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Assignments 
 

You have been signing into email and CampusWeb, and now it’s time to submit your first 
coursework assignment. This guide will quickly walk you through the different Coursework 
Assignments you may need to complete.  
 
Please note that all times posted in CampusWeb are Eastern Time, and preferred web browsers 
are Google Chrome and Mozilla Firefox. 
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To access your assignments, navigate to the desired course, and select  
Coursework-Assignments from the left menu. 
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All assignments will be listed in the Coursework-Assignments area of the Main Course Menu. 
This area has two-divisions: an area for Due Next (assignments where the due date is near) and 
a list of all assignments; past, current, and future. 
 

 
 
Click an assignment’s name to display: 
 

• Due date 
• Comments 
• If required or optional and points/percentage available for the assignment 
• Instruction/description for the assignment 
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While there are similarities amongst assignments, please note there are differences in 
assignment type as shown below. 

Forums/Discussion 
 
Follow these steps to successfully post in a Forum: 
 

1. Click Collaboration-Forums from the Course left menu. 
 

 
 

• The Forums page will display. 
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• If you do not see the above screen, click Forum Home. 
 

 
 

2. Click the name of the discussion next to the folder icon. 
 

3. Click Add a Post. 
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4. Type a subject and your post. 
 

5. Click Submit. 
 

 
 

• When a post is submitted, the Reply option becomes available in the top right 
corner of the forum window.  
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Test/Quiz 
 
Follow these steps to submit an online Test or Quiz: 
 

1. Click the name of the Test/Quiz. 
 

• Details such due date, number of attempts, and time limit will display. 
 

2. Click Start the Coursework-Assignments Quiz 
 

 
 

• Answer the questions to the best of your ability. 
 

3. Click Submit this Test/Quiz when complete and ready to be graded. 
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File Upload/Papers 
 
A file upload or paper requires you to browse your computer to upload the document and 
submit the assignment.  
 

1. Click on the name of the assignment. 
 

2. Click Upload a file. 
 

 
 

3. Click Choose File. 
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• MoxieManager window will open. 
 

4. Click Upload, Local machine. 
 

 
 

5. Browse your computer to locate the file and upload the attachment. 
 

• Add a label/description if desired. 
 

6. Click Add File.  

 
  



CTL CampusWeb Guides for Students 
 

Rev: 10/03/2016  9 
 

• The following will display. 
 

o Click Edit to make changes to the attachment before submitting. 
 

 

o Click Delete to remove the attachment. 
 

7. Click Turn in your XX paper to finalize the submission. 
 

 

Basic Format 
 
Basic format indicates that information regarding the assignment will be listed under 
Coursework-Assignments but the actual work will be completed elsewhere. For example, the 
assignment could be to watch a previously recorded lecture – the information regarding the 
lecture will be in Coursework-Assignments, directing you to where the lecture is housed.  
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