NPQ Q)nllne How to ...

Resources for school leadership development

Submit for NPQML + NPQSL Final
Assessment on NPQonline

In your web browser, type: www.npgonline.co.uk

On the log in screen:

type in your Username — usually your
first name and surname separated by
a full stop, all lower-case letters

type in your Password which will
show as asterisks

(your NPQ provider will have given
you your Username and Password)
then click on the Log in button

Log in

Username sophia.smitl

Password

Remember username

Forgotten your username or password?

Cookies must be enabled in your browser

You will then be prompted to read the NPQonline Privacy Policy — scroll down to the

bottom of the screen and click on Next

On the Consent screen, agree to the policy, then click on Next to go to the NPQonline

home screen

= My NPQ» Your Blog » NPQNetwork » Help Admin only »

NPQ®nNline

Q %> A L J Dsandra Burnell »

Please click on My NPQ on the top
navigation bar to access your
NPQonline courses or submit for final
assessment

You can also access your Blog or
your NPQnetwork via the navigation
bar

Although you will be able to log in to NPQonline before your Final Assessment window opens,
you will not be able to access the submission area until your chosen submission window is
actually open.
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To submit for Final Assessment:

From the NPQonline home screen, click on My NPQ on the top navigation bar and select the
Final assessment option available to you.

Pleaseqote that this submission area will only be accessible during the submission window you
have chosen.

&= My NPQ ~ Your Blog » NPQNetwork » Help Admin only » Q A ® .Sophia »

# Dashboard

= Final assessment - NPQML: 6-24 Aug 2018
= NPQML Resources and partnership (ML-MRR-WIP-05)
= NPQML Teaching, curriculum and capability (ML-TCE-IC-06)
= NPQML Improvement and impact (ML-SAI-LWI-04)

submit for final assessment

You can also access your Blog or
your NPQnetwork via the
navigation bar

The Submission window screen gives you a few reminders about submitting for final
assessment. When you are ready, click on Submit documents

/

Final assessment - NPQML: 6-24 Aug 2018

Your progress (7

Submission window Monday 6 August/- Friday 24 August 2018

Please ensure that:

s you are using the appropriate NPQgnling NPQML submission form (Word decument)

* the version of the submission forph you are using is dated within the previous 12 months

¢ the word count does not exceed/4,500 words

s your submission form is namey <first name»_<surname>_NPQML_<Provider>, eg
Sophia_Smith_NPQML_Prgvider

* your submission mests the fechnical requirements as set out in the assessment handbook

* if you did not append extricts from your supporting documents to your submission form, you
have the option to uploag a second Word document or other file that contains your supporting
documentation including up to two additionzl appendices - this second document/file should be
named: =first namex>/ <surname>_NPQML_docs_<Provider>, eg
Sophia_Smith_NP#{ML_docs_Provider

Please refer to the Pa
Asgsessment

icipant Handbook for further information before submitting for Final

You might also fing the Pre-submission checklist useful

When you are feady, click on Submit documents below to submit for Final Assessment and
follow the on-&creen prompts

For a step-by-step guide, refer to How to submit for Final Assessment (NPQML+NPQSL)

This submyssion window will close at midday (UK time) on Friday 24 August 2018

(=l Submit documents LJ
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The Submit documents screen is where you upload your final assessment document(s) by
clicking on Add submission

\

Submit documents

Click on Add submission to uplpad a maximum of two documents/files which, combined, should not exceed 10MB in size:
1. your submission form (Word\document only)
2. optionally, a second documen¥file that contains your supporting evidence or extracts and up to two additional appendices

If you are unable to upload your docuNyent(s), please contact your provider

When you have uploaded your documen¥s), the Submission status will show as Draft (not submitted) and you can still Edit your submission and change the
documents

When you're happy with the document(s) \,\u have uploaded, click on Submit assignment, after which you will not be able to make any more changes

You will receive an email acknowledgemeny when your submission has been received by NPQonline
Submission status

Attempt number This is akempt 1 ( 1 attempts allowed ).
Submission status No attempt
Grading status Not marked
Due date Friday, 24 August\2018, 12:00 PM
Time remaining 13 days 19 hours
Last modified -

Submission comments B Comments (0)

You have not made a submission yet

You can add your Final Assessment document(s) in one of two ways:

1. Drag and drop from your computer into the File submissions box

Submit documents

Click on Add submission to upload a maximum of two documents/files which, combined, should not exceed 10MB in size:
1. your submission form {Word document only)
2. optionally, a second document/file that contains your supporting evidence or extracts and up to two additional appendices

If you are unable to uplead your document(s), please contact your provider

When you have uploaded your document(s), the Submission status will show as Draft (not submitted) and you can still Edit your submissien and change the
documents

When you're happy with the document(s) you have uploaded, click on Submit assignment, after which you will not be able to make any more changes

You will receive an email acknowledgement when your submission has been received by NPQonline

File submissions
Maximum size for new files: 10MB, maximum attschments: 2
]

> &l Files

9

You can drag and drop files here to add them.
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OR
2. Use the File picker to browse and select files (documents) on your computer:
e Click on Upload a file
e To browse the files on your computer, click on Choose File, and select a file
e Type the file name in the Save as box
e Your name will be in the Author box
e Click on/Upload this file

\

File picker (%]

T Recent filgs

H&  Upload a file
Th File repository
9 wikimedia

ttachment | | Choose File [|Sophia_Smith...L_PROV.docx

ave as Sophia_Smith_NPQML_Prov

Sophia Smith

i Choose license All rights reserved v

Upload this file

The File submissions box will show the document(s) you have uploaded
e Click on Save changes

Submit documents

Click on Add submission to upload a ximum of two documents/files which, combined, should not exceed 10MB in size:
1. your submission form {Word documgnt only)

2. optionally, a second document/file thiat contains your supporting evidence or extracts and up to two additional appendicas
If you are unable to uplead your document)s), please contact your provider

When you have uploaded your decument(s)

Athe Submission status will show as Draft (not submitted) and you can still Edit your submission and change the
documents

When you're happy with the document(s) yn\ have uploaded, click on Submit assignment, after which you will not be able to make any more changes

You will receive an email acknowledgemen} when your submission has been received by NPQonline
File submissions

Maximum size for new files: 10MB, maximum attachments: 2

OO &

> (& Files

=N

!
Sophia_smith_NPQ

Accepted file types:

application/vnd.oasis.cpendoccument. presentation .of
Audio file (MP3) .mp3 Save changes Cancel
L Lo dol s
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The Submission status will change from No attempt to Draft (not submitted)

At this stage, you can make changes to the document(s) you have uploaded by clicking on the
Edit submission button. You can even log out and log back in again later to Edit your
subrr}rgsion before submission.

Submit decuments

Click on Add sybmission to upload 2 maximum of two documents/files which, combined, should not exceed 10MB in siza:
1. your submigion form (Word document only)

2. optionally, a 9xcond document/file that contains your supporting evidence or extracts and up to two additional appendices
If you are unzble to upN\gad yvour document(s), please contact your provider

When you have uploaded Your document(s), the Submission status will show as Draft (not submitted) and you can still Edit your submission and change the documents

\ whean you're happy with thE\Qchument{sJ you have uploaded, click on i ig , after which you will not be able to make any more changes

You will receive an email acknewledgement when your submission has been received by NPQonline

Submission status

Attempt number This is attempt 1 { 1 attempts allowed ).

Submission status NDraﬁ: (not submitted)

Grading status NN marked
Due date Friday\ 24 August 2018, 12:00 PM
Time remaining

Last modified Friday, 10 Audust 2018, 4:51 PM

File submissions e WY ia_! _NPQML_Prov.docx 4=
Export to portfolio

Submission comments B Comments (0)

Edit submission
You can still make changes to your submission

Submit assignment

Once this assignment is submitted you will not be able to make any more changes.

When you are ready to submit for final assessment, click on Sub}l assignment at the bottom
of the Submission status screen

On the Confirm submission screen:
e To confirm that it is your own work, please tick the box
e Then click Continue

Confirm submission

! ] This assignment is my own work, except where I have acknowledged the use of the works of other people.
Are you sure you want to submit your work for grading? You will not be able to make any more changes.

There are required fields in this form marked @

Continue Cancel
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The Submission status will then change to Submitted for grading and the document(s) you
have submitted for final assessment will be shown

Submission status

Attempt number
Submission status
Grading status
Due date

Time remaining
Last modified

Filz submissions

Submission comments

This is attempt 1 { 1 attempts allowed .

Submitted for grading ]

Not marked
Friday, 24 August 2018, 12:00 PM
12 days 19 hours

Friday, 10 August 2018, 4:57 PM

[ - W Sophia_Smith_MNPQML_Prov.docx 4 ]
Export to portrolio

B Comments (0}

e Finally, log out of NPQonline by clicking on your name top right-

hand side of the screen and select Log out from the dropdown & Sophia Smith

menu

e Check your emails for confirmation from NPQonli
submission has been received

i Preferences A

Calendar
= Messages
& Frivate files
= Forum posts

e If you have any queries about your final assessment submissio = Discussions
please contact your provider in the first instance N = My grades
= Log out
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