Submission of Research and Analysis Project

If this is your first attempt, you first need to register. The guidance notes Registration on the OBU
RAP submission portal will help you.

Before you start, make sure you know where you have saved all the documents you need.
Make sure you have the correct versions of the documents. It is sensible to label these with
your student number.

Each element, Research Report, Skills and Learning Statement, Reference list, Excel spreadsheet,
Presentation slides, and appendices (including resubmission statement, if relevant) are known as
assignments.

There are two stages in the submission process, uploading assignments (the various documents) and
submitting the project. The payment of the submission fee follows after submitting the project.

Assignment file sizes

Type: Assignment

Module: Research Report 5 M B
Type: Assignment

Module: Presentation 1 0 M B
Type: Assignment

Module: Skills and Learning Statement 250KB
Type: Assignment

Module: Reference List 1 M B
Type: Assignment

Module: Appendices 2M B
Type: Assignment

Module: Excel Spreadsheet 5MB

The Appendices would include a persmission letter, questionnaire or interview guide (if you are
collecting primary data) and a resubmission statement if you are resubmitting.

DO NOT UPLOAD copies of the Annual Reports. Include the URLs of the
reports in the reference list.

Uploading an assignment

When you log in, this screen appears. You will upload each element (presentation, research report,
skills and learning statement, reference list, excel spreadsheet and appendices). The research report
and skills and learning statement are uploaded to turnitin. Once you have upload all the necessary
elements you will submit the project.



This guidance explains this process.

To upload the presentation, click on this icon
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Type: Assignment Status: Assignment Awaiting Uplead
Module: Presentation
Type: Assignment Status: Assignment Awaiting Upload
Module: Research Report
Type: Assignment Status: Assignment Awaiting Uplead
Module: Skills and Learning Statement
Type: Assignment Status: Assignment Awaiting Upload
Module: Reference List
Type: Assignment Status: Assignment Awaiting Uplead
Module: Appendices (eg Financial Statements)
Type: Assignment Status: Assignment Awaiting Uplead
Module: Excel Spreadsheet

SUBMIT YOUR PROJECT VIEW YOUR RESULTS

This screen will appear, click on the cross
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Presentation - October 2019

Satus: Assignment Avgling Upload  File sizs limit: 10M8
Due Date: 21172020 Total size of uploaded files: 008

You will be asked to choose the file,  choose the file from where it is stored on your computer

Upload a file
-
No file chosen

It is sensible to label your files with your ACCA number

1234567 presentation. ppt

‘ Upload

v




Once you have chosen the file, click upload, you will see this.

L] Assignment For Presentation - October 2019

Presentation - October 2019

Status: Assignment Uploaded File size limit: 10 MB
Due Date: 28/11/2020 Total size of uploaded files: 261 MB
b

- g

1234567 presentatio. ..

261ME

To return to the main menu click the back button
Deleting an uploaded file

It is possible to delete and re-upload any file except the research report and skills and learning
statement (these are uploaded once into Turnitin, details below). If you wish to delete and re-upload
afile, click on the cross in the top right corner. You will be asked to confirm the action.

L] Assignment For Fresentation - October 2019

Presentation - October 2019 Click on this cross
to remove the file.

Status: Assignment Uploaded File size limit:
Due Date: 28/M1/2020 Total size of uploaded files:

- g

1234567 presentatio. ..

261 MB

This is the message asking you to confirm.



rd | ) ol E
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Are you sure that you would like to delete this file? it will not be

Once you have clicked OK, you can upload another file, or return to the main menu using the back
button.

possible to recover it later,

Reference list, excel spreadsheet, presentation slides and appendices

This process is repeated for the reference list, excel spreadsheet and any appendices. You can
upload several appendices.

Appendices — uploading several files (files must be less than 10MB)

IF THIS IS A RESUBMISSION, THE RESUBMISSION STATEMENT IS INCLUDED AS AN APPENDIX.
LABEL AS RESUBMISSION STATEMENT

Appendices can include extracts from financial statements, permission letter for primary research,
guestionnaire or any other information you wish to provide.

If you wish to upload several files as appendices, click on the cross icon to add another file

x p X
Appendix 1.pdf Appendix 2 (PAL) pdf Appendix 3 (compari.... Appendix 4 resubmi__.
141 MB | | 32381KB | | I7112KB | | 152.74 KB

To return to the main screen, click Back button
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"
Type: Assignment Status: Assignment Uploaded @
Module: Presentation
Type: Assignment Status: Assignment Awaiting Upload @
Module: Research Report

Where files have been uploaded you will see Assignment Uploaded. This is not the same as
submitting the project.

Research report and skills and learning statement

The Research Report and Skills and Learning Statement are uploaded into Turnitin. You will be first
asked to agree to the terms and conditions of Turnitin. Click | agree

Check the word document for the Skills and Learning Statement is less than 250Kb

Our user agreement has been updated. Please read our user agreement below and
agree or disagree to its terms and conditions:

Turnitin End-User License Agreement

*Users who are not in the European Union refer to Section A only.

**Users in the European Union refer to Section B.

Protecting your personal data and privacy is our top priority. We are fully committed fo
transparency, accountability and using technology responsibly, no matter what changes
emerge from our rapidly evolving digital world. We implement appropriate technical and
organizational measures io protect your personal data

*Section A (For Users who are not in the European Union)

Tumitin and its services (the "Site" or the "Services”) are operaled and maintained by
Tumitin, LLC ("Turnitin®), and provided to you, the user ("You" or "User" or "End-User”),
condifionally upon Your acceptance of the terms, conditions, and nofices contained herein
without modification (the "User Agreement”). Depending on the Tumitin solufion utilized.
references to "You', 'student’ or 'End-User’ shall include any person submitting papers
through the Service, however they are defined

[fe)

Click Upload submission

@ Assignment Dashboard  Summary

Research Report @

Upload Submission



You are asked to choose file, then click upload and review

\

Submit File

Upload
O

Bl Upload Submission = Text Input Cloud Submission ~

Drag and drop or select a file from your device.

Submission Title Untitled

Submission Eile Choose file | Mo file chosen

@ Supported file types:

Text, M5 Word, MS PowerPoint, Postscript, PDF, RTF, HTML, WordPerfect, Hang, OpenOiffice

This may take a few minutes. You then click submit to turnitin

@ Assignment Dashboard Summary

@ Submission uploaded successfully.

Skills and Learning Statement e

Paper Title Uploaded

1234567SLS docx 07 Apr 2020 16:04 BST

Click the top right corner to close the window and return to the main menu

You can only upload the Research Report and Skills and Learning Statement once. Make sure
you are uploading the correct file.




Submitting your project

Once you have uploaded all the necessary files, click submit your project

OXFORD sampleACCA®
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Type: Assignment Status: Assignment Uploaded

Module: Presentation

Type: Assignment Status: Assignment Uploaded To Turnitin
Module: Research Report

Type: Assignment Status: Assignment Uploaded To Turnltin
Module: Skills and Learning Statement

Type: Assignment Status: Assignment Uploaded
Module: Reference List

Type: Assignment Status: /Assignment Uploaded
Module: A di (eg Fi

Type: Assignment Status: Assignment Uploaded

B @ 0 @

Module: Excel Spreadsheet

SUBMIT YOUR PROYECT

If you have not uploaded files for all aspects you will see a warning

You still have some not uploaded assignment(s). Are you sure you want to submit your

project?

CONTINUE

Click continue when you are sure you have uploaded everything you need.

Changes to files names and sizes

When you upload your documents, the system converts the files and uploads the RR
and SLS to Turnitin. This results in a change to file names and sizes, and some file
types so do not be alarmed. It can take at least 24 hours for the RR and SLS files to
be processed by Turnitin. Once they have been processed, you will see a file size
greater than OMB, so please recheck after 24 hours.

RESUBMISSION



If you are resubmitting your work then you may not need to submit all the files. The system does
not know which files to expect from you. Please check you have uploaded everything you need to.

You do need to submit a Research Report and Skills and Learning Statement. If you have already
passed one of these, submit the original document.

Details of your mentor

The next screen asks for the name of your mentor, and the topic number

Type your mentor’s

name here
By continuing, yvou are accepting the Terms and Conditions.
Flease provide the subject and the mentor of your project.
YYour Project hMentor: »
Your Project Topic: Choose the topic

number from the
drop down list

You need to click on the box and then click continue.

The next screen confirms the submission process is complete and moves onto payment.

Your submission is now complete.
Mow you can start the payment process for your project by pressing the Start Payment button.
This i1s not mandatory now, i you wish to pay later just press the Skip button.

If you chose so, you can pay your project by clicking the "Pay your project now’ button at the top
right of the screen after the current page refreshes

SKIP START PAYMENT




If you have any difficulties when submitting your work please email
acca@brookes.ac.uk



mailto:acca@brookes.ac.uk

