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1.

Assignment Dropbox Tutorial

Submitting an Assignment
This tutorial shows how to Submit an Assignment into the Dropbox.

Click the Assignments tab on the Course Tools menu. 

The Assignments appear under the Inbox tab. Click a link to open an Assignment. 2.
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Check with your instructor about whether you should type your assignment in the 
message field, or upload an assignment file. 

To type an assignment in the message field, refer to the HTML Creator tutorial.  After 
composing your assignment in the message field, click the Submit button. 

To upload assignments, type a brief message in the message field that includes your 
name, then click the Add Attachments button to UPLOAD a file.
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3.
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4.

The Get Files window will be displayed.  Files stored in the file manager can 
be attached, or files can be uploaded that are stored in your computer.

Click the My Computer icon to get externally stored files from your computer.  
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5. Look in the folder where your file is stored.  

Click on the name of the file to select it, and it will appear in the File name field.
Click the Open button from your computer, then wait for the file to attach.

6.
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7.

Files can be deleted by clicking the Remove button. 

Attached files are listed under the message field.
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8. Click the Submit button to submit your assignment.
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9. Click the OK button.
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10. After receiving Confirmation with the date and time your assignment was submitted, 
click the OK button.
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11. You can also click the Submitted tab to verify that your Assignment has been 
submitted into the Assignment dropbox.

12. Click the black arrows to expand the Course Menu, if it was collapsed.


