Guide:

How to submit a Assignment submission

Dear student:

The following is a quick guide for submitting an assignment on the UNAM Moodle Learn-
ing Management System. This system has a strict enforcement of DUE DATES, so make
sure to submit your assignments ON TIME. Familiarize yourself with the assignment submis-
sion regulation in your assignment letters. Assignment submission will also automatically
go through an anti-plagiarism service called Turnitin when you upload your assignment.
Therefore, familiarize yourself with the UNAM Plagiarism Policy available on both the
portal and Moodle.

STEP 1: Click on "My courses” and then click on the module name you want to make a
submission

2022, 2021, 2020, NBS Courses v ePortfolio  Online Support (Ticketing) v Help Resources for Lecturers v

Click on My courses

My courses

Select the course to
which you would
like to submit

STEP 2: Locate the upcoming events block then click on the Assignment name to add
your submission.

Home Dashboard My courses 2022, 2021, 2020, NBS Courses v  ePortfolio

Common Spaces

Moodle Testing » Link to Online Learning Orientation Clic k on Cou rse

Click on the

v COURSE COMMUNICATION

Upcoming events GSSignment in ll.he

[Module code] Assignmen...

e “Upcoming event”

Go to calendar...

Prime space for course communication, noticeboard and engagement
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Step 3: Click on “Add submission "to upload your Assignment

[Module code] Assignment 1 is due

Tuesday, 14 February, 11:59 PM

Course event

Before you submit this assignment please
make sure that:

1. You are submitting on your assignment on the correct Ii k n
Course C c o

2. You have selected and uploaded the correct “Add SU meSSIOH”
Assignment file/document from your computer. .I.o uploqd your

3. Make sure that the system gives you a

CONFIRMATION OF SUBMISSION by the submission Assignmeni’
status shown as "SIt LRI TEL T after

uploading your work. If you do not see this status
then your submission was not successful.

™ Moodle Testing

Add submission

Step 4: Click on the link as shown below to accept the End User License Agreement.

E [Module code] Assignment 1

~ Done: View  To do: Make a submission

Opened: Thursday, 13 January 2022, 12:00 AM
Due: Tuesday, 14 February 2023, 11:59 PM

N Click on the
Before you submit this assignment please make sure that:
1. You are submitting on your assignment on the correct Course I i n k qt the bottom

2. You have selected and uploaded the correct Assignment file/document from your computer.

3. Make sure that the system gives you a CONFIRMATION OF SUBMISSION by the submission status shown of the pqge qs seen

as "I R ERING * after uploading your work. If you do not see this status, then your submission

s s, in the image

Assignment/ Task Questions/ Instructions

1.

g N
o

to Moodle only. Click here to accept.

AN /|
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Step 5: Click on "l agree” to accept the Turnitin user Agreement

Turnitin EULA

Turnitin User Agreement

Our user agreement has been updated. Please read our user agreement below and agree or disagree to
its terms and conditions:

4NU USINg LECNNUIOgY 1ESPONSIDIY, 110 TAUET WAL CIANGES IMIETge 101 OUl [apialy BVOIVING QIgItal WOl . Ve CI ic k on
implement appropriate technical and organizational measures ta protect your personal data
“Section A (For Users who are not in the European Union)

11 I » t
Turnitin and its services (the "Site” or the "Services") are operated and maintained by Turnitin, LLC ("Turnitin"), q g ree q cce p

and provided to you, the user ("You" or "User" or "End-User"), conditionally upon Your acceptance of the terms, _n =
conditions, and notices contained herein without modification (the "User Agreement"). Depending on the Turnitin

solution utilized, references to "You', ‘student, or 'End-User’ shall include any person submitting papers through th e Tu rn Itl n U ser
the Service, however they are defined

You should review this User Agreement carefully before continuing. If You breach the User Agreement, Ag re e m e nt

Your authorization to use the Site will automatically terminate.
1. Acceptance of Terms

YYou accept this User Agreement by using the Services or clicking to accept or agree to the Terms, where
this option is made available to You by Turnitin in the user interface for any Service. You may not use the
Service and may not accept this User Agreement if (i) You have previously been informed by Turnitin that it
no longer wishes to make the Services available to You, or (i) You are a person barred from using the
Services under applicable law, or (iii) You are not an Authorized User (defined below).

| disagree:

Step 6: You have 2 options: you can either drag and drop your file inside the below box
or use the file picker

v Add submission

(O This submission is my own work, except where | have acknowledged the use of @
the works of other people.

File submissions

B - Option 1: click on
o) o EEw the file picker icon
to select your file

®
‘You can drag and drop files here to add them. O ption 2 : qug q n d

Acceptedf\lelypes ’ drop the file in the

PDF document .pdf .
box displayed

There are required fields in this form marked @
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Step 7: (OPtion 1) Click on “Upload a file” and then click on *Choose a file” to select your
Assignment.

File picker

T Recent files ‘

I -
Click on
n Private files Attachment (13 U I d f' I ”»
No file chosen p oq q I e

£ Wikimedia

Save as

| ﬁ .
Author CIICk on

‘Owen%iuden! “Choose q file”
Choose licence @ 1'0 select your
Assignment.

Licence not specified

Upload this file

Step 8: A new window will open. This window will allow you to locate and select your
Assignment on your device. Click on the file name then click Open

5>~ 4 @ > ThisPC > Desktop

v Locate and select
weowenootes e your Assignment

oMl Desktop ~ # = New folder 13/02/2023 1035 am .
& vowiosss # | [ peigumen e on your device.
@ Documen ts A

S Microsoft Teams (work or school) 10/02/2023 818 am

PN pictures »

= Common space Moodle errors oripeRez zsem ‘ CI ic k o n th e
ortu

s P owen - Chrome 03/02/2023 7:49 am

file name then

T Student

o click “Open”.
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Step 9: Your File name will be displayed as shown below. Click “"Upload this file” to upload
your Assignment

File picker

Th Recent files ‘

i Make sure the file

i Private files Attachment ) d ! I d
9 Wikimedia [ choose fit | assignment .pdt nqme Is Isp de

Save as

Click “Upload this
file” to upload your
Assignment

Upload this file

Step 10: Click on the checkbox to acknowledge your work, then click “"Save changes”.
Note: if you don’t tick the checkbox your Assignment will not be submitted

v Add submission

(J This submission is my own work, except where | have acknowledged the use of = @

the works of other people. H
Make sure to click
Maxiiwum file size: 10 MB, maximum number of files: 2

L . the checkbox to
o | acknowledge your

@ work

Assignment 1...

Accepted file types:

Por document Click “Save
changes”.

There are required fields in this form marked @ .
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Step 11: Submission status. It MUST say “Submitted for grading”, highlighted in green. If it
does not display “Submitted for grading” as below, your submission was NOT successful.
Please try again. In case you want to make changes to your assignment, you can click
on edit/remove submission as shown below

Edtsibrision  Removesbrision Click on edit/
Submission status remove 1'0 mCIke
Submission status Submitted for grading Chqnges to
submission

Time remaining Assignment was submitted 1 day 13 hours early

Last modified Monday, 13 February 2023, 10:51 AM ". M UST qu
I R “Submitted for
7] Tumitin status: Queued g rqd i n g 1] ;
SIS O s 0 highlighted in
green.

When you noftice the "Submitted for grading” status, it means your submission was
successful. Congratulations!

If you have any further queries regarding assignment submission, please contact us with
your inquiry on our Online Support at web address:

https://elearning.unam.edu.na/support/

Alternatively
In case you do not see anything on the upcoming events block (Step 2 above)

Step 1: Click on "My courses” and then click on the course name.

2022, 2021, 2020, NBS Courses v ePortfolio  Online Support (Ticketing) v Help Resources for Lecturers

Click on My courses

My courses

Course overview

‘TA\I v H Search

Select the course to
which you would
like to submit
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Step 2: Locate Course Assessment, then click on the correct Assignment number to
upload your Assignment.
(e.g Assighment 1 file should be upload on Assignment 1 Submission box).

Home Dashboard My courses 2022, 2021, 2020, NBS Courses v  ePortfolio Online St

x

¥ Unit 5: Facilitating an On...

v Unit 6: hkjkjlkdfdf v Course Assessment Locqte Course
Opencast Video's ASSIgnments, 1ests, Quizzes
Assessment

Assl

I ¥ Course Assessment E ASSIGNMENT

[Module code] Assignment 1
O [Module code] Assignment 1

Click on the

O [Module code] Assignment 2

I e ooy, 14 e 025 T correct Assignment
Online Examination Guideli... number to uploqd
O [Module code] Formal Test 1 E ASSIGNMENT your Assignment

) [Module code] Assignment 2
Assignment Folder

Test3 @
Opened: Tuesday, 13 September 2022, 12:00 AM

Al

Next Step: Continue from Step 4 above.
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