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Submitting an Assignment Through a Course Assignment Link

1. Enter my.northwood at http://my.northwood.edu, Click the tab My Courses/Orgs, fromn Course List box,
Click title of course (link) fo open course, next:

2. Click menu area where assignment link is housed (use course map to locate if unsure)
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3. Click the assignment title or View/Complete link to open the assignment submission screen
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4. Upload Assignment Screen
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assignment title and link. As the student you will follow these steps to submit work using this method of delivery

Open the menu area where the assignment link is housed
Click the Link (View/Complete: followed by Assignment Name) to open the submission screen

Use Choose File pop-up Window to locate work to be submitted>Click file once to highlight=Click open {pop-up closes and you are returned to submission screen)
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a. Communicate comments 1o instructor regarding assignment (optional)

b. Click Browse — following Aftach local file window, locate file using Choose File pop-up

my.northwood.edu

Announcement

4 submitting assignments through a course link.jpg
3 submitting assignments through a course link.jpg
2 submitting homework via a course link.jpg

2 submitting assignments through a course link.jpg
T Accessing the course syllabus.pdf

) Accessing the course syllabus.doc

~jcessing the course syllabus.doc

Syllabus
Instructor

Course
Information

Lessons
Discussion Boal
Assignments
External Links

|~$udent Orientation Syllabus.doc

M) 4 accessing course syllabus.jpg

3 access course syllabus.jpg

]2 accessing course syllabus.jpg

)1 accessing course syllabus.jpg

4 grading work collected through a course.jpg

3 grading an assignment callected through a course.jpg
M2 grading an assignment collected through a course.jpg

My Documents

.

My Computer

Tools

B communicatic
# Course Tools
3 My Portfolios
M Course Map

(BT File name: |

Places

@) Refresh

Files of type: IAII Files (%)

@ oetail view

Attach local file I

or Copy file from Content Collection I

Currently Attached Files:
© Submit

e %
assword Reset
Bb Home Bb Help Bb Logout
RARAJus My Courses/Orgs  MyFiles ~ MyTools  Mylibrary  WebAdvisor  Web Mail
lick file once to highlight>=Click open (pop-up closes and you are returned to submission screen)
>
= cking Save allows you to attach a d or multiple d for sub: at a future
' ching the plete file prior to
M.
B
M
% |
&)
)
=i
=1}
Al
=]
4l
jid|
I |
| Cancel v
Zi
Browse...
Browse..
Add Another File
Click Save to stop working and centinue working later. Click Submit to finish. Click Cancel to quit without saving changes
Cancel ) Save ) | Submit )




c. Click file and highlight, click Open Save fo add another file prior to submission
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e. To add another file, Click Save and then retumn to assignment upload screen and Click Add
Another File
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5.

To confirm submission, check your My Grades — Click Course Tools from Tools on course menu, Click
My Grades link
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6. Anicon, green square with an exclamation point inside, will appear indicating the assignment
submission and its availability for instructor grading.
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Summary:
e Login to my.northwood.edu, Click My Courses/Orgs tab, Click Course Title link,
¢ Click course menu item when assignment link is housed (if the location is unknown, use course
map in its expanded view 1o locate the link);
o Click assignment title or View/Complete link to open upload submission screen;
e Click "Browse” associated with attach local file;
e Locate file, click to highlight in choose file window, click open
e Click Save to add another file
¢ Click Submit fo forward assignment for grading

If an assignment link cannot be located - contact course instructor.



