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BACKGROUND INFORMATION

XJTLU Library initiated the project of preservation of Final Year Projects (FYPs),
dissertations, and theses in July 2018. The project aims to collect and preserve the Final Year
Projects (FYPs), dissertations, and theses done by all XJTLU students. The ‘Policy on
Preservation of FYPs, Dissertations and Theses’ was reviewed by the Head of Department
(HoD) committee on 8 Nov 2018 and got approved by the Senior Management Team (SMT)
on 11 Dec 2018.

This guideline is designed to clarify module leaders’ responsibilities and streamline the
process and operational practices of the preservation of FYPs, dissertations, and theses.

BEFORE THE SUBMISSION DEADLINE

1.1 ABOUT THE FYP/DISSERTATION PRESERVATION TEMPLATE

In order to easily collect FYP, dissertation, and theses information, a FYP/Dissertation
Preservation template, composed of one FYP/Dissertation Information Collection Form
(Online questionnaire) and one Drop Box, will be set up on FYP/Dissertation module page by
the Learning Mall Online Office.

. I - Complete the activity
i FYP Information Collection Form Template Comple: activity

v

& Not available unless: The activity FYP Information Collection Form Template is marked complete

Complete the activity

o Master Dissertation Information Collection Form Template
A N Make a submission
Master Dissertation Drop Box
& Not available unless: The activity Master Dissertation Information Collection Form Template is marked complete

e FYP/ Master Dissertation Information Collection Form -- This form is used for collecting
information on students' FYPs/dissertations, which was required by the Ministry of
Education (MoE) Undergraduate Programmes Comprehensive Evaluation Project.

e FYP/Master Dissertation Drop Box -- The Drop Box is used for students to submit their final
version of the full-text FYP/Dissertation document in PDF format and other supplementary
materials (if applicable). Please use the Drop Box provided by the Library.
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https://box.xjtlu.edu.cn/smart-link/a463c13f-5bfd-4358-b5bd-36f5f1e65146/
https://box.xjtlu.edu.cn/smart-link/a463c13f-5bfd-4358-b5bd-36f5f1e65146/
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The Library will inform module Leaders in advance that the template would be inserted into
the FYP/Dissertation module page.

1.2 SETUP THE FYP/DISSERTATION PRESERVATION TEMPLATE

The template will be temporarily added to the bottom of the first section of the
FYP/Dissertation module page on Learning Mall Online. Please kindly check the template. If
there is any problem, please contact ETD@xjtlu.edu.cn. If not, kindly take the following steps:

1) Check whether the form has been set up as a compulsory step for students to fill before
they could submit their final version of FYP/dissertation reports to Drop Box.

. . _ - Complete the activity
¥ FYP Information Collection Form Template P H’

0

& Not available unless: The activity FYP Information Collection Form Template is marked complete

~ Make a submission
FYP Drop Box

2) Move the form and the drop box to your target section.

For example, add the form in the ‘Guidance’ section. Go to “Edit mode”, hover over and click
the drop box module, then hold the mouse button to drag the drop box to the target section.

Preservation of FYPs and Dissertations

Settings  Participants  Grades  Reports  More ¥

> Templates for Dissertation Collections-AY202324 oo
s

v Templates for FYPs Collections-AY202324 »

QUESTICNNAIRE Completetheactivity 3
FYP Information Callection Form Template &

ASSIGNMENT Make a supmission
FYP Drop Box &

@ Notavailable uniess: The activity FYP Information Collection Form Template i marked complete

Hover, click and drag.

v Guidance # ”,

FILE " L view 3
Stud al-How to deposit your o ee=d
. ! S

YP)
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3) Set the due date according to your teaching plan. Please refer to the following steps.

Go to the ‘Edit mode’ — ‘Edit’ of ‘drop box’ — ‘Edit settings’

a Mo xo v

Preservation of FYPs and Dissertations

Course  Settings  Paricipants  Grades  Reports  More ™

> Templates for Dissertation Collections-AY202324 coiac:e s
s

v Templates for FYPs Collections-AY202324 »

QUESTIONNAIRE Complese the activity 3
FYP Information Collection Form Template &

ASSIGNMENT Make  submission @
FYP Drop Box &
& Edit settings

@ Not available unless: The activity FYP Information Collection Form Template is marked c0  «f»  Move
>

v

Move right

Hide I

Add topic

Duplicate ‘

Assignroles

8 D56

Delete
Notifications

Tick the ‘enable’ box to activate and set the ‘Allow submission from’ and the ‘Due date’.

Expand a

> General

v Availability

Allow submissions @ Enable| 15 # || September ¢ || 2022 % || 00 % || 00 % |m
from

Cue date © L Enabls & & = & 2
Cut-off date ©@ [ Enable & & & = ¢
Remind me to grade @ O Enable = = = = N
by

Time limit @ |0 [ ¢ | O Enable

Always show description @

@Submission types
> Feedback types

> Feedback criteria

> Submission settings

There are some other settings available for you such as submission types, notifications,
Turnitin plagiarism plugin settings, etc.
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1.3 INFORM STUDENTS OF KEY POINTS

Academic departments/Schools shall take responsibility to send communication to all
candidates about the requirement of FYPs/dissertations preservation, and collect all full texts
and FYPs/dissertations information.

The Library prepared a student manual for UG/PGT students on the key points of document
and file name conventions. Please deliver this document to students before them start the
FYP/Dissertation.

AFTER SUBMISSION

Module leaders should submit the finalized form and the packed full-text documents to the
Library via the Preservation of FYPs and Dissertations Module page as the following steps.

2.1 EXPORT FYPS/DISSERTATIONS INFORMATION COLLECTION FORM
AND FULL TEXT VIA LMO

1) Click the link of FYPs & dissertations information collection form on the LMO module page.

2) Click “View all responses” to go to the detailed page.

Preservation of FYPs and Dissertations / Test: FYP Information Collection Form Template

¢+ Test: FYP Information Collection Form Template

Questionnaire Settings Advanced settings Questions Feedback | More « |

Complete the activit .
B J Answer the questions...
View your response(s)

Test: FYP Information Collection Form Template

View a SpP S
. - | - Mon-respondents
Answer the questions... View your response(s) View all responses P
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https://libguides.lib.xjtlu.edu.cn/ld.php?content_id=50604502
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3) Click “Download” menu under the “summary” and untick “Include choice codes”, and choose
“Microsoft Excel (.xlsx)” in the drop-down box.

7, Test: FYP Information Collection Form Template

Questionnaire Settings Advanced settings Questions Feedback More ~

Complete the activity

Download $
Advanced settings Questions Feedback Preview View your response(s) View all responses Non-respondents
Summary List of responses

View Default order Delete ALL Responses Download

© Download: Responses

Options for CSV download

D Include choice codes |

Include choice text
[ Include incomplete responses

O Include rank guestion averages

Report typel[Microsoft Excel {.xlsx) V]
[JSend download to roles @ | ‘Send download to emails @

4) Click the "Download" button to retrieve the form in Microsoft Excel format (.xlsx).

5) Click the link of FYPs & dissertations drop box on the LMO module page.

6) View all submissions and Download all the submissions. Please refer to the Learning Mall
guide for more information on this.

2.2 CHECK THE EXPORTED FORM AND FULL-TEXT DOCUMENTS

All documents submitted to the Library should meet the following requirements:

¢ Form information checked without missing/inappropriate information and duplicates
¢ Failed students records removed

e The number of form records corresponds with the full-text documents

¢ Embargo period checked

2.3 SUBMIT THE DOCUMENTS TO THE LIBRARY

1) Go to the Preservation of FYPs and Dissertations module page
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https://knowledgebase.xjtlu.edu.cn/article/download-all-submissions-130.html
https://knowledgebase.xjtlu.edu.cn/article/download-all-submissions-130.html
https://core.xjtlu.edu.cn/course/view.php?id=4311

< C @ httpsi//corexitiu.edu.cn/course/index.php

—~
LEARNING

I_-I MALL Dashboard My courses | All modules [Need Help?
CORE

Learning Mall Core

‘ Academy of Future Education %

| ’ Preservation of FYPs and [ :'l

Expand all
a:

P Academy of Future Education

Courses / Search [/ Preservation of FYPs and Dissertations Preservation of FYPs and [ B

Learning Mall Core

| Preservation of FYPs and [ B

Search results: 1

Preservation of FYPs and Dissertations

This module is used far FYP/dissertation module leaders to deliver FYP/dissertation information collection forms
and full texts to the library.

Category: Library

2) Find your departmental folder on the module page and click on the corresponding folder
name.

> Academy of Film and Creative Technology

> Academy of Future Education

v International Business School Suzhou

WView
E ACC304 - Upload FYPs Here

View

BUS303 - Upload FYPs Here

View

ECO415 - Upload Dissertations Here

View

ECO421 - Upload Dissertations HereFolder

View
E ACC411 - Upload Dissertations Here =
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3) Click edit to upload the finalized form and packed full-text documents

Preservation of FYPs and Dissertations / BUS303 - Upload FYPs Here

E BUS303 - Upload FYPs Here

Folder Settings Maore «

Wiew

4) Drag your files into the folder and click “Save changes”

Preservation of FYPs and Dissertations / BUS303 - Upload FYPs Here

E BUS303 - Upload FYPs Here

Folder Settings More
Files Maximum size for new files: Unlimited
O oo i =Em
B Files

®

You can drag and drop files here to add them.

l Save changes J Cancel

Xi’an Jiaotong-Liverpool University

&K P08 % &




