Student guide to uploading thesis
(2021/2022/2. semester)

28.03.2022.

Dear Graduate Student,

In accordance with the previous semesters, graduates must accomplish the electronic thesis
submission/upload on the Moodle e-learning interface this semester as well.

Plagiarism is also filtered on this interface, and later (after thesis defense) the uploaded theses
are automatically transferred to the BBS Repository, where the long-term storage and research
service takes place.

As a graduate student, your tasks are:

1.

Log in to the Moodle (https://moodle.uni-bge.hu) using your Neptun code/Neptun
password.
From Neptun, the data of graduate students will be transferred to Moodle thesis courses,
so your Moodle courses will also include your own Faculty's thesis course, but for the sake
of simplicity, you can enter the course immediately below:

= BGE KKK Szakdolgozatok 2021/2022/2

= BGE KVIK Szakdolgozatok 2021/2022/2
= BGE PSZK Szakdolgozatok 2021/2022/2

If, for some reason, you have missed the list of graduate students who are automatically
enrolled in the course, do not panic, but follow the instructions on this link to enroll
individually.

When you enter the course, you will find a ,Szakdolgozatok feltoltése és megtekintése
- Upload thesis and view uploaded theses" |link in the middle of the page, which will lead
to the upload interface within the course.
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4. Entering the upload interface, you will see the following image:

Overview the uploaded thesese

The earliest start time for upload thesis is expected to be 12/04/21, 00:01! x

Field of study Department Title Thesis Similarity Meodified Status

Submission phase legend

Student has upload the thesis, but didn't send toward the administrators yet.
submitted Student has sent the thesis to the administrators, can't edit anymore by student.
accepted An administrator took over and accepted the thesis at the Front Office.
checked The data of uploaded thesis was checked.

archived Marked for archiving to the Repository (Dolgozattar).

= ,Add consultants” button: you will only need this if you have an external
consultant of your choice and you can enter his/her details here, or if you
cannot find the name of your external/internal consultant during the upload.
You can find out more about this at this link.

» If you enter the course before we have opened the upload interface, you may

encounter a message ,The earliest start time for upload thesis is expected
to be ..." with the date and time when you will be able to start uploading.

» If the thesis upload period has already ended, the ,The upload period has
already ended this semester!” message is displayed here.

= If you open the interface at an interval within the upload period, so when a
thesis can really be uploaded, you will see a ,New submission” button with
which you can start uploading your thesis. Use this button only if you don’t
have an uploaded thesis yet, or if you are writing theses in several courses at
the same time and you want to upload another thesis. You can only start a
thesis upload once for a course, otherwise if you just want to change
something (change a thesis file, overwrite data), edit your existing upload.

* The overview table shows the data of the previously uploaded thesis version (if
any). Here, in this table, you will typically have one thesis row unless you write
thesis on more than one study at the same time. @) At the end of each thesis
row, the icons of the actions that can be performed on the basis of the
authorization are displayed (e.g. view details, edit, delete, submit).

* The notation details the possible statuses of your uploaded thesis during the
upload/submission process

o Student has upload the thesis, but didn't send toward the
administrators yet.

o submitted Student has sent the thesis to the administrators, can't
edit anymore by student.

o accepted An administrator took over and accepted the thesis at
the Front Office.



o checked The data of uploaded thesis was checked.

o archived Marked for archiving to the Repository (Dolgozattar).

Upload process:

5. When starting a new upload/editing a previous upload, the following data groups are
displayed:
a. Personal data: student name and Neptun code (they are filled in from your Moodle

profile).
Personal data
Student name e Barbara Teszt
Neptun code e DNOLE7

b. Study data: If you've previously been in a circle of students whose data we've included
from Neptun into the course, you probably won’t have anything to do with that either,
they'll be filled out automatically. If not, there is no problem either, at the time of the
first upload, you have to choose from the list of your Neptun studies, to which study
and to which department the thesis you want to upload is related. From now on, it is
no longer necessary to edit it when exchanging a thesis file or making other data
modifications (but editing is possible with the edit button).

Study data

»

Edit study data Bf

Faculty BGE Kereskedelmi, Vendéglatdipari és Idegenforgalmi Kar

Study code BGFKMOOTBVK

Field of study / specialization Kereskedelem és marketing / None
Study level / type alapképzés (BA/BSc) / Tavoktatds
Department Turizmus Tanszek

c. Thesis data:

¢ Thesis title: The full title of the thesis must be typed/copied here, following the
rules of spelling in the language of the thesis. Please avoid copying all uppercase
titles.

e Thesis file: You need to upload a PDF file that contains your thesis in a searchable
text format (so it cannot be a fully scanned PDF without a text layer). Please sign
the author’'s Declaration of originality integrated into the thesis electronically
(Governmential Portal or on other way) or hand-sign it with a pen and scanning
it back into the thesis (scan only the signed page not the whole thesis!).

e Language: the language of the main part of the thesis. Answer to ,in what
language did you write your thesis?”. @



https://niszavdh.gov.hu/

e Thesis tags/keywords: definitions consisting of short, simple or complex words
or possibly expressions that refer to the content of the thesis, helping to retrieve
and categorize. A minimum of five of these is mandatory, but more are possible
if required. You can select all five from the predefined keyword list, but if you can’t
find a suitable one, you can enter your own by typing the keyword. Important
information about keywords

1) Please do not write complete sentences as a keyword, as its name also
includes “word”. @

2) Enter keywords one at a time (e.g. marketing [ENTER]), do not type
keywords in bulk.

3) Type the tags in the appropriate spelling: common names in lower case
(e.g. marketing, microcredit), proper names in capital letters (e.g. AQ
Anton Kft., Cserszegtomaj, Lake Tisza). Enter company names in their short
or full form according to the company register, but full capitalization
should be avoided (e.g. use Liber8tech Hungary Kft. instead of
LIBERSTECH HUNGARY Kft.).

Inappropriate keywords will be removed during the review. ©
Thesis data

Thesis title 0 o )

Thesis file 0 e Maximum file size: 500MB, maximum number of files: 1
[} #HE®
B Files
You can drag and drop files here to add them.
Accepted file types:

PDF document

Language @ @ magyar &

Thesis tags o Predefined tags for your thesis (at leat 5 pcs)

Enter tags... A\

d. Status: determines the later researchability of the thesis, the level and way of
accessing its content. By default, the thesis has limited access (restricted), so it can
only be searched on computers dedicated to this purpose in the BBS libraries (only screen
viewing (s possible, others are not). The following access types can be set up on the
basis of a declaration or an approved application, which must be attached in PDF
format:

e Public access (in which case, the full text is freely available on the Internet, the
thesis can be downloaded, but all rights - e.g. permission to use - remain with the
author), or

¢ Confidential status - Confidential access can be set upon approval of the relevant
request of the economic organization involved in the thesis. You must set the
confidential access status and the confidentiality expiration date according to
the request at the time of upload, before submission. The full text will not be
available in the Repository until the deadline, and after its expiration, the status
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of the thesis will be automatically restricted.
This method of thesis management is allowed according to the Requirement
System for Students only in special cases, on the basis of a written request of
the economic organization involved in the thesis. BBS advocates copyright for
public access for free research. Confidential status can only be accepted by the
University in exceptional cases and with good reason.
e. Attachments: If there are special file attachments to your thesis (source code, media
file, etc.), or documents that the Faculty/Department requests to be attached, they can

Status

Access level e O Public @ Restricted O Confidential

be uploaded here, in PDF and/or ZIP format. (It is forbidden to attach anything here
that must be integrated into the thesis file. If you attach such a file, the Student
Services Office will send it back to you for correction.)

Attachments

Attachment files 7] Maximum file size: 5S00MB, maximum number of files: 3
[} #HE®

= Files

e

You can drag and drop files here to add them.
Accepted file types:

Archive (ZIP)
PDF document

f. Other data/Abstract. the author's short summary of the thesis
(abstract/synopsis) is included here, on the basis of which the reader/researcher can
judge its content. The "abstract” does not necessarily match the summary to be
submitted for defense, you can write a shorter one here or copy an existing text.

It is not worth bothering with formatting too much, as the abstract field of the
Repository (where the theses are transferred for preservation and research purposes)
does not support formatting, only unformatted text will be included.

Other data

Abstract (2]

g. Contributors: For the sake of simplicity, the persons involved in the creation and
evaluation of the thesis (consultant, supervisor, opponent, reviewer) are referred to
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here as "contributors”. Normally, your internal consultant will be added here from
Neptun automatically, or if you or the admins have assigned to you an external
consultant, he/she will be added here too. If not, you will be asked to select the
appropriate people from the drop-down list or by typing the name (the auto-
complete feature will also help you as you type). If you do not find your external or
internal consultant in the list, follow the steps below.

6. Once you have filled in all the required information, you can use the ,Save changes”

Contributors (consultant, reviewer)
Selected contributor(s) Q
Search A\ 4
button to save the upload. In this case, the thesis is saved as , ", which you are free
to change until you set the status to ,submitted” by submitting the thesis with the
submission button (*). You can modify the , " thesis at any number of times

before the upload deadline.

7. When editing, you can also use the ,Save changes” button to finalize the changes, or if
you do not change anything, use the ,Cancel” button to exit. Because, if you, for example,
leave the editing interface with the browser’s navigation arrows, your upload won't close
properly and will remain locked for a set period of time, meaning you won't be able to
submit it until the lock is released.



Plagiarism checking:

8. After a new upload and editing an existing one (if you have attached a new thesis file
instead of the old one), the thesis plagiarism check will run. It usually only takes a few
minutes for the check to work, and until there are no results, the ,Similarity” column will
read ,Pending”. If the scan is complete, the percentage of matches with other documents
in the plagiarism filtering program’s database is displayed.

Field of study Department Title Thesis Similarity Modified Status

Kereskedelem és marketing Turizmus Tanszék Teszt dolgozat h 13% 23/03/21, o @ [ 1M v
13:06

This number does not mean that this percentage of the thesis is plagiarism. This is a
common misunderstanding, the percentage refers only to detected text matches that may
be completely correctly referenced in your thesis. At the same time, too high a number
may indicate - even in the case of completely correct references - that there is too much
information and quotations taken from elsewhere without change, which indicates the
modesty of authorial originality and independent, creative work. Obviously, this may also
depend on the specifics of the topic. Discuss the results with your consultant, but there is
no formal requirement for the specific percentage itself.

You can read more about the plagiarism report at this link.

Thesis submission:

9. If you consider the uploaded thesis to be final, you can submit it with the = button in
the table. If the status of the uploaded thesis changes to ,submitted” without any error
messages, you have fulfilled your obligation to upload. If you then need to make a
change to the submitted thesis, either from your own initiative or on an external basis,
you can only do so by requesting the administration to restore the editing right with
this button -> -. You can find more information about reclaiming your editing right
here.

If something is unclear based on what has been described, or you are stuck in your uploading
process, contact the staff of the Faculty to which you belong according to your studies with
the problem. If you do not know which Faculty you belong to, they will direct you to it. @ We
would primarily recommend the colleagues listed below in this regard, but the Student Services
Office and the colleagues of your department are also happy to help.

e FIMB - Andrea Hargitai-L6rincz, Head of FIMB Library (lorincz.andrea@uni-bge.hu)
e FIMB - Erzsébet Kovaly, Librarian (kovaly.erzsebet@uni-bge.hu)

e FCHT - Renata Herczeg, Librarian (herczeg.renata@uni-bge.hu)

e FCHT - Tiinde Jurcza, Librarian (jurcza.tunde@uni-bge.hu)

e FFA - Zsolt Kovacs, Librarian (kovacs.zsolt@uni-bge.hu)
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APPENDIX

Enrollment in the course

If you was not been automatically enrolled to the thesis course in Moodle, please contact the
following competent persons at your faculty.:

» BGE KKK Szakdolgozatok 2021/2022/1 - FIMB

» BGE KVIK Szakdolgozatok 2021/2022/1 - FCHT

» BGE PSZK Szakdolgozatok 2021/2022/1 - FFA

It is important that you enroll in the thesis course of your own Faculty, because although you
can enroll in another Faculty’s course, you will not be able to upload your thesis there. @)

Entering consultant details

This feature was introduced this year to avoid unnecessary and lengthy correspondence
between actors in the upload process if a consultant is missing from the system. Typically, you
will only need this if you have an external consultant of your choice and you can enter his/her
details here (especially at the FFA Faculty), or if you cannot find the name of your
external/internal consultant during the upload.

Managing contributorse

Specify contributors, such as internal/external consultants here or edit previously entered data. X

The internal consultants data was being pre-uploaded from Neptun, later only the missing (typically external) contributors need to add to be able to attach to uploaded thesis! X

)
&k Add external consultant/thesis advisor

Nothing fo display

You can see a list of contributors assigned to your name so far, if there are any. Assignments
could have been made by transferring from Neptun, or administrators could have set up
contributors manually, and you can see here if you have previously entered names.


https://moodle.uni-bge.hu/course/view.php?id=5822
https://moodle.uni-bge.hu/course/view.php?id=5822
https://moodle.uni-bge.hu/course/view.php?id=5821
https://moodle.uni-bge.hu/course/view.php?id=5820

You can add the details of the new (external) consultant to the system by clicking on the ,,Add
external consultant/thesis advisor” button and by filling in the form that appears.

Add/edit contributore

Conftributor's data

Contributor lastname 0@ Doe O

Contributor firstname 0 e Jane

Contributor email 0@ janedoe@freemail.he
Language (2] English *
Role ° External thesis advisor +

Comment (7]

Save changes Cancel

are required fields in this form marked @

If the system does not experience a problem or error in the data during the upload, it creates
a user in the Moodle (if it does not already exist), adds it to the course (if it has not been added
yet), then the status of the uploaded contributor will immediately be accepted and will be linked
to your thesis in the specified role (external/internal consultant) upon upload.

In case of a problem, or if you write a comment to the upload (which someone needs to review
to see what you want), the upload will be saved as a request. These requests will be reviewed
and accepted by the admins, you can select them at upload only after they are accepted.

The same is true if you change the details of an already entered consultant -> you can only
enter the data to be changed as a comment on the form (you cannot change the data directly),
which will then be approved by the admins. Until then, the status will be request for modificaton.

You can only delete contributors here that you have added to the system (they will only be
deleted as contributors, not from Moodle as users), otherwise you can only request deletion in
a comment.



Request to get the editing right back and its process

If you have already submitted your thesis (you have pressed the - icon), then the Student
Services Office received your thesis for formal examination, and you no longer have the
opportunity to edit it. If you still find that you need to change something (you misspelled
something, your consultant suggested a change), you can use the - icon in the overview table
to initiate the request to get the editing right back. After you press it, an e-mail form will appear
where you can justify requesting the right to edit to the Student Services Office, but you can
also use the default text.

Sending message

Send messages

Outgoing message language (2]

English #
Title of the connecting thesis Teszt dolgozat
Message subject o Editing rights request
Message text 0

1 A~ B I EE %S =
Dear Administration,

1 would like to require back the editing rights for my thesis submission titled "Teszt dolgozat” in Szakdolgozatfeltdltés teszt
2020/2021/2 course.

Justification:

Best regards,
Barbara Teszt (DNOLE7)

o

Send Cancel u

Once submitted, all you have to do is wait until the Student Services Office staff receives your
e-mail and can take the time to give the editing right back to you. Please be patient, it is almost
certain that you are not the only one who wants something from them on the topic of thesis.

)

If your request is justified, your upload will be restored to ,, " status, you can edit it again
and you will have to submit it again. If, for any reason, giving back the right to edit is refused,
this will also be justified in an e-mail.

If, at the end of the upload deadlines, the Student Services Office has already accepted your
upload (so the status has become ,accepted”), you no longer have the opportunity to request
the right to edit in this way.
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Viewing the Turnitin report

Clicking on the percentage of the result opens the plagiarism check report on the Turnitin
page. The first time you use it, you must accept the terms of use for Turnitin, and then you can
view the detailed results of the detection.

Q Barbara Teszt

Teszt dolgozat

®

B

Lorem ipsum dold sit amet, conseetelur adipiscing chit. Vivamus tineidunt risus ac quam
lempor Llincid unl.Fcllculcsquc habitant morbi tristique sencetus el netus et malesuada fames
ac lurpis cgeslas. In aliquel mavris sit amet quam tneidunl, in commode ex scelerisque,
Suspendisse mollis rutrum lectus, vitag tempus metus sollicitudin et. Mauns gravida quam
odio. Vestibulum id quam consectetur lorem volutpat tincidunt. Quisque porttitor odio nibh,
ut pharetra mauris lohortis sed.

Dhis laorect facilisis commodoe, Sed aliquet, libero sit amet sollicitudin feugial, tortor ipsum
dignissim risus, eu mattis dolor sem eu risus. Nullam quis leo tristique, pulvinar turpis ac,
fringilla dolor. Ttiam sollicimdin vulputate quam sed consectetur. Nune sagittis sapien purms,
eu imperdiet leo pharetra sit amet. Vestibulun tempus ex ut dignissim valputate. Pellentesque
mi velit, aliquet id tincidunt quis, placerat ac ligula. Tn hac habitasse platea dictumst. Nulla
sodales turpis sed diam imperdict laoreet. Aliquam eget justo risus. Curabitur mattis dapibus
felis, id lacinta sapicn lacinia in. Fusce nee lacus cu neque fermentum lseinia cu cu velil,
Etiam non bibendum justo. Suspendisse vestibulum gravida risus eu consequat. In mattis
quam vitag orci volutpat maximus.

Phasellus ot areu nibh, Maceenas auclor odio dul, n viverra leo eleifend vitae, Ut ligula odio,
luctus cu tortor id, molestic cleilend lacus. Nam quis rulrum augue, cu ornare lorem. Nulla vel
nibh neque. Aliquam ex dolor, maximus id justo vitae, placerat mollis mi. Praesent tincidunt
ormnare elit vitae posuere. Cras sed quam varius, [ringilla [elis sed, porta lacus, Curabitur sit
amet mi eget odio mollis sodales molestie vitae ligula. Proin vel urna blandit, tincidunt urna
vitae. rutrum velit. Suspendisse diam est, ullameorper ac ante nec, egestas congue gquarm.
Integer aliguam ored ut ante vestibulum, non tineidunt ellus ulirices. Phasellus sed libero of ex
commodo vulputale,

Curabitur imperdiet eu mi sit amet mtrum. Praesent at tellus sodales, viverra nunc bibendum,
convallis Tectus. Vestibulum ac massa lacinia, tempus wrna et, mterdum wrma. Nam rhoncus
ante rutrum accumsan dictum. Aliqguam molestie, tortor ut tristique semper, diam lectus
elementum velit, eget convallis metus ex non veht. Maecenas non mollis lacus, id
pellentesque Lieus. Aliquam rhoneus dapibus sapien, el finibus cnim dictum el Nune ac enim
ut elit imperdiel pulvinar. Maecenas cursus est ante, vel bibendum massa venenalls sed. Sed
nune lacus, laculis at lectus consequal, ullameorper finibus ante, Scd id nibh cu massa feuglal
BEncidunt quis at libero. Sed odio massa, scelerisque ac euismod quis, iaculis non turpis.
Westibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia curae; Mauris
maximus sem ipsum, vel pharetra risus porta eget.

|® |4-H1 | GE .ﬂ

4

Parts of text found to match the source in the Turnitin are highlighted in color in the text. In
the sidebar, you can click through the sources to see which detail matches the given source.
The matches also include trivial things, such as the name of the University in every thesis:
.Budapest Business School". ©
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Q Barbara Teszt Teszt dolgozat

=
" 13%
(o]
: . ®
R < Match 1 of 1
< teltest2.synsystem. net > ently viewing standard sources
Internet Source

. Match Overview X

View English Sources (Beta)

p%3e %3cp%3e Integer sit amet ullamcorper mauris. Vivamus est tortor%2c mollis in sodales
ut%2c bibendum at purus. Sed volutpat risus at turpis pretium tristique non laoreet mi. Nam ~ ches
quis sapien orci. Pellentesque habitant morbi tristique senectus et netus et malesuada
fames ac turpis egestas. Sed lobortis mi sit amet velit commodo eget mollis lacus rutrum.
Nullam vitae luctus sapien. Cras id velit a eros |acinia posuere. Donec ultricies suscipit

Vtiegeer cliees e 8 aure wostilealinn, con pnsidn o re sl ces sl sed likera of ex *

com TETTHIEN

bz o, e, 1 o ellne wl s o b

e it @
©

2
v — 3 www.hawkheatingsupp...
4

teltest2. synsystem.net
Internet Source

bigeoinlaundry.com
Internet Source

Internet Source

ar.scribd.com
Internet Source

Of course, these matches do not necessarily mean plagiarism, after all, why not use

9%

4%

3%

2%

sources for your thesis, however, what is important is to never forget to refer to
them. Turnitin does not check if the matches are referenced, it just finds what is the
same as other documents, so your consultant may want to review the report to avoid

evaluation just by the percentage result. There is no formal requirement for the

specific percentage itself.

@

Note: If there is an unusually high similarity above 80-90%, there may be a previous
SSA paper or a thesis already submitted in the previous semester (s). In such cases, it
is possible to exclude them from the result, the consultants also have the right, but the

staff of the Library will also help in this.
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