Submitting papers electronically, via email

Dr. Richard Regan

1. Send the paper as a Microsoft Word attachment to your email. If you paste a paper into an email, it’s tricky to copy it out and make comments in Word, which is the way I do the comments and grading. Do not use Microsoft Works. Word cannot read Works. It may be possible to save a Works document as an .rtf file (rich text) but that’s chancy.

2. Label the email with your name, the course number, and the name of the assignment. Also label the file you are attaching with your name, the course number, and the name of the assignment.

3. Always save a copy of the email and the paper. The easiest way to do this is to send yourself a copy of the email you send me. Most email programs let you store sent and received mail permanently. Learn how to do this. There’s no need to delete email on computers that have gigabytes of memory.

4. It’s a good idea to have at least two email accounts, especially when one is an institutional account, like Stagweb. That system can be off line when you most need it. Yahoo and Hotmail both offer free email accounts.

5. I will be using Entourage as my email client. It’s part of Microsoft Office, and has a good track record sending and receiving files from Mac to Windows, and vice-versa. 

6. When you receive a paper from me, save (or download) to your desktop. Then open Word, and tell it (via the File menu) to open the file I’ve sent you. This accomplishes two things: your virus protection should scan the file, and the file is more likely to open without a hitch. Do not open the attached file directly from your email: that’s how viruses are sent.

7. I will enter comments on your paper using Track Changes, a feature of Microsoft Word. You can find it in the Tools menu, but you don’t have to learn it unless you want to comment on another paper. You will simply see on your returned paper the comments I have made. You will see the colors I use (red and green, mostly, with yellow for highlighting) unless your copy of Word has different colors set for Track Changes, in which case you will see your own colors. I will be happy to show you how to do (or undo) any of this.

