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How to submit a project outline or assignment 
Documents must be submitted using the Virtual Learning Environment (VLE) Moodle.  All stages below must be followed: 

 
• Check the deadline  
• Download the template 
• Using the template, complete and save your document 
• Copy and paste your text (the text that is within the word-count, less template elements etc.) to the Turnitin originality tool 

and view the Turnitin originality report 
• Upload your assignment to the correct drop box 

Instructions for each stage are given below. 

1.1. Check the deadline 

Go to the Moodle login page & login (for Moodle basics see the Getting started guide) 

• Click “Close all” to see just the section headings 

 

• Scroll down to Project Plan or Assignment dropbox and click the section heading to expand the content. 
• Click the link for your cohort 
• Note the Due date (submissions will always close at 23:55 on the specified date) 

https://moodle.brookes.ac.uk/login/index.php
https://radar.brookes.ac.uk/radar/file/e9cd04de-e13f-4467-bc22-c2024b8d0de4/3/Getting_started_with_Moodle_student_guide.pdf
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2. Download the project or assignment template 
Expand the Course materials & templates section 

Click on Marking & Templates then locate your project outline or Assignment Template(s) 

Click the folder / template that you need to download and save the document to your computer. 

3. Using the template, complete your document 
Read the instructions within the template. 

4. ASSIGNMENTS ONLY Paste the assignment text into the Turnitin tool and 
view the originality report (applicable commissioning course 
assignments only) 

Turnitin is an online text-matching tool that helps students to develop good academic practice when referencing work. Turnitin 
allows you to check your assignment(s) for improper referencing of sources or potential plagiarism by comparing it against the 
internet and other students’ work.  Turnitin produces an ‘originality report' that indicates any matches in the assignment to other 
sources.  IPC will check your originality report as part of the assessment process.   

For some assignments, you will be required to submit your assignment text (NB not the template text) to Turnitin and to save 
your originality score into your assignment document before you upload it to the drop box. 

 
NOTE THAT USING TURNITIN DOES NOT SUBMIT YOUR ASSIGNMENT.  To submit for marking see section 5 below. 
 
Turnitin only processes one report per student so please complete this when you are ready to submit. 
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4.1. Submitting to Turnitin 

• Open the Turnitin tool 

 

Within your course is a section labelled 
Turnitin originality tool, and click the link for 
your cohort 

 

• At the following screen My Submissions click the ‘Submit Paper’ link on the right.  

 

 

 

 

 

 

 

 

• Type in the title of your assignment or project outline (Your Name + Assignment 1 or 2/3) 
• Paste your (not including the template) own text, into the ‘Text to submit’ box, include your bibliography and refences. 
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Check the declaration and click Add Submission 

4.2. To view the Turnitin originality report: 

Once complete a submission will be shown on screen.  Your originality score is shown in the Similarity column, this might 
initially show as Pending.  

 

The percentage can show instantly but can take longer.  You can use the Refresh Submissions button to check.   

 

Click the % in the Similarity column if you wish to see the Originality Report.   
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A toolbar at the top right helps you make sense of any text in your assignment which matches text found elsewhere. 

Add your score to your assignment template. 

4.3. Interpreting Turnitin matches 
Remember that Turnitin is only a text matching tool; staff marking assignments are the detectors of plagiarism. The overall 
similarity percentage is not in itself an indicator of plagiarism - it depends what the match consists of. 

Turnitin has both: 

• False positives (where matches are highlighted to text that is not problematic, e.g. cover sheets, institutional addresses, 
reference lists, commonly used references, templates, quotations, appropriately cited tables, standard academic phrases, 
etc.), and 

• False negatives (where no matches are found, but markers may find similarity to texts by using other software or Google, or 
checking source texts themselves). 

 
High scores do not necessarily indicate plagiarism; reasons could include lists of appendices or given tables, and extensive use 
of quotations. 

Low scores do not necessarily indicate absence of plagiarism, as Turnitin does not find all plagiarism, and essay writing 
companies are known to produce texts with 0% match. Low scores may also indicate poor or little research or use of sources, so 
do not set out with the aim of keeping Turnitin scores low - set out with the aim to write effectively with sources. 

More important than the overall similarity are the highest ranked sources in the breakdown of matches. If there are high 
individual matches, this may indicate plagiarism, or if correctly cited and formatted, may indicate over-reliance on sources, 
although there may still be understandable reasons for high matches. (https://www.brookes.ac.uk/students/your-studies/) 

 

 

https://www.brookes.ac.uk/students/your-studies/
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5. Upload the Project / assignment document 
 
Once you are happy with the content of your assignment, and, if required, you have checked the text using Turnitin, submit your 
assignment in the template to the submission link.   

NB only submit to ‘resubmissions’ or ‘mitigating circumstances’ if instructed by the Programme Administrators. 

 

Finalise your template e.g. headers/student number & declarations. 

 

Make sure your document is saved with your name in the filename. 

 
e.g.  

 

Desmond Woolfe Assignment 1.docx 

 

On your course page, scroll down to the Project Plan / Assignment drop box (numbered accordingly) and click the link 
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Click Add submission  
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Drag and drop your saved assignment into the box or use the buttons to upload 
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Click Choose file 

 

Find the assignment document that 
you have saved on your computer 
and choose Open 

Click Upload this file 
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Choose Save changes 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

Then on the next screen click Submit assignment 
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You will receive a confirmation notification, this will be forwarded if you’ve followed the instructions in the Getting started guide 

This also appear in the top right of the screen. 

 

 

5.1. Amending / Replacing the file 

Should you have uploaded the wrong file or need to update, click the Edit submission button and using the same interface 
above you can delete and replace the file. 

Until the deadline the drop box will have an ‘Edit submission’ button like the one above 

 
 
 

https://radar.brookes.ac.uk/radar/file/e9cd04de-e13f-4467-bc22-c2024b8d0de4/3/Getting_started_with_Moodle_student_guide.pdf
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