
Step 1. Select option 'Upload Feedback' 

 
 
 
 
Step 2. Tick option to select required module 

 



Step 3. Tick option to select required assessment  

 
 
 
Step 4. Tick option to select required student 

 
  



 
Step 5. Click ‘Choose File’ button to browse to required file 

 
 
 
 
Step 6. Once chosen file is shown, click 'Upload' to attach the file 

 



Step 7. Student will have 'moved' to the 'Uploaded' column and a link 
will be shown to view the attached file 

 
 
 



Step 8. Repeat Step 4 and 5 until all of the required students are 
showing in the right hand column 

 
Once feedback has been uploaded it is not visible to students until it 
has been published.   

If you are ready to make the feedback available, click 'Publish/Delete 
Feedback'. 

  



When selecting the ‘Publish/Delete Feedback’ option, any document 
which you have uploaded but not yet published will be listed, not just 
those related to the module you have just uploaded against.  You can 
therefore upload documents for several different modules and then 
publish them all at the same time 

 
Step 9. Select the documents to publish (all will be selected by default) 
and then click 'Publish Selected'. 

If any documents have been attached in error, select them and click 
'Delete Selected'. Documents which have already been published cannot 
be deleted. 


