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1
Introduction

This guide will support you to submit your assignment and receive your feedback via Moodle.
2
Important points to remember
2.1
File format
Your file should be saved as directed by your tutor.  For example, you may have to upload a PowerPoint presentation, or Jpeg image.

Text files should be saved as Word Doc or ‘.rtf’ (Rich text format) file.  rtf format is available on all computers (including Mac).  To do this:
To save as rtf

	Save as
	
	Save as type
	
	Rich text format
	
	Save


OR
To save as Word 2003 / 2007 / 2010
	Save as
	
	Save as type
	
	Word Document
	
	Save


2.2
Naming your assignment file

You must name your file appropriately to enable identification

	Module code 
	hyphen
	Assignment Number
	hyphen
	Student Number
	hyphen
	Your Surname


Module Code - (e.g CLCS4003) this is found in the module handbook

Assignment Number - if this is the first assignment then 1 if the second 2

Student Number is your University logon, or the first part of your University email address (e.g. ng123; OR 0012345

Your Surname is just that (e.g. James)
	Example;


CLCS4003-1-001234-James


Or



CLCS4003-1-ng123-James


2.3
Cover Sheet

It is essential you attach a cover sheet to your assignment (this allows tutors to give you feedback).  
Questions?

Where do I find a cover sheet?
Answer

The cover sheet can be found on the LRC website for downloading.  

Departments, > Learning Resources Centre, > Services for Students, > Submitting Assignments

http://www.tsd.ac.uk/en/lrc/servicesforstudents/submittingassignments/
How to I attach the cover sheet to my assignment?
Answer

You will find instructions on how to upload your cover sheet to your assignment for Word 2003 and Word 2007 on the Help for Students area of Moodle:

Moodle homepage, > Help for Students, > Submitting Assignments
The document is called:

Formatting assignment cover sheet - Word 03 & 07
This is a step by step guide that will support you to add your cover sheet to your assignment.

3
If you have questions

If you have any questions or concerns please contact your module tutor in the first instance.

Uploading your essay into the Moodle assignment area:

4
Accessing an assignment instructions and upload page
You will find your assignment instructions in your Module Topic Area, as with the example below
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Click on this link and it will take you to the assessment instructions and uploading area.
5
Uploading your assignment into Moodle
Below the instructions and assignment details you will see a ‘Browse bar’, click on this and choose a file in the same way you would upload an email:

Browse your documents, choose and file, select then Open
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A file upload window will pop up (as below)
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1:  Find and select the file 
2:  Click “Open” and you will see your file appear in the Browse bar

3:  Click on Upload this file
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You will now see your document in the Moodle page, at this stage it is still a draft and you are able to delete it (just click on the red X).  
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NB - your document could also have the file extension .docx (note this x is not the deletion mark, that is red and sits next to your document)
	(
Once you are sure this is the correct document (



Click on 'Send for Marking', you will see this just below the large notice that states 'Final submission for assignment marking'.   You will see this a little further down the page.  Note also work submitted via Moodle may be passed through TurnItIn anti-plagiarism software.
[image: image8.png]Final submission for assignment marking

Send for marking




A notice will come up asking you to make sure this is the correct document.

WHEN YOU ARE SURE THIS IS THE CORRECT DOCUMENT, click YES, at this point it is no longer a draft and you cannot change your document once you have clicked this
	(
CHECK YOUR DOCUMENT (
Be sure you are sending the correct document not a draft.  The version you now submit is the only one upon which marks will be awarded.  You cannot change versions at a later stage.
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You will now see your document in the Moodle page, this indicates it has arrived and is safe.  

When you see your document here, it has arrived and your tutor can access your assignment, there is no need to check its status with your tutor as this Moodle screen acts as the receipt for your assignment.
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If you have any questions at all or have any problems, please contact itservicedesk@tsd.ac.uk and I will be happy to help you.
Good luck and well done for completing your assignment (
6
Obtaining your feedback from Moodle
Your tutor will send your feedback through Moodle. This can be seen when you access the assignment page as you did when submitting the assignment.
Click on the assignment in your topic page and this will take you to your assignment feedback - example below.
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Kathryn James
Monday, 12 September 2011, 06:53 PM

Grade: 96.00 / 100.00

Well done, please see rotes ot your essay. If you have any questions, please do contact me.

Best wishes
Kathryn
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Your assignments can be found in the topic boxes, alongside related activities and resources.





Select Browse, to search through you folders to find the file you wish to upload





(Similar to email)





1





2





You will see your file appear in the Browse bar





3:  Click 'Upload this file'





Your assignment will appear here. Under the Submission heading





Your Grade





Your assignment as initially sent to your tutor wills still appear in the submission area





Your marked and annotated assignment uploaded by your tutor.  Double click and you can download, open & save





Feedback on your assignment
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