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1. Downloading your Examination Paper
Option 1 & 2 examinations

Examination papers for Option 1&2 examinations can be found at University of Exeter Exams ELE.

The site will look just like ELE, so navigate to your module page as you would in ELE.

On your module page, you will find your examination paper along with any specific instructions. Click on the
examination paper link to download it, and save the examination paper to your hard drive. For option 2
papers, your exam time will start when you click on the ‘Attempt quiz now’ button. As soon as you open the
quiz your start time will be logged and the duration of your exam will begin. Please make sure you are ready
and have everything you need before you click on the quiz. You will then be taken to a page to download
your examination paper. Please close ELE once you have downloaded your examination paper.

For Option 1 examinations, you must submit your paper within 24 hours of the release time. For Option 2
examinations, you must submit your paper within the total completion time: this includes the academic
writing time specified on your rubric, plus any Individual Learning Plan (ILP) time if applicable, plus 30
minutes of upload time.

Option 3 assessments

Option 3 assessments will be on your usual module page on ELE.

If you have any problems finding your paper contact the Assessment Helpdesk on (+44) 01392 726800.

2. Uploading your Examinations

When undertaking Option 1 examinations or Option 3 assessments, aim to submit your completed work a
minimum of 20 minutes before the submission deadline to give you time to resolve any problems you
encounter in the submission process. When undertaking Option 2 examinations that have a fixed duration,
you have been allocated an additional 30 minutes of time for this purpose, in addition to your actual
examination time. This additional 30 minutes is there to support you with your submission process should
you experience any technical difficulties. Please do not use this time to continue working on your answers. It
is your responsibility to ensure that the correct document is uploaded before the end of your examination

time window, and to monitor your time to allow you to do so.

If you have any problems during your examination you can contact the Assessment Helpdesk on (+44) 01392
726800.

The Assessment Helpdesk will operate at the following times:
e From 8am to 8pm Monday to Friday and 8am to 12.30pm Saturdays British Summer Time (BST).

Additionally, the Helpdesk will have extended hours on the following dates to account for weekend
examinations:

e Saturday 16th and Saturday 23rd May: 8am - 8pm
e Sunday 17th and Sunday 24th May — 8am — 1230pm

If necessary, the Helpdesk will escalate issues to the nominated academic module point of contact. Please do
not contact your module lead (or another module tutor) direct during your examination.

Where possible please ensure you have a secure, strong internet connection before submitting online.


https://exams.exeter.ac.uk/
https://vle.exeter.ac.uk/

If you handwrite all or parts of your assessment we recommend that you scan or photograph your work using
a smartphone camera, digital camera or equivalent device - you can only submit a single PDF into BART
therefore the hand written content must be scanned or photographed and then inserted into a single
document before saving as a PDF.

There are numerous mobile applications which can help you do this, but the simplest method is to
photograph your work using your phone camera. Hold your phone over your work and make sure that all of
it your work is in the image. Propping your elbow(s) on the table may help to steady the hand(s) holding he
camera. You may also find it useful to have the flash turned on or off, depending on the room lighting and
the make/model of your device. Ensure that the content is in focus, and capture the picture. It is advisable to
practise doing this in advance.

Once taken, transfer the image(s) to your computer and insert the image(s) into your examination
submission document. If you have an iPhone you can scan documents directly into the Notes app and then
copy them into your work — further information is available on the Apple support site on how this works.

Similar functions may be available for other devices, so please check for guidance online in advance of your
examination.

Before saving your assignment into PDF format check that you are using one of the recommended PDF

writers (see Section 5). This is important to ensure that your examination is saved correctly. You can use
other PDF writers but you will need to check that you assignment submits correctly in BART.

Please note your PDF file size must be below 50MB (see Section 5.8).
> Note: PDF files are generally much smaller than Microsoft Word files.

If you have followed all formatting requirements and the file upload still fails, try converting your original file

again using a different recommended PDF writer.

If you wish to re-save your PDF file, go to your original MS Word file and re-save the MS Word file as a PDF.
Do not re-save the PDF file in Adobe reader or equivalent as the file will be rejected by BART.

If saving a PDF attachment from an email, right click and ‘Save As’ to ensure the document saves correctly.

PLEASE NOTE Any student can apply for mitigation should you experience technical issues or IT
failure during an examination. Requests must be received either before the examination or within
24 hours of sitting.


https://support.apple.com/en-us/HT210336

3. Formatting requirements checklist

BEFORE YOU SUBMIT please review the format checklist below. If your paper meets all of the criteria, then

you will be ready to submit (see Section 4).

any examination instructions?

Check Yes No
PDF format - Is your paper saved | OK for Please re-save your work using one of the
in PDF format using one of the submission | recommended PDF writers (see Section 5).
recommended PDF writers? If you do not use one of the recommended PDF
writers we cannot guarantee your submission will be
Recommended PDF writers: formatted Correctlv.
e Microsoft Word 2007, 2010 &
2013 or later
e Mac Office 2008 & 2011 or
later
e PDF Creator
e CutePDF.com
A4 format — /s your paper saved | OK for Please re-save your work in A4 format. A3 etc files
in A4 format? submission. | will not be accepted.
File size - Is your file size below OK for Please reduce your file size in the software you are
50MB? submission | using to complete your examination. If your file
contains pictures you can compress these using the
For information on how to check ‘compress pictures’ button on the tools/format bar
your file size, see Section 5.8 in MS Word (see section 5.9)
If you cannot reduce your file size please contact the
Assessment Helpdesk on (+44) 01392 726800.
Single file — Is your paper in one OK for Combine all your separate files into one single file,
single file? submission | making sure they are in the right order so the
marker can navigate your answers. Then recomplete
the format checklist.
Font - Have you used the correct | OK for Please change your font to the required size and
font size and style specified in submission | style.




4. Submitting Online

4.1.LOCATING YOUR EXAMINATION

STEP 1: Log into BART.

STEP 2: Locate your examination (assessment item) from the schedule list. There will be a click-button beside

it saying Submit Online (see Figure 2).
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4.2.UPLOADING YOUR EXAMINATION

STEP 3: Click on the ‘Submit online’ button. This will take you to a ‘Submit assignment online’ screen (see

Figure 3 below).
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FIGURE 3

Module code: ANT1004
Module name: Introduction to Social Anthropology-Theornising the Everyday Waorld
Assignment name: Exam

To be printed in:

Deadline: 2020-D4-24 14:00:00

Previous submission date: This is the first submissi

*Filename: Choose file le chosen
(Files must be in PDF format and be no larger than 50Mb)

“Enter word count:
By clicking Submit assignment | confirm that | have read, understood, and complied with the below statements:

* The work | am submitting is entirely my own work except where otherwise indicated, through appropriate
attribution or use of the required referencing style.

It has not been submitted, either wholly or substantially, for another course of this Department or University,
or for a course at any other institution.

« | have clearly indicated the presence of all matenal | have quoted from other sources, including any images,
diagrams, charts, tables or graphs.

| have clearly signalled the presence of quoted or paraphrased material and referenced all sources.

| have acknowledged appropriately any assistance | have received in addition to that provided by my tutor.

| have not copied from the work of any other student.

| have not used the services of any agency providing specimen, medel or ghostwritten work in the preparation
of this submitted work.

Submit assignment

Please note that during peak periods, assignments can take up to 2 minutes to submit.

STEP 4: Input the relevant details into the boxes provided. Please check the rubric on your examination to
see if a word count is specified. If it is, please enter the word count of your paper. If it isn’t, please enter a
zero in this field: successful completion relies on a number being entered in this field. Then select your
assignment by clicking on the ‘Choose file’ button.

STEP 5: A pop-up ‘Open’ dialogue box will appear (see Figure 4). Select the document you wish to upload and
click ‘Open’.
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» NOTE: Please ensure your file complies with the formatting requirements checklist (see Section 3)
otherwise your submission may be rejected. SUBMITTING YOUR EXAMINATION

STEP 6: Once you have selected and opened your file, click on the ‘Submit Assignment’ button. Please be
patient, it may take a few minutes for your submission to upload to BART. If there are any issues with the
system we will let you know by email on the day of your examination.



STEP 7: A submission confirmation message, ‘UPLOAD COMPLETE!’, should appear on your screen showing
your electronic submission receipt (see figure 5 below). BART will automatically add your name and student
number to your submission.

Figure 5
Submit assignment online
UPLOAD COMPLETE!

Your assignment has been uploaded successfully and received by the University of Exeter.
Further details are below, including your confirmation which has also been emailed to you.

Module code: ANT3066

Module name: Cultures of War A: Transformation of VWar
Assignment name: Sarah test 2

To be printed in: Black & white

Deadline: 16.08.2013 14:00:00

Previous submission date: This is the first submission View final submission with cover sheet

Filename: PDF Test doc1.pdf

File type: application/pdf

Filesize: 275.315 kB

Submission: View final submission ffith cover sheet

Submission date: 13.08.2013 16:22:49 - You have submitted ON TIME

Your confirmation receipt for submitting this assignment is below:

You will also have the option to view your submitted examination by clicking on the ‘View final submission
with cover sheet’ link.

» NOTE: It is your responsibility to ensure that the correct document has been uploaded before the
submission deadline

> NOTE: If you submit your assignment before the submission deadline, you will have the option to
resubmit your assignment, so long as you do so before the submission deadline. See the
‘Resubmission Section’ below.

» NOTE: Your cover sheet will have been added to your submitted document when you view it.

» NOTE: You will have the option to view your assignment at any time after you have submitted it (see
Section 4.4)

> NOTE: You do not need to go back in to ELE to click ‘finish’ on your assessment. ELE timestamps the
start of your examination and BART records the finish time

STEP 8: You should also receive a BART receipt via your University email account confirming receipt of your
submission (see Figure 6). You should check your University email to make sure that you have received a BART
receipt.
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> NOTE: If a submission confirmation page appears on your screen but you do not receive an email
receipt, please contact the Assessment Helpdesk on (+44) 01392 726800 to check that your submission

has been successful.
> NOTE: You can also check whether your assignment has been submitted by looking at your BART
schedule which will have the time and date of submission beside your assignment (see Figure 2).

4.3.VIEWING YOUR EXAMINATION

STEP 9: You will have the option to view your uploaded examination file at any time after you have submitted
it. On your BART schedule, a button option will appear beside your assignment labelled 'View submission' (see

Figure 7 below). Click on this to view your assignment.

View submission

Figure 7
Due Module  Assessment item  Module name Submit Submitted Paper submission Online suhm?/
to:
25th Sep 12:00 am ARC2003 Archasology Archaeological Queens 12th Sep View submission
Fieldwork project  Fieldwork Project Fayer 147 [ Re-submitonline |

If your assignment submission is not accepted, an ‘UPLOAD FAILEDY page will appear on your screen (see
below). It will have 1 of 4 messages underneath stating possible reasons for the failed upload.

If you have a problem uploading a PDF using Firefox, please try a different web browser such as Internet
Explorer or Chrome. It may be useful to ensure two or more of these are accessible to you in advance of the

examinations.
a) Filesize

UPLOAD FAILED!

Invalld file - assignment is too large .



b)

For more information on how to reduce you file size, see Section 4.9

PDF format

UPLOAD FAILED!

Invalid file - assignments must be in PDF format, created using the guidance supplied by the University of Exeter.

For more information on saving PDFs, see Section 4
Formatting

UPLOAD FAILED!

ERROR: File not accepted.
Files must be created using the guidance provided by the University of Exeter. Please go back and try again.

For more information on formatting requirements, see Section 2.



d) Resaving PDF
UPLOAD FAILED!
ERROR: File not accepted.

The main cause for this is, prior to submitting, you have opened your PDF assignment in Adobe and resaved it.

If you have done this, perhaps if you emailed your assignment to your university account from home, rather than opening the PDF and saving
it, simply right click on the PDF icon in the email and choose 'save as'.

More guidance can be found here (insert link to guidance doc).

Alternatively, go back and try again.

For more information on re-saving PDFs, see Section 5.7

You should follow the instructions on the UPLOAD FAILED page and re-check that you have complied with all
the formatting requirements listed at the beginning of this document (see Section 3) and then try submitting
your examination file again following steps 1-8.

If you have followed all formatting requirements and the upload still fails, try converting your original file again
using a different recommended PDF writer.

If your examination is still not accepted, please contact the Assessment Helpdesk on (+44) 01392 726800 for
further assistance.

4.5.RESUBMISSION

You have the option to re-submit your examination as many times as you wish before the submission deadline.
To re-submit, log into BART and locate your assignment again on the BART schedule.

There will now be a button labelled ‘Re-submit online’ (see Figure 8).

Figure 8 .
| Re-submit onling
Due Module Assessment item  Module name Submit Submitted Paper submission Online submission
1o
25th Sep 12:00 am ARC2003 Archaeclogy Archaaological Queens 12th Sep View submission

Fieldwork project  Fieldwork Project Foyer 147 | Re-submit onling

Click on the ‘Re-submit online’ button. This will take you to a ‘Re-submit assignment online’ screen (see Figure
9).

» NOTE: The new assignment you submit will overwrite your previously submitted assignment.

10



Figure 9

Re-submit assignment online

GUIDELINES FOR SUBMITTING: Quick Guide | Extensive Instructions | Academic Honesty Advice

Firefox users - Firefox can in some cases report the incorrect file type. Refreshing settings can resolve this problem.
Please follow the instructions provided here to refresh Firefox. Alternatively, please try a different web browser.

Module code: ANT1004
Module name: Introduction to Social Anthropology-Theorising the Everyday World
Assignment name: Exam

To be printed in:

Deadline: 2020-04-24 14:00:00
Previous submission date: 2020-04-22 21:16:26 - WARNING: Submitting again will overwrite your previous submission!
*Filename: Choose file | No file chosen

(Files must be in PDIF format and be no larger than 50Mb)
*Enter word count:

By clicking Submit assignment | confirm that | have read, understood, and complied with the below statements:

» The work | am submitting is entirely my own work except where otherwise indicated, through appropriate
attribution or use of the required referencing style.

+ |t has not been submitted, either wholly or substantially, for another course of this Department or University,
or for a course at any other institution.

« | have clearly indicated the presence of all matenal | have guoted from other sources, including any images,

diagrams, charts, tables or graphs.

| have clearly signalled the presence of quoted or paraphrased matenal and referenced all sources.

| have acknowledged appropriately any assistance | have received in addition to that provided by my tutor.

| have not copied from the work of any other student.

| have not used the services of any agency providing specimen, model or ghostwritten work in the preparation

of this submitted work.

Submit assignment

Please note that during peak periods, assignments can take up to 2 minutes to submit.

" denotes & mandatory field that must be completed before submitting

Now follow the steps in Section 4 again as if you were submitting for the first time ensuring that you have
complied with the formatting requirements (see checklist, Section 3).

When you click on the ‘Submit assignment’ button a warning message will appear reminding you that your
new submission will overwrite your previous submission (see Figure 10). If you are happy with this click the
‘OK’ button. If not, click the ‘cancel’ which will take you back to the ‘Re-submit assignment online’ screen.

Figure 10

& The page at bart-dev.exeter.ac.uk says: @

This will overwrite your previous submission! Continue?

OK | [ Cancel

> NOTE: If the submission deadline has passed and you have already submitted an assignment, you will
not be able to re-submit your assignment. The ‘Re-submit online’ button in the ‘Online submission’
column on your BART schedule will have been replaced with the message ‘Deadline past’.

11



5. How to save your examination in PDF format (including
recommended PDF writers)

5.1.MICROSOFT WORD 2010

e Open your examination submission file in Microsoft Word.
[ ]

Save as type drop-down menu by clicking on the little arrow (see Figure 11 below).

In the File tab, click on Save As in the Navigation pane. Then, in the Save As dialogue box, access the

Select your desired location for saving the
document here

Figure 11
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Word Document (*.docx)
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Word 87-2003 Document (*.doc)

Word Ternplate (*.dot)

Word Macro-Enabled Ternplate (*.dotm)
Word 97-2003 Template (*.dot)

Authors:

' Hide Folders

APS Document (*.xps)
e Single File Web Page (".mht* mhtral)

Web Page (*.htm;*.html)

Web Page, Filtered (*.htm;* html)

Rich Text Format (*.rf)

Plain Text (*.bd)

Word XML Document (*xml)

Word 2003 XML Document (F.xml)

OpenDeocument Text (*.odt)

Works & - 9 Document (*.wps)

Ve iWard Document i;.docui - i

Works 6.0 - 9.0 (*.wps)
p |
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e Select ‘PDF (*.pdf)’

e Select your desired folder location
Figure 12
( Save As o)
{ JU ) [« UGE » User » Desktop » + | 43 || Search Deskeop o
Organize + New folder 8= - @
@ Microsoft Word | Rams Datelm
. Templates | Desktop folder 08/07/2
W Favorites
Bl Desktop
& Downloads
=l Recent Places
& SkyDrive
4 Libraries
=) Documents
P - 4 m r
File name: Your assignment.pdf -
Save as type: [PDF (*.pdf) -
Authors: Tags: Add atag
Optimize for: @ Standard (publishing
online and printing)
© Minimum size [¥] Open file after publishing
(publishing onling)
= Hide Folders Tool7| save | [ Cancel
H ¢ 7’
e Now click the ‘Save’ button.

5.2.MICROSOFT WORD 2013

Open your examination file in Microsoft Word.

Click on the File tab, select a file location in the main pane (e.g. Desktop) (see Figure 13).

Figure 13
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My Documents
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13
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e This will bring up a ‘Save As’ dialogue box (see Figure 14).

Figure 14

rE] Save As \ =)

— \
Save AS Qu ‘ e » Computer » Personal Filespace (U:) » Desktop N, |$,|| Search Desktop o
Organize « MNew folder = - @
6 OneDrive =l Recent Places = Mame ’ Date modified Type Size
— Librari @ Undergraduate OneDrive for Business 28/07/2015 09:17 Internet Shortcut
wa Lioranes
T D t: .
E‘ Computer & Documents
= J’ Music
[E] Pictures

m

o= AddaPlacd| B Vieeos

18 Computer

€ Network | [ i [
File name: Coursework file.docx -
Save as type: [Wmd Document (*.docx) -
. Word Document (*.docx)
Authors: Word Macro-Enabled Document (*.docm)
Account Word 97-2003 Document (*.doc)
Word Template (*.dotx)
- Word Macro-Enabled Template (*.dotm)
Opti
[t Word 97-2003 Template (.dot]
* Hide Folders D
KPS Document (*.xps)
Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;* htrnl]

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*tit)

Word XML Document (*xml)

Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

Works 6 - 9 Document (*.wps)

Check the file location in the address bar at the top of the dialogue box. If required, you can change this
location by selecting an alternative from the drop-down menu. (Access the menu by clicking on little black
downward-pointing arrow at the end of the bar.) Next select PDF (*.pdf) from the Save as type drop-down

Figure 15
r 5
[ Save As =
—~ - = — ‘
() [ » Computer » Personal Filespace (U) » Desktop [ # | [ Search Deskton o
Organize v New folder 4= - (]
+ Name ’ Date modified Type Size
i Favorites
{7l Undergraduate OneDrive for Business 28/07/20150917  Intemnet Shortcut
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18 Downloads | _
%] Recent Places
9 Librarics
[=) Documents
& Music
[ Pictures
B2 Videns il U b
File name:  Coursework file,pdf -
Save as type: | PDF (pelf) -
Authors: Clare, Tamsin Tags: Add atag
Optimize for: @ Standard (publishing
online and printing)
e [¥] Open file after publishing
~ (publishing enline)
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o Now click the ‘Save’ button (see Figure 15).
o Now click the ‘Save’ button (see Figure 15). Your file will now be saved as a pdf file in your chosen
location.

5.3.MAC2008/2011

e  Open up your file in Microsoft Word.

e Click on the ‘File’ tab and then ‘Save As’ in the navigation pane.
e A dialogue box will appear (see Figure 16).

e Select PDF from the format drop-down menu

e Select the desired folder location and then click ‘Save’.

Figure 16
. - ¥ Word Document (.docx)
Save As: Documentl 8  ———
| Word 97-2004 Document (.doc)
Where: | Documents %] Word Template {.dotx)
Word 87-2004 Template (.dot)
Format: | Word Document (.docx) = Rich Text Format (.rtf)
Description Plain Text (.txt)

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code. Web Page (.htm)

Learn more about file formats

Specialty Formats
Word Macro-Enabled Document (.decm)
Word Macro-Enabled Template (.dotm)
Word XML Document (.xml)

i C tibility check ded
| Options... | | Compatibility Report... | ompatibility check recommende Word 2003 XML Docurment {xmi)
Single File Web Page (.mht)
| Cancel | = Word Document Stationery (.doc)

Word 4.0-6.0/95 Compatible (.rtf)
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5.4.PDF Creator
e Open up your file in Microsoft Word.

Figure 17
SECRENEES ]
Home  Insert  Pagelayout  References  Mailngs  Review  View
[ save
Print
Save As @
Copies: 1 =
5 Open print STAFF_A4_COLOUR on VMEQPS01
[ Close Ready
Printer STAFF_A4_MONO on VMEQPS01
Info
Ready
/ STAFF_A4_MONO on VMEQPSO1 .
Recent 2 Ready STAFF_A3_COLOUR on VMEQPS02
Printer Pro Ready
New

=
-
O
=
=
=
=
Settings ; STAFF_A3_MONO on VMEQP502
=P  Ready
e
-
.
-
-

Print
- Print All Pages

h Print the entire document STAFF_COLOUR_ALT on VMEQP502

Save & Send o Ready
Help =1 Print on Both Sides STAFF_MONO_ALT on VMEQPS02
=7 Flip pages on long edge M Ready
[:3 options
2= Collated Microsoft XPS Document Writer
(X B850 1 Ready
=3 No Staples - [ :DFCmatm
ow e
D Portrait Orientation - , Send To OneNote 2010
,ﬁ,’ Ready
Ad .
21 emx29.7 cm Add Printer...
" Normal Margins - Print to File
H—! Left: 254cm Right: 254cm
|:| 1 Page Per Sheet -
Page Setup

o Click on ‘File’ tab and then ‘Print’ in the navigation pane (see Figure 17).
e Inthe drop-down menu under ‘Printer’ select ‘PDFCreator’.

e Click on the ‘Print’ button.

e A ‘PDF Creator’ dialogue box will appear (Figure 18)

Figure 18

- y
£) PDFCreator 0.9.9 [

Document Title:

Creation Date:
[20130627100355 | [ New ]

Modify D ate:
[20130827100355 [ [ MNow | I

Authar:
[sni282 |

Subject:

Kewwords:
\ |

Prafil
[ Default - ]

[7] &fter saving open the document with the default program.

ehdail

l LCancel l l Wit - Collect

e C(Click on ‘Save’
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e A ‘Save as’ dialogue box will now appear (Figure 19). Select the desired folder location from the drop-

down menu and click ‘Save’.

Figure 19
r Yy
ﬂ Save as ﬁ
QOV‘G v Libraries » Documents » + [ 4 ||[ Search Documents 0|
— e =
Organize * Mew folder = - @
¢ Favorites — Documents library ey Foler =
Bl Desktop Includes: 1 location
% Downloads MName B Date modified Type i
5] Recent Places
g| 4 User (17) |
= Libraries “isad.isadroot.ex.ac.uk\UOE T
@ Documents . data from old pc 05/08/201312:26 File folde| |
J} Music e Desktop 15/08/2013 10:18 File folde
(& Pictures L . Downloads 26/07/2013 15:06 File folde
E Videos i+ Favorites 11/03/2013 12:05 File folde
. Learning Analytics 21/03/2013 11:12 File folde
18 Computer My Data Sources 17/04/2013 16:04 File folde
%.g 0SDisk (C:) | My Documents 08/05/2013 11:19 File folde ™
-~ 4 mn | +
FIELEL EAStudent guidelines handbookv2.pdf -
Save as type: [PDF Files (*.pdf) ']
~ Hide Folders / Save J [ Cancel ]
L = ———

5.5.CutePDF

e Open up your file in Microsoft Word.
e Click on the ‘File’ tab and then ‘Print’ in the left hand column.

FIGURE 20

, STAFF_A4_COLOUR on VMEQPSOL
Ready

STAFF_A4_MONO on VMEQPSOL
Ready: 1 document waiting

STAFF_A3_COLOUR on VMEQPS502
Ready

-
=
9
=
=
=
=
. STAFF A3 MONO on VMEQPS02
7  Ready
o=
; STAFF_COLOUR_ALT on VMEQPS02
=7  Ready
=
e d
-
-

; STAFF_MONO_ALT on VMEQP502
Ready

, CutePDF Writer
Ready

; Microsoft XPS Document Writer
>l Ready
; PDFCreator
| Ready
; Send To OneNote 2010
iﬁ@ Ready
Add Printer...
Print to File

e Inthe drop-down menu under ‘Printer’ select ‘CutePDF’ (see Figure 20)
e Then click on the ‘Print’ button
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e A ‘Save As’ dialogue box will appear (see Figure 21)

Figure 21
Save As — Iﬁ
Savein: 3 Documents j Iff( '
MName = Date modified e
User (17} El
J data from old pc 05/08/201312:26
i Desktop 15/08/2013 10:18
J Downloads 26/07/2013 15:06
_r Favorites 11/03/201312:05 S
4 | 1 2

File name: |Student guidelines handbookow2 pdf
Sawve as type: |PDF Files (*.pdf) ﬂ Cancel

Move up to CutePDF Pro and get advanced control over your POF documents,
E azilp merge & split POFs, add secunty, digital signature, stamps, bookmark s or
header/footer, make booklets, n-Up, save POF forms, scan to PDF and mare!

Help hittp: v, CukePOF . com

e Select the desired folder location and click ‘Save’.

» NOTE: CUTE PDF website
> NOTE: Assignments converted to pdf file format using PrimoPDF creator will NOT upload

5.6.SAVING A PDF FROM AN EMAIL

When opening a PDF attachment from an email, ensure that you save it in the correct pdf format. To do this,
right click on the file and then select ‘Save As’ (see Figure 22) - rather than double clicking on the attachment

to open and then save the file.

Figure 22

Preview
Open
Quick Frint
Save As

Save All Attachments...

X & @ b

Remove Attachment

&

Copy

?:3 Select All

5.7.D0 NOT re-save PDFs

Once you have saved your file as a pdf, please do not re-save the pdf as the file will be rejected when it is

uploaded.
If you want to make changes (e.g. save the file with a different file name), please make the changes to the

original Word file and then re-save the updated Word file as a PDF. Do not re-save the PDF itself in Adobe (see
Figure 23).
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http://www.cutepdf.com/

Figure 23
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5.8.CHECKING YOUR FILE SIZE

To check your file size of a PDF click on ‘File’ and then select ‘Properties’ from the drop down list (see Figure

27).

A pop-up ‘Document Properties’ dialogue box will appear (see Figure 24). The file size of your pdf will be

shown here under ‘File Size’.

Figure 24

| % gpen. CieleD

| f5 CreatePOF Onfine...

“| Gave Cirlss
Save fis., Shitt+ Tt
Save Az OSher. 3

| iy Share Files Using Sendhlow Online...
| =] Send Fie..

| [ Giet Documents Signed...

Firgert
Glone W

& et Chrl=P

1 Pt Shudent guidels et pof

2 M Boardbdeetingbinatesdil BE1 T po
3.\ Adrinistrabeee guidelines handesck pdf

£ CAUiard\en82% \DOM-13-008_OCWE P, pel
3 CAA00M-13-007_RiderandlsuesLog_ OO pof

DO NOT select the file and
click on ‘Save As’ to re-save
your pdf. Close the pdf, go
to your original Word file

and re-save this as a pdf.

Document Propertes ==
I . |Secain onten [ Costor [ Advonees
Descript
il Stucent uidelnes summary sheet o

T |

Author, [prziz

subjct |
Ina—
fh

Crestedt 0410672013 145520
|| wodtics: osoem3iassan
l Applicat Microsoft® Office Word 2007
I | advoncea
I PDF Producer. Microsoft® Office Word 2007
I PDF Versi 1.5 (Acrobat 6.x)
Ul

334,63 KB (342,663 Bytes)

Page Size: 827x1163in Namber o Pages: 1
i Tagged PDF: Yes Fast Web View: No.
Il
i

= Crl=)
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5.9.REDUCING YOUR FILE SIZE

NOTE: Make sure you have checked your file size once it is in PDF format. PDF files are generally much smaller
than MS Word files.

Compressing pictures

If you have images in your assignment Word document, you can reduce your file size by compressing these
images.

Click on the image in your MS Word file and then in the ‘Format’ tab of ‘Picture Tools’, select ‘Compress
pictures’ (see Figure 25).

Figure 26

= |+ William Tregearv2.doc [Compatibility Mode] - Microsoft Word Picture Tools
Home Insert Page Layout References Mailings Review View | Faormat |
Il -
N p— -
ix Brightness = :ﬂ‘ Compress Pictures | | DT [E]] H,j
(D Contrast ~  “g Reset Picture 05 Oy -
Shadow 0 Position Wrap
g Recolor ~ Effects - ; - Text-
& dinet Chadnw Fffarte Rrrdar
Figure 27
v b |
Compress Pictures l_@ i

A ‘Compress Pictures’ dialogue box will appear (see Figure 26). ——

Under the ‘Change resolution’ Section select ‘Print’.

Change resolution

Under the Section ‘Apply to’ you have the option to apply this to ‘All

(") Web/Screen
pictures in document’ or only ‘Selected pictures’. @) Print Resolution: 200 dpi
(") Mo Change
Once you have chosen your desired settings click ‘OK’. Options
Compress pictures
Convert your MS Word file to a PDF and then re-check your file size (see [7] Delete cropped areas of pictures
Section 4.8) [ ox | [ conee

Remember, if you have any technical problems during your examination you can
contact the Assessment Helpdesk on (+44) 01392 726800.
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