”  You will also notice that you can create 
categories within the “Web Links” window, which allows you to organize your Internet resources.�
 

%���&��#�%'&�&��+)�"#������������������������������ �������������������������� �
Many courses in Vista 3 grouped content pages (e.g. unit modules, course readings, case studies, etc.) into an 
organizing structure called “Learning Modules.”  Pirates’ VIEW uses the same technology.  As with any 
other tool in Pirates’ VIEW, you must add “Learning Modules” to the course menu before the tool can be 
used.  To review these instructions, please see Steps 1-2 under “Adding Web Links” (pages 7-8). 
 

1. To add a learning module to the course, click on “Learning Module” located under “Course Tools” in 
the course menu. 
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2. The “Learning Modules” page will appear.  Click the “Create Learning Module” button located at the 
top of the page.    
 

3. The “Create Learning Module” window will appear.  Provide the “Title” for the learning module and 
select the numbering and how you would like the “Table of Contents” to be displayed.  In addition, 
choose whether you would like the table of contents to appear as the first page of the learning 
module.  Once you have made your selections, click “Save” or “Save and Create Another.”   
 

 
 

4. Content can now be added to the “Learning Module.”  Click on the “Action Link” located to the right 
of the learning module where you would like to add content. 
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5. Select the type of content and/or component that you would like to add to the “Learning Module” 
from the menu across the top of the page. 
 
 

  
 
 

a. To add a file, click “Add File.”  This option will expand and allow you to browse for a file or 
create a file.  Click “Browse for Files” and select the file that you would like to add to the 
learning module.  To review the instructions for adding files to Pirates’ VIEW, please see 
Steps 1-3 under “Adding Files to Pirates’ VIEW” (pages 6-7).   
 

b. In addition, you can create a new file by selecting the option “Create File.”  The “Create File” 
window will appear. 
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Quick Tip: You can click on the “Enable HTML Creato r” to create your file in html.  The 
HTML Creator allows you to check spelling, align text, change text color, change font and 
font sizes as well as incorporate images and insert links. 

  
 
Provide a “Title” for the file and fill in the “Content” field.  You can provide a shortened “File 
name” if you like.  Once you are finished, click “Save.”  The newly created file will appear in 
your learning module.    
 
 
  
 
 
 
 

c. To add content links such as “Web Links” or links to “Discussions,” “Assessments,” or 
“Assignments,” click on “Add Content Link.”  Please keep in mind that the list of options that 
appears on the “Add Content Link” menu depends upon the tools that you have added to your 
course menu.  
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Select the “Content Link” that you would like to add to the learning module.  Select from the 
inventory that you have created and click “Add Selected.” 
 

 
 
You will also notice that you can create a new “Content Link” by clicking “Create Web 
Link,” “Create Assessment,” “Create Discussion,” etc.    
 

6. After you have added your content to the learning module, you might wish to add headings to help 
organize the content within the learning module.  To add a heading to the learning module, click on 
“Create Heading.” 
 

 
 
The “Create Heading” window will appear. 
 

 
 
Fill in the “Heading Text” field and click “Save.”  Create any additional headings that you would 
like.  You will notice that the headings will appear at the bottom of the list of content files in the 
learning module (see image below). 
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At this point, headings can be moved within the learning module.  Content files can be moved as 
well.  In addition, any items added to the learning module can be “indented” or “outdented” to 
organize the learning module appropriately.   
 

a. To move a heading or content file, select the checkbox next to the heading or content file that 
you would like to move and click on the “Move Selected Items Above” icon (located under 
the “Move” column) in the location where you would like the heading/content file to appear 
(see image below). 
 

 
 

b. To “Indent” or “Outdent” a file, select the checkbox next to the file and click “Indent” or 
“Outdent.” 
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c. The numbering for the “Table of Contents” will change to indicate which files have been 
indented under certain headings/content files. 
 

 
 
 

%���&��()#��'�������������������������������������� ������������������������� �
Like learning modules, “Folders” can be used to organize content within the course. 

1. If you would like to use a “Folder” to organize course materials, click the “Create Folder” button 
located on the home page of your course. 
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2.  The “Create Folder” window will appear.  Provide a “Title” for the folder and click “Save.”  

  
 

3. The folder will appear on your course home page.  To add content to the “Folder,” click on the folder 
icon.  You can now add files and content links (i.e., links to discussions, assessments, learning 
modules) to the folder by using the menu located at the top of the page.  You also have the option to 
create additional folders.  To review the instructions for adding files, please see Steps 1-3 under 
“Adding Files to Pirates’ VIEW” (pages 6-7).  For instructions on adding content links, please see 
Step 5. c. under “Adding Learning Modules” (pages 12-13).  �
�
 

"��&��	)++"&�	%��)&��))#��������������������������� �������������������������� �
Pirates’ VIEW contains a variety of communication tools that enable instructors and students to interact 
both asynchronously and synchronously.  Vista 3 allowed faculty and students to interact through the 
“Discussions,” “Chat” and “Mail” tools.  In addition to these tools, Pirates’ VIEW introduces two new 
communications tools that reside within the discussion tool itself – “Journals” and “Blogs.”     
 

���	"���)&���))#�
“Discussions” are a great way for students to discuss course content, collaborate and get to know each 
other.  The “Discussion” tool is an asynchronous tool that enables communication and collaboration over 
a period of time (“different time-different place”) rather than real-time (“same time-different place”) 
communication.  You will also notice that “Journals” and “Blogs” can be setup from within the 
“Discussions” tool. 
 
The “Discussions” tool is divided into “Categories,” “Topics,” and “Messages.”  “Categories” can be 
used to group related discussion topics (e.g. Weekly Discussions), but “Topics” can also exist on their 
own.  This is similar to how “Discussions” are managed in Vista 3.  “Categories” in the “Discussions” 
area in Pirates’ VIEW operate much like the headings in a “Learning Module” – they help organize and 
clarify.  “Topics” can be a course concept such as Issues in Death and Dying or can be labeled by chapter 
or week (e.g. Week 4 Discussion; Chapter 4-6 Discussion).  By default, discussion messages or postings 
are presented in threads, which are a series of replies to the same subject allowing users to see which 
messages have received a response.    
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1. To create a “Discussion,” click “Discussions” located under “Course Tools” on the left hand side of 
the screen.  
 

   
 

2. The “Discussions” window will appear.  Click “Create Category.” 
 

   
 
 

3. The “Create Category” window will appear. 
 

 
 
Provide a “Title” for the category.  Please note that this is a required field.  In addition, you can add a 
description to the category if you like; however, this is not required.  Click “Save.”  The newly, 
created category will now appear on the discussions board.  Please note that students will not be able 
to view the category until a “Discussion Topic” has been added to it.         
 



  SRM  9/14/2009  18   

 
 
 

4. Click “Create Topic.”  The “Create Discussion Topic” window will appear. 
 
 

      
 
You will notice that you have three topic choices or tool options – “Threaded topic,” “Blog topic” 
and “Journal topic.”  Each topic has a brief description detailing how to use that particular tool.  
When you click on the radio button to the left of the topic choice, the image on the right will change 
to show you what the topic (tool) looks like.   
 

5. Select “Threaded Topic” and click “Next.” 
 

6. The “Create Threaded Topic” window will appear.   
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Provide a “Title” and select a “Category” to place the topic in if you chose to create categories.  In 
addition, make other selections as appropriate (i.e., Grading, Peer Review, Topic Behavior Options).  
Once you are finished, click “Save.”  The topic will now appear on the discussions board.   
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7. To add a “Message” to the discussions board, click on a “Topic” link to enter the discussion topic. 
 

 
 

8. Click “Create Message.”  
 

9. The “Create Message” window will appear.   
 

 
 
Provide a “Subject” and enter text into the “Message” field.  You can also click on the “Enable 
HTML Creator” to create your message in html.  In addition, you can “Add Attachments” to the 
message if necessary.  Once you have finished composing your message, click “Post.”  The message 
will now appear on the discussions board within the topic that it was created.        
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Viewing and managing messages in Pirates’ VIEW is very similar to that of Vista 3. Messages can be 
viewed, compiled for download, deleted, or moved. See screenshots below for various options for 
working with messages.�
�

�
�

1. The “Move to:” and “Copy to:” drop down menus allow you to select messages using the 
checkbox and then move or copy them to other topics. 
 

2. “Expand All” and “Collapse All” displays all messages or hides them within individual subjects 
or threads within the topic. You can also display messages as “Threaded” (messages appear 
indented based on message replies) or “Unthreaded” (in a numbered list). 

 
 

�)'*�&����� ��+%##��')"
����	"���)&�      
 

1. Method One: Group Manager 
You can also create discussions topics for groups of students into which you designate 
membership. This results in only the students with membership in that group having access to 
read or post messages in the designated topic.  
 

a. To create groups using the “Group Manager,” make sure you are in the “Teach” tab.  
Click on “Group Manager” located under “Instructor Tools” on the left hand side of the 
screen. 
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b. Click “Create Groups.” 
 

c. The “Create Groups” window will appear.  Select the radio button next to the option that 
you would like to use and click “Continue.” 
 

 
 

d. Follow the steps for each group depending on which type you choose and click 
“Continue” and “Save” if prompted.  You will return to the “Group Manager” window. 
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e. Select the checkbox next to the group that you would like to assign a discussion and click 
on the “Create Group Activity” drop down menu.  Proceed with creating a topic within 
“Discussions.”  To review the instructions for adding “Discussions,” please see Steps 1-9 
under “Discussions Tool” (pages 17-20). 
 

 
 

2. Method Two: Discussions Tool -  Set Release Criteria 
If you wish to create a topic and release it to a select group of students without using the options 
available in the “Group Manager,” you can create a topic and selectively release it to a group of 
students.  
 

a. To use “Set Release Criteria,” you must be in the “Build” tab.  Within the “Discussions” 
area, create a topic that you wish to deliver to a small group.  Once created, click on the 
“Action Link” located to the right of the topic and click “Set Release Criteria.” 
 

 
 

b. Within “Set Release Criteria” options, click the “Add Member Criteria” button.  A pop-up 
window will appear allowing you to check the boxes of the students you wish to add to the 
group.  Once you have selected the members for this discussion, click “Save.”   
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c. You have now created a topic for which only those students “enrolled” can post and read 
messages. 
 

 
 
 

	 %���))#�
The “Chat” tool is a synchronous tool, which means that instructors and students will meet to chat in a 
real-time situation (“same time-different place”).  Please note that conflicting schedules can create 
communication challenges in completely online environments. 
 

1. To access the “Chat” tool, click on the “Chat” link located under “Course Tools” located on the 
left hand side of the screen.  A “Common Room” is created by default; however, you can create 
additional “Chat” rooms, “Whiteboard” rooms, or combined “Chat and Whiteboard” rooms.  To 
create an additional room, click the “Create Chat or Whiteboard Room” button located at the top 
of the screen. 
 

2. The “Create Chat or Whiteboard Room” window will appear.  Provide a “Title” for the room as 
well as the number of “Maximum users.”  In addition, select the radio button next to the “Type” 
of room that you are creating.  Select other options as appropriate.  When you are finished, click 
“Save.”     
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Please note that if you select “Allow alias,” CIS cannot retrieve the names of students who 
have posted messages to the “Chat or Whiteboard” rooms.   

 
 
  
  
  
  
 

3. The newly, created room will be displayed.  To enter the room, click on the “Title” link.    
 

 
 

4. As members enter the room, a notification will appear in the “Chat” window.  In addition, a 
“Participant List” is located on the right hand side of the window; therefore, you can see who has 
entered the room at any given time during the chat or whiteboard session. 
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5. To participate in the “Chat,” enter text in the box located at the bottom of the chat window and 
click “Send” or hit the “Enter” key on your keyboard.  Your message will appear in the “Chat” 
window above.    
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6. The “Whiteboard” allows you to upload images, draw and create slide shows.  To upload an 
image, click “Load File.”  You will then browse for the file as you would any other file you were 
adding to your Pirates’ VIEW course.  To review the instructions for adding files, please see 
Steps 1-3 under “Adding Files to Pirates’ VIEW” (pages 6-7).  For instructions on adding content 
links, please see Step 5. c. under “Adding Learning Modules” (pages 12-13). 

 
 
+%�#��))#�
The “Mail” tool in Pirates’ VIEW is similar to other email systems.  The “Mail” tool allows you to send 
and receive mail from students within the Pirates’ VIEW course.  In addition, you can create folders into 
which messages can be sorted, send mail with attachments and forward mail to other students within the 
course.  Please note that “Mail” cannot be forwarded to outside email accounts. 
 

1. You can access the “Mail” tool while in both the “Build” and “Teach” tabs.  Click on the “Mail” 
tool located under “Course Tools” on the left hand side of the screen.  
 

2. The “Mail: Inbox” window will open.  You will notice that your “Inbox,” “Sent Mail,” “Drafts” 
and “Deleted Mail” folders appear on the left hand side of the screen.  Click the “Create 
Message” button to compose a message.  
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3. The “Create Message” popup window will appear.   
 

a. Select the “Browse for Recipients…” button to select a student or multiple students to 
whom you wish to send a message.   
 

 
 
In addition, you may also copy (CC:) or blind copy (BCC:) mail to recipients within Pirates’ 
VIEW.  After you have selected your recipients, click “Save.” 
 
b. Enter a “Subject” for the message (required) and “Enable HTML Creator” if you would 

like to use these particular features.   
 

c. Compose your message in the “Message” field.  In addition, you can “Add Attachments” 
to the message if necessary.  Once you have finished composing your message, click 
“Send.”  A copy of your message will be automatically generated in the “Sent Mail” 
folder. 
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Pirates’ VIEW offers a variety of options for customizing your course (i.e., arranging icons, changing colors 
and layout, personalizing icon graphics).  To customize your course, you will need to be in the “Build” tab.  
Once you are in the “Build” tab, you will find that there are a number of ways to customize your course.   
 
First, we will look at a couple of options located under “Manage Course.”  Click on “Manage Course” 
located under “Designer Tools.”  The “Manage Course” screen will appear.  This screen allows you to 
release “Tools,” change the “Course Menu,” choose “Colors” for the course, edit “Settings” for tools, etc.  
 

  
 
 

	)"'���	)#)'��
�

1. To change course colors, click the “Colors” link located under “Manage Course.” 
 

2. The “Colors” window will appear.  Choose from predetermined themes by selecting a radio 
button to the left of the “Set” (i.e., Set B, Set C, Set D).  A “Preview” will appear on the right 
hand side of the screen.  In addition, you can customize the colors by selecting the radio button 
next to “Custom.”  This option allows you to change the color of the “Course Tools” menu as 
well as text and background colors.  In addition, you can change the colors of links and visited 
links.       
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3. After you have made your selection(s), click “Apply.” 
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1. To change icon sets, click the “Course Content Icons” link located under “Manage Course.” 
 

2. The “Course Content Icons” page will appear.  Click the “Select New Content Icon Set” button. 
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3. The “Select Icon Set” window will appear.  Click the radio button next to the icon set that you 
would like to use and click “Select.”   
 

4. The “Course Content Icons” page will reappear where you will be able to preview the icons.  If 
you are satisfied with your selection, click “Apply;” otherwise, click “Cancel.”   
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We will now look at customizing the course using tools and options available on the home page.  To get 
back to the home page, click on the “Build” tab.�
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1. To change the layout of the home page, click on the “Page Options” action link located on the 
right hand side of the page and select “Customize Page Display.”    
 

 
 

2. The “Customize Page Display: Home Page” window will appear.  Choose from “Layout 
Templates” by selecting a radio button to the left of the layouts (i.e., Layout 1, Layout 2, Layout 
3).  A “Preview” will appear on the right hand side of the screen.  If you prefer, you can 
customize the number of columns as well as the icon and text placement by selecting the radio 
button next to “Custom Layout.” 
 
In addition, you can add a background image to the home page as well as change the background 
color. 
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3. Once you have made your selections, click “Apply.”    
�
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1. To add a “Header” or “Footer” to the home page, click on the “Page Options” action link located 
on the right hand side of the page and select “Edit Header” or “Edit Footer.” 
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2. The “Create or Edit Header” or “Create or Edit Footer” window will appear.  Enter text into the 
field provided or “Enable HTML Creator” to use various options similar to Word (i.e., spell 
check, align text, font color).     
 

 
 

3. When you are finished, click “Save.”  Your “Header” or “Footer” will now appear on the home 
page of your course. 
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1. Occasionally, you might find that a file name needs to be changed.  To change a file name on the 
home page, click the “Action Link” located to the right of (or beneath) the icon link and select 
“Edit Properties.” 
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2. The “Edit File” window will appear.  Change the “Title” of the file and click “Save.”  
 

 
 
The icon will now appear on the home page with the new title.  Repeat steps 1 – 2 for each file 
name that you would like to edit.  
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In addition to changing icon sets using the “Course Content Icons” tool located under “Manage Course,” 
you can also modify icons using your own images.    
 

1. To modify or personalize an icon on the home page, click the “Action Link” located to the right 
of (or beneath) the icon link and select “Customize Link.”  
 

 
 

2. The “Link Settings” window will appear.  Click “Replace Icon” and browse for the image as you 
would any other file that you were uploading to Pirates’ VIEW.   To review the instructions for 
adding files, please see Steps 1-3 under “Adding Files to Pirates’ VIEW” (pages 6-7).     
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3. A preview of the customized icon will appear on the “Link Settings” page.  Click the “Replace 
Icon” button located to the right of the image. 
 

 
 
The customized icon will now appear on the home page.  Repeat steps 1 – 3 for each icon that 
you would like to modify. 
 
 
 
 

 
 
  


