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Introduction 
This user guide should be used in conjunction with the assignment process which sets out, in detail, 

all relevant tasks for administrators who process assignments.   

Where these tasks require explanation and instruction, you will usually see a link to relevant user 

guides, including this one. 

Setting up a Moodle Online Assessment 
 

Please note:  These resources should be used in conjunction with the user guides produced by Moodle, 

which are available online:  https://docs.Moodle.org/35/en/Quiz_activity  The user guides provided by 

Moodle are detailed and are very useful when seeking to clarify a Moodle function or feature that is 

not mentioned in this guide.  

Moodle’s description of the quiz function: 

The quiz activity enables a teacher to create quizzes comprising questions of various types, including 
multiple choice, matching, short-answer and numerical. 

The teacher can allow the quiz to be attempted multiple times, with the questions shuffled or randomly 
selected from the question bank. A time limit may be set. 

Each attempt is marked automatically, with the exception of essay questions, and the grade is recorded 
in the gradebook. 

The teacher can choose when and if hints, feedback and correct answers are shown to students. 

Quizzes may be used 

• As course exams 
• As mini tests for reading assignments or at the end of a topic 
• As exam practice using questions from past exams 
• To deliver immediate feedback about performance 
• For self-assessment 

 

There are a wide array of options available when setting up the Moodle Quiz function, quizzes may 

take the form of: 

• Simple standard quiz (all quiz takers are offered the same questions) 

• Question bank (quiz takers are offered a random question from a selection.  The allocation of 

questions is dealt with in ‘How to set up the structure of the online assessment’ later in this 

documentation) 

Similarly, the type of question asked is wide ranging, this include (but are not limited to): 

• Multiple choice 

• True/False 

• Select missing words 

https://docs.moodle.org/35/en/Quiz_activity
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• Numerical questions 

• Matching 

• Drag and drop  

• Short answer 

• Essay 

• … and more. 

Setting up a quiz 
This type of Moodle quiz is the most straightforward to set up.   In this type of quiz all of the users will 

be provided with exactly the same questions.   

To begin:   

1. Click the actions/setting cog in the relevant page where you want to host the quiz: 

 
2. Select Turn editing on 

 
 

3. Select Add an activity or resource 

 

 

4. Select Quiz, then Add 

 



   
 

In-course exam process   
Last Edited: 22 October 2018  Page 4 of 37 

 

 

When adding a new quiz, you must specify the settings for the quiz.  This is the ‘front cover’ of the 

quiz.  i.e. it determines the duration, how it looks, the relevant criteria etc.   Adding the questions is a 

separate process and is covered later in this guide.  The questions are stored separately from the ‘front 

cover’, therefore allowing questions to be reused in the future. 

You now need to specify the relevant elements of the quiz: 

Name:  This is the link that the students will click on 

Description:  This box allows further information to be added below the quiz (if needed). 

Timing:  This allows you to control the visibility of the quiz to students.  i.e. the ‘window’ that the quiz 

is available from and to. 

• ‘Open the quiz’ specifies when the quiz is made available to students 

Before the opening time, the quiz will not be available to students.  They will be able to view the 

quiz introduction, but will not be able to view the questions.  

• ‘Closing the quiz’ specifies when students will not be able to start new attempts.   

Please be aware, any answers that students submit AFTER the quiz closing date/time will be 

saved but not marked.   Additionally, it is important that you set these up at the beginning, as 

they will be the default for the assessment.  You need to specify the start and end time of 

window. i.e. between what times will the test be open to students to do. 

• Time limit: The default setting is for quizzes not to have time limits.  i.e. the students will be 

able to take as long as they wish to complete a quiz.  This can be useful for formative 

assessment purposes. However, this may not be appropriate for summative assessment that 

requires a fixed duration.   A time limit is a fixed period of time that the students have to 

complete the quiz.  So whilst the window to complete the quiz may be over a 24 hour or a 

month period, the student may only be granted an hour (or any other amount of time) to 

complete the quiz.   

Note:  The time limit selected here is for the standard student to take the test.  You must 

specify a standard limit to the test here if there is a time limit. (Students that require additional 

time are dealt by a separate process that is described later in this documentation.) 

 

• When time expires:  This option allows you to specify the behaviour of the quiz when the time 

expires: 

o Open attempts are submitted automatically (default) 

o There is a grace period when open attempts can be submitted, but no more questions 

answered 

o Attempts must be submitted before time expires, or they are not counted. 
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In the interest of fairness, the default option should be selected. 

 

Grade:  Here you have the option to specify if a particular grade is required to pass, the number of 

attempts allowed and how the grade is calculated, if more than one attempt is specified. 

 

Layout:  This is concerned with the navigation between questions.  Various options can be selected.  

i.e. a new question per page (recommended) or all the questions on one page.   

 

• Navigation method:  If you wish for students to only go through the questions in order and 

not be allowed to navigate back, then sequential should be selected.  Otherwise, most 

circumstances the option should be left on free. 

 

Question behaviour:  Here you are able specify the behaviour of the questions that appear. 

• Shuffle within questions.  This option, if selected as Yes, then the components (i.e. answer A, 

B, C, D etc, will be shuffled). 

• How questions behave:  This option has a significant number of options, full details are 

available on the Moodle site: https://docs.Moodle.org/35/en/Question_behaviours   

The most likely observed options are: 

• Deferred feedback, where students must answer all the questions and submit these before 

anything is graded or any feedback is provided.  This will be the option that most select.  

Including formative quizzes. 

• Immediate feedback, where students submit their response during the quiz attempt and is 

given a grade immediately.  Only one response is allowed in this mode and it cannot be 

changed later. 

Review options:  This section controls what information/feedback students will be shown they review 

their past attempts at the quiz, and during the attempt in adaptive mode (if used). 

 

The settings will be selected that are relevant to the assessment that is taking place.   

Appearance:  You have the option to show the student’s picture (if it has been uploaded to Moodle). 

Extra restrictions on attempts:  Here you can specify additional options.  i.e. a password for the test, 

enforce a delay if students are able to attempt the quiz again (i.e. if formative).    

https://docs.moodle.org/35/en/Question_behaviours
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• Browser security: The options in this section offer various ways to try to restrict how students 

may try to 'cheat' while attempting a quiz. However, this is not a simple issue, and what in one 

situation is considered 'cheating' may, in another situation, just be effective use of information 

technology. (For example, the ability to quickly find answers using a search engine.).  If the 

option Full screen pop-up with some JavaScript security is selected.  See the following 

resource for more detail:  https://docs.Moodle.org/35/en/Quiz_settings#Review_options   

Overall feedback:  This section allows you to display overall feedback to a student when they have 

completed an attempt at the quiz.  The text can be altered depending on the percentage grade 

achieved. 

For example, if you entered: 

Grade boundary: 100% 

Feedback: "Well done" 

Grade boundary: 40% 

Feedback: "Please study this week's work again" 

Grade boundary: 0% 

Then students who score between 100% and 40% will see the "Well done" message, 
and those who score between 39.99% and 0% will see "Please study this week's work 
again". That is, the grade boundaries define ranges of grades, and each feedback 
string is displayed to scores within the appropriate range. 

 

Common module settings: This section allows you to control the visibility of the link that is provided 

on Moodle.  Note:  this is a separate function to the timing option previously mentioned. 

• Availability:  You can select whether to make the link visible to all, hidden or as a stealth link 

that must be posted elsewhere. 

• Restrict access:  Access can be restricted based on various factors. i.e. via an activity 

completion, the date, a particular grouping etc etc. 

 

NOTE:  If you do not change any of the other settings, the default behaviour of the quiz will be as 

follows: 

• There will be no time limit 

• Students will be able to attempt the quiz as many times as they wish, with the recorded grade 

being the best attempted. 

• Each question will appear on a different page 

• Students will be able to move freely between questions 

• Students will find out their score at the end 

• Feedback will be provided at the end 

 

To finish: 

https://docs.moodle.org/35/en/Quiz_settings
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Once all the appropriate setting are selected, then click:  

 

 

You should see the following screen:  

 

 

How to create a simple quiz 

This section deals with the creation of a simple quiz.  A simple quiz is one that has a fixed number of 

questions that are asked to all participants.    

For users that wish to create a question bank, please see the next section.  

This section is a guide to the creation of a simple quiz only. 

1. To begin, click edit quiz: 
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2. Click ‘add’ to expand the menu and select ‘+a new question’: 

 

3. You will then be asked to select the question type that you wish to add.  Select the 

appropriate question type.   

 

For a multiple choice test, select ‘Multiple choice’, then click ‘add’ 

 

 

4. Next you will write the question.  First name the question, then ‘Question text’ is the 

question that appears to students:  
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5. Next you need to specify the marks for the question: 

 

6. General feedback is the feedback given to all students after the question (or at the 

end).  This could be a detailed developed answer or some other message that you 

wish to portray.  

 

7. If only one answer is allowed, select ‘One answer only’ (or ‘Multiple answers 

allowed’ if there is more than one answer to a question). 

 

 
 

8. If you wish to shuffle the choices to users (i.e. for each option (a) / (b) / (c) / (d) etc to 

shuffle for each taker of the test, then ensure that ‘Shuffle the choices’ is selected. 

 

9. Then you opt for the presentation of the possible answers, most are likely to keep the 

default a. b. c. d. options, however alternatives are available (such as i., ii., iii. / 1., 2., 

3.) 

 

10. Answers is where you specify the possible answers to the question.   

 

Therefore, if the multiple choice test has four possible options, then you fill in these 

options in Choice 1, Choice 2., Choice 3. and Choice 4. (these can be adjusted 

accordingly depending on the number of choices you wish to make available). 
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11. For the question that is correct, then you select Grade = 100%.  For the others, leave 

them as “none”.  If you wish to use negative marking, then you can select a negative 

option. 

 

 

12. You have the option to provide specific feedback for every single option selected, or 

you can leave Moodle to mark it correct / incorrect.  The individual option feedback 

is very useful for formative assessment – particularly where an option may be a 

common error made in the area.  Feedback could be specified in this instance:  “You 

have selected [keyword], this is a common error in this area as…” 

 

 
 

13. If you do not wish to specify sub-feedback, the feedback for selecting the correct or 

incorrect option is detailed in ‘Combined feedback’.  These can be adjusted if needed. 
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14. Finally, you have the ability to offer multiple tries to students in the ‘Multiple tries’ 

section.  This will be useful for formative assessment.  If it isn’t relevant, you can 

ignore. 

 

15. When you finished entering you option for the question, click ‘save changes’. 

 

 
 

16. You should see your question in the question window: 

 

 

17.  You can preview the questions by selecting: 
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18. You will get a preview of your first question 

 

NOTE:  In this instance, the shuffle option has been selected.  Therefore, the possible 4 

answers will appear in a random order for each student.  If you wish for them to appear in a 

particular order, then you can disable this (as outlined in point 8 above). 

19. To add a 2nd question, repeat the process as outlined above by selecting ‘Add’, then 

‘+a new question’. 

 

How to create a question bank  
 

For a number of courses, it may be more appropriate to generate a question bank.  A question bank 

is a database of questions, which are arranged by categories in Moodle.  These categories can be 

limited for use at university, course or quiz level.   

Question banks are useful, especially having the ability to add to the question bank as time progresses.  

This can create a useful database of formative or summative questions for study/assessment 

purposes. 

How to segment questions based on the categories when using a question bank 

 

Questions in the question bank are generally organized into categories.  In the first instance, each 

course has a “default” category, however it is good practice to create multiple categories in order to 

organize your questions.  Organizing your questions by category (i) makes it easier to manage a large 

number of questions, which is likely to be the case when question banks are used, and (ii) to make the 

random question function much more straight forward later on.    
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The category function allows categories to be created at course level or at assessment level.  (Further 

information is available here:  https://docs.Moodle.org/35/en/Question_categories).  

For the following demonstration, four categories are going to be created within the assessment 

labelled ‘Test2 Quiz’.  These are Category1 to Category4.  You can call your categories by topic 

names/question difficulty or any other differentiating factor. 

For example, four categories can be created in order to present to students particular questions at 

particular points.  The idea here could be that students would get an easier question at the start of 

the test (category1) in order to ease them into the test, then category2 is the standard difficulty from 

the finance component of the course, category3 is the standard difficulty from the accounting element 

of the course, and category4 questions are challenging questions to allow the brightest students to 

stand out.  

 

 

 

Category1 = easy 

Category2 = normal_topic1 

Category3 = normal_topic2 

Category4 = challenging 

(We will come back to short answer in green later in this guide). 

 

1. To create a new category, go to quiz that was set up using the earlier instructions (“Setting up 

a quiz).   

 

2. Once you have done this, select settings cog:  

 

 

 

 

 

https://docs.moodle.org/35/en/Question_categories
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3. Then select ‘Question bank’ 

 

4. Select categories: 

 

5. In the section ‘Add category’, select the appropriate parent category: 

 

 

In the example above, the categories are contained within the quiz.  You may wish to make 

them Moodle wide for other purposes. 
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6. Provide each category a name: 

 

 
7.   Then select ‘Add Category’: 

 

 

8. Repeat this process for the number of categories that you require. 

 

9. The end result should appear similar to the following, with each of the categories listed: 

 

Adding questions to the question bank 

At this stage, you are now ready to add questions to the question bank. 

Select the ‘Questions’ tab in the Question Bank section.  (If you’ve navigated away, select the relevant 

Quiz on Moodle > Settings cog > Question bank). 

 

 

 

1. In the first instance, you should select the parent category of the categories that you 

previously set: 

 

Parent category 

Sub-categories 
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It is recommended that you enter all of your questions in the parent category, then ‘move’ 

them to the relevant categories later. 

2. Select ‘Create a new question’: 

 

3. You will then be asked to select the question type that you wish to add.  Select the 

appropriate question type.   

 

For a multiple choice test, select ‘Multiple choice’, then click ‘add’ 

 

 

 

4. In category, select the parent category (again, we will re-categorise the questions 

later). 

 

5. Next you will write the question.  First name the question, then ‘Question text’ is the 

question that appears to students:  
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6. Next you need to specify the marks for the question: 

 

 

7. General feedback is the feedback given to all students after the question (or at the 

end).  This could be a detailed developed answer or some other message that you 

wish to portray.  

 

8. If only one answer is allowed, select ‘One answer only’ (or ‘Multiple answers 

allowed’ if there is more than one answer to a question). 

 

 
 

9. If you wish to shuffle the choices to users (i.e. for each option (a) / (b) / (c) / (d) etc to 

shuffle for each taker of the test, then ensure that ‘Shuffle the choices’ is selected. 

 

 

10. Then you opt for the presentation of the possible answers, most are likely to keep the 

default a. b. c. d. options, however alternatives are available (such as i., ii., iii. / 1., 2., 

3.) 

 

11. Answers is where you specify the possible answers to the question.   

 

Therefore, if the multiple choice test has four possible options, then you fill in these 

options in Choice 1, Choice 2., Choice 3. and Choice 4. (these can be adjusted 

accordingly depending on the number of choices you wish to make available). 

 

 



   
 

In-course exam process   
Last Edited: 22 October 2018  Page 18 of 37 

 

12. For the question that is correct, then you select Grade = 100%.  For the others, leave 

them as “none”.  If you wish to use negative marking, then you can select a negative 

option. 

 

 

13. You have the option to provide specific feedback for every single option selected, or 

you can leave Moodle to mark it correct / incorrect.  The individual option feedback 

is very useful for formative assessment – particularly where an option may be a 

common error made in the area.  Feedback could be specified in this instance:  “You 

have selected [keyword], this is a common error in this area as…” 

 

 
 

14. If you do not wish to specify sub-feedback, the feedback for selecting the correct or 

incorrect option is detailed in ‘Combined feedback’.  These can be adjusted if needed. 
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15. Finally, you have the ability to offer multiple tries to students in the ‘Multiple tries’ 

section.  This will be useful for formative assessment.  If it isn’t relevant, you can 

ignore. 

 

16. When you finished entering you option for the question, click ‘save changes’. 

 

 
 

17. You will see your question entered in the main question bank screen: 
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18. Continue to enter all the questions for the quiz in the same way. 

In order to set up a short answer question for which the students have to write a few 

paragraphs answering the question set, you follow the same approach, but apart from 

selecting ‘Multiple choice’, you should opt for ‘essay question’ (NOT short answer): 

 

 

In the settings, ensure that “allow attachments” is set to “No”. 

 

19.  The final list of questions should appear similar to the following: 
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20. At this point, you should now categorise all of your questions that you have set.  In 

order to do this on the screen above, click all of the relevant questions in one category 

(i.e. category1 in this example).  Then select the category list next to the “Move to >>” 

button (as below) and select the relevant category. 

 

 

21. Once you have selected the relevant category, click “Move to >>” 

 

22. Repeat this process for all of your questions. 
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How to set up the structure of the online assessment 

 
Now you have set up all the questions, the final stage is to set up how the questions are displayed to 

the student.  The categories that we set up before will play an important role in the next section. 

Go back to the main quiz link on Moodle, and select the settings cog, then ‘Edit quiz’: 

 

 

You should see the following page: 

 

1. Select ‘Add’, then select ‘+ a random question: 
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2. The following window will appear: 

 

 

3. At this stage, you need to know how many questions you wish to appear in each category for 

the students.  A random question will be selected from all of the questions in the sub-category.  

i.e. for this example,  assuming 2 questions from category1, 4 questions from category2, 3 

questions from category3 and 1 question from category4. 

 

4. In order to select 2 questions to appear from category1, select the category from the drop 

down menu: 

 

 

In the above example, we can see that category1 (cat1) has 6 questions, cat2 12 questions 

etc. 

5. Then I wish for students to be asked two random questions from this category, therefore, in 

the ‘Number of random questions’ – 2 is selected: 
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6. Then click ‘Add random question’: 

 

 

7. This adds two random questions as follows: 

 

8. Repeat steps above for category2/3/4 (or however many categories you have). 

 

9. For the final essay/short answer question.  Go to ‘add’, then ‘+from question bank’ and 

select the short answer question: 

 

10. Then select, ‘Add selected questions to the quiz’: 

 

11. At this point click ‘Repaginate’ and ensure that Repaginate with 1 questions per page is 

selected’. 

 

12. The final task is to allocate the marks for each question.  Edit each of the multiple choice 

questions 1 – 10, to 6.00 by click on the pencil and entering 6.  Press enter to store the new 

grade. 
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13. The essay/short answer question at the end of worth 40 marks, so enter 40 in that box. 

 

14. Finally, at the top of the page click ‘save’. 
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Previewing the quiz 
To ensure that the quiz works in the way that you expect, you have the option to ‘Preview’ the quiz. 

 

 

 

How to set up the assessment link 
In order to make the link available to students, it is important that the test is not hidden.   

If you unhide the link, students will only be able to start the test at the time and date specified when 

setting up the original link, and will close (if a time and date was specified).    

Once the window is open for the student to start the test, if the test is timed, then once the students 

start the test, they will be given the following warning: 
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Splitting up students in groups 
After the assessment link has been set up, students have to be split into 2 groups in order to 

accommodate disability students’ needs.  

Group 1 (Group A) should contain all students excluding the students with extra time for exams. 

Group 2 (Group B) should contain only the students who have extra time for exams.  

Please see the M2. Moodle - How to create groups user guide for information on how to set up 

these groups. 

Creating separate assessment links 
The course coordinator will create the original assessment link.  Programme Administrators will then 

need to create a separate online exam link for students in group B. 

To create a separate link then the original online assessment link can be duplicated. 

1. Click on the edit settings button  

2. Select Duplicate. 

 

Staff will then need to edit both assessment links restricting access to a specific group of students. 

Please follow the steps listed below to set up the links: 

Group A online assessment link 

1. Click the Edit icon at the top right-hand side of your course page and select Turn editing 
on from the drop-down list. 

2. Timing section 
Please chose start and end date and time of the online assessment. Time limit section shows 

the duration of the exam.  

file:///J:/ProgrammeAdmin/Assessment/Assessment%20Administration/Userguides/Administrators/M2.%20Moodle%20-%20How%20to%20create%20groups.docx
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3. Restrict Access 
 

 
 
4. Save 

 

Group B online assessment link 

If you have not already duplicated the assessment link then duplicate the link as per the instructions 

above. 

1. Time Limit (Please add the additional time in accordance with the disability students 

provisions) 
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2. Restrict access (Please chose the group of students that you would like to give access to the 

online assessment. For example, Group B) 

 
 

Student extensions 
Students might need an extension in order to take the online assessment on a later date or at a 

different time. In that case Programme Administrator has to change the online assessment settings 

for a particular student in order to allow them to sit the assessment at a different time. Please follow 

the steps below: 

User overrides 
To change an online assessment setting for a particular student, click the "add user override “button 

opening the assessment link, make the changes you wish and save or enter another override as 

follows: 
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Then Save. 

Checking student attempts to complete the assessment 
A Moodle report allows you to check who has/hasn’t completed online assessment.   

 

Click the Edit icon at the top right-hand side of your course page and select More from the drop-

down area. 

1. Open the online assessment link and click on “Attempts” button 
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2. Download the report in Excel format by clicking on the “Download” button in the low right 
hand corner to see a list of students attempted the assessment. 

 

Finalising marking 
All marking is done entirely online and no grading spreadsheets are required.  

Once marking is complete and before grades and feedback are returned to students, administrators 

will need to carry out the following tasks 

1. Ensure that the marking review form has been completed by all markers involved. 

2. Ensure that the generic feedback has been completed by the lead marker/course co-

ordinator.  

3. Course coordinator is returning back a spreadsheet with all grades. Staff can prepare the 

GradeUploadTemplate spreadsheet in advance, and ask Academics to use this alternatively 

staff can send a simple spreadsheet with student IDs and grades only.  Please use the 

import grade data instructions to upload the grades on AMS as per Appendix 1: Uploading 

online exam grades to AMS 

4. Update the Workflow to stage 10-Locked by Admin’.   Please follow the instructions within 

the Course Review Administration User Guide for further instructions.  If staff have not 

previously moved the assessment from draft to scheduled they will need to ‘Edit 

Assessment’ and tick the scheduled box on the general tab which then allow the workflow 

to be updated correctly. 

• This will ensure that lateness penalties are applied correctly to assignments that were 

scanned at reception. 

• Staff can also add course notes for inclusion at the Board of Examiners meetings. 

• Staff can also add the marking review and general commentary onto the Course 

Review Dashboard for review by both the course coordinator and the external 

examiners. 

Return of Grades and Feedback 

Hide percentage and ranges from user report (Moodle) 

The user report shows the grade percentage and ranges by default. It is best to disable these 

otherwise students may question the grades they have received based on the percentage. 

1. Click the Edit icon on the top right of the course page 

file://///cfsg01.campus.gla.ac.uk/SSD_Dept_Data_D/BUS/BUSPublic/ProgrammeAdmin/Assessment/Assessment%20Administration/Resources/Exam%20Resources/Exam%20processing/Grade%20Upload/GradeUploadTemplate.xlsx
file:///C:/Users/tr57k/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/IEYADRG6/A4.%20%20Course%20Review_Adminstrator%20User%20Guide.docx
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2. Click Gradebook setup from the drop-down menu. 

3. From the Gradebook setup screen, select Course grade settings from the drop-down menu. 

4. Scroll down to User report and set Show grades and Show feedback to Show.  Everything 

else should be set to Hide. 

 

 

Appendix 1: Uploading online exam grades to AMS 

Creating a non-AMS grading spreadsheet 
1. Open the GradeUploadTemplate spreadsheet.  

file://///cfsg01.campus.gla.ac.uk/SSD_Dept_Data_D/BUS/BUSPublic/ProgrammeAdmin/Assessment/Assessment%20Administration/Resources/Exam%20Resources/Exam%20processing/Grade%20Upload/GradeUploadTemplate.xlsx
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2. Insert the Assessment ID into column A, ensuring there is an entry for each grade that is to 

be returned. 

3. Paste Student IDs into column B. 

 
4. Save Spreadsheet using the following naming convention: [Internal Assessment 

Code_grading spreadsheet] for e.g. MGT1001_1C_grading spreadsheet. 

Importing Grade Data 
Please note that the import grade data function will not work when the workflow has been locked to 

stage 10 and above.   

 

1. Prepare and review the completed spreadsheet.   

2. Click (…) and select Import Grade Data 

 

 
3. Upload prepared data spreadsheet, by using either dragging and dropping  file or use the 

‘Select File’ facility. 

 
 

The Workflow will move to stage ’05-Second Scan in Progress’. 

 
 

4. Click (…) and select Review Scan Data.   
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5. Review and accept the new imported grades. The exam grades will be re-calculated and 

replaced with the new grade.  Please note that the grades under the Markers Updates section 

will be empty as there no grades on the system. 

  
 

6. Continue to the Review Scan Data (Assessment Summary) screen, where you will be asked to 

confirm the data if there are no errors. 

 
7. If there are no errors please confirm the data. If there are errors please follow the instructions 

under Review Scan Data to resolve them. 

8. Once the issues have been resolved, you can move onto the next stage. 

Appendix 2: Uploading Assignment Questions on AMS 
Once the marking for an assignment has been completed, you should upload the assignment topic, 

answer guide/solutions and the assignments to AMS for the benefit of markers/external examiners.   
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1. Log in to AMS. 

2. In the Assessments screen, click on the select button (…) and select Document Upload 

(Assignment) 

 
3. Click the upload button for Assignment Question; Assignment guide and solutions or 

Assignment Submissions.  

 
4. Click Select File and open the Moodle zip file or drag-and-drop the file into the box  

Example:  the file name from Moodle will look something like this ‘MGT1023_1718-

MGT1023 Principles of Management Assignment 1 E-Submission Area-725268’ 

 

https://ams.gla.ac.uk/Default
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5. Click Upload, then Exit 

 

 

This action may take several minutes whilst the files are uploaded and you can check the 

progress as per the sample above. 

 

Preparing Assignment Samples for External Examiner Review  

For online exams, ……… 

Preparing General Commentary for External Examiner Review 
Generic Feedback are currently not processed via AMS however for staff to fully utilise the functions 

of the Course Review Dashboard staff are able to paste the information directly into AMS.  This will 

allow both Course Coordinators and External Examiners to view the material without having to 

revert to file sharing.   

To enable to print the forms directly from AMS staff should follow these instructions: 

1. Click (…) next to the course and select the Course Review Dashboard 

2. Within the dashboard, you should select the Assignment 
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3. Select “Update Generic Feedback” to access the Generic Feedback Form, you will be 

presented with a blank page as per the screen below. 

 
4. To add the commentary, use the copy and paste short-key functions.  

5. Click Update to save your work. 
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