
How to upload an Assignment in Tk20: 
1. To access your Assignment in Tk20: 

a. To access your Course Assignment, click on the “Courses” tab, followed by the “Coursework” tab on the left menu bar.   

 

b. To access your Field Experience Binder, click on the “Field Experience” tab on the left menu bar. 

 

c. To access your Portfolio, click on the “Portfolios” tab on the left menu bar. 

 



2. Next, click into the blue hyperlink of your “Assignment Title”.  
3. You will see “Instructions” on the left hand side of your screen, or within the first tab of your field experience binder and 

portfolio. 
a. To upload your course assignment, you will need to select the “Select” button under “Assignment Submissions”: 

 

b. To upload your field experience requirements, you will need to select the appropriate tab, then click on the “Select” 
button (all binders will have an “Evaluations” tab to be completed by students.  You may have more assessment tabs 
depending on your binder) 



 

c. To upload your portfolio requirements, you will need to select the appropriate tab, then click on the “Select” button 
(upload tabs vary for each portfolio): 



 

4. Browse your computer, and select the file that you want to upload, click “Open”. 
5. You will see your attachment appear under “Assignment Submissions”. 
6. If you uploaded the wrong file, then click on the minus next to your assignment, then click “OK”: 

 



7. When you are ready to submit your assignment, click on the “Save”, and then the green “Submit” button to submit your 
assignment to your instructor for grading: 

 

8. Once you have successfully uploaded your assignment, then the “Save”, and “Submit” buttons will no longer appear, and you 
will see your assignment submission date and time appear directly under “Assignment Submissions”.  You can now click on the 
“Close” button to exit. 

 



9. Your assignment status will display as “Assessment Pending”: 

 

 

For any additional questions, please contact your Tk20 Unit Administrator: tk20@westga.edu 

mailto:tk20@westga.edu

