
Using the Assignment Tool 

 
 

 
 
 

 

Click Assignments on the 
Course Menu 
 
 
The Inbox tab will have the list 
of assignments due. 
 
 
Click the name of the 
assignment. In this case, we will 
click on Music Identification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The instructor’s directions will be 
listed on the left. 
 
To add an attachment click add 
attachment. 
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This window will appear after 
clicking Add Attachment. 
 
Click My Computer to access 
your files. 
 
 
 
 
 
This opens your computer’s 
directory. 
 
Find the appropriate file and 
click Open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 

Once you have completed your 
assignment click Submit. 
 
If you would like to review your 
work before submitting.  Save 
as Draft. 
 
Or 
 
Cancel. 
 
 
 
 
 
 
 
The Submitted tab shows which 
assignments you have 
completed or missed the due 
date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Graded tab is where you 
will find your assignments that 
have been graded. 
 
 
 
 
 
 



 

 
The Published tab is the 
location for those assignments 
and group work which your 
instructor would like you to 
review. 
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