How to find and generate an assighment ‘tracking’ (cover) sheet

NB — the Department cannot generate this for you — you must generate AND print it yourself. If you do not
attach a cover sheet, your assignment will not be marked.
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3) Click on the + to expand the course work options —then select the appropriate piece of assessment i.e.
ESSAY
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4) Click on ‘Tracking Sheet’ — this will open a new window with boxes to fill in.
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5) Fill in ALL the boxes (the student info boxes should self-populate) and select “Generate” (you can find your
tutors name on a tutor list in ‘Resources’)
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6) A Download box should appear — click OK to open the document
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7) Print out the form and attach it to your assignment. — Place your assignment in the appropriate
box in the Engineering Student Services Stall on level 3.

NB — The Department cannot generate this for you — you must generate AND print it yourself.
If you do not attach a tracking sheet, your assignment will not be marked.
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