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How to submit your Written Assessment in Moodle

Use this guide when submitting your Written Knowledge Assessment.

1. Download and complete your assessment
Open the Written Knowledge Assessment activity in your Moodle course.

Download the Word document, answer the questions and save the file using your full name and unit code, for
example RIIMPO318_John Smith.docx.

2. Start your upload

Select Add submission. This opens the area where you can upload your completed Word document.

P Completion requirements:

Make a submission
Receive a grade
Receive a passing grade .

Add submission

Submission status

— r

3. Choose your completed document
Select the plus (+) button in the Files box or drag your completed Word document into the upload area.

Check that you have selected the completed document, not the blank original.

v Add submission

Maximum file size: 1 MB, maximum number of files: 5, maximum total size:
4.7 GB

File submissions
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@ Files

You can drag and drop files here to add them.

Accepted file types:
Document files .doc .docx .epub .gdoc .odt .oth .ott .pdf .rtf
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Upload and save your work

4. Check your file is attached
Your file name should appear in the Files area.

Check that the name and document are correct, then select Save changes.

v Add submission

File submissions Maximum file size: 20 MB, maximum number of files: 5, maximum total size:

4.7 GB
+ @ ® =t
® Files
O  Name Last modified Size Type
&) RIMPO318 Written 22110126, Word 2007
o Knowledge Assessment 14:03 7.8 M8 document
.docx

Accepted file types:
Document files .doc .docx .epub .gdoc .odt .oth .ott .pdf .rtf

5. Submit your assignment
After saving, Moodle may show Draft (not submitted).
This means your file is saved but has NOT been submitted for marking.

Select Submit assignment.

Completion requirements:

14

Make a submission
Receive a grade
Receive a passing grade

|
Submit assignment 2] Edit submission Remove submission

Submission status

Attempt number This is attempt 1.

Submission status Draft (not submitted)

Grading status Not graded

Last modified Thursday, 22 October 2026, 2:02 PM

File submissions
£ RIIMPO318 Written Knowledge Assessment .docx

22 October 2026, 2:02 PM

Submission comments
> Comments (0)
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Confirm your submission

6. Confirm that the work is yours

Tick the declaration confirming the work is your own, then select Continue. After final submission, you cannot
change the file unless the assessor allows another attempt.

Completion requirements:

- Make a submission

Receive a grade
Receive a passing grade

Confirm submission

(] This assignment is my own work, except where | have acknowledged the use
of the works of other people.

Are you sure you want to submit your work for grading? You will not be able to
make any more changes.

© Required

7. Check that Moodle received it

Your Submission status must show Submitted for grading (green). Grading status may say Not graded until your
assessor reviews the work.

Completion requirements:

v Done: Make a submission
+ Receive a grade
- Receive a passing grade

Submission status

Attempt number This is attempt 1.

Submission status Submitted for grading

Grading status Not graded

Last modified Thursday, 22 October 2026, 2:04 PM

File submissions
& RIIMPO318 Written Knowledge Assessment .docx

22 October 2026, 2:02 PM

Submission comments
> Comments (0)

Important: A file showing as Draft (not submitted) has not been sent for marking. Always check that the status
says Submitted for grading.

If you need to correct an answer later: Review your assessor’s feedback and wait until another attempt is made
available. Update the questions identified, then upload and submit your revised Word document.
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