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Upload an Assignment



Uploading a written assignment in Moodle is easy! The assignment details may or may not appear beneath the 
assignment name link. To begin, click on the assignment name link



The assignment page will include information about the submission status, grading status, due dates, time 
remaining till the assignment closes, and the “Add Submission” button  .



When you click on the add submission button you will arrive on this page. You may or may not see the “Online 
Text” submission area and/or the “File Submissions” area.



If you submit your assignment via the “Online Text” window, make sure to type it in Word and copy/paste it into 
the text window. You could lose your work otherwise if your computer crashes. The keyboard shortcuts are 
“Control, C” for copy and “Control, V” for paste. That is the only way you can paste into the “Online text” window.

Control, C for Copy
Control, V for Paste



If you are submitting a Word or PDF document, you would click and drag the document into the “File Submissions” 
window, where the blue arrow is.



It will look like this when it is uploaded. Click “Save changes”.



You will arrive at this window. Click the “Submit assignment” button.



If you are sure you want to proceed, click the “Continue” button.



This page will indicate that your assignment has been submitted for grading.



You can check your grades to find out your score for the assignment after your instructor has graded it.



Your instructor may want you to submit your assignment document as a PDF document.



To convert your Word document to a PDF document, Click the “File” drop down and choose “Save as”.



When this window comes up, choose the PDF format in the “Save as Type” drop down menu.



Your document will be converted to a PDF.



Uploading your PDF document is the same as uploading a Word document. Drag and drop it into the “File 
Submissions” field.



It will look like this when it is uploaded. Click on “Submit assignment”. Congratulations! You have successfully 
submitted your assignment!



If you need help, please contact the
Moodle Help Desk 

for 24/7 anytime assistance
818-240-1000 ext. 3457 option 3

Or
Moodle Help Live Chat Center

http://gcc.echelp.org/

