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Tips for Submitting Assignments 
Overview 

Assignments in Moodle have the icon at the left.  Note: these are not the only graded 
items in Moodle, however. Instructors can also “assign” discussion forums, quizzes and 
other items which all have different icons than “Assignments.” So, be sure to READ 

everything presented in the course home page.  Do NOT skip directly to the Assignment icon 
items, or you may be missing very valuable points in the course. 

Instructors may use various options when setting up their assignments.  Some require you to type 
text on the page, other may require you to upload files, and some require you to complete a 
task outside of Moodle. You need to read the instructions for the assignment carefully. 

UPLOADING FILES 
Below are a series of screenshots of an actual Assignment that contain information on how to 
upload a file(s). How many files you are allowed to upload depends on how the instructor has 
set the assignment up. Firefox is the recommended browser to use for this process. Before you 
upload a file, be sure to SAVE IT. The uploaded file is always the saved version, so be sure to save 
before uploading. 

Step 1 
Begin by opening the Assignment to see the instructions. Scroll to the bottom.  Click the Add 
submission button as shown below. 
 

  

Click the Add 
submission button 
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Step 2 
 

 

Step 3 
 

  

Click here to add files 

1. Click here first to 
see the options 

 
2. Then, click the 
Browse button to find 
your file. 

3. After you choose 
your file, click the 
Upload this file button 
to upload it to Moodle. 
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Your uploaded file will display in the File submissions area. After the file displays, be sure to click 
the Save changes button!!! 

 

Step 4 
Review the information in the Submission status area that displays (similar to below). If you need 
to upload more files or edit your submission, click the Edit submission button. If your instructor 
provided a Submit assignment button, you must click this to submit your assignment to your 
instructor for grading. Not all assignments will have a Submit assignment button. For those, all you 
have to do to submit is to upload your file(s). 
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Notice in the previous picture that your file is displaying in the Submission status box.  This 
indicates you have successfully uploaded the file. You can click the link to your file to check it. 
You can change the files uploaded or add additional files (if the instructor allows) by clicking the 
Edit my submission button shown above. Once you have your files ALL uploaded, press the 
Submit assignment button. Make sure you are 100% positive that your files are uploaded (check 
Submission status box) before you press Submit assignment. Confirm your submission and press 
Continue when prompted. Once you press Submit assignment, you CANNOT edit your files, add 
additional files, or resubmit.   

NOTE: Not all instructors use the Submit assignment button.  In that case, you just follow steps 1-3 
above to upload your files. Uploading your files is all you need to do to submit if you do not see a 
Submit assignment button. 

ONLINE TEXT ASSIGNMENTS 
Some assignments may allow a text box for you to type your answers directly on the web page 
instead of using a button to upload a file.  For these assignments, your instructor will include 
instructions at the top and there will be an Add submission button at the bottom to type your 
answer. These assignments appear similar to the following. 

Step 1 
After carefully READING the instructions, click the Add submission button. 
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Step 2 
A window will display with the instructions repeated at the top and a text entry area at the 
bottom of the page similar to the following:  

 

Type your answer in the box provided. You can edit the text with the toolbar buttons. Be sure to 
spell check. If you need more room to see what you are typing, you can click the Toggle full 
screen mode button. If you enlarge the editor, be sure to click the Toggle full screen mode 
button again to return to this window when you are done. 

Step 3 
When your assignment is ready to submit, click the Save changes button as shown above. 

Once you save your changes, you’ll be returned to the original assignment window and the 
Submission status will display at the bottom (as shown on the next page).  You can preview your 
submission or edit your submission (see below).  Some instructors won’t let you edit your 
submission, so it is a good idea to start this type of assignment only when you have the time to 
complete it. It is possible that instructors may use the Submit assignment button along with this 
format.  In that case, be sure to submit the assignment after you are 100% sure it is complete.  
You CANNOT edit or resubmit your assignment after you press the Submit assignment button. 

 

Click the Toolbar Toggle 
button to display all three 
toolbars if needed.  

Toggle full screen mode 
button 
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NOTE 
Many instructors do not allow students to submit assignments after the due date expires.  Be sure 
to submit prior to all deadlines.  Some instructors may combine the online text box and a file 
upload. Some will also enable a comment box. The important thing is to read the assignment 
instructions carefully. 

GRADES 
When your instructor has graded the assignment, you can click back on the assignment to see 
your grade, instructor comments, or any files uploaded by your instructor. This information will 
display as part of the Submission status area. 

 

Click here to edit 
what you submitted 

Preview your 
submitted text 
assignment here. 
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