[bookmark: _GoBack]Directions for submitting assignments using Schoology

1.  Create a folder on your computer’s desktop or create a folder where your parents can help you find your assignments.
2. On the computer des966ktop, right click, and select new folder.
3. Rename folder, the name of your class.  This might be a good idea for all your other classes’ assignments too.
4. Open up your internet window and type in the browser bar:  www.butlertech.org
5. Under About Butler Tech select:  Schoology
6. Select Student Teacher Login
7. Login to Schoology using your Butler Tech email account as the username and bt (lunch code) for your password.  An example of each username would be: shawn.starkey1234@butlertech.org    
Password would be: bt123456                                
8.  Under Courses, select Green Architecture
9.  Select the Assignment that you are requested to work on
10.  Select the Download button at the top of the screen, highlighted here in yellow.
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11. Open the download 
12. Select Enable Editing
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13. Select File, Select Save As, Desktop, and save to the folder you made
14. Add your work to the assignment, typing or using snipping tool to capture picture and paste it to the document
15. When finished Select File, Save
To Submit an Assignment in Schoology
16. Select the assignment you need to submit.  This icon displays Assignments that are due.
17.  On the right side you will see:
18.  Select Submit Assignment  
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 You should see this window.
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19. In between Upload and Create there is a translucent box.  Move the cursor to the box to select your file.
20. Select the file from your computer.
21. Select the “Open” and then “Submit”
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