
Distance Learning Center 

Working with Assignments 

Instructors may create Assignments as a method of distributing and collecting 
course work and consist of an assignment name, description/instructions and 
attachments for the assignment.  Assignments can be identified by: 

 The clipboard icon with a green checkmark 
 The View/Complete Assignment link directly below 

 

To access the Assignment, click the View/Complete Assignment link.
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To access files attached by the instructor: 
 Select a link in the Assignment Files field 

To add comments to the assignment for the instructor: 
 Enter the comments in the Comments textbox.  
 These comments will only be available to the instructor after submitting 

the assignment 
To submit a file: 

 Click Browse and locate the file to attach 
 More than one file can be attached by clicking the Add Another File button 

To remove an attached file: 
 Click Remove next to the attached file to be removed 

To save the Assignment for later: 
 Click Save to save the assignment and continue working on it later 
 This does not send the assignment to the instructor 

To submit the Assignment: 
 Click Submit to send the Assignment to the instructor 
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