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Online assignment handling - Instructions for students 

To submit an assignment
Note: you will need to give a total word count for your assignment. Please have this ready before you start the submission process.
Uploading files and submitting them for marking are two separate processes. This means you can upload files over a period of time (even at different online sessions), adding more or deleting some, until you have the complete set of files you wish to submit for marking.


Uploading assignment files

· Click on the link to the relevant assignment; you will be taken to the 'Submission draft' screen
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Use this practice assignment to discover how the assignment subrmission procedure
works

Any instructions from your course team about the assignment may be placed here.
Available from:Monday, 16 August 2010, 03:10 PM

Due date: Friday, 10 Septerber 2010, 11:55 PM
Extensions: Request time extension

i Essay.doc

Upload a file (Max size: 1MB)

Browse.
Uploadthis fle
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· Any files you have already uploaded will be listed here; otherwise it will state 'No files submitted yet'
· Click 'Browse...' to bring up an Explorer type window and search your computer for the file you wish to upload
· Double click on the required filename, which should now appear in the text box next to the 'Browse...' button
· Click 'Upload this file'
· The file should now be listed under 'Submission draft'
· Repeat to upload any other required files
· If you upload files of the same name, the system will rename the later ones, appending a number to the filename, rather than overwrite the earlier one
· To delete a file, click on the [image: image2.bmp] icon next to the relevant filename
· You may return to the main course page at any time; uploaded files will be kept in 'draft' mode until you are ready to send them to be marked
· Only when you are sure you have all the files you want marked should you proceed to submitting them for marking.


Submitting files for marking

· Ensure you have uploaded all required files using the procedure outlined above
· Have a note of your total word count
· Click 'Send for marking'; you will be taken to the declaration screen
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Final submission for assignment marking

Files: Essay.doc, Picture1 jpg
Confirm statement

I, Student Test, declare that:

o l'am aware of the University's disciplinary regulations concerning conduct in
examinations pertaining to submission of assignments and long essays
and, in particular, of the regulations on plagiarism

« The work | am submitting s entirely rmy own work except where othenwise
indicated

« Ithas not been subrnitted, either wholly or substartially, for another course of
this Department or University, or for a course at any other institution

« I'ave clearly signalled the presence of quoted or paraphrased material and
referenced all sources

« Ihave acknowledged appropriately any assistance | have received in
addition to that provided by my tutor.

« I'have not sought assistance from any professional agency.

« lagree to make available any electronic version of the work on request from
the Chair of Examiners should this be recuired in order to confirm rmy word
count or to check for plagiarism

I confirm that | have read, ™
understood, and complied
with the statement *

Word count e

Word count*
Save changes | Cancel

There are required fields in this form marked*

NEH

Dore





· The files you are submitting are listed above the declaration
· Read the declaration and click in the checkbox to confirm you have read, understood and comply with the declaration
· If the word count box is present (not all assignments require a word count), enter your word count
· Click 'Save changes'
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Once the assignment is sent for marking, you will no longer be able to delete
or attach file(s). Do you wart to continue?

VYes | _Na

[Bridget Lewis] You are logged in as Student Test (Logout)
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· If you are sure everything is in order, click 'Yes'; otherwise click 'No' to be returned to the 'Submission draft' screen.


After submission

After submission, you should receive an email confirming what you have submitted. Once your assignment has been marked (and Registry has agreed to release the mark), you will receive email notification that the assignment has been marked. 
· Log-on to the Moodle

· Click on the link to the relevant assignment
· Under 'Submission feedback' you will find your grade, any written comments and a list of any files returned to you (such as your marked assignment or a model answer).
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Available from: Tuesday, 20 July 2010, 12:20 PM
Due date: Wednesday, 21 July 2010, 05:00 PM
Extensions: Request time extension

Gemma Webb
Wednesday, 28 July 2010, 03:21 PM

Grade: §8.00 /100.00
Dear Student Test,

must do better.

Sara
#Response_2 doc
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i Test_file_2.doc
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· Clicking on one of the files will give you the option to open it or save it to your computer.


Extensions 

If you need to request an extension to an assignment deadline:

· Click on the link to the relevant assignment to get to the 'Submission draft' screen
· Click on the link 'Request time extension'
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Request time extension: Sample Assignment

Available from: Monday, 16 August 2010, 03:10 PM
Due date: Friday, 10 September 2010, 11:55 PM

Extension length (Days)*

Reason for request*

Supporting evidence (Max size

100MB)

1

Extensions of 14 days or less will need to be approved by the
Course Director. Extensions longer than 14 days will need to be
approved by the Chairman of the Board of Studies, and should
have already been discussed with the Course Director.

Browse.

Ifyou have evidence to support your extension request (e.q.
medical certificate, employer's letter), please upload it here

Save changes | Cancel

There are required fields in this form marked*
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· Use the drop down menu to select the required length of extension
· Enter the reason for your request in the text box
· If you have any supporting evidence, such as a medical note, to support your application you can upload it by clicking 'Browse...' to open an Explorer type window for you to search for the relevant file on your computer; double clicking the filename will enter it into the text box on the extension request screen
· Click 'Save changes'.

You should receive an email confirming your request.

Once a decision has been made to approve or reject your request you should receive another email informing you of the decision and giving the new due date.

At any time you can review the status of your request by clicking the link to the relevant assignment and noting the status next to 'Extensions'. Clicking on the status link gives more details.

You must then submit your assignment before the new due date to ensure you do not incur penalties for late submission.
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