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3 Simple Stages to Submit your Assignment or Proposal

1. At the beginning of the module 
session check the deadline for the 
assignment. Make a note of the date 
by which you need to ʻSign Upʼ and 
the date by which you need to 
ʻSubmitʼ. This information can be 
found under ʻOnline Submissionʼ on 
the Blackboard menu bar.

2. Download the AGC Form. This can 
also be found under ʻProgramme 
Infoʼ on the Blackboard menu bar.

3. Write your essay within the AGC 
Form document and complete 
Section 1 & 3 of the AGC Form.

4. Save the resulting file using the 
following format (your surname_your 
first name_your agent_your 
region.doc) e.g. 
Smith_Bob_EFA_USA.doc. Students 
serviced directly by ULSM should 
type Smith_Bob_Open_USA.doc

1. You need to ʻSign Upʼ in advance of the actual 
submission to let the University know that you wish 
to submit your work. You can do this by going to 
ʻOnline Submissionʼ on the Blackboard menu bar. 

2. Allow approximately 4 working days for your request 
to sign up to be authorised by the University. Once 
you are authorised the submission portal will appear 
directly below the ʻSign Upʼ tool. You may need to 
refresh your browser.

3. Read the Student declaration and select ʻView/
Completeʼ.

4. You will be transferred to the ʻTurnitinʼ submission 
site. Select the ʻSubmitʼ icon.

5. Your details will be presented. The Title of your work 
is your surname_your first name_your agent_your 
region - see example below (Smith_Bob_EFA_USA). 
Select the file that you wish to submit using the 
ʻBrowseʼ facility. When you are happy with the 
information you have been provided with press 
Submit.

6. You will be presented with a text only based version 
of your work to view for checking. If you are happy 
that this is what you wish to submit please select 
ʻyes submitʼ. Please note that the University will 
receive the original document and not the ʻtext onlyʼ 
based version.

1. Once submitted you will receive a 
Paper ID number - please keep a 
record of this. You will also receive 
an email via your University of 
Leicester email account to confirm 
submission.

2. You can also check that you 
submitted by going to ʻOnline 
Submissionʼ on the Blackboard 
menu. Select the module that you 
submitted to. Click on ʻView/
Completeʼ at the Turnitin 
submission portal. You will be 
presented with details of your 
submission. This information will 
be available until the submission 
deadline. 

Preparing Submitting Checking

More detailed 
instructions with 
graphical illustrations 
are provided overleaf.

https://blackboard.le.ac.uk/webapps/cmsmain/webui/courses/ManagementCentreStaff/Student%2520Forms?action=frameset&subaction=view&uniq=-3jxmcr&mask=/courses/ManagementCentreStaff
https://blackboard.le.ac.uk/webapps/cmsmain/webui/courses/ManagementCentreStaff/Student%2520Forms?action=frameset&subaction=view&uniq=-3jxmcr&mask=/courses/ManagementCentreStaff


The Simple Steps to Submit your Assignment with Graphical Detail

Step

1
Preparing

At the beginning of the module session check the deadline 
for the assignment. Make a note of the date by which you 
need to ʻSign Upʼ and the date by which you need to 
ʻSubmitʼ. This information can be found under ʻOnline 
Submissionʼ on the Blackboard menu bar.

Download the AGC Form. This can also be 
found under ʻProgramme Infoʼ on the 
Blackboard menu bar.

Write your essay within the AGC Form document and 
complete Section 1 & 3 of the AGC Form.

Step

2
Save the resulting file using the following format (your surname_your first 
name_your agent_your region.doc) e.g. Smith_Bob_EFA_USA.doc. Students 
serviced directly by the University should use ʻOpenʼ for ʻyour agentʼ and their 
country of residence. You can see a completed AGC Form by clicking on this 
hyperlink.

Step

3

Step

4

https://blackboard.le.ac.uk/webapps/cmsmain/webui/courses/ManagementCentreStaff/Student%2520Forms?action=frameset&subaction=view&uniq=-3jxmcr&mask=/courses/ManagementCentreStaff
https://blackboard.le.ac.uk/webapps/cmsmain/webui/courses/ManagementCentreStaff/Student%2520Forms?action=frameset&subaction=view&uniq=-3jxmcr&mask=/courses/ManagementCentreStaff
https://blackboard.le.ac.uk/bbcswebdav/courses/ManagementCentreStaff/exampleagcformcomplete.pdf
https://blackboard.le.ac.uk/bbcswebdav/courses/ManagementCentreStaff/exampleagcformcomplete.pdf


Submitting

You need to ʻSign Upʼ in advance of the actual submission to let the University know 
that you wish to submit your work. You can do this by going to ʻOnline Submissionʼ 
on the Blackboard menu bar. The ʻSign Upʼ Tool will be visible, Simply select ʻSign 
Upʼ and then ʻSign Up Nowʼ. Your name will be added to the list. You should wait 
approximately 4 working days. The University will register you on the Online 
Submission so that you can submit your assignment.

Once you are authorised the submission portals for the next 
submission deadline will appear directly below the ʻSign Upʼ tool. If it 
does not appear REFRESH your browser. Read the Student 
declaration and select ʻView/Completeʼ.

You will be transferred to the Turnitin submission 
system. Your module title will be listed. You will see a 
submission icon. 
Select the ʻsubmission iconʼ.

Your details will be presented. The Title of your work is your surname_your first 
name_your agent_your region - see example below (Smith_Bob_EFA_USA). Select 
the file that you wish to submit using the ʻBrowseʼ facility. When you are happy with 
the information you have been provided with press Submit.

Step

1

Step

2

Step

3

Step

4



Submitting

You will be presented with a text only based version of your work to view for checking. If you 
are happy that this is what you wish to submit please select ʻyes submitʼ. 

IMPORTANT: Please note that the University will receive the original document and not 
the ʻtext onlyʼ based version.

Step

5



Checking

Once submitted you will receive a Paper ID number - please keep a record of this. 

You will also receive an email via your University of Leicester email account 
to confirm submission. If you do not believe you have received this email 
please DO NOT contact the School of Management and see Step 3.

You can also check that you submitted by going to ʻOnline 
Submissionʼ on the Blackboard menu. Select the module that you 
submitted to. Click on ʻView/Completeʼ at the Turnitin submission 
portal. You will be presented with details of your submission. This 
information will be available until the submission deadline. If you wish 
to view your work after this time select ʻMy Institutionʼ on the 
Blackboard tab and view ʻMy Gradesʼ.

Step

1

Step

2

Step

3



Image 1:
The Student Cohort Report. All students are 
listed with a Turnitin Report Score. The 
names have been blacked out in this image.

Image 2:
The Student Report. Your document will be reviewed by Turnitin and similarities with 
other published sources (and fellow student work) is identified and the original 
source provided. 



Troubleshooting Tips

Problem Action

I cannot access Blackboard If you experience difficulties at logging into the Blackboard service, then it is most 
likely caused by problems with your CFS username and password. You may check 
your username and password by accessing your University email box at http://
webmail.le.ac.uk. If you failed to open your email box with your username and 
password, please contact our IT Services Help Desk via: email: ithelp@le.ac.uk or 
telephone: +44 (0)116 252 2253

I cannot see the sign up tool The sign up tool will be visible until the ‘sign up’ deadline. It will be available again 
shortly after the formal submission deadline for the next module session. If you 
cannot see the sign up tool please check the deadline dates advertised on 
Blackboard. If, after checking the calender, the tool should be visible, please 
refresh your browser. If this fails to make the tool visible please use the ‘Report a 
Problem’ form.

I have signed up to submit 
but I cannot see the 
submission portal.

Please allow 4 working days (Monday-Friday) for the university to register you for 
submission. If you have allowed 4 days and the portal is not visible ... 
(1) log out of Blackboard and close your browser. 
(2) Re-open your browser and fully refresh your browser. 
(3) Log in to Blackboard and select ‘refresh’ on the Blackboard menu bar.          
This should fully refresh your browser so that you can see any changes made to the 
page. If this has failed to work please use the ‘Report a Problem’ form.

I can see the submission 
portal but each time I click 
view/complete my browser 
is directed to the Turnitin 
Homepage

We are aware of an issue with IE7 and the browser security settings. There is 
information on how to deal with this issue provided under the FAQ section of the 
Online Submission Instructions provided on Blackboard.

When I see the preview of 
my work all my formatting 
and images is lost

Please read step 5 on submitting your work again. The preview screen is text only 
and is offered for checking that this is the correct work only. The actual work the 
University receive is your original document.

I have not received my 
submission receipt.

The submission receipt is provided on screen at the end of the submission process. 
The submission receipt is also sent to your Webmail email account. If you have not 
received this email you can try one of the following to obtain your receipt:
(1) Select ‘View my Grades’ when you log on to Blackboard.
(2) Select ‘view/complete’ under the module submission portal. 
If neither of these approaches is successful please contact blackboard@le.ac.uk

http://webmail.le.ac.uk
http://webmail.le.ac.uk
http://webmail.le.ac.uk
http://webmail.le.ac.uk
mailto:ithelp@le.ac.uk
mailto:ithelp@le.ac.uk
mailto:blackboard@le.ac.uk
mailto:blackboard@le.ac.uk


Problem Action

I cannot see my grades We do not use Blackboard for displaying grades. Students should be able to see that 
they have submitted their work by clicking ‘View Grades’ when they login to 
Blackboard. If you cannot see your work and you have submitted please read the 
information providing under the FAQ section of the Online Submission Instructions.

I have not received my AGC 
Form back

The School advertise the expected return dates for work on Blackboard. If the work 
has not been returned by this date do allow a week to make sure the work is not in 
the post etc. At that point please contact the ULSM administrative team who will 
advise you on the status of the work. Delays are most commonly caused due to the 
work needing further marking, a review of the marking or plagiarism checking. Your 
patience whilst we undertake this important quality assurance exercise is 
appreciated. You will find the contact details under ‘Prog Info’ on Blackboard.

The firewall’s on my office 
pc prevent me using 
Blackboard/Turnitin

Students are advised to find alternative computer facilities (e.g. internet cafe/
library/home etc). In the event that this is not possible please provide an account 
of your situation to ulsmsubmiss@leicester.ac.uk and we will advise you accordingly.

My problem is not listed 
here.

In the first instance contact your Resource Centre (or the School of Management if 
serviced directly by the University). The administrator responsible for online 
submission can be contacted at ulsmsubmiss@leicester.ac.uk

mailto:ulsmsubmiss@leicester.ac.uk
mailto:ulsmsubmiss@leicester.ac.uk
mailto:ulsmsubmiss@leicester.ac.uk
mailto:ulsmsubmiss@leicester.ac.uk
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