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Computer Tutorial: 
Submit an Assignment in MyHills 
 
Purpose: To show students how to access and submit an assignment, as well as view instructor 
feedback for that assignment in MyHills.  
 
Assignments can be found in course Learning Units or in the Assignments area of the course.  
 
From within a Learning Unit, click the submission title of the assignment you wish to access. 
Note: This may be either combined or separate from the assignment instructions. 
 

 
 
The “Upload Assignment” page will open. 

 

 
 
Note: Under “Assignment Information” you will find the “Name” of the assignment, the 
“Instructions,” the “Due Date” (if one has been assigned), the “Points Possible” for the 
assignment, and links to “Assignment Files” (if applicable).  
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There are three areas available for Submission. Instructors usually require students to attach 
their assignments. Click “Browse My Computer,” under “Assignment Submission,” to locate the 
file that you would like to attach. Then, upload that file.  
 

 
 
The name of the file you uploaded will appear under “File Name.” 
 
Note: For all files you submit, be sure the “File Name” begins with your last name, so that your 
professor will be able to distinguish your file from those of other students, and easily 
alphabetize submissions from all students. In this case, Janet Learner has named her file with 
her last name “learner,” followed by the title of the assignment. If the assignment instructions 
require multiple files to be submitted, you may attach additional files in this area, as well.  
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If you would like to type an additional message to submit along with your attached file, click 
“Add Comments.”  
 
The “Add Comments” text box will open. You may type your message in this box. Only use this 
to type your assignment if your instructor requires you to do so. Do not paste entire essays or 
papers into this space. Large documents should be submitted using the “Attach File” option. 
 
Important: In most cases, you will not type your assignment here, as most instructors will 
require you to “Attach” your assignment. 
 

 
 
If you would like to save the assignment and continue working later, click “Save as Draft.”  
 
Note: You can delete the assignment prior to saving it by clicking “Cancel.”  
 
Note: The assignment is not submitted until you click “Submit.” “Save as Draft” does not 
submit your assignment.  
 

 
 



©Indian Hills Community College | www.indianhills.edu | Page 4 of 5 

 

If your instructor requires multiple submissions for an assignment, click “Start New Submission” 
at the bottom of the “Review Submission” page to begin the next submission.   
 
After submitting your assignment, you may access the “Review Submission History” page, at any 
time, by clicking the title of the assignment. 
 

 
 
Note: You may also access the “Review Submission History” page from the “My Grades” area 
of your course. See the tutorial “Check My Grades” for more information. 
 

On the “Review Submission History” page, select “Assignment Details.” 
 

 
 
The “Assignment Details” section includes the assignment “Name,” the “Due Date” (if one has 
been assigned), the “Assignment Instructions,” and links to “Assignment Files” (if applicable).  
 
Once your assignment has been graded, you can view your overall grade in the “GRADE” box on 
the right side of the “Review Submission History” page.  
 
Note: One or more “Attempt” boxes will be located below the “GRADE” box. “ATTEMPT” 
boxes show you the number of points you received for each attempt you submitted. They do 
not reflect your overall grade for the assignment.    
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If your instructor left you feedback for the assignment, it will be visible in the “Feedback to 
Learner” area under “Grader Feedback.” 
 
Congratulations! You now know how to access and submit an assignment, as well as view 
instructor feedback for that assignment in MyHills! 
 

 
Office of Online Learning  

 
Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials. 

 
For further assistance on this topic or other technical issues, please contact the IT Help Desk 

Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk 


