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Submitting an Assignment 
A. Your instructor might have created an area for you 

to submit assignments. On the menu, choose the 
appropriate content area. Click on the name of the 
assignment. 

 

B. Click the Browse My Computer button and locate 
your assignment. Click Browse My Computer 
button once again if you need to add more than one 
file. Click the Do Not Attach button to remove any 
unwanted files. Repeat this step for any documents 
you want to add/remove. 

 
Once you have added all your files you have three 
options: 

1. Cancel if you want to leave that screen without 
submitting anything 

2. Save as Draft allows you to save a draft file to 
the assignments page so you can edit it later, 
but your work has not been handed in and 
cannot be viewed by your instructor. (Advised 
not to click Draft.) 

3. Click on Submit once your paper is complete 
and ready to be graded by your instructor. 
(Advised to Submit work always.) 

 

Discussion Board 

A. Click on Discussions. 

 

Click on the Forum to view it. Forum is an area where a 
topic is discussed 

 

Click on Create Thread to add a thread. Thread is the 
initial post and any replies to it. 

 

B. Name your subject, type in your message, add an 
attachment if desired, and click Submit. NOTE: DO 
NOT CLICK SAVE. CLICKING SAVE WILL NOT 
SUBMIT YOUR WORK TO YOUR INSTRUCTOR. 
MAKE SURE YOU CLICK SUBMIT. 

 

  












