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How to Copy & Paste the Assessment Cover Sheet  
to the front of your assignment 

 
 
In this example, we will go through the steps on copying and pasting the 
Assessment Cover Sheet to the front of your assignment using Microsoft 
Word. Paramount College strongly recommends that all the assignments to be 
typed using Word or format which can be opened in Microsoft Word unless 
the specific submission format is stated on the Assessment Criteria and 
Module Outline.  
 
Please note that the assignments submitted without Assessment Cover Sheet 
will not be accepted.  
 
Note: Microsoft Office 2003 Word is used in this instruction. You may see the different layout 
or navigation settings if using Microsoft Office 2007.  
 
 

1. Download the Assessment Cover Sheet from LMS 
 

  
 
 
 

2. Double click on the file to open 
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3. Open the Assessment Cover Sheet file. Click on the left side of 
“ASSESSMENT COVER SHEET” text.  
 
Note: When you move your cursor on the left side of the page, cursor 
changes from “ I “ to the arrow pointing to the right (      ). When the 
cursor changes to this arrow, click on the left white area next to the 
“ASSESSMENT COVER SHEET” text. It will highlight the first row of 
the texts. (see below) 
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4. Hold down the mouse and move your cursor to the bottom of the page 
so that all texts will be highlighted.  

 

 
 
 
 

5. Release your mouse.  
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6. Click on the copy  button from the toolbar. 
 

 
 

 
 

7. Open up your assignment file.  
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8. Press “Enter” key on your keyboard several times to create a space on 
the top of the page.  

 

 
 

 
9. Click on the top of the space.  

 

 
 
 

Space 
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10. Click on the paste  button to paste the cover sheet. 
 

 
 

  
 Cover sheet is now pasted on the top of your assignment.  
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11. Fill in the cover sheet section.  
 
 

12. Save the document.  
 
 

13. Make sure the file name contains the module code, assignment name 
or code and your name. 
Eg: AP1_WA1_yourname.doc 

 
 

14. To upload your assignment to LMS, please follow “How to upload 
your assignment to LMS” document for more details.  

 
 
 
 
If you have any questions or problems copying and pasting the Assessment 
Cover Sheet to the front of your assignment, please contact your campus 
Administrator for more details.  
 


