
Step by Step Instructions to Submit an Assignment in Schoology 

 
Step 1: Find the assignment. There are 3 ways an assignment might be posted.  

 Word Document: Student must upload the file into their Google Drive in order to edit the file 

 Link: Click on the link and it will automatically create a copy in your Google Drive   

*Notice how on this assignment where the purple arrow is located, there is an audio accompanied. This 

particular audio is me reading the instructions (sometimes hearing it helps to better understand).  

 

Step 2: Open the file in your Google Drive. Then edit the title of the file with uour LAST NAME to the title 

of the document. Example: “Jones_Hand washing – India” 

 



Step by Step Instructions to Submit an Assignment in Schoology 

 
Step 3: Complete the assignment. *When you upload the file to Schoology, only what is completed at 

the time of upload will show to the teacher. If you complete the assignment after uploading, you would 

need to resubmit for the teacher to see completion.* 

 

Step 4: Click on “Submit Assignment”. *Remember, do not upload until your assignment is complete.* 

 

 

Step 5: Once you click “Submit Assignment”, a new window will pop up. Click on “Resources”. 

 

 

This will upload a 

SNAPSHOT of the 

assignment. If you 

make changes after 

upload, it will not 

show.  



Step by Step Instructions to Submit an Assignment in Schoology 

 
Step 6: Click on “Apps”. 

 

 

Step 7: Once in your Apps, you will be able to click on “Google Drive”. If you have never before accessed 

your Google Drive while in Schoology, Schoology will ask permission to access it.  
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Step 8: When your documents load, you must click on the box next to the title to attach the file. If you 

click on the title, a new window will pop up to show you what the file is. 

 

 

 

Step 9: Click on “Imports” then “Import File”.  
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Step 10: Your final screen should look like this.  

 Notice how you are able to resubmit the assignment. If you accidentally submitted the 

assignment before completion, you can just click to resubmit and follow steps 5-10 again.  

 

 

 

*Never upload the link to your file, it doesn’t work on my end.  

If you have questions, you can email me or send me a text 

through “Remind” and I can talk you through it.  

All assignments must be submitted to Schoology to earn credit. 

This is the best place to keep track of submissions, grades, and 

feedback.  

 

Email: jjones@humbleisd.net  

Remind: text the message “@joneswgeo” to phone # 81010 

mailto:jjones@humbleisd.net

