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After switching to student view, 

the assignment is visible on the 
dashboard.  Click “Continue 

Assignment”
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Create 

Document

If this is the first time log in, click 

“Create Document” 

If you have already logged in, and 

you are returning to the assignment, 

click “the pencil” to open the 

assignment.
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Click “Edit” in each individual section to 

update.
.

Information is added 

directly to section or 

cut/paste from 

another document
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Files/images can be uploaded in each individual 

section.  Click “Edit” under “File Attachments” to 

upload syllabi or other documents.
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First, click “Upload 

New File”

Second, click “Choose File” and 

you will be able to access files on 

your desktop/laptop 6
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Choose the file that you want to 

upload and click “open”

Click “Save and Finish” after the upload is 

Complete
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After completing all sections, return to 

the top of the page and click “Return 
to Assignment”
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The last step is “Submit Assignment”
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