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The following is a quick guide on submitting an assignment on the UNAM Moodle Learning
Management System.

Please note that this is a different system from the student portal which was previously
used for online assignment submissions. This system also has a strict enforcement of DUE
DATES, so make sure to submit your assignments ON TIME. Familiarize yourself with the
assignment submission regulation in your assignment letters.

Assignment submission will also automatically go through an anti-plagiarism service called
Urkund when you upload your assignment. Therefore familiarize yourself with the UNAM
Plagiarism Policy available on both the portal and Moodle.

PLEASE NOTE:

Check the status of the submission at the end to be sure that your submission was
done properly (See section 5 at the end of this guide). You would also receive an
email notification of your submission.

Submissions for multiple courses require you to repeat the steps for each course
from section 2 to 5 described in this guide.

As described in section 2 where you select your courses, be sure to choose the
appropriate course for each of your assignment.

Use the assignment submission template document provided on Moodle.

The cover page for the assignment should be part of the assignment document
itself, Do not upload a separate cover page as many have done previously on the
portal, only the assignment document.

Do not upload the questions booklet of the assignment, only the document with
your answers. In your assignment document with your answers, do not include the
questions either as it will affect the Urkund ant-plagiarism score.
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1) Login to Moodle

Access the Moodle Learning Management System at http://elearning.unam.edu.na (either
copy this link into your browser or click the CTRL key on your keyboard, then click the link)

Q  You are not logged in. (Log i)

= CODeL EPORTFOLIO  XERTE

Centre for Open, Distance and eLearning

elLearning @ UNAM !
UNAM management made a historic decision to go "e”. That means a new era is emerging not only at UNAM but in

Namibia, contributing to other existing e-initiatives in the country. This decision implies an evolution for UNAM. We are

therefore calling on the entire UNAM community to embrace this revolution and join the University management in

making the "e” era a reality at UNAM

‘What does that mean for the lecturer and the student at UNAM? It implies embracing a culture of lifelong and flexible
learning. For the lecturer, it means he/she will become a facilitator of student learing rather than the sole owner of
knowledge. Students will have to be engaged more rigorously in their learning. taking ownership, while the lecturer takes

on a coaching role.
We at the Centre for Open, Distance and eLeaming (CODeL) invite the entire UNAM community to join us moving forward.
Please contact us @ abezuidenhout@unam na

Dr Maggy Beukes-Amiss.
Director: Centre for Open. Distance and eLearning

Use the login form indicated above.

2) Select or Enter Your Course

LOGIN

Username

Password

I Remember username

Lost password?

You have two options for accessing the course for which you want to upload/submit the

assignment.

Option 1: Access Courses from the “My Courses” menu on the Dashboard as below.

= CODeL EPORTFOLIO XERTE o a

~

Student GBK

Dashboard | J
Site home
Calendar

Private files

\L/ COURSE OVERVIEW
Unit 1: Design and Deliver

lessons using ICT

English for Academic Purposes

Unit 5° Ethical
Considerations of ICTs

Centres and Units

Assessment and Evaluation

PGDip HE Space

~ You have assignments that need attention
Centres and Units / Teaching and Learning Improvement Unit

General Teaching
Methodology

Project Based Learning

Instructional Design

PGDip HE : Instructional Design in the
Age of Technology

Includes PGDIpHE_2016
Centres and Units / Teaching and Learning Improvement Unit / PgDHE Additional
Modules

Cardiff Recording

Sandbox

Strategic Project
Management (PGdipBA)

PGDip HE : Educational Technology

Enalich far Acadamic

S'UUEV’I'GEK‘ L.
15 failed logins since your lastlogin

Customise this page

GLOBAL SEARCH

Advanced search

UPCOMING EVENTS

& Advantages of
storyboarding

Sandbox

sunday, 5 February, 14:00

% Live Chat
Student Support Officers Training

Sunday, 5 February, 15:10

K CODeL late registration

Wednesday, 8 February, 08:00

Assignment 1
Student Support Officers Training

This option is the easiest visible and accessible from any place in Moodle.
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Option 2: Access Courses from the Course View

= CODeL EPORTFOLIO  XERTE Q a

Dashboard
Site home
Calendar
Private files

G

Unit 1: Design and Deliver
lessons using ICT

Unit 5: Ethical
Considerations of ICTs

Assessment and Evaluation

General Teaching
Methodology

Project Based Leamning
Instructional Design
Cardiff Recording
Sandbox

Strategic Project
Management (PGdipBA)

Ennlish for Acadamic

~

Student GBK

COURSE OVERVIEW

English for Academic Purposes

Centres and Units

PGDip HE Space

You have assignments that need attention
Centres and Units / Teaching and Learning Improvement Unit

PGDip HE : Instructional Design in the
Age of Technology

includes PGDIpHE_2016
Centres and Units / Teaching and Learning Improvement Unit / PgDHE Additional
Modules

PGDip HE : Educational Technology

Student GBK ~ .
15 failed logins since your last login

Customise this page

GLOBAL SEARCH

l— Search

Advanced search

UPCOMING EVENTS

@ Advantages of
storyboarding

Sandbox

Sunday, 5 February, 14:00

Live Chat
Student Suppert Officers Training
Sunday, 5 February, 15:10

B4 CODel late registration
(Ends 10 February)
Vednesday, 8 February, 08:00

& Assignment 1
Student Support Officers Training

Select the Assessment Section from the Dashboard as shown below to see the list of
assignments and other supporting material with regard to submitting your assignment.

= CODeL EPORTFOLIO  XERTE

Revised Distance Courses
Template - Jan 2017

Participants

Badges

Competencies

Grades

Bm Course

Announcements and
Discussions,

Bm  Course Information

Resources and

Activities

Dashboard

Site home

Aalandar

L
(& o

Bm Live Online Lectures

A

Q A W Administrator GBK @ -

Revised Distance Courses Template - Jan 2017 -

Dashboard / My courses / Centre for Open, Distance and eLearning / Courses Templaies / Revised Distance Courses Template - Jan 2017

/ Assessment

Academic Writing Tutorial
- APA Referencing Tutorial

7
¥, Assignment Document Template for Submission
63 6KB Word document Uploaded 20/01/17, 08:32

i: I Assignment Readiness Check

Assignment grading in Moodle since version 3.1

A quick overview video for lecturers and tutor markers.
@ Assignment 1

\‘:—,j Assignment 2

- Resources and Activities
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UPCOMING EVENTS

[ CODel late registration
starts (Ends 10 February)
Wednesday, 8 February, 08:00

Your progress (%)

[ Orientation of all Project
Work (all programmes - proposal
writing)

P Monday, 13 February, 00:00

[ Orientation for Practical
Attachment and Internship (Aduit
Education/Lifelong Programmes)
Monday, 20 February, 00:00

[ Orientation for Practical
Attachment and Internship (Adult
Education/Lifelong Programmes)
Tuesday, 21 February, 00:00

Ciota calandar

Live Online Lectures b



3) Select Assignment

You must then click on the name of the assignment you would like to submit (for an
example Assignment 1 in the example above). Once you have selected the assignment, you
will be shown all the necessary information about the selected assignment.

Assignment 1

Submission status

Submission status No attempt

Grading staius Not graded

Due date Monday, 13 March 2017, 12:00 AM
Time remaining 38 days 14 hours

Last modified

Submission comments
p Comments (0)

Add submission

Make changes to your submission

4) Uploading Your Assignment Document File

Step 1: The “Add submission” button is the one you must click to submit your assignment.
Some instructions or additional information may appear at the place indicated with
“{Instructions}” above, please do pay attention to these. Below is what you see after
you have clicked on the “Add submission” button.

Assighment 1

CD I’his assignment is my own work, except where | have acknowledged the use of the works of other people
File submissions {/’Tﬂ uw: l C a'é Maximum size for new files: 20MB, maximum attachments: 3
(& Files

-

You can drag and drop files here to add them

There are required fields in this form marked *.

Step 2:Click on the icon labelled as “To upload” as pointed at above and then select your
assignment document. The formats acceptable are Microsoft Word and PDF. You
MUST also tick in the checkbox circled above to indicate that you accept the
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statement that the assignment is your own work. This means you confirm that you
have NOT plagiarized your assignment. Any additional instructions if available will be
displayed in the area labelled as “{Instructions}”.

File picker

T Recent files

& Upload a file
To select assignment

3 URL downloader document file.

Attachment
T Private files
Browse... | No file selected.
9 Wikimedi
? Wikimedia Save as
& Open Source Physics
Author

Administrator GBK

Choose license

All rights reserved ~

After file is selected

Step 3:Click on the “Browse” button to select the assignment document file, where you will
see the “File Upload” dialogue window as seen below. After you have selected the
file from where you have saved it on your device (see image below), you would click
the “Upload this file” button.

"5 » Libraries » Documents » - Search Documents

P

Organize v Newfolder =~ O @

¢ Favorites — Documents library e
B Desktop Includes: 2 locations il
# Downloads Name Datemdfied 2
%] Recent Places (3
:; Drophox e Cyberlink 02/07/2016 08:33
CyberLink 02/07/2016 07:29
HiSuite 22/05/2016 09:35
= Libraries
=5 Documents Custom Office Templates 16/04/2016 07:26
J, Music B HP_LaserJet Fax 0 6 13/04/2016 09:11
" Moodle Orientation Material 22/03/2016 13:41
[ Pictures
My Received Files 04/03/201612:12
B8 videos v
Hackathen Dropbex Phote 22/02/2016 22:20

% Homegroup

B Assignment Submission Guide 19/07/2016 13:02
glar————— i ] T

File name: ~ | All Files -
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Step 4: Once the file is uploaded, click the “Save changes” button as shown below.

Assignment 1

O This assignment is my own work, except where | have ackno

File submissions Maximi

Make Sure to
Save Changes

CODe

Save changes Cancel

There are required fields in this form marked *.

This completes submission of your assignment. Do check the status of your submission as
shown below to be sure your assignment has been uploaded properly.

Please do check your unam email address as a notification will be send immediately when
the assignment is marked.

5) Check Assignment Submission Status

Once you have done submitting the assignment, you can review the status of the
submission. When you click on the assignment activity, you would see the status as shown
below.

Submission status

Submission status Submitted for grading

Grading status Not graded

Due date Tuesday, 1 November 2016, 12:00 AM

Time remaining i er e e e IR £ Laay 1 nirE [

Last modified Monday, 16 January 2017, 10:36 AM

File submissions w! ODL Paper Conribution.docx URKUNDzm Opt-out
Submission comments Comments (0)

Edit submission

Make changes to your submission
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The submission status should be “Submitted for grading” and the assignment document
shown in File submissions. You can also see the due date and time remaining until the due
date. An email notification will also be send to your inbox as show below.

#® Do not reply to this email (via CODel) You have submitted your assi bmission for

Do not reply to this email (via CODel) =celim-moodle-noreply@unam.na=

orietation-moodle_2016 -=Assignment - wrnunm weine e

You have submitted an assignment submission for "came. .o caieea
ou can see the status of your assignment submission.

You can also send comment to your tutor marker by simply clicking on Comments if there is
information regarding your assignment you feel should be communicated to your tutor
marker.

Submission comments Comments (0)

Some information or comment for the marker with regard to this

assignment submission.l

'Q%Saue comment | Cancel

If you have entered a comment, make sure to click on Save comment.

6) Check Assignment Feedback on Moodle

Feedback for the assignment would available online. Once the lecturer has done marking the
assignment, you can view the feedback comment as seen below by going back to the assignment
and click on the assignment.

Submuission status

Submission status Submitted for grading

Grading status Graded

Due date Wednesday, 1 February 2017, 12:00 AM
Time remaining 6 days 11 hours

Last modified Wednesday, 25 January 2017, 12:27 PM
File submissions w Moodle - Outcomes.docx
Submission Comments (0)

comments

Edit submission

Make changes to your submission

Feedback

Grade 60.00 / 100.00

Graded on Wednesday, 25 January 2017, 12:29 PM

Graded by & Administrator GBK

Feedback comments This is feedback comment provided by lecturer with regard to the assignment.

If you have any further queries regarding assignment submission please contact us at open a
ticket with your inquiry on our Online Support at web address
http://elearning.unam.edu.na/support/.
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