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The Assignment Tool 
 

To complete an assignment you first need to find it.  Although most courses will 
have an Assignments content area, individual assignments may be placed 
anywhere within the course.  In this tutorial we are going to be completing 
assignments from a specific Assignments area. 

 
Completing an Assignment 

 
1. Open your Assignments area by clicking the link in the content areas 

sidebar in your course. 
 

 
 

2. Select the link for the assignment you wish to complete. 
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3. Enter any submission details and comments you want your professor to see 
regarding the assignment.  
 

 
 

4. Browse for local file and make sure you click Attach File to submit your 
completed assignment.  
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5. If you do not click attach, your assignment file will not be included in your 

submission. Add any comments you wish to be included as well. A 
successfully attached file will look like this: 
 

 
 

6.  If your assignment is complete, click Submit.  If you wish to continue 
working on this assignment and submit it at a later date, click Save as Draft. 
 

 
 
 

7. After you click Submit, you will be able to view your Submission History. If 
you have multiple attempts at the assignment, you can view each attempt 
separately by clicking the plus symbol next to the attempt number and 
date/ time. 
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Viewing a Graded Assignment 

 
1. Open your Tools area by clicking the link in the content areas sidebar. 

 

 
 

2.  Click on My Grades. 

 
 

3.  Once you find your grade for the particular assignment in question, click on 
the grade.  
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4. You will see comments from your instructor along with a copy of your 
assignment with any remarks. Click OK to finish. 

 

 


