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Uploading a submission on behalf of a student

Guide on how to upload a submission to Turnltin on behalf of a student.

Section 1 Why might | need to upload a submission on behalf of a
student?

Generally speaking, the need to submit a file on behalf of a student shouldn’t arise; it is however possible that
you may want/need to do this in the event that you receive a submission from a student by some other means,
such as email for example.

Note that all departments should make students aware of an ‘emergency’ email address for assessment
submissions; this to be used (only) in the event of a technical problem preventing submission via the VLE on
time.

Section 2 How to submit a file on behalf of a student

To submit a file on behalf of a student:

1.
2.
3.

Access the VLE site containing the Turnltin submission point you need to submit on behalf of a student to

Locate the submission point and click on it’s title to launch it

When the Assignment Inbox is displayed click on the Submit on behalf of student drop-down at the top of the
Assignment Inbox. Type a part of the name (or a part of their email address) of the student you need to submit
on behalf of into the search field at the top of the drop-down. This will filter the list to show the student you are
looking for.

ZlT.l Assignment Inbox Analytics

All Students ~ Submit on behalf of student

[hans| ]

L] Author Paper Title Hahs Zimmer Paper ID
O MySubmission_LatinlmLi whhars Zkmmeriyork sc Uk 212589854
B Reveal author's identity MySubmission_Life.docx 210696752

Click on the student’s name to initiate the same file upload process that a student uses when making their own
submission

If there is no existing submission for the student, click the Confirm button to proceed

If there is already a submission for a student then you will be warned of this and will need to click the Continue
button to proceed.
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Submit on behalf of ...

You have selected to submit on behalf of Hans Zimmer.

There is an existing submission for this student which will be overwritten if you continue.

Would you like to proceed?

E=

7. Note that if there is already a submission you may wish to abort the submission, download the existing file
(for temporary safe keeping) and then submit the new file on behalf of the student. This could prevent later
problems if the student has sent you the wrong file or for some reason wants to revert back to their previous
submission but after their deadline has passed for example. See Section 3 for how to download a submission.

8. At the Submit File panel drag and drop the file the student has provided to you onto the panel or alternatively
click the Browse/Choose File button and use the standard file browser to locate the file.

Submit File

O @]

& Upload Submission = Text Input Cloud Submission *

Drag and drop or select a file from your device.

Submission Title Untitled

‘ Browse...: | No file selected.

Submission File@

9. Click the Upload and Review button.

10. Once the file has uploaded you will see a preview of the file (if it is of a type that can be previewed). Click the
Submit to Turnltin button to complete the process.
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Submit File

Title
MySubmission_Latinl
mLi.pdf

File Size
306.39 KiB

Word Count
1,261

‘ Preview Submission ‘

Upload
Oo———————0

Review Complete

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, consactetur adipiscing efit. Phaselius armare vel mauris at pharetra,
WVestibulum ante ipsum primis in faucibus orei luctus et ultrices posuere cubiia Curae; Vestibulum
sutrum neque dolor, 3 porttitor mi gravida ac. Nulla mattis, ante vel tristique condimenturm, diam
nis! mattis odic, eget hendrerit mi lectus non adio. Integer lobortis, turpis vitae pulvinar
condimentum, elit ante tempus leo, at sollicitudin risus ipsum sed urna. Nullam eu nisi metus. Duis
atmetus vel ligula facilisis ullameorper

Proin rutrum nulla nec tellus suscipit, vitae scelerisque odio aliquet, Etiam rutrum, nis| eget facilisis
werenatis, Massh Lonor anius nisl, Ul SECUMSaN nisi augue quis quam, Aliguam risus nunc, convallis
ut sem in, hendrerit maximus enim. Maecenas sodales egestas molestie. Proin pharetra semper
teflug, at iaculis dul porttitor quis. Vivamus feugiat mi quis bibendum cursus. Suspendisse vulputate
‘elit dui, 3 tincidunt 1urpis tempus vitoe. Praesent sed fermentum nulla. Vestibulum ante ipsum
primis in faucibus orci lictus et ultrices posuere cubilia Curae; Nam eget nunc sit amet libero

Curabitur volutgat Sed in pretium arcu. Nunc
dignissim interdum est, ac hendrerit quam bibendum et

Link to Evidence 01

In tellus diam, pharetra sit amet viverra i, auctor in nisl. Nun pag e 1 Of 3
commoda enim. Vestibulum purus risus, imperdiet ut orci nes
W mi purus, empus gravida teilus mollis nec. Maeoenas 010 dis; e s

BT .

. ‘
Cancel Submission Submit to Turnitin

11. A Submission Complete will be displayed. Click the X at the top right of the panel to dismiss it or, after a short
delay, the panel will automatically close.

Section 3 Downloading a current submission

1.

Note/Log the original date and time of receipt for the submission you are replacing

2. Click the three-dot menu at the far right of the listed submission’s row and select Download from the
drop-down menu that appears. When prompted, save the existing submission to a safe location.

Viewed Grade Similarity Flags Options
2] & @ 100% - cee
Upload
Download
Remove From Inbox
Beniiest nermanent deletion =

Further Help
Turnltin Feedback Studio (TFS] gwdes hub page (Guides web5|te)

spreadsheet (Google Doc)

(Google Doc)

Turnltin Administration - Addmg[edmng a Turnltln submission Qomt (formative) (Google Doc)

(Google Doc)

Turnltin Administration - Setting up Groups to manage extensions, flagging and multiple markers using the Ultra
interface (Google Doc)
Turnltin Administration - Setting up Groups to manage extensions, flagging and multiple markers using CSV files
(Google Doc)

Turnltln Administration - Clearlng a student’s submission (Google Doc)
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https://vle-support.york.ac.uk/eassessment/turnitinfeedbackstudio/
https://docs.google.com/document/d/1oD9M72-Nhsq2X07TSxuZ0Rk5AkhmskRc37RVw6WZ4IE
https://docs.google.com/document/d/11IHYnAW6wef05kZ41BAqU9gO4nuyB1CgvQ1cW9IwjOA
https://docs.google.com/document/d/1fctlNtGpgjerdEYReGtMwLvSWRF_y2RkWSbSMPigGWg
https://docs.google.com/document/d/1PwAKBp5zMpmABjTgyuNYtPyuJgBMSkxnHtH9gmJw__E
https://docs.google.com/document/d/1PwAKBp5zMpmABjTgyuNYtPyuJgBMSkxnHtH9gmJw__E
https://docs.google.com/document/d/1Qvp8gtv8INZOn_Ns4tbJuFJjIu9edDB6hV7oOYpLdoc
https://docs.google.com/document/d/1__bA3BPwWUyksE46aRDB1NN3Baa9qAxlm37DTX12Uuc
https://docs.google.com/document/d/17NILG_SwmQeCs9LPzsHnJMj9wWRkk-BrG-695KSQjDg
https://docs.google.com/document/d/12y-fY_PlXT2X-4wtWJs7NWHHeRXrBGxUqGAigHD4-K0
https://docs.google.com/document/d/12y-fY_PlXT2X-4wtWJs7NWHHeRXrBGxUqGAigHD4-K0
http://linktr.ee/uoyvle

Turnltin Administration - Making assessment material handled by Turnltin Feedback Studio available to external

markers (Google Doc)
Example non-assessment specific (submission point) information for students - This is info you might consider

inserting into the VLE near each sub point.

Submission of Assessment - Departmental Guidance Example - This is a more detailed version of the first
example that you might consider linking into the VLE near each sub point - I'd suggest making it a Google Doc if
you do link it

Turnltln Submission Frequently Asked Questions - This is a starter FAQ document you could link to assessment
information - again I'd suggest making it a Google Doc if you do link it in

Marker video guidance (Blog post that provides links to all the marker videos)

Student video guidance for submissions with Turnltin (YouTube) (Panopto/Replay)

Student written guidance for submissions with Turnitin (Google Doc)

See our Help Pages
Contact Us, the Digital Education Team

Digital Education Team, University of York - linktr.ee/uoyvle
Last updated 24/05/24
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https://docs.google.com/document/d/1Ju8QFvFIwnimf_Cgm9XElsKioZeQPTLHsT8lxAEm6cE
https://docs.google.com/document/d/1Ju8QFvFIwnimf_Cgm9XElsKioZeQPTLHsT8lxAEm6cE
https://docs.google.com/document/d/1d6gr9JELl02cMtD0LugcPmE108AO3bd6lUYqo60HQTc
https://docs.google.com/document/d/1Eq0dOe0naI1gDDDjOMLQAm5ZWYXDdzObUayAOIAuA2o
https://docs.google.com/document/d/1CrqK_DxEdPnamYFSgx4swgTfO3ea5yyET4nsAwXJDOA
https://elearningyork.wpcomstaging.com/2023/07/24/marking-with-turnitin-feedback-studio-video-guides/
https://youtu.be/Vn7_VpucR-s
https://york.cloud.panopto.eu/Panopto/Pages/Viewer.aspx?id=cd67385e-4174-4ec1-8eb0-b0830091f3aa
https://docs.google.com/document/d/1DWksoJmy4nbAOZpmmTdwDzRVkaGboczShTKRvqCiDxg
https://linktr.ee/uoyvle
https://elearningyork.wordpress.com/contact/
http://linktr.ee/uoyvle
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