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How to Submit Assignments 
 
For this example, I will be using an assignment from an Accounting online 
course.  The Assignment Icon (shown on the right) will be standard between the 
different online courses. 
 
Please take time to read through the explanations below. 
 

 For this example, the assignment we will look at is called “P4-6”.  (Refer to the 
diagram below)  

• Take note of the Assignment Icon 
• You will see the name of the Assignment.  This is the link that you will click 

on to “enter” the assignment. 
 

 
 

 Click on the Assignment Name to “enter” the assignment.   
 Look at the diagram on the following page. 
 Notice the: 

• Assignment name 
• Instructions 
• Due Date (may be blank) ***refer to teacher’s instructions for due date 
• Points Possible 
• Assignment Files – your assignment might need files that your teacher 

provides.  These files will be listed here for you to save to your computer. 

Assignment Icon
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How to ATTACH your file  
 
 
 
 
 

• Click on “Browse for Local File” 
• Find (on your computer) the file you want to hand in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on Open to select the file. 
• Now you should see the file(s) you have attached. 

 

 
 

• Can attach more than one file (if needed). 
• Can choose to “Do Not Attach” a file if needed 

 
 

AFTER an assignment has been submitted  
 
When you Submit your assignment, you will be taken to a page that looks like the 
following. 
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