
Step 1 Navigate to the upload 
link within the Work 
Experience course. We 
are using the 
assignment function for 
this- Pink icon with the 
paper and arrow. 

It will be labelled. 

 

Step 2 
When you open your 
upload link it will have 
the more details and a 
submission status. 
Click the ‘Add 
submission’ button to 
bring up the file upload 
page. 

 

Step 3 
Upload your portfolio of 
evidence file into the 
submission. You are 
able to ‘drag and drop’ 
the file into the 
submission box from 
your computer. Or you 
can attach a file by 
clicking on the file icon 
and searching through 
your computer. 

 

 



Step 4 Click ‘Save Changes’ at 
the bottom of the 
screen. Your submission 
will be saved onto the 
system as a Draft. 

There should now be a 
Last modified date and 
the file uploaded will 
also be displayed. The 
submission status will 
read ‘Draft (not 
submitted). 

 

 

 

Step 5 
This is your last 
opportunity to make 
edits to your 
submission.  

When you are happy, 
click Submit 
Assignment, it will ask 
you to confirm 
submission.  Click 
continue.  

 

Step 6 
The submission status 
will read ‘Submitted for 
grading’.   

Your portfolio has now 
been successfully 
submitted and you can 
log off the system. 

 

 


