Coursework Submission Guide for Students: December 2011
ALL coursework assignments are submitted electronically via Moodle and Turnitin. To identify your work, you need to copy the appropriate coursework Header Sheet into the first page of your assignment. These instructions will help you to do this. 
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If you cannot submit because of a technical problem, please take a screen print (see the keys top right of your keyboard) to show what the problem was. If the whole system is down, it may be that deadlines will be extended, so check moodle and your emails as soon as it is working again and submit as soon as you can. If there is no extended deadline, or the problem was unique to you, please submit extenuating circumstances by following the procedure on the school web pages.
Step 1


From the ‘My Learning’ tab in the Portal, choose the appropriate course and select the Header Sheet for the piece of coursework you intend to submit. 


Click on the link, below ‘Header ID’, to access the Header Sheet. 





Step 2


This is your Coursework Header Sheet. 





Left-click anywhere on the Header Sheet to highlight the frame.











Step 3


Highlight all text within the Header Sheet frame. 





Click and highlight all of the text in the Header Sheet or use the keyboard short cut (Ctrl + A). 





Copy the highlighted material.





Right-click and select ‘Copy’, or use the keyboard shortcut (Ctrl + C)





Step 4





Paste your copied Header Sheet into the first page of an empty word-processing document.





Right-click and select ‘Paste’, or use the keyboard shortcut (Ctrl + V). 


NB: The Header Sheet should comprise the first page of your assignment. Your work should begin on page 2.





Step 5


It is important that your work can be easily identified. Save your assignment with a filename which identifies you as the author as well as the course code and assignment title:  ie. “JSmith, HIST1019, CW1.doc”, (where J. Smith is your name, HIST1019 the course and CW1 coursework one).





NB: Anonymous coursework should still be identified by name; the tutor who marks the work WILL NOT see the file name or the author.





		




















Step 6


Once you have saved the final draft of your assignment, you are ready to submit it via Moodle/Turnitin. 





Click on the Assignment on the Moodle homepage, and you will be taken to your personal inbox and portfolio.





You must submit by 11.59 pm on the due date. Please ignore the ‘post date’; this is for work marked online.


Click on the ‘Submit’ button to upload your work. 











Step 7


Follow the instructions on the screen: give your assignment a title (as above, it is a good idea to use a title which allows your assignment to be easily identified).





Click on ‘Browse’ to locate your document. 





Step 8





Locate the file (from your hard disk or memory stick) and click ‘Open’ to attach it ready for submission. 





Step 9


Click ‘Upload’ to submit your file to Turnitin and follow the on-screen instructions to confirm you’re happy with the file for uploading. 





And you’re done! 








