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eCollege Vista — Unsubscribing Files

In eCollege Vista, files can sometimes become subscribed to anther file due to how it was copied or
created originally. When this happens the file will no longer allow any changes to be made. This
walkthrough will describe how to unsubscribe any file
and allow alteration once again.
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Once inside the File Manager the file(s) will need to be
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Files that are subscribed will have an icon like the one underlined below. Any file without this icon will
not need any further attention.
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Clicking the Action Link to the right of the file will open a menu of options for each file. In this menu,
select “Unsubscribe” and click “OK”.
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The file will now appear without the subscribed icon and will again allow access. This process will need
to be completed for each subscribed file that is required.
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