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Using the Assignment Tool
ogin 
y Go to http://webct.salve.edu 
y Click Login link 
y Enter your WebCT ID—firstname.lastname (lowercase, no spaces) 
y Enter your password—initial password is nine digit student ID  
y Click Login 
 

 

y Select your course from the list on the left side of the screen. 
 

 
 

y Select the Assignment icon. 

  

http://webct.salve.edu/


Submit an Assignment 
   
y The Assignment page shows all the assignments that are due for the course 

 
 

o The Availability column shows when the assignment is available and when it is 
due. 

o The Grade column gives you a quick view of your grades. 
o The Status column tells whether or not you have submitted assignments and if 

they have been graded. 
 

y To submit your assignment click on the assignment title 
 
y The assignment page gives the directions for the assignment, as well as any files that 

you may need to download to complete the assignment. 

 
 
 

y Scroll to the bottom of the screen for the submission area 



 
y Click the Upload file button to upload your file. 

 
 

 
y Click Browse to select the file to upload 
y This brings up a pop up window to choose your file. 
y  

 
 

  
  
  

 
y Navigate to the folder where your file is stored and select the file. Click Open. 
y Click the Upload button 
 
y The screen now displays your file 

 
 

y If you uploaded the wrong file, you can remove the file  
o Click in the box in front of the file name 
o Click on Remove files. 



y A warning will be displayed.  
o Click OK if you are sure you want to remove the file.  
o Click Cancel if you do not want to remove the file 

y Click the Submit assignment button to submit the assignment 
y The assignment page now shows when the assignment was submitted. 
y Click on the assignment link to return to the Assignments listing. 

 
 

Checking your grades 
 
y From the Assignment page Click on the Graded link in the Status column next to 

the assignment 
 

 
 

y This screen shows your submitted file, the file returned by the instructor, the instructor’s 
comments and grade. 

 
 

y Click on the filename under Graded files to access the file with any corrections or 
comments the instructor may have made in the file itself. 

 



 
 

y Click on the file name to view it in the blank frame on the right side of the screen. 
y To Download the file to your computer 

o Select the file and click the Download button 
o Verify you want to save to disk and click OK 
o Select the folder to save to and click Save 
 

y Grades can also be view by going directly to My Grades from the homepage 

 
 
You will see a listing of the course assignments required for the course and the grade 
you have received for each one. 
 

 
 

 
 

 
 

 
 
 


