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1 MUSO - Assignments

1.1 Accessing Assignments

MUSO allows students to submit their assignments online, receive feedback and their marks online. This
provides additional flexibility for the students as they are able to submit their assignments even when they
are not on campus. The tool also provides a timestamp and logs each submission, thus reducing argu-
ments about when an assignment was actually submitted and also reducing the likelihood of misplaced

assignments.
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Figure 1: Unit Home Page

There are several ways in which you can access assignments and it depends on the lecturer as to how they
are made available to you as students. Typically assignments are made available by a direct link, either on
a unit page or as part of a learning activity. If your lecturer has enabled it, you can also access assignments
via the Assignments tool in the student toolbar (Remember, only the first four tools are shown directly, the
others can be found by clicking on the “More Tools” link).

1.2 The Assignments Tool

Once you have opened the assignment you will see the assignment attempt screen (as shown in Figure 2).
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Figure 2: Assignment Attempt Screen

From this screen you are able to download any attached documents (e.g. the assignment instructions or
template), save a draft of your assignment submission or submit the final copy of the assignment. An en-
largement of the left hand side (shown in Figure 3) details that the instructions for doing the assignment, any
associated documents, the due date, allowed collaboration type and grading criteria are clearly displayed

for you.



Edit Submission (Attempt 1 )

Instructions:
Download the instructions and submit your assignment by the
due date.

Section Instructor Attachments:
Assignment 1.doc

Due Date
14 August 2006 12:00

Type:
Work individually

Grading Criteria:
out of 100

Figure 3: Assignment Instructions

The submission area on the right hand side (shown in Figure 4) allows you to enter some text, add attach-
ments and add comments.

It is unlikely that the submission text would be used as your assignment, rather it is likely to be used to
describe the attachments. The comments area allows you to make a comment that will be seen by the
person marking the assignment, but is not part of the submission (e.g. “I found this assignment really hard
to complete”). The “Add Attachments” button allows you to attach electronic files (e.g. Word documents) as
your submission. You can attach more than one document to an assignment if the need arises.

Submission:

[ use HTML |

Add attachments

Add Comment:

Save as Draft Submitl Cancell

Figure 4: Assignment Submission



1.3 Attaching a file to an Assignment

Clicking on the “Add Attachment” button will bring up the “File Browser” window. This window will show
you any files you have already uploaded for this unit. It is unlikely that the file you wish to attach is already
uploaded, so you will need to upload it from your computer. It is highly recommended that you use the
“Upload File” button instead of the “My Computer” applet.
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Figure 5: Add Attachment

Clicking the “Upload File” button will bring you to the screen shown in Figure 6. You need to provide a
filename either by typing it in the box or by selecting one from your computer using the “Browse” button.
Once you have selected the appropriate file, click on the “Save” button.

Upload File
Destination: €3 My Files
“File r,l_ Coomee)

[J automatically expand uplos Ip files
Character Set: | Unicode (UTF-8) v
Author:
Description: '

Subject keywords:

Cancell Save and Upload Another

* Required field

Figure 6: Upload File



You will then be returned to the previous screen with the file you just uploaded, highlighted and selected.
Click on the “Add Selected” button to attach the selected file(s) to your assignment.

File Browser Help
&) My Files
Basic View @ Advanced View Name 2
f 0O Notes from Assignment 3.doc MS Word
My Files
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Figure 7: Add Selected

1.4 Submitting an Assignment

You will then be returned to the assignment attempt screen with your file(s) attached to the assignment. If
you are not yet ready to submit the assignment, you can save where you are up to by clicking on the “Save
as Draft” button.

Once you are ready to submit the assignment, click on the “Submit” button.

A confirmation window will appear asking “Are you sure you want to submit this assignment?”. Clicking the
“OK” button will start the submission of the assignment.
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Figure 8: Assignment Attempt Screen




1.5 I of an Assignment I

I ) ou il I (sown in Figure 9).
I hove EE—— message I

Figure 9: I Screen

Clicking I il return you to the unit N

1.6 T 2n Assignment I

Some lecturers will I A S f your
I <nable this optional feature, you will see an icon (shown circled in Figure 10) that will

I back your assignment and make changes.

Beware: Taking back an assignment makes it appear to the teaching staff that the assignment was not
submitted. Also, if you resubmit the assignment after the due date, it will still be marked as being received
after the deadline.

Figure 10: Submitted Assignments



1.7 I your grade for an I

Once an I oraded NN I i1 Which
you I Clicking on NG (ink, you can I

(shown in Figure 11).
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