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ACCESS NEEDS: 

- IICL Quality Folder on MSTeams 
- Moodle – Assessment Specs Tracker List for May 2025 

 

INFO: 

This work guide shows one way of uploading the Assessment 
Specs onto Moodle – there are other ways, however, the process 
below seems to be the most efficient. 

 

 

 

 

 

 

 

 

https://teams.microsoft.com/l/channel/19%3AiOF0Z4e5OHm9V-hI_tVVb7H8w8U6KjirT6uh-Jl3OdU1%40thread.tacv2/General?groupId=59f7e486-24f9-4429-90eb-467133dc0c0c&tenantId=4e0f11f9-046e-4505-9cb8-db2152311e21
https://uowtsd.sharepoint.com/:l:/r/teams/BirminghamAssessments_GRP/Lists/Moodle%20%20Assessment%20Specs?e=xtRU2X


STEP 1: Check your email to see if you received a 
notification that the Assessment Spec is ready for you. 

 

• The notification will come from the list. 

 

 

• Your manager triggers the flow by confirming the Assessment Specs availability. 

• Download the correct Assessment Specs from the IICL Quality folder to your PC. 

 

 

 

 



STEP 2: Log into Moodle 

 

 

 

• Find or select the correct Moodle Page (Use the tiles to find the module by the 
module code or use the search bar to type in the module code to find it). 

 

 

 



• Select “Edit Mode” (Use the top right corner switch) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 3: Create New Submission Link Tile 

• Locate the “Submission Link” Tile (This will create a basis for the 
Feedback Tile). 

 

 

• Duplicate the tile. Select options by clicking the 3 vertical dots on the 
right-hand side. 
 

 

 
• Select the “Duplicate” option in the drop-down menu – this will 

create a Copy version of the tile (IMPORTANT – YOU WILL BE 
WORKING ON BOTH COPY AND ORIGINAL VERSION OF THE TILE – 
PLEASE BE MINDFUL - THE COPY WILL BE OUR NEW SUBMISSION 
LINK FOR THE COMING TERM). 
 
 



 

 

 

 

 

 

 

 

 



STEP 4: Rename the “Copy” link tile to: Submission 
Links – May 2025 Term 

 

• Click on the “pen” icon to change the name of the tile. Enter the new 
name and press ENTER on your keyboard to save the changes. 
 

 

 

 

 

 

 

 

 



STEP 5: Change the icon image for this tile. 

 

• Click on the icon on the left side of the name of the submission link. 
 

 

 

• Select “Photo Library” and then the icon with the calendar. 
 

 

 

 

 

 

 

 



STEP 6: Create a Feedback Tile 

 

• Locate the previous submission link tile (the one that you just created 
a copy of) and rename it as: FEEDBACK – January 2025 Term. 
 

 

 

STEP 7: Restrict the Visibility 

 

• Select options by clicking the 3 vertical dots on the right-hand side 
and select “Edit Tile”. 
 

 



 
• Scroll down to the “Restrict access” drop-down menu. 

 

 

 
• Click on the arrow to the left to open the drop-down menu and locate 

the “eye” icon next to the “Student MUST…” settings. 
 

 

 

• Click on the “eye” option so it appears crossed. This will make that 
tile visible ONLY to students who fall under the restriction. 
 

 

 



STEP 8: Move previous Assessment Specs to the newly 
created feedback tile. 

 

• Go to the top of the page and select “Bulk Actions” options. It will 
bring up a new option menu on the bottom of the page. This will also 
allow you to move multiple items on Moodle at once. 
 

 

 

• You can now use selection boxes (left-hand side) to select the 
multiple items you want to move. Select all the items in the current 
Assessments Specification tile. 
 

 

 



• Select the “Move” option on a new option menu on the bottom of the 
page. 
 

 

 

• This will bring up a pop-up window with the linked index of all the 
items on the page. 
 

 

 



• Locate the “Feedback” tile that you created and click on it. This will 
move all the selected items to the tile you choose. (IMPORTANT – 
Please give Moodle a few seconds while this occurs). 

 

 

 

 

 

 

 

 

 

 

 



STEP 9: Rename the Assessment Spec Tile. 

 

• Click on the “pen” icon to change the name of the tile. Enter the new 
name and press ENTER on your keyboard to save the changes. 
 

• The name should be as per the below template: Assessment 
Specifications - May 2025 Term & July 2025 Retakes. 
 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 10: Upload the new Assessment Specs  

• Find and click “+ Add an activity or resource” under the “Assessments 
Specs” tile. 
 

 

• In the pop-up window – select “File” activity. 

 

 

 



• Fill in the settings: 

• Name: “Assessment Specifications – LCLM4001 – Portfolio”. 

 

 

 

• Upload new Assessment Specs (IMPORTANT – you might have 
multiple Components to upload! – you need separate “File” activities 
for each spec you upload). You can upload by selecting a file (File 
icon) or by “Drag and drop”. 

 

• Scroll down and click: “Save and return to course” at the bottom of 
the page. 

 

 


