
 

 

Need help with Vista?  
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://help.view.usg.edu. 

� � � � � � � � � 	 � � 
 � � � � 
 	 � � � � � 	 � � � � � � � � � � 	

�������� �������� �������� �������� �������� ��� ���� � �������� ���������������� 								�������� �������� 







 ���������������� �������� 								�������� ��� ���� � �������� 







 �������� 								�������� ��� ���� � ��������








 �������� 								�������� �������� 								��� ���� � �������� ��������								�������� ���������������� �������� �������� �������� �������� �������� �������� �������� ����������������

� � � � � � � � 	 � 	 � � � � � � � � � � � 	 � � � � � 
 � � 	
 

WebCT Vista is the course management system (CMS) for the University System of Georgia.  
Vista represents a new approach to e-learning enabling students to interact with the instructor(s) 
and other students through discussions, e-mail and live (real-time) chat rooms.  Lecture notes, 
assignments, projects and grades are often posted on web pages within Vista.  In addition, exams 
can be taken online and graded automatically.  

Online learning generally provides considerable flexibility, often allowing students to choose 
when and where they will participate in class activities, but at the same time, students have the 
same kinds of deadlines and structured responsibilities as a face-to-face class. In other words, 
flexibility must be balanced by responsibility. Like a face-to-face course, online courses require 
assignments to be completed by due dates, attendance (via your online participation), 
involvement in online discussions, and sometimes group collaboration. Most students enjoy the 
active learning that online classes involve.  In fact, students often enjoy discussions held in Vista 
more than those held in a face-to-face class.   

There are two types of Vista courses – Internet and web-enhanced.  Internet courses are those 
that are 50% - 100% online and are designated as “I” courses in S.H.I.P.  For example, the 
following course is an Internet course: CEUG 1010-0I1.  Web-enhanced courses are those that 
are 49% or less online and are designated as “W” courses in S.H.I.P.  Therefore, the following 
course is a web-enhanced course: MATH 2200-0W1.  Students in web-enhanced courses meet at 
least half of the time in traditional, face-to-face classes.  

For more information regarding Vista, please see the Vista homepage at 
http://online.armstrong.edu/. 
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Getting Started with Vista 
 

Recommended Browsers 

The following is a list of supported and unsupported browsers.  Please make sure that the 
browser that you are using is a supported browser. 

Supported Browser: These browsers have been tested extensively and have been 
validated for use with Vista.  

Unsupported Browser: These browsers are known to have significant issues in 
operation with Vista and are not supported for use with Vista.  

Browsers not Listed: Browsers not shown on this table have not been tested. They may 
or may not work with Vista. It is strongly recommended that you use a “supported” 
browser. 

Supported/Unsupported Browsers for Windows: 

  Supported Browsers Unsupported Browsers  
Microsoft IE  5.5 (SP2), 6.0  5.0  
Netscape  7.0, 7.1, 7.2  4.76, 4.8, 6.2.x, 8  
AOL  8.0, 9.0 7.0  
Mozilla  1.5, 1.7  1.6  
Firefox  1.0,1.5 Any version above 1.5  

Supported/Unsupported Browsers for MAC: 

  Supported Browsers Unsupported Browsers  
Microsoft IE  5.1 (OS X 10.1)  5.2 (OS X 10.2)  
Netscape  7.0, 7.1, 7.2 (OS X)  4.8, 6.2.x  
AOL  OS X  --  
Mozilla  1.5, 1.7 (OS X)  1.6 
Firefox  Not Recommended Not Recommended  
Safari  1.2, 1.3.1 and higher, 2.0.1 and 

higher (OS X)  
1.3.0, 2.0.0  

 
 
If you need to download a newer/older version of the browser you are using, please see the list of 
downloadable browsers at http://www.webct.com/tuneup. 
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Browser Tune-up 
 
Before using Vista, make sure that you are using a supported browser and that your browser 
settings are correct.  To ensure that your browser settings are configured correctly, go to the 
Vista homepage located at http://online.armstrong.edu/ and click on “Log in to Vista.”  The 
WebCT Vista login page will appear.   
 
  
 
 
 
 
 
 
 
 
 

Click the “Check Browser” link to start the “WebCT Browser Checker.”  The “Browser Check 
Results” window will appear. 
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Make sure that each section (i.e., browser check, cookies check, java check) appears with a green 
arrow as pictured above.  Should a red “X” appear, click on the “Step-by-step instructions to 
properly configure browser” link (located at the bottom of the “Browser Check Results” 
window) to make any necessary changes to your browser settings.  Should you continue to 
experience browser problems, click on the “Troubleshooting browser problems” link.  There may 
be a problem with your browser or other software on your computer. 
 

Logging Into and Out of Vista 
 

Locating Vista 

Go to AASU's vista page:  

o http://online.armstrong.edu 

OR 

o Go to AASU Homepage.  Click on the “Vista Login” located on the right hand side of the 
screen in the “Links” window. 

Username 

A high percentage of help requests are in reference to students forgetting usernames and 
passwords.    

1. You can receive your WebCT Vista from the main SHIP login. Log into SHIP & type in 
your username and pin. Click "Look Up ID." You will receive your username. 

2. Your username is all lower case with no spaces.  
3. Usernames are case sensitive. Make sure the Caps Lock is not on when you are typing 

your information. There should be no periods, capital letters, or spaces.  

Password 

1. When the Vista team creates a student account, we assign an initial password. By default, 
it is the same password as your SHIP pin number. 

2. There are no capital letters, periods, or spaces. 
3. Once you are logged into your Vista class, it is a good idea to change your password to 

something that you can easily remember. To do this: 
a.  Choose Change Password from the top right hand corner. 
c.  Type in your old password. 
d.  Type in your new password twice. 
e.  Click Save. 
f.  Log in again using your new password.  
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Logging Out of Vista 

To log out of Vista, click on the LOGOUT  link, located on the Vista menu bar at the top of the 
screen. This is the most secure way to log out of Vista.   

 
 

Bulletin Board/Discussions 
 

Introduction  
 
Discussions, also commonly referred to as Bulletin Board or Forums, allows students and 
instructors to send, read, and search for messages. 
 
Discussions is divided into different topics. Your instructor might create discussion groups 
around particular subjects. Topics can be public or private. Everyone in your course can access 
public topics, while private topics are available only to the set of students the instructor chooses. 
 
By default, Discussions contains three topics:   
 

a. All Topics: contains all messages from all public topics 
b. All My Post:  contains all messages posted by the user 
c. Default Topic: a generic default topic that is set up until the instructor adds new topics  

 
 
Below is an illustration of commonly used links in Discussions. 

 

Posting Messages 

1. Click Create Message. The Create Message window appears.  
2. From the Topic drop-down list, select the topic to send a message to.  
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3. Complete the subject line and type your message in the text box. Both a subject and a 
message are required.  

4. Select Preview to preview your message as it would appear when posted. You may edit 
the message if you want to make any changes. 

5. Click Post.   

Copying and Pasting 

 
 
Copying and pasting copies text in one area (word processing document, Internet, etc.) and 
places the copy in another area. 
 
In Vista, you may have to copy and paste essays you have typed or articles that you have found 
on the web. 

1. Highlight the text you want to copy. 
2. Go to Edit ��� � Copy (or hold down Ctrl+C  on the keyboard). This copies the text. 
3. Go to the location that you want to paste the text into. 
4. Go to Edit ��� � Paste (or hold down Ctrl+V  on the keyboard). This pastes the copy of the 

text. 
 
HTML Editing  
 
Vista allows for the use of HTML editing to format messages. By using HTML code, you can 
change the font face and size; make the text bold, underlined, or italicized; create bulleted lists, 
etc. If you use HTML formatting, be sure to turn the HTML Creator <ON>.  Vista will 
automatically create formatting options such as: font size, font type, color, add a link and spell 
checker. 
 
 
Replying to a Message 
 

1. From the Discussions table, click the topic that contains the message that you want to 
reply to. The Discussion messages screen appears. 

2. Click the message that you would like to reply to. The message appears.  
3. Click Reply. The Reply to Message window appears.  
4. Type your message in the text box.  
5. Click Post.   

 
 
Deleting Messages 
 

Students are not able to delete messages in Discussions. Only instructors have this capability. 
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Vista Mail 
 

Introduction  

Mail allows you to send private mail messages to your instructor and to other students in your 
course. There are four default folders: 

Inbox:  contains all received messages 
Sent Mail:  contains a copy of all sent mail   
Draft:  contains all unsent messages  
Deleted Mail: contains deleted messages 

Sending Mail 

1. Click Create Message. The Create Message window appears.  
2. Complete the Send text box by either: 

a. Type the username(s) of the recipient(s). 
b. Click Browse For Recipients. To select a recipient, click his/her name. To select 

more than one recipient, check box selecting the names of To:, CC:, or BCC:. Click 
Save.  

c. If you have the desire of viewing a larger range 
of recipients at one time, click Edit Paging.  
Type in the number of recipients that can be 
viewed on one page. 

3. Complete the subject line and type your message in 
the message box. Both a subject and a message are 
required.  

4. Click Send. The mail is sent and a copy is placed in 
the Sent Mail folder. 

Note: Turn on the HTML editor for more options with 
formatting. 

Replying to Mail 

1. Click on the message that you would like to reply to. The message appears. 
2. Click Reply. The Create Message window appears. 
3. Type your message in the text box. 
4. Click Send. The mail is sent and a copy is placed in the Sent Mail folder.  

Forwarding Mail  

1. Click on the message that you would like to forward. The message appears. 
2. Click Forward. The Create Message window appears. 
3. Complete the Send text box  
4. Type your message in the text box.  
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5. Click Send. The mail is sent and a copy is placed in the Sent Mail folder.  

Deleting Mail 

1. Check box the desired message to delete. 
2. Click Delete.  
3. The message will automatically delete and go to the Deleted Mail Box. 

Mail as a Draft 

Saving Mail as Draft 

1. Compose your mail message. 
2. Click Save As Draft. The message is placed in the Draft folder.  

Sending Mail that Was Stored as a Draft 

1. From the Draft Folder . Click on the desired message to continue. 
2. The message appears. 
3. Complete the message and click Send. 
4. The mail is sent and a copy is placed in the Sent Mail folder 

Folder Options 

From the Left Folders Taskbar screen, Folder options appear. From the Left Folders Task Bar, 
you can Create a Folder.  After you Create/Add a folder, there will be options to Rename or 
Delete the created/added folder. 
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Attaching a File 

You can attach a file in Discussions or Mail. 
 

1. Click on the Add Attachments button. 
 
 

2. Find the file on the computer.  Choose the 
location where you saved the file. Click 
“My Computer if it is on your computer, 
floppy, or CD. (If you saved the file on a 
disk, select 3½ Floppy [A:].)  
 

3. Double click on the desired file to attach.  
 
4. Your file will appear under the Add 

Attachments button.  The small page icon 
next to your file name exists so that you 
may delete the file by clicking on the 
“remove attachment” icon.   
 

 
Opening Attachments 

 
Depending on the browser and type of file, the file may or may not open in the browser window. 
Typically, Internet Explorer will open files in the same browser window. Netscape usually 
prompts you to open the file with a particular program or to save the file. 
 
 

 

 
 

 

 

CHECK THIS!  Take note of the Save as type box, because you can save your document 
in different formats. If you use Microsoft Works, Corel WordPerfect, or Lotus at home, 
you can use this Save as type box to select Microsoft Word or RTF (rich text format).   
You need to do this to open these programs on campus. 

To Open an Attachment: 
 

1. Click in the file link. 
2. The file should automatically open 
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Assessments/Quizzes 

Helpful Hints  

·  Be aware of time limits and availability.  
·  Always Save each answer. You know your answer is saved when the yellow circle 

changes to a blue check.  
·  It's a good idea to write your answers down on paper as you go.  
·  You may get kicked off by your Internet service provider. Do not panic. Try to get back 

into the test. If you can't, contact your instructor and explain what happened. They have 
the ability to reset the test for you.  

·  If you run out of time, continue to take the test if it will allow you to.  

NOTE: Only the instructor can reset a quiz.  

Taking a Quiz or Survey 
 
1. To take a quiz or a survey, click the Quiz tool hyperlink on your Homepage, Organizer page, 

or Navigation Bar. The Quizzes and Surveys screen appears. 
 

a.   Title:  the title of the quiz or survey. Note: if a quiz is not available or has already been 
taken the maximum number of times, the title will not be a hyperlink.  
 

b.   Availability:  the time period in which the quiz may be accessed.  
 

c.   Grade: the grade you received for the quiz. For example, 90/100 indicates that you 
received 90 out of 100 points.  
 

e.   Attempts: This column displays the number of times you have attempted the quiz and the 
number of attempts remaining. Once an attempt has been graded and its grade released, 
the hyperlinked Completed appears. 

 
 
2. Under Title, click the hyperlinked name of the quiz or survey that you want to take. The Quiz 

(or Survey) Introduction screen appears. Follow the instructions in the Introduction. 
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3. Once you complete a quiz or a survey, click “Finish” to submit it. 

 

Assignments 

The Assignments tool is available for you to turn in assignments to your instructor.  

 

 
 

1. To access an assignment, click on the hyperlinked title of the assignment. 
2. Under Submission click Add Attachments. The Attachment File screen for that 

assignment appears.  
3. To locate the file, click on My Computer to open you computer's browser.  
4. Select the file and click Open. The Attached Assignment screen reappears with the name 

of the file will be listed under the Add Attachments Button.   
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5. To submit the assignment, click Submit. 
6. After clicking Submit Assignment, a confirmation box appears asking you to confirm 

the procedure.  
7. Click OK.  
8. You will receive a confirmation page verifying that you assignment has been successfully 

submitted. 

 

Calendar 

Introduction  

The Calendar tool allows students, teaching assistants, and instructors to exchange information 
about class events quickly and effectively.  

Depending on the level of access assigned by the Vista course designer both instructors and 
students can post public calendar entries (visible to everyone in the course) or private ones 
(visible only to the author) within a class. Entries can be written in simple text or HTML. 
Calendar entries may include links to course content or to external websites, notification of 
assignment due dates, changes to instructor office hours, or any other scheduling information 
you wish to record.  

Viewing Calendar Entries 

Entries that are posted by the instructor are in regular font whereas private entries are in italics. 

1. To view a calendar entry and its details, click the date for the entry.  
2. For a daily view of the calendar, click the date.  
3. For a weekly view of the calendar, click View Week.  
4. For a monthly view of the calendar, click View Month.  
5. To change the month displayed:  
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a. From the Month and Year drop-down lists, select the month and year you want to 
view.  

b. Click Go. The selected month is displayed.  
6. To view the previous month, click Previous Month.  
7. To view the next month, click Next Month.  

Adding Calendar Entries 

1. From the global calendar, click the hyperlink number that corresponds to the day of the 
month you wish to add to an entry.  

2. Click Add entry. The Add a Calendar Entry screen appears.  
3. Select or type the appropriate information to describe your entry. Available choices 

include:  
o Date: pre-selected but you can change it.  
o Summary: brief description of the entry  
o URL: the address for a web page or site  
o Detail: detail about the calendar entry  
o Start Time & End Time: duration of the entry  
o Access Level: public or private as defined by your instructor  

4. Click Add. The View Day screen appears and the entry you added is displayed. 

 

Editing Calendar Entries 

1. Click on the hyperlinked date that contains the entry you would like to edit. The View 
Day screen appears.  

2. Select the entry that you want to edit.  
3. Click on Edit . The Edit a Calendar Entry screen appears.  
4. Edit the entry.  
5. Click Update. The View Day screen reappears displaying the edited entry. 

 

Creating a Printable List of Calendar Entries  

This option allows you to compile public, private, or both types of calendar entries using specific 
criteria and view the results as a list.  

1. In the calendar, click Create a Printable View. The Create Printable View Entries 
screen appears. 

2. In the From and To Month, Day, and Year drop-down lists, specify a date range for your 
search. 

3. If desired, specify search criteria to filter your search. 
4. Select the type of entries you want to compile. You can compile public entries, private 

entries, or both. 
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5. Click Continue. The Printable List Calendar Entries lists the compiled entries.  
6. You now have the choice of viewing, printing, or canceling the list. 

 

 

 

 

Resources 

Vista Online Support Center: http://help.view.usg.edu 

Help Desk:  912-921-5518 (866-533-6353 toll free)  
cis.helpdesk@armstrong.edu 


