
**IMPORTANT INFORMATION ABOUT SUBMITTING YOUR COURSEWORK** 

Dear Student 

From the beginning of the academic session 2012/13, all students across the Faculty of Arts are 

required to submit their coursework online via the University’s online learning environment , 

Blackboard (with the exception of a few areas of assessment which must be submitted in hard copy 

– it will be made clear to you what those exceptions are). We hope that you will find this a very 

welcome development. While a number of returning students will be used to submitting their work 

online through their unit sites on Blackboard, there will equally be a large number of students who 

have not submitted via this method previously.  

With this in mind, we have increased the number of support materials available to you to guide you 

through how to submit successfully, all of which are accessible via Blackboard.  

To access Blackboard, go to the following web address: www.ole.bris.ac.uk or choose ‘Blackboard’ 

from the A-Z index on the University of Bristol home page  Once you have logged in, using your 

UOB username and password, your units should be visible under ‘My Courses’ on the right-hand side 

of the page.  Within each course you should find a ‘Submit work here’ section, which contains the 

submission guidance materials highlighted below.  We advise that you consult these materials well 

in advance of your first deadline, in order to familiarise yourself with the process. 

If you are unable to access any of your courses on Blackboard, or if you are unable to find the 

‘Submit work here’ section within a course, please get in touch with your Student Support Team 

immediately. 

VIDEO TUTORIAL (requires Flash Player) 

https://www.ole.bris.ac.uk/bbcswebdav/xid-3280358_4 

This audio-visual video tutorial takes you step-by-step through the process of submitting your work 

online and we highly recommend that you take 3-4 minutes to watch this well in advance of your 

submission deadline. It will also be accessible within each ‘Submit work here’ section on Blackboard, 

for future reference. 

INSTRUCTIONS (PDF) 

Comprehensive step-by-step instructions are also available in a PDF document which can also be 

found in each ‘Submit work here’ section on Blackboard. Contact details for further support are 

included here. 

TEST COURSE 

The test course gives you the opportunity to run through the submission process and practice as 

many times as you like ahead of needing to submit your work for real. You will need to enrol yourself 

onto this test course.  To do so, please see the instructions on page 4 of the ‘Instructions for 

Students.pdf’. 

 

http://www.ole.bris.ac.uk/
https://www.ole.bris.ac.uk/bbcswebdav/xid-3280358_4


COURSEWORK SUBMISSION COVER SHEET 

All student submissions must include a completed Coursework Submission Cover Sheet on the first 

two pages.  You can download the Cover Sheet from each ‘Submit work here’ section on Blackboard.  

Guidelines on how to attach the Cover Sheet to the front of your work can be found within the 

‘Instructions for Students.pdf’. 

CHECKLIST 

You will be required to complete a short checklist before you are able to access your submission 

points within each ‘Submit work here’ section. This will act as a useful prompt for you to check that 

you are about to submit the right information in the correct format. 

RECEIVING MARKS AND FEEDBACK 

Once your coursework has been submitted on Blackboard you will be shown a ‘Review Submission 

History’ screen, which confirms that your work has been submitted successfully.  It will take 

approximately three weeks from the submission deadline for your work to be marked and returned 

to you and you will be notified by your Student Support Team when your marked coursework is 

available for collection. 

FURTHER ADVICE 

While the submission process is straightforward, we do strongly recommend that you do not leave 

submitting your work until right before the deadline. Leave yourself at least an hour to allow time to 

work through each of the necessary steps that ensure a successful timely submission. Should you 

have any queries about the process before, during or post-submission, or encounter any difficulties, 

please do not hesitate to contact us using the list of contacts on page 11 of the ‘Instructions for 

Students.pdf’. 

We look forward to receiving your coursework submissions in due course. 

Kind regards 

Student Support Team 

School of Humanities 
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