
How to submit an assignment in Moodle 
 
Moodle allows you to upload documents into a digital drop box to hand in your assignments. It is much easier 
for your professor to collect all of the papers there rather than e-mail, and you can have the piece of mind that 
your paper got to your professor. The process is very easy to do. 
 
Assignments in Moodle have an icon of a hand holding up a piece of paper with the right corner dogeared in a 
gravity-defying and unnatural manner. 

 
 

1. Select the assignment in question and click on the hyperlink next to the icon.  
 

 
 
 

2. Click on the Add Submission button.  
 

 
 



 
3. Click on the icon in the upper left hand corner to find your document on your computer or portable drive 

and begin the submission process.  
 

 
 
 
 

4. Click on the Choose File button.  
 

 
 

 
 
 
 
 
 
 
 
 
 



5. Find the document on your drive and double click it. It will populate in the File Name area. Click Open 
to continue with the submission process.  

 
 

 
 
 

 
6. The Choose File screen appears again, but the file you picked appears next to the button. Click on the 

Upload File button  
 

 

 
 
 
 
 



7. You notice three buttons  
 

• Edit Your Submission before you submit it, or  

• Remove Your Submission if you have something to add or take away before sending it on, and  

• Submit Assignment button.  
o You need to click on this button to fully submit your assignment.  

 

 
 

 
8. You may or may not see this screen below. Instructors have the option of asking you to agree to a 

submission statement. Click on the tick box and continue to move along the submission process.  
 

 

 
 
 



 
9. You will know that everything is OK if you see this screen. Note the green bar that signifies that you’ve 

submitted your document, and double-check to make sure that the file submission is the correct one.  
 

If you submitted the wrong document or have any other issues, contact your professor ASAP to see 
how he or she might be able to rectify the situation.  

 
 
 

 


