DoDEA Virtual High School - Access & Submit Assignments DVHS

Here are the basic steps to Access your US Govermement= Section 1. » Clessroom
assignments in Schoology: | Module 1: Introduction
1. Go to the Classroom, in the module and lesson -
folders, locate any tasks or assignments that are
Select the folder link to
due. m Module 1: Introdu access the assighment.
2. To open a folder, either select a Folder link to S —
open it, or select the Arrow next to the left of any
X . R = Select the Arrow to show the
folder to choose from a list of items in the folder. list of items in the folder.

Tasks and Assignments

@ @ MO - Select this link to complete a Contact Form

A MO - Setting up Spark (Instant Messaging): Select this link to view the full instructions and submit assignment.
@ MO - Orientation Completion Certificate: Select this link to view the full instructions and submit assignment
# MO - GOV Pre-Assessment: Select this link to begin the Pre-Assessment.
3. Select the Assignment Link to read the e ey ECh— = Hhwree Iy NGt = PV 2 Ieciey Xt Cher
R K K M1 Introduction Section Assignments
assignment instructions, and to download any - . o
elect the assignment link to
required documents. = access the assignment
instructions and any required
¢ M1 Introduction: Str assignment documents.
i M1 Introductionf Democracy
4, To download documents, select the Document e e A
H H . “« : M1 Introd L Rerag 4 Prev N
Link OR mouse click right, choose “Save target . Mouse click right, choose
as” or “Save link as” to download any required M1 Introduction: Democra g T S o PPN Crin
documents. RSRIOPPWINNIIN ik as” to download any
asked to write about. You should download th dOCU merlts.
again, and submit it here.
GOV Reg IntroMod WA2 Democracy(1).doex
= GOV Reg IntroMod WA2 Demo:
5. When you have your assignment ready, select B 1 oo e — e ol =

the Assignment Link again to locate the Submit
Assignment button in the right side panel.

When you haveyour
assignment ready, select
R Submit Assignment under =
the assignment link.

M1 Introduction:

A A0 arhE mELE "o, S
P R |5# Submit Assignment
GO g Smeoag PIAD Deeiaemoy 5 ) S8

-

Version 1, Updated 3/18/16. Page 10of 6



DoDEA Virtual High School - Access & Submit Assignments DVHS

Submitting Assignments

You will want to choose a Submission Option. Only one submission option at a time can be used. To save and
send your assignment documents/comments to your instructor, be sure to select Submit/Import/Select
depending on the option chosen. assignment submission, you will be returned to the Assignment page where

you will see a Re-Submit Assignment button for re-access to the submission options.

e Upload Tab
e C(CreateTab
e Resources Tab: Personal folder

® Resources Tab: Apps - Google Drive

Best Practices:

® In most cases, when submitting work into the main text editor located under the Create Tab,
copy/paste from a document on your local system to prevent losing your work if Schoology times out,
or other technical issues arise.

e Filenames cannot contain any of the following characters: \ /: * ? " <> | or blank spaces.

e Do not use a period (. ) or hyphen ( - ) as the first or last character of a filename, and do not use more
than one period in a file name.

e Filenames should include your first initial, last name, assignment name or number.
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Option #1: Upload Tab-Preferred option when submitting multiple items.

1. Select the "File" symbol under the Upload Tab to Upioad X
locate and attach your assignment document(s). ”"'“ﬂ“‘°

Make sure you attach ALL of the required documents 5
before you click Submit.

Under the Upload Tab, select the
File symbol. Locate your
assignment file and click Open.

B3 conee

2. DO NOT type or copy/paste your assignment - T
directly in the Add a comment section. r— IR o 2 quick comment by
the Microphone
If you are attaching/submitting more than one
document, tell your teacher how many items you are
submitting in the Add a comment section.

Cancal

If your instructor has approved audio/video
comments, you may record a quick comment by
choosing the Microphone Symbol.

3. NOTE: You must have a file uploaded to use the oplosd x|

“Add a comment” and/or “Audio/Video” tools. You must upload atfeast one fle.

Upload = Create  Resources

Suifgmit

You must have a file
uploaded to use the “Add a

comment” and/or

M1 Introduction: Democracy assignmg Lo
He ¥ assig “Audio/video” tools.

3. Make sure to select Submit, or your assignment oploas x|

will not be sent to your instructor.

fknax_M1_IntroModDemacracypg2.docx

M1 Introduction: Democracy assignment document is attached.

Select Submit when
our

eady. ﬂ*ﬂl Cancel

4. If you selected Submit, return to the Assignment - A ) ——
page to access the Re-submit Assignment button.

| R submit Assignment

Option #2: Create Tab
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1. You can submit an assignment using the Create
Tab.

NOTE: For most assignments you will want to
copy/paste your work from a document on your local
system to the text editor, to prevent your work from
being lost if there is a technical problem with your
connection/computer.

2. You have the option to Submit or Save Draft.
Submit will send your assignment to your instructor.
Save Draft will allow you to make revisions at a later
time.

3. If you selected Save Draft, return to the
Assignment page to access the Edit Draft button.

4. If you selected Submit, return to the Assignment
page to access the Re-submit Assignment button.

Version 1, Updated 3/18/16.
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Under the Upload Tab, select the
symbol. Locate your
assignment file and click Open.

document at a lat

P M it i e b Rt e o s

M3 Introdection Demaocracy ol @

Submissions

b &

' Edit Draft

§ Return to the Assignment page to access
§ the Edit Draft button.

& e i

When the document is saved, you will see
that your documents have been submitted

el L]

of the screen where
nent button onc

Submissions

| Re-submit Assignment
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Option #3: Resources Tab: Personal Folder

1. Go to Submit Assignment, Resources Tab.

2. Select your Personal Folder button.

3. Select the checkbox next to each document you
want to submit. Make sure to check all of the
documents you want before select Import.

4. Selecting Import will automatically submit your
documents.

5. You will be returned to the Assignment page to
access the Re-submit Assignment button.

Version 1, Updated 3/18/16.
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Thie

™ fhnox_M1_InreHodDemeoracyad.doa

EEEN concn
Resources
My Resources = Govermment Assignments
- Tite
S R——

= Pnox_Mi_introModDenmsacracypg . dock

B coren

= oo
i G ree
My Resources = Government Assignments
Tinka

S/ Covemmant Assignments —
- jhno_H3_introtodOumosracypg2. docx

Selecting Impaort will

automatically submit

your assignment.

& Pown Nwnd »
When the document d, you will see
. L L
that your documents have been submitted
# on the right han e of the screen where |RNEE—_—_—_G—-
N the Submit Assignment button once I 2o s

| Re-submit Assignment
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Option #4: Resources Tab: Google Drive Folders

1. Go to Submit Assignment, Resources Tab.

2. Select your Apps button.

NOTE: If you have not already authorized Google
Drive, select Approve. You should only have to do
this one time.

3. Select the Checkbox to choose your document(s)
from your Google Drive Folder. Make sure to check
all of the assighment documents before you choose

the Select button.

4. Selecting Import will automatically submit your
documents.

5. You will be returned to the Assignment page to
access the Re-submit Assignment button.
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e &
My Resources
Parsonal
O e
Resources =
Resources
My Resource Apps
= ook e
Apps button Google Drive Authorization

22 Gagle ke by Schooksgy

on the left
hand side of
the box to
bring up your
{ Google Drive

: Gl Doy

[l e

If you have not already
authorized Google Drive,
2 select Approve.

& Google Drive
-
Select | | Add Resources > | Optioms » || » | My Drive

TR T rp———
- J

Select the Checkbox to choose your document(s)
from your Google Drive Folder. Make sure to check
all of the assignment documents before you choose
the Select button.

elect to submit
ignments.

= jknex_M1_IstroMadDemacracypgl decs

Apps

When the document is saved, you will see
that your documents have been submitted

B on the right hand side of the screen where
M the Submit Assignment button once was.

Submissions

' Assignment submitted

7] Re-submit Assignment
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