
 

 

The Division of Information Technology 
Section 8: Homework and Assignments  

 

This web part can be used to post daily or weekly homework 
assignments.  

Homework and Assignments 
Add An Assignment   

 

To add or edit a homework or 
assignment entry: 

1. Click on the Site Actions 
tab 

2. Click Edit Page 

  

 

To add a new entry click New 
Link 

Link to a website  

 

Adding an entry to link to a 
website: 

1. Title of the homework or 
assignment 

2. Brief description: the text 
will appear on your 
homepage 

3. Link: in this example, we 
copied and pasted an URL 
from an external website 

4. Select Open link in new 
window if your link will be 
sending the viewer away 
from your website, such as 
external links.  

5. Click OK 
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Link to a document  

 

Adding an entry to link to a 
document on your website: 
1. Title of the homework or 

assignment 
2. Brief description: the text will 

appear on your homepage 
3. Link: in this example, we will 

link to a document within our 
website. Click Browse 

  

 

Double Click on 
Documents/Handouts folder 

  

 

1. Select your document 
from your list. (if you have 
folders within your 
document library, double 
click the folders to open 
and view documents 
within the folders) 

2. Click OK 
 
If you need to upload a new 
document, continue with the 
following steps: 

Upload a Document  

 

If you need to upload a 
document, go to the folder where 
you want to upload your 
document.  
• Click Upload from the menu  
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A new window appeared, click 
Browse to locate your file on your 
computer 

  

 

1. Click on the desired file to 
upload 

2. Click Open 

  

 

Click OK 

  

 

A menu appears showing you all 
files in your document library, 
including the file that you just 
uploaded. 
 
You need to close this menu in 
order to return to adding a new 
entry in your homework webpart 
(this is a confusing part, I know.) 
Click on the X on the top right. 
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You should have returned to the 
Document /Handouts menu.  
 
Click on the refresh icon to see 
the new file that was just 
uploaded.  

  

 

1. Select the new file that 
was just uploaded 

2. Click OK 

  

 

We are now back to the menu on 
the details of our new homework 
/ assignment entry 
• Click OK to save changes 

return to your homepage 

To Delete or Edit an Entry  

 

To Delete: 
• In Edit Mode, the edit icon 

appears 
• Click on the drop down arrow 
• Select Delete  
 
To Edit: 
• In Edit Mode, the edit icon 

appears 
• Click on the drop down arrow 
• Select Edit to get the edit 

menu 
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