M ar ksbook
How to ‘Add Documents’

Look at the top of the Marksbook window; you can see all the menus; one menu item is called
‘Documents’
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Click once on the Documents menu; new window appears

: Marksbook ¥5.3.5 - [Document Manager] - = |ﬁ'|1|
. Main Assessment  Setup  Llities  wWindow  Help E |ﬁ'|1|
&€ ® B @ = =+
Students Lists Azsess Feports  Documents  Curriculurm Options Meszages Guit
A st Details | Evaluation | Classif
¥
Calendar Year I2004 3, @ | | I |
List Assessment Type ALL *| % Show Al Filkers  Hide Unused Filters
YearIAnY 'lSemlm 'l J
Fitter
Maszter List hd
[~ Filter by properties [OFF)
School Type ‘ear Group tain Learning Area Theme Document Type Filz Access
[[] &krha Yordanos
] aclysti Nancy farL | | fare =] IALL | IALL | fa =l
[[] &kanni Annick
[] Akanni Josls ) —
[ &lem Fana I~ Filter by clagsification [OFF)
E i::do RDE'CE Leaming &rea (Must be in classification) Strand Lewel F.ep dspect(s)
zopp Lisa
E Aftham Ashton IALL j IALL j IALL j IALL j
Ambrose Sylvester
E izg?;ﬁ;%?:;;:d ST|¥G|Learning Area
[[] Antenucei Chelaine 5 |h - S puting J
[[] Aoun Rafic P M MATHS MISCELLAMEOUS ‘WORKSHEET Decimal Yalue 24/07/2003 PrAP
[ Applety Benjamin S |M BIOLOGY WORKSHEET Hurman Biology Test 1 184022004 FER
] Avcher Daniel 5 L HEALTH HURMAN BODY WORKSHEET Interpersonal Skill: and Healthy Lifestyle 230742003 FrdapP
L] Archer Elizabeth P U MATHS DECIMALS TEST MABS Mumber 06/09/2003 PH&P
E ::m\?orstlr?;?ake 5 M EMGLISH ACTRATY WORKSHEET — Mels test doc 29/09/2004  PMAP
[ Ashworth Bradiey 5 M ENGLISH ENVIRONMEMT  WORKSHEET Poems on the environment 34042003 FHAP
[ Ashworth Leesa S M ENGLISH HUMOUR WORKSHEET Riddles and Jokes 21/02/2004 PrHAP
[] Augustson Brock S U SCIEMCE SPACE TEST Test on Space - 15 marks 22/07/2003 Pri&P
[ Augustson Lee F M DE33 SPACE WORKSHEET Test on astrounauts 220072003 CaF |
[ Aung Steven P U Dooz COUNTRIES TEST Test on the continents - must name all continents 1708742003 CaF
L &zzaro Mesgan 5 L SCIEMCE SPACE WORKSHEET The moon - gravity 12/08/2003 PHAP
E g:kgtagrig';irew 5 M EMGLISH ENVIRONMENT  WORKSHEET | The sun and its effect on the snviranment workshest 26/10/2003  PMAP
[ Balla Sidio P U SCIEMCE SPACE TEST WarkShest on the planets 12/08/2003 PrAP
[ Bslis Marco P L SOCIETY COUMTRIES WORKSHEET Worksheet on the continents - “ear 2's 23/07/2003 PP
[ Bannetman James P U SOCETY COUNTRIES WORKSHEET World places 23/07/2003 PP
[] Braptist Justin S |L (TECH COMPUTERS WORKSHEET kibkjhkjhl 1141142004 PH&P
[ Biaptist Timathy 5 M ENGLISH BIOLOGY WORKSHEET test 07/05/2004 FrdapP
[ Barciay Shaun 5 M D236 COMPUTERS WORKSHEET wkfpodig 12/11/2004 CAF
[] Barnett Alysa El
I Bmwer s Taladio -
Number of Students : 635 4 | | _>|_I
E|®|g]| §| o4 | Y | &) dd | 8 | Delete | [ Edit | Qy view | £ Print ” [ Il ciose |

| | Uszer: [Mrs Colleen Ranger] | Access Level [HOD] | Friday, 12 November 2004 E_

Click once on Add to add a new document to thislist
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Fill in al the ‘ Assessment Details
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; click on the ycon, then locate the document that you' re going to add (attach); in this case,
Global,
klist —it'sa Word document; so it has the extension .doc after it.

inYear 10 folder, in Electives folder, in Multimediafolder and it’s

t Number; if you' re having trouble finding this document later on, you can

always search using this field; the document number for this document is DOC00013

Now click Save to save the details and you' |l see this message:

L] Document was copied successiully,

"'q..

x|

This means that the document has been copied to the M arksbook server and can now be attached to the

class.
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IMPORTANT
Now you need to Classify the document. Click once on the Classify button

Click once on the Add new to create a new entry for this document

The‘Add Classification” window appears, fill in the details and click Save

Click on the Close button to close this screen.
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Now, open the class that you’ re working with; in this instance, I’m going to attach this document to the
classcaled IT56-1 (the Year 10 Multimedia class).

The assessment is a Progress M ap type assessment, so click on the Assess button, then click on the
Progress M aps button; the following list appears:

Now select (click once on) the assessment you want to attach this document to; iein thisinstance, |
selected Web Publishing Task, and click once on the Edit button.

The following screen appears:; click once on the Documents button
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The following window appears.

Click once on the Add button to add this assessment to this class

A new window appears listing the documents you’ ve created al ready; you now choose the document you
want from thislist:

Select (click once on) the document called Year 10 Multimedia, Task 1 Checklist, then click OK, the
following window appears to confirm the document you’ re adding
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Click on Add to complete the process.

This document is now attached to this class.

Check:
Open (double-click) on the assessment item called Web Publishing Task; click on the Documents
button
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The following window appears listing the documents attached to this task:

Click on Open to open the Word document; document appears
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