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Marksbook 
How to ‘Add Documents’  

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

 
 
Click once on the Documents menu; new window appears 

 
 
Click once on Add to add a new document to this list 
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Fill in all the ‘Assessment Details’  for the document you’ re going to add 
 

 
 
For Location; click on the icon, then locate the document that you’ re going to add (attach); in this case, 
the document is on Student Global, in Year 10 folder, in Electives folder, in Multimedia folder and it’s 
called 10MM Task 1 Checklist – it’s a Word document; so it has the extension .doc after it. 
 
Note down the Document 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’ ll see this message: 

 
This means that the document has been copied to the Marksbook 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 
class called IT56-1 (the Year 10 Multimedia class). 
 
The assessment is a Progress Map type assessment, so click on the Assess button, then click on the 
Progress Maps button; the following list appears: 
 

 
 
Now select (click once on) the assessment you want to attach this document to; ie in this instance, I 
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 already; you now choose the document you 
want from this list: 

 
 
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 
 

 


