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1)1)1)1) Open thOpen thOpen thOpen the file that you want to download as a PDF.e file that you want to download as a PDF.e file that you want to download as a PDF.e file that you want to download as a PDF.    

 



 

2)2)2)2) Click Click Click Click FileFileFileFile    and then select and then select and then select and then select Download AsDownload AsDownload AsDownload As....    This will open a list of format options.This will open a list of format options.This will open a list of format options.This will open a list of format options.    

    



    

3)3)3)3) Select Select Select Select PDF DPDF DPDF DPDF Document (.ocument (.ocument (.ocument (.pdf).pdf).pdf).pdf).    

    

You will be able to locate your file in your Downloads folder.You will be able to locate your file in your Downloads folder.You will be able to locate your file in your Downloads folder.You will be able to locate your file in your Downloads folder.    



4)4)4)4) In the course in Moodle, cIn the course in Moodle, cIn the course in Moodle, cIn the course in Moodle, click on the assignment that you wish to submit. The link should begin with the words lick on the assignment that you wish to submit. The link should begin with the words lick on the assignment that you wish to submit. The link should begin with the words lick on the assignment that you wish to submit. The link should begin with the words 

COMPLETE AND SUBMIT.COMPLETE AND SUBMIT.COMPLETE AND SUBMIT.COMPLETE AND SUBMIT.    

    

5)5)5)5) Click on the Click on the Click on the Click on the Add SubmissionAdd SubmissionAdd SubmissionAdd Submission    button. button. button. button.     

    

    
    

    

    

    

    

    

    



6)6)6)6) CCCClick on the lick on the lick on the lick on the Add Add Add Add icon in the top, left corner of the icon in the top, left corner of the icon in the top, left corner of the icon in the top, left corner of the FFFFile Submission ile Submission ile Submission ile Submission box.box.box.box.    

    

    

7)7)7)7) Click Click Click Click Upload a FileUpload a FileUpload a FileUpload a File    in the in the in the in the navigation bar within the navigation bar within the navigation bar within the navigation bar within the File PickerFile PickerFile PickerFile Picker    windowwindowwindowwindow....    

    

    

    



    

    

8)8)8)8) Click Click Click Click the the the the Choose FileChoose FileChoose FileChoose File    buttonbuttonbuttonbutton....    



    

    

    

9)9)9)9) Click Click Click Click DownloadsDownloadsDownloadsDownloads....    



    

    

10)10)10)10) Select the file that you wish to attach.Select the file that you wish to attach.Select the file that you wish to attach.Select the file that you wish to attach.    Click Click Click Click OpenOpenOpenOpen....    

    

11)11)11)11) Click the blue Click the blue Click the blue Click the blue Upload This FileUpload This FileUpload This FileUpload This File    button.button.button.button.    

    



    

    

12)12)12)12) You will see your file in the You will see your file in the You will see your file in the You will see your file in the File Submissions File Submissions File Submissions File Submissions window.window.window.window.    Click on the blue Save Changes button.Click on the blue Save Changes button.Click on the blue Save Changes button.Click on the blue Save Changes button.    

    



    
    

13)13)13)13) Congratulations! Your file has beeCongratulations! Your file has beeCongratulations! Your file has beeCongratulations! Your file has been submitted. You will see n submitted. You will see n submitted. You will see n submitted. You will see that the submission status has changed to that the submission status has changed to that the submission status has changed to that the submission status has changed to 

Submitted for GradingSubmitted for GradingSubmitted for GradingSubmitted for Grading....    



    


