Guide to Candidate Submissions to Calibrand

This is a guide to submitting assignments on the Calibrand online submission platform.



Guide to for Candidates Submitting your assessment

Access the CIM submission platform you must be a current member and have an active booking for the
module/s being submitted against.

If you don’t have your login details, please contact the Customer Experience team on qualifications@cim.co.uk
or telephone +44 (0)1628 427120.

Accessing the Submission platform

e To access the submission platform you need to go to https://my.cim.co.uk and enter your login details
supplied by CIM.
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e Once you log into the MyCIM website you need to go to the Studying section and then select
the button Assessment Submission at the bottom of the page.
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e  You will then be taken to the CIM submission platform to be able to submit your
assignment/s.
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Depending on how many submissions you are going to be making the screen may appear

different as outlined below.

Submitting your assessment

When you are ready to submit your assignment and have logged into the platform you will be shown one of
two views below.
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To submit your file first check the information you are submitting for matches the
assessment information shown on screen.

This will open the upload file window and you need to select the browse button and locate

the file you wish to upload to the system.
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Browse... | No file selected.

Upload
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e Once the file has been uploaded on the platform you will see the plus symbol change to the
file type that was uploaded. You will be able to add more files up the limit of 50mb if needed
to the platform, if it is a requirement of the module you are submitting against. File

submissions should however be limited to 1 file if possible and these should be PDF only.

If you have uploaded the incorrect file or would like to replace it, use the red X button in the

top right corner of the file icon and this will remove the file and you can upload a new file.
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e Once the file is submitted you will no longer be able to amend this but if you need to replace
the file, please contact your study centre who can help you.
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