e-Submission and Turnitin
Manual

Information for Students

A Accessing your assignment information A Turnltin originality check
A Assignment information A The Turnltin originality report
A e-Submitting an assignment A Frequently asked Turnltin questions

Assignments are usually required to be submitted electronically via the University’s e-Submission system.
in hardcopy.

Some assignments are not suitable for submission electronically and may be submitted

Accessing your assignment information
To access your assignment information go to the myUNE portal.

To access the myUNE portal click on myUNE in the ‘Quick links on the homepage’.
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Log in and click on the ‘myStudy’tab.
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There are two ways to access a summary of your units and the assignments required for each unit, either
click on the ‘Assignment list’ link or the ‘e-Submission’ link.
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The ‘Assignment list’ link will take you directly to the Assignment List page which provides a summary of
your units and the assignments required for each unit.

The ‘e-submission’ link will first take you to the e-submission page which provides additional information.

e-Submission

Assignments are usually required to be submitted electronically via the University’s e-Submission system. Some
assignments are not suitable for submission electronically and may be submitted in hardcopy.

E-submission is fully integrated with Turnitin software. Turnitin checks the originality* of work submitted to it. In
order to get a better understanding of how to use e-submission and Turnitin please refer to the detailed
infarmation available here.

*Qriginality, in this context, does not mean the assignment needs to be solely original thought. It refers to the use of
sources in your work.

Turnitin checks the originality of your work by comparing text from your with
and online journals. Before you submit your assignment for marking you are able to submit it to Turnitin for
originality checking. This is an OPTIONAL step that allows you to review the originality of your work before final
submission. You can self-submit your assignment to Turnitin as many times as you wish until you receive a report
you are satisfied with. Reports should be returned in under fifteen minutes however you should allow at least
thirty minutes in order to be sure your originality report will be returned befare you submit your assignment for
marking. If you don’t see a report in this time refresh your browser.

Eorh datab.

Important Note: When you submit your assignment to Turnitin for self.checking it will not be checked against
other student submissions. However, when it is submitted for marking it will be checked against other student
submissions.

Once you are satisfied with the Tumntin originality report, your assi should be submitted to UNE for
marking. UNE will then submit your files to Turnltin again for final checking. This report will be used by the Unit
Coordinator to check your assignment for originality.

If you require assi e with the ion of your contact the IT Service desk, phone 02 6773
5000 or email helpdesk@une edu.au.

If you require further clarification regarding e-Submission or Turnitin please browse our frequently asked
questions (AskUNE), which you will find in the *Quick Links’ on the UNE homepage to find the answer. If you do
not find the response you require please click the ‘contact us” tab on the AskUNE page to submit an enquiry.

Log in to e-Submission

From this page you click the ‘Log in to e-submission’ button which opens the Dashboard page.

UNE Home / eSubmission / Administration

eSubmission =
A summary of your assignments. &) My assignments @DaSh boa rd
The history of your submitted assignments. | & My Submission History
Takes you to Turnitin. § (& Check originality
Has details of your Turnitin reports. My reports
Has info on the version of e-Submission. & About

Management

There are a number of options on this page. The ‘My assignments’ link will take you to the Assignment
list page which provides a summary of your units and the assignments required for each unit.




Assignment information
The assignment list page will look like this.

{-e-Submission: Assignment List

‘ l.-' New Theme:
I you would kle o itry our new theme you can dhdk on the ‘Switch Theme' button just below and to the right of this message.
Yeu can switch theme at any time by dicking on the "Switch Theme' butten.
&) Switeh Thama

This page ksts 2l of your currently enrolled units and the assignments for aadh unit. If your assignmeonts are @-Submittable, they will ba indicated as sudh.

HSSW101 Social Work 1B: Development Through the Lifespan Unit number

Assionment 1. Ascionmant 1 Assignment Number and name
Open: 27 July 2008 00:00 Date from which you can submit
Due: 2 September 2009 23:50 Due date

e-Submittable?: 7

Whether assignment is e-submittable

Indicates whether assighment has been submitted

R d via esubmission on 10 September 2009 i
o s Date received and returned

My SWts: view my submission detais|

Assignment 2. Assignment 2
Open: 14 Septembaer 2008 00:00
Due: 3 October 2009 23:50
e-Submittable?;: ./
My SMS: |4, Overdue. | ClSubmit this assignment late|

|L!') OR if you have an exemption from e-Submitting
wour assignment

T [omeRa o inei| Non e-Submittable
- assignment
and attach & o your sssignment before mashng to:

Tha Assigrmants Sadtion
Teaching & Learmang Cantre
Univarsity of New England
Armacala, NSW, 2351

e-Submitting an assignment
To view details of an assignment ( i.e. accepted file type ) or e-submit an assignment click on the ‘Submit
this assignment ‘ button.

Assignment 2. Assignment

Open: September 21, 2008 12:00 AM
Due: November 6, 2009 11:59 PM

e-Submittable?: |e-su bmittable assignment '
My Status:

Mot yet submitted. o Submit this assignmant]

This will bring up a page explaining the e-Submission process. The page is broken into five sections.

Im HSSW101 Social Work 1B: Development Through the Lifespan

title 3. Assignment 3
due 06-Nov-2009 23:59 (21 days, 10 hours, 48 minutes)
details Use the assignment 3 template located in the learning module
file types .pdf
resources none available

- The assignment number and title.

- The date and time the assignment is due.

- The details about the assignment.

- The file type the assignment should be,

- Any additional resources that have been provided.

ESEET e-Submission is a 3 step process

The first step is OPTIONAL. It will allow you to review

Step 1: TurnItIn originality check the originality of your work before final submission.

All fdes that you submit will be chedked for onginality using Turmdtin.

You can submat your assipnment to Tumnitin to check its originality as many times as you wich belore you submit your assipnment for marking.
An originality report will be created which you can use to review your work.
Note: reports are typically returmed in under 30 minutes but may take longer. To interpret your report, view the documents below.

Your file will be renamed once & is submitted. This will not change the content of the file and is done to help with processing and tracing.




Step 2: Convert to PDF
This asssgnment is configured to only accept POF files. If you have not done =o already, you must convert to PDF before submitting.

Mac: POF conversion is built m to Mac 05 10.3 and Iater. To convert to PDF choose Export as PDF or Print > Save as PDF from the application that you
made your assgnment m.
PC: You will need third party software installed on your computer to convert to PDF. A free POF converter we recommend is CutePDF, which instalis wself as
a spedal type of prnter. Printing a document to this printer will convert the document to PDF. [gosenicad
or: If you have 3 Word dotument (.doc or .doox), you can email it to Soonv2pdf@une edu.ay as an attachment. The file will be retumed to you via emad as
a POF document.
Thiz DOES NOT submit your assignment for you, it only converts the fe. You still need to submat the assipnment.

NOTE: vou must not lock your POF for either printing or editing, The printing process attaches a covershest to the front of your submession and this will fail
you lodk you document. You will be requared to re-submit if you lodk your PDF.

If in the assignment summary the required file type is PDF, you will need to convert your document before
submitting. Step 2 provides an explanation on how to convert a document to PDF on a Mac and also provides
access to PDF conversion software if you are using a PC.

| {S0a2y'n |

| i) une Plagiarism declaration

By submitting this assignment, you agree to the UNE Plagiarism policy. Full detals on the policy are located here,

5 i.'- Only one file per assignment

Currently you can only submit one file per assignment. If you have multiple files you must join them together before submitting. If you
require assistance, please contact the IT Service Desk before submitting.

Email: | servi kBune. edu.
Phone: 03 02 6773 5000
Web: (@ hitp:/lwww.une adu, auit-services/contacts.php

The first part of this section is the UNE Plagiarism declaration. The second part has information about
multiple files. At present only one file can be submitted for each assignment. You must join your
documents together and convert to PDF before you submit your assignment. For example, if you have
five Word documents you will need to merge these into one Word document and convert to PDF or if
you have a Powerpoint which has been converted to PDF and another Word document, you will need to
convert the Word document to PDF and merge the two PDFs into one. The IT service desk provides a
service that will merge two PDFs into one free of charge. Contact IT on 6773 5000.

{S0a2y'p

IMPORTANT NOTES

Step 3: Submit for marking

Attach file: [Browse

_,,',J m’f‘:ﬁ‘“‘“m |

- include your name, unit code and assignment number for identification.
- the maximum file size for e-Submission is 10mb.
- make sure the correct file is submitted. i.e. Do not submit a draft.

Once your assignment has been merged into one document and converted to a PDF it can be submitted by
completing Step 3: Submit for marking. You will need to attach your file and click ‘Submit your assignment
for marking’ button. When you e-submit your assignment an email receipt is automatically sent to your UNE
email address.

Turnitin originality self-check

UNE uses a software application to determine the originality* of assessable work submitted by its students.
This software is called Turnitin and is completely integrated into the e-Submission process. Turnitin checks the
originality of your work by comparing text from your assignment with other student assignments websites,
databases and online journals.

Before you submit your assignment for marking you are able to submit it to Turnitin for originality checking.
This is an OPTIONAL step but it will allow you to review the originality of your work before final submission.
You can self-submit your assignment to Turnitin as many times as you wish until you receive a report you are
satisfied with. Reports should be returned in under fifteen minutes however you should allow at least thirty
minutes in order to be sure your originality report will be returned before you submit your assignemnt for
marking, if you do not see a report in this time refresh your browser.

* Originality, in this context, does not mean the assignment needs to be solely original thought. It refers to the use of
sources in your work.




Note: At this stage your document will NOT be checked against other student submissions but WILL be
checked against the public Internet and online journal and databases that Turnitin has access to. When
your assignment is submitted for marking it will then be checked against other student submissions.

To check the originality of your work through Turnitin, click on the ‘Check the originality of your work’
button in ‘Step 1°.

Step 1: TurnltIn originality check
All fibees that you submit will be checked for anginality usang Turnitin,
You can submit your assignment to Tumitin to chedk its orignality as many times as you wish before you submit your assignment for marking.

An onginality report will be created whath you can use to réview your work,

[ Chveck the originality of your work| _..-——-1 Check the originality of your work button l

Clicking on this button takes you to ‘e-submission: Check the originality of your work’.

(@)Check the originality of your work

Check a new file Originality reports
j archived by day, week or month

_| Dn' J Wae

Jl':urrlnt Reports | ﬂ' Check a file | "\l'hu-w Archives

Current nriginalit-.r reports Dngmahty reports
Any you have not archived you have archived

About This Page:

This page allows you to repeatedly submit drafts of your work to TumiItin for ariginality checking until
you receive a report which you are satisfied with.

UNE will not review the reports your draft files generate.

This service does not submit your assignment for marking. You must still submit your assignment
before the due date/time.

Report Generation Time:

Reports should be returned in under 30 minutes, however this cannot be guaranteed. You need to
leave enough time for the report to be returned before the assignment due date/time, so that you can
review the report and adjust your work if necessary.

My Reports =i This button allows you to check your Turnitin originality reports.

Maximum Upload Size:

The maximum size of the file you can upload using this service should be less than 10Mb.

Hint:

You should give each submission a unigue tile. This is not the title of the assignment as given by the
class information. It is a label for you to use for easy reference.







