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Uploading and submitting individual work

Your tutor may require you to upload a file or assignment onto your online course. To do
this, prepare your individual work and save it on your computer or USB drive.

1. Login to your online course and locate the Assignment activity:

= Assignment 1

The details of the assignment will be outlined here, including the status, due date and if there are
any comments on the submission for you to view and respond too.

2. Click the Add submission button to begin uploading your file:

Pre-Tramp 1 Planning

Download and fill in the Pre-Tramp Planning form and then upload into this drop box.

Submission status

Submission status No attempt

Grading status Not graded

Due date Friday, 16 June 2017, 5:00 PM
Time remaining 115 days 1 hour

Last modified

Submission comments p Comments (0)

Make changes to your submission

3. You can either Drag and Drop your file into the submission area OR click the Add icon [ ito
open the File Picker*

Pre-Tramp 1 Planning

File submissions

i

* Steps 4 and 5 show how to upload a file using the File picker, please disregard these steps if using
the Drag and Drop method to upload your files.
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Thoodle

4. Once the File picker window opens, select ‘Upload a file’ from the side menu and then click
the Choose file button:

I

File picker
T Server
T Recentfiles
B Upload a file
T Private files
Attachment Choose File |Assignment 1.doc
B wikimedia

& Staff Help &amp; Support
Google

Save as
Author | Ima Student

Choose license All rights reserved v

Upload this file

5. Locate your file on your computer or USB drive and either double-click it OR click the Open
button to select and add the file:

File picker ]
h Server
T Recentfiles
M Upload afile
] ' ~
@ Open =
M Private files
@O-\ |« Documents » Assignments + [ %9 [ Search Assignments 2]
D wikimedia
Organize v New folder -
& Staff Help &amp; Suppart B 8 =
Google 2 i
7t Favorites - Documents library o (T
B Deskiop =] Assignments
18 Downloads e
‘%] Recent Places
| FBC Scenario |4} Assignment 1.doc
P Deskiop
5 Libraries
[ Documents
| My Documents
1. Adobe
e Sl n L3
File name: Assignment 1.doc +  |AnFiles -
—

6. The file will be added to the File submission area, click the Save changes button to submit
your file:

Pre-Tramp 1 Planning
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