Preparation/Overview for Submission

1. You are required to electronically submit the assignment(s) your professor has identified for purposes of assessment of the Integrative Studies Program outcomes.  Your professor will inform you about the assignment you will need to submit.
2. Save the identified assignment using your Student ID as the file name. (Ex: 021346.doc) You can find your Student ID on your Keene State College picture ID card.
3. Remove your name from the body of the assignment and add your Student ID to the top of the document.

4. Submit your assignment to the TW Submission Blackboard site. Use the details instructions below to submit your assignment.
5. Print verification of submission and give it to your professor. This verification will appear on the next screen directly after clicking the submit button. See below for detailed submission instructions.
Submitting the Required Assignment
1. Be sure you have prepared your document as outlined above in the Preparation/Overview for Submission section by renaming the file and changing the content within prior to submitting your document.
2. Log into Blackboard. Your username is everything to the left of the @ sign in your campus email address and the default password is the last six digits of your social security number.
3. On the Blackboard Entry page (the screen reads: “Welcome Your Name” click on “TW-Submission: TW Submission listed on the right side of the screen under “My Courses”.

4. Once you are in the site you will see red buttons on the left side.  Click the Directions button and follow the instructions to print the directions for your review.
5. After reviewing and understanding the directions, click the red Submission button on the left side to begin the submission process.
6. Read the instructions for the assignment as seen once you click the button.  When you are prepared to submit the assignment click on the View/Complete Assignment: Final Assignment link as shown below with the red arrow.  YOU WILL ONLY HAVE ONCE CHANCE TO SUBMIT YOUR ASSIGNMENT SO BE FULLY PREPARED.
[image: image1.png]By this point, you should have done the followi
1. Saved this assignment using ONLY your Student ID# as the file nare.

2. Removed your name from the body of the assignment and add ONLY your Student ID#

3. Printed, read and understood the detailed instructions located under the Directions button

4. BE SURE YOU ARE READY TO SUBMIT YOUR ASSIGNMENT AS YOU WILL ONLY HAVE ONE CHANCE TO SUBMIT IT PROPERLY.

To submit your assignment and complete the process, you must now do the followi
Use the detailed instructions under the Directions button to properly corplete the subrission

Subrit your assignment by choosing the blue "View/Complete Assignment” link below.

You do NOT need to fil in the Comments section

Use the Browse button to find your assignment on your cornputer. If multiple assignments need to be subrmitted, use the Add Another File button
Click Submit to finish, NOT SAVE.

Print the following "Upload Assignment” page as verification of assignment subrmission

Give this printed page to your faculty member to ensure proper grading

>> View/Complete Assignment: Assignment Subrmission
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@ Assignment Information

Name Submit Assignment Here

Instructions

Be sure that you have done the following:
1. Save this assignment using ONLY your Student ID# s the file name.

2. Remove your name from the body of the assignment and add ONLY your Student ID#
3. Submit your assignment by choosing the "View/Complete Assignment” link below

4. Piint the following "Upload Assignment” page s verification of assignment submission

@ Assignment Materials

Comments
v
Attach local file [CAD53732.dod [(Bowes
Currently Attached Files: _Add Anclher Fie
© Ssubmit

ta finish. Click Cancel to quit without

Click Save to stop working and continue working later. Click Submi
saving changes.

Cancel Save. Submit




7. [image: image4.png]Attach local file |CA053732.doc [ Browse.

Currently Attached Files: _Add Anctrer File



Once you have clicked the View/Complete Assignment link the “Upload Assignment” page appears.  Make sure you have read and understood the directions in prior to submitting the assignment.  You may put a comment in the Comments box in the Assignment Materials section but this is not required.  Click on Browse… to the right of the “Attach local file” to navigate to the file being submitted as shown by the red arrow below.  Be sure you have followed the directions above about the proper naming convention of this file prior to submission.  When the file is found, it must be selected (clicked-on) and then click the [image: image2.png]


 button in the lower right corner of the window.  The file name should appear in the box as shown below.






         

          If this is the only file to be submitted and you are sure this is the correct file, click the Submit button as shown with the red arrow below. DO NOT CLICK THE SAVE BUTTON.  

**If multiple files were required for this assignment, use the Add Another File button to add another file to this assignment then click submit.                  



Printing the Required Verification Page
1. After Clicking Submit the Upload Assignment page will appear.  This page verifies that you have submitted your assignment with the date and time submitted. Print this page using the File>Print option from the upper left menu on your internet browser.  Hand it in to your professor as proof of submission.
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If you have any problems with the submission process, please email blackboard@keene.edu with your name and a description of the problem you are experiencing.  You will be responded to as soon as possible.
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