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Student Assignments 

Starting an Assignment 

 To start an assignment, you must first find an assignment posted by the 

professor and select it 

o Select the Course Content section the assignment is posted under 

o After clicking on the assignment you want to complete, you will 

receive a submission window 

 

o Important information about the assignment will be placed at the top 

of the page under “Assignment Information” 

 Name, Instructions, Due Date, Points Possible, and any files 

needed for the assignment will be shown here 
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o To add information to your submission, there are three possible ways 

 You can write in the actual submission in the text box using the 

text editor  

 You can attach a file 

 You can add comments 

 

 To Format what you write in the text box, you must make sure 

the Text Editor is in the ON position 

 

 If the Text Editor is in the OFF position, simply click the 

word OFF and it will switch to ON 
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Submitting an Assignment 

 After you have entered all the information that is needed for your 

submission, you have three options 

o You can “Cancel” all you work/information you have entered 

o You can “Save as Draft”: saving all your work/information you have 

entered for you to come back later and add, edit, delete, or submit at 

a later time 

o Or you can “Submit” your work/information at that time 
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Reviewing/Checking an Assignment 

 After you have submitted your work, you will be forwarded to a 

confirmation/review submission page 

o On this page you will see a couple things: 

 “Assignment Information” 

 “Instructor Feedback”: Grade, Comments, Edited Attached Files 

 And “Information Submitted”: Attached Files, Text, Comments 

 You may then “Start a New Submission” (If you have any submissions left) 

or leave the assignment page by selection “OK.” 

 To check your grade, click on “My Grades” in the left Course Menu 

o When students check the Assignment grade in “My Grades,” they 

have an option to download the returned file to edit if the Instructor 

has made that available. 
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