
Attach Document to Item 
 
In this instance we will attach a document to an item into the Assignment area.  Notice we have already 

clicked onto the Assignments Button. See the icon on the right of the Assignments Button?  This signifies 

the Assignments area is completely empty.

 

 

 

 

Click the Create Item button. 

 

 

 

 

 

 



Attach Document to Item 
 
Complete Area 1:  Type the Name and the Text of the item. 

 

 

 

YOU NOW HAVE 2 OPTIONS TO ATTACH DOCUMENTS.  SELECT ONE OPTION TO COMPLETE STEPS.  After 

selecting an option pick up with “Complete Area  3”. 

 

 

 

 

 

OPTION 1: On the menu select the Attach File button. 

 

 

 

 

 

 

 

 

 

 

 



Attach Document to Item 
 
A new window will open.  Complete all 3 steps. 

 
 

Select Submit  

 
 

The link to your document is now added to the content area. 

 
 

 

 

 

 

 

 

Step 1: Browse to 

find your document 

Step 2: Name your file link 

Step 3: Submit 



Attach Document to Item 
 
 

OPTION 2:  Add the document through the Attach or Link Content area. 

 

 

 

Complete Area 3: Options are defaulted to allow users to view content.  You may also select specific 

dates for users to view material. 

 

Complete Area 4:  Submit 

 

 

If you selected OPTION 2 you will see your document HERE. 

 

If you selected Option 1 you will see your document HERE. 

Attach a document by clicking 

the Browse button 

 Name your file link 


