[bookmark: _GoBack]good afternoon,
 
 kindly read the highlighted words in email and check the attachment for review. please make sure that our report doesn’t include any  information from the Forbidden
resources  which was mentioned in the attachment above (highlighted with yellow ).
 
 
Welcome to Westford!!
 
Please find the below details for your kind perusal.
 
Learning Management System (LMS)
 
Westford Learning Management System is designed to deliver asynchronous learning to our students. LMS will act as your single window for the requirements pertaining to study materials and the assignments has to be submitted onto the LMS. The LMS link along with your credentials are provided herewith and your student ID is your LMS login ID.
 
 
Note:
  While you submit your assignment onto LMS, please ensure to adhere to the following:
o   You have to provide the answers in the same word document after the corresponding questions.
o   All the questions has to be duly answered. Incomplete assignments will be summarily rejected.
o   The cover sheet and format of the assignment brief to be retained as such.
o   Student information and signature intact.
o   Harvard Referencing System and Citations are strictly followed
o   The Turnitin screenshot to be attached.
 
For further info on the assignment submission policy, please refer to LMS.
 
Please find the ready reckoner on how to navigate on LMS, refer the attached PowerPoint deck.
 
Harvard Referencing System (HRS)
 
Referencing is a standardised method of formatting the information sources you have used in your assignments. If you use someone else's published work, you must acknowledge your original source or sources. Proper references at the end of your assignment is mandatory and the references should be provided  in the Harvard Referencing System.
 
For further info on how to do HRS, refer the attached PDF file.
 
Turnitin
 
Turnitin is a web-based plagiarism detection tool, which is being widely implemented in UK universities and schools/colleges. It searches the current and archived internet, subscription services and papers submitted by other students to identify any similarities between text.
 
After completing your Assignment, you have to run your assignment answers through Turnitin mandatorily before you submit it onto LMS.
 
The turnitin policy is as follows:
 
  The maximum permissible similarity index is 40%. It means, learners can go up to a maximum of 40% with their Turnitin percentage.
  However, the maximum permissible similarity percentage per source will be 3% or less than 3%.
 
To throw some more light on the above, Lets analyse the sample screenshot attached herewith.
 
In the sample screenshot, you can see the total percentage is shown as 22%. However, this limit can go up to 40 %. Also the individual source percentage should be equal to or less than 3% (in the attached sample screenshot, it’s all equal to and less than 3%). If your individual source percentage goes beyond 3%, you have to revise your work to bring it down to 3% or less. (In the match overview on the right side pane, when you click on the total percentage value, you can see the individual percentage source)
 
Thus if your total percentage is say 20%, but if you have more than 3% in any individual source, your assignment will be summarily rejected and if you are having a total of, say the maximum allowance of 40%  and your individual matches are all at 3% or less than 3%, your assignment will be accepted.
 
Also in the event of the total percentage is beyond 40% with all individual matches less than or equal to 3%, the assignment will be summarily rejected.
 
URL: www.turnitin.com and you may proceed to create a profile in Turnitin as per the tutorial: https://www.youtube.com/watch?v=-w7yOwuVh7g
 
Note:
  Once you go thru the tutorial, you can see the Turnitin Class ID and Password are mandatory inputs for you to create a profile in Turnitin. The same is provided on the First page of your Assignment brief, which you can download from the LMS.
  Please ensure to upload only your answers to turnitin without any cover page, declaration, guidelines and references as those will add to your plagiarism.
  You can run your file through turnitin as many times as necessary and it will provide you the plagiarism percentage in less than 10 minutes while you submit your for the first time. For every subsequent attempt, turnitin will take 24 hours to generate the plagiarism percentage. Thus,ideally you should be able to complete your assignment a week ahead of the deadline so that you can have multiple iterations on your assignment according to the turnitin percentage, if it goes beyond the permissible limit.
 
For further info on Turnitin, refer the Quick start guide.
https://guides.turnitin.com/01_Manuals_and_Guides/Student/01_Student_QuickStart_Guide
 
Regarding your assignment, you have to run your assignment thru turnitin and then paste the screenshot (similar to sample screenshot attached) at the very last of your assignment and then upload it onto LMS.
 
Also please be well-read about the Assignment Submission Policy published on LMS.
 
Should you need any further assistance, please do not hesitate to contact me.
 
Best Regards,
 

