Orientation Materials

Instructions for

Preparing and Submitting

Your Distance Learning Work
Dr. Geoffrey Grimes

Professor of English

Navarro College-Ellis Center

1900 John Arden Drive

Waxahachie, TX 75165

Hello, students!


Please find enclosed important directions for submitting your work to me and for communicating electronically through e-mails.  It is absolutely essential that you follow the directions and examples precisely!


While these directions may seem rather severe, they are necessary in helping me process literally hundreds of written exercises each year.  In order for me to maintain your records accurately and to be able to access them through search/find electronic functions, all your files and messages to me must follow these protocols.


I am delighted that you have enrolled in one of my distance learning English courses offered over the Internet.  Years of work and preparation lie behind the development of these courses, designed to provide you with a meaningful and engaging learning experience.  Your attention to these details will assure our successful communication and timely return of your work.








Dr. Geoffrey Grimes

Composing Headings for all Assignments and E-mail Messages:

You must give me a heading at the top of the first page of each exercise and in the message window of each email you send me.

In the upper left-hand corner of each exercise or on a separate cover page, please include:

1) your first and last name, 

2) your course and section number, 

3) your student ID number,  

4) the assignment number (Chapter, Unit, or Exercise number)

Here’s an example:

John Student

Engl 2311: 9437

Student ID: 5555555

Ex 5

Creating a Heading in Word
To create a heading in Word, select “View”-“Header and Footer” from the Menu.  A “header” (and “footer”) text box appears at the top (and bottom) of your page in which you can enter information.  After adding your information in the “header” text box, select “Close” on the “Header and Footer” tool bar.  The header information will appear embedded at the top of each page of your file.

Continue to the next page:

Naming and Saving your Exercise Files

When saving your exercises as Word files, please save them in this format:

for English 1301 exercises:

JDoe-U1.1 (or whatever the unit and exercise numbers are)

for English 1302 exercises:

JDoe-Ex1 (or whatever the exercise number is)

for English 2311 exercises:

JDoe-Ex 5 (or whatever the Chapter and exercise numbers are)

for English 23xx (literature courses) exercises:

JDoe-Ex1 (or whatever the exercise number is)

Enter the appropriate file name in the “Subject” line of your e-mail messages that contain the attached assignment.
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Continue to the next page:

Sending an E-Mail Message

What to post in the “message window:

Every time you send me an e-mail message, you must include—in the message window—the following three elements, in addition to the file name of the assignment you are attaching if you are submitting an exercise:

1) Your first and last names

2) Your 7-digit student ID (not your social security number)

3) Your course and section number

And if you are attaching an exercise, 

4) The file name of the exercise you are attaching
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Continue to the next page:
Sending an E-Mail Message

What to post in the “subject line”

Every time you send me an e-mail message, you must include—in subject line—the include the appropriate information as illustrated below:

If you are sending me an assignment

If you are sending me assignment, in the subject line, enter the file name of the exercise that you are attaching (e. g. JDoe-Ex3)
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Continue to the next page:

2) If you are sending me a “comment”

If you are sending me a comment, then enter your first initial and last name followed by a hyphen, then, the word “Comment” (e.g. JDoe-Comment)
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Note: Do not attach an assignment to a “Comment” message.  I will delete it.

Continue to the next page:
3) If you are sending me a “question”

If you are sending me a question, then enter your first initial and last name followed by a hyphen, then, the word “Question” (e.g. JDoe-Question)
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Note: Do not attach an assignment to a “Question” message.  I will delete it.

Continue to the next page:
3) If you are sending me an “urgent” message

If you are sending me an urgent message, then enter your first initial and last name followed by a hyphen, then, the word “Urgent” (e.g. JDoe-Urgent)
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Note: Do not attach an assignment to a “Urgent” message.  I will delete it.

If you have questions, please contact me by e-mail at ggrimes1@aol.com 

or call me at (972) 740-3125.

Dr. Grimes
[End of Document]

