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Introduction

Audience This guide is for anyone who uploads student files to NZQA, using the Digital

Submission Upload option in the Provider Login.

Topics

This document has the following topics:
Before you begin

Steps to submit a digital file to NZQA

Step 1: Go to the digital submission page for the standard

Step 2: Check filename is correct for the student

Step 3: Select file(s) for upload

Step 4: Review any file matching error messages

Step 5: Upload the files

Step 6: Upload student files over 200MB

Replace student files

Submit additional student files

Deleting student files
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Before you begin

Student You can only upload files for students with an entry submitted to NZQA for

entered that standard.

File type = Some standards have limited permitted submission file types.

The file types accepted for a standard are listed in the Assessment
Specifications for that standard.

The standard’s Assessment Specification can be found on the NZQA website:

NCEA standard: https://www.nzga.govt.nz/ncea/subjects/ (under the
standard’s subject page)

NZ Scholarship standard: https://www.nzga.govt.nz/qualifications-
standards/awards/new-zealand-scholarship/scholarship-subjects/ .

File name To link an uploaded file to the correct student’s entry, the file name must
include the student’'s NSN and/or name in a specific format.

NZQA'’s preferred file naming convention is:
[School No]-[NSN]-[Standard No].[extension]
Example: 0045-345678912-91979.pdf

Note: The school number must be padded with leading zeros to 4 digits. For
example, 2123, 0023, 0004.

Other permitted file naming conventions are covered in Step 2: Check
filename is correct for the student.
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Steps to submit a digital file to NZQA

Upload There are two NZQA web pages available for uploading student files:

options
P ® The standard entries page allows multiple students’ files for that
standard to be uploaded at a time.

® From the standard entries page, an individual student can be
selected to open their specific entry page which will only allow that
student’s file(s) for the standard to be uploaded.

The methods of adding the files, the file requirements and the error messages
are the same for both options.

Main These are the main steps to submit a digital file to NZQA.
steps
Step | Action

1 Go to the digital submission page for the standard

2 Check filename is correct for the student

3 Select file(s) for upload

4 Review any file matching error messages

5 Upload the files

6 Upload student files over 200MB

Optional These are additional optional actions, after you have submitted a digital file to
actions  NZOQA.

® Replace student files

e Submit additional student files

® Delete student files

Page 5 of 30



Step 1: Go to the digital submission page for the standard

Steps Follow the steps below to go to the digital submission page for the standard.

Step Action

1

Open one of these browsers:
e Chrome
® Firefox
e Microsoft Edge

Access the NZOQA website.

Click Login and under Manage your organisation online, click Provider log in.

© The New Zesiand Qualificatic X

5 € @ = www2nzaagovnz * a8 0|l% &0

* Bookmacky @ Puns § Tus @ MiPlaning @ Subject atlocation Used Avcs @ AREA MSADDS T @) AdobeStock [ EA 38 Comfibencs @ NZOAwebsts nzsT | £ A1 Bookmarks

() Mana Tohu Matauranga o Acteoroa Contactus  Aboutus Search the site... Q 2 Login
New Zeoland Qualifications Authority

Matauranga, paerewa, pikenga-whaiti NCEA me te tohu kura tuarua Maori Nga iwi o Te Moana-nul-a-Kiwa Métauranga matua Tuawhen: M3 métou
Qualifications, credentials ond stondards v NCEA and secondary v Maori v Pasifika v Tertiary v Internagyfial v About us v

Nau mai haere mai. Welcome to NZQA

We make sure New Zealand qualifications are recognised and respected, here and
overseas, and that qualifications and credentials meet the needs of learners in the
changing world

Nga tino wharangi Ngé akonga me te whanau
Popular pages Students and family

[ = TEE . A RS ——
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On the right Useful links menu, click Old portal home page (Providers login).

Click Digital Submission Upload from either the:

® School’s Home menu on the left side of the screen

® General Security Features on the main part of the screen.

Result: For the current academic year, a list of the subjects that have entries
from your school and accept digital submission files displays.

Home > For providers > School's Home

PROVIDER MENU

School's Home

- Return to MYNZQA (new portal)
- Key Indicators

- Candidate Search

- Standard Search

By using this function you are agreeing to use it for a proper purpose, and to comply with the requirements
and conditions of the Privacy Act, in particular information privacy principle 10 (limits on use of personal
information) and information privacy principle 11 (limits on disclosure of personal information) (see the &
Privacy Principles). This is in addition to any other obligations you may have in relation to this function and/or

the information contained within it.

For tertiary providers only:

[ Digital Submission Upload _
~Teports We are currently experiencing technical issues with our systems and this means that you cannot submit new

applications at the moment or view the status of your current applications.

- Statistics

- Record of Achievement
- School's Administration
- Data File Submission

- File Downloads and Searches
- Billing Report

- Financial Assistance

- Exam Centre Timetable
- ECM Recruitment

- Circulars

- Forms

- Logout

Note:

We apologise for any inconvenience that this causes you.

Policies and procedures for engaging with NZQA's Tertiary Records unit is available in this User Guide

Note: User Guides related to other links on this page are available (where applicable) when you click on a link.

Status of Submission Data

Your file creation date: 1/5/2023

General Security Features

Key Indicators
Test for ELE 2 Key Indicators

Candidate Search
Test for ELE 2 Candidate Search

Standard Search
Test for ELE 2 Standard Search

Digital Subm

Reports

Date last file processed: 2/5/2023 Latest Batch: 170908

Moderation

& External Moderation

Assessment and Moderation Plans, Moderation
Reports and Annual Summaries for NZQA moderated
standards.

Education Sector Login (ESL)
The following link will transfer you to ESL to log in.
Education Sector Login

TFQT far erhanle-ravid1Qoiindarec Dans ic rraatad

1. The list also shows the number of standard entries there are for each

subject.

2. If a subjectis not listed here, please go to the new portal and select Digital

submissions / Kete Manarua.
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Standard Search - School Name - 2022 (

Showing Standards allowing upload only
Entries data is available for 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016
2017 2018 2019 2020

Szarch by Standard Mumber: m

Subject Enfries
Te Ao Haka 56
Technolegy 48
Wisual Arts 100

3 subjects were found.
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Determine your next step.

If you... ‘ Then...

know the standard number you want to upload
submission files to

goto Step 5

don’t know the standard number you want to
upload submission files to

go to Step 6

If you know the standard number, then enter it in the Search by Standard
Number field and click Search.

Result: Students entered in the standard display

Standard Search - School Name - 2022

Showing Standards allowing upload only
Entries data is available for 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012 2012 2014 2015 2016
2017 2018 2019 2020

Search by Stan

Subject

Te Ao Haka
Technology

Visual Arts

3 subjects wer

A

¥

el
0 . .
Candidates Entered in 91979 - School Name - 2022
Standard 91979
Subject Te Ao Haka
Title: D rate und ding of el within a Te Ao Haka performance
Azzzzsment External
B add files... H 8 ciart upload H B Cancel upload and clear the list
Candidate Name NSN Version Result Date Credits Consentto Ext BExt
Complete  Achieved Assess Crg Loc
Bains, Shannon 123456789 1
1 file uploaded
Harnish, Buasorn 234567890 1
1 file uploaded
Mazrr, Ko-Tzo 345678901 L
Upload File
vaipulu, Maric 456789012 1
1 file uploaded
4 candidates enrolled at this school were found.

Course

Level One Miori
Performing Arts

Level One Miori

Performing Arts

Level One Miori

Performing Arts

Level One M3ori
Performing Arts
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If you do not know the standard number, click the subject in the list that contains
the standard that you want to upload files to.

Standard Search -

School Name - 2022

Showing Standards allowing upload only
Entries data is available for 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016

2017 2018 2019 2020

Search by Standard Number: @

Subject /

Te Ao Haka
Technology

Visual Arts

3 subjects were found.

Entries

56

48

100

Result: Subject’s standards where digital submissions are accepted display.

Te Ao Haka Standards - School Name - 2022

=

Code Assessed
91575 Interna
91977 Interna
31378 Eazmal
91973 Extemal

Code Aszessed
91980 Internal
91981 Interna
91982 Exctemal
91983 Extemal

Code Assessed
91984 Interna
Q1985 Interna
91986 Extemal

11 standards were found.

Level 1 Standards
Demonstrate understanding of key features of Te Ao Haka
Perform an item from 2 T2 Ao Haka discipline

Demaonstrate understanding of categories within 2 Te Ao Haks discipline

Demonstrate understanding of elements within 2 Te Ao Haka performance

Level 2 Standards

Explore elements to create a section of 2 Te Ao Haka item
Perform & Te Ac Hzka item to respond to 2 local kaupapa
Compare a Te &c Haka performance and one other performance

Respond to 2 Te Ao Haks performance

Level 3 Standards
Reflact on 2 personzl learning journsy in 2 discipling of Te Ao Hzka
Perform three categaries within 2 dizcipline of Te &0 Haks

Perform two Te Ao Hake disciplines

Candidates

Candidates

Candidates

9

Note: The Candidates column shows how many of your students are entered in

the standard.
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Click the standard you want to upload files to.
Result: Students entered in the standard display.

¥

Ea
~~ candidates Entered in 91979 - School Name - 2022

Standard 01979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment External

E Add files... H & Start Upload || E Cancel upload and clear the list
Candidate Mame MNSN Version Result Date Credits Consentto Ext Ext Course

Complete Achieved Assess Crg Loc

Bzins, Shannon 123456789 1 Level One M3ori
1 file uploaded Performing Arts
Harnish, Buasorn 234567890 i Level One Maori
1 file uploaded Performing Arts
Marn Ko-Tao 345678901 1 Level One Miori
Upload File Performing Arts
Valpulu, Maric 456769012 1 Level One Miori
1 file uploaded Performing Arts

4 candidates enrolled at thiz school were found.

Review the list of students with entries for the selected standard.

Determine your next step.

If... Then...

the PN must submit an updated data file to

the student is not listed NZOA to create an entry

you would like to upload files | go to Step 9, then continue to Step 2: Check
for one specific student filename is correct for the student section

you would like to upload files
for one or more entered
students

go to Step 2: Check filename is correct for the
student section

Click on a link directly below the student’s name to load the files against one
specific student only.

Note: The link will be:

® Upload File if no files have been uploaded
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e n file uploaded if files have been previously successfully loaded.

=
o |
Candidates Entered in 81979 - School Name - 2022
Standard: 01979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Azzezzment: External
E Add files... £ Start Upload E Cancel upload and clear the list
Candidate Name MSN Version Result Date Credits Conseniio Ext Ext Course
Complete  Achieved Assess Org Loc
Bains, Shannan 123456789 i Level One M3ori
1 file uploaded Performing Arts
Harnish, Buasorn 234567890 1 Level One M3ori
1 file uploaded Performing Arts
Marr, Ho-Tao 3456675901 1 Level One M3ori
Upload File Performing Arts
Valpulu, Maric 89012 1 Level One M3ori
1 file uploaded Performing Arts
4 candidates enrolled at this school were found.
Result: The Upload files for External Submissions page displays.
=

o

Upload files for External Submissions

Candidate NSN: 345678901

Candidate Name: Marr, Ko-Tao

Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within 2 Te Ao Haka performance
Azsessment: External
E Add files... o Start Upload E Cancel upload and clear the list
File Hame Original File Name Size Upload At
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Step 2: Check filename is correct for the student

Introduction

You need to check that the filename is correct for the file that you want to
upload.

A correct file name will successfully link to the student entry, in preparation
for upload.

An incorrect filename will return an error and will not be uploaded to
NZQA.

File naming
convention

You must use one of these file naming conventions for the student’s file:

File naming convention Example

) [School No]-[NSNJ-[Standard No].[extension] 0045-456729012-91979.pdf

preferred convention

[NSN].[extension] 456729012.mp3

[Surname]-[First name].[extension] Marshall-James.mp3

[NSN]-[Surname]-[First name].[extension] 456729012-Marshall-James.mp3
School The school number is your school’s Ministry of Education (MoE) number.
number If you use your school number in the file name it must be padded with

leading zeros to make it 4 digits long. Example: 0123, 0023, 0004.

Student If you use a file naming convention that includes the student’s name, then
name must the student name must exactly match the name and case displayed in the
match student entry. It must also match any spaces shown within the name in
exactly student entry.

Example:

Student entry name shown as... | Acceptable file name

Foster, Sasha Foster-Sasha.mp4

CESARIO PIOTTO, May CESARIO PIOTTO-May.mov
De Hoedt Norgrove, Sheree De Hoedt Norgrove-Sheree.avi
Smith-Long, Jane Smith-Long-Jane.mts
McCollum, Amy McCollum-Amy.pdf

Smith, T'reik Smith-T’reik.pdf

MacDonald, KUSHLA MacDonald-KUSHLA.mp4
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Step 3: Select file(s) for upload

Selecting Files

Check that the file(s) being uploaded are for the correct standard. There
are two ways to add files for upload:

® Files can be selected by dragging files on to the webpage

® Files can be selected by clicking the Add files button.

Adding files by
drag and drop

To drag the files, open your local drive with your file browser and select

the file(s) to load.

Drag the files on to the webpage area anywhere below the title bar.

When the icon changes to a loading symbol then you are in the right

place to drop the file(s).

UPLOAD Fi

SUBMISSIC

% bmissions

= Key Indicazors

- Candidate Search Candidate NSN:

=
- Digital Submmission Uload Scandard:

~ Repars s + Copy
~ Statistics = -

e Tele: nde  t: ts within a Te Ao Haka performance

- Schoof's Administration fe—re s

- Data File Submission

- Fia Downloads and Searches B Addftes... || ® startupload || B cancel upload and clear the list

- Biling Report

- Financal Assistance

- Bxam Centre Timstadle File Name Original File Name Size Upload At

- Circilacs

- Forms

= Logout

Adding files
through ‘Add
files’ button

To add the files through a file browser, click Add files.

¥

&y
+ Upload files for External Submissions
Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Stancard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Azsessment: External
S
E Add filﬁ.ﬁslaﬂ: Upload E Cancel upload and clear the list

File Name

Original File Mame

Size

Upload At
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Navigate to your local drive, select the file(s) and click Open.

NZ# A

o 50 i 0 i, i 30 g, 3 e s K R | g, S b o
e it St vt f by D T o The St N Tk o Koty B & D¢ it

UPLOAD FILE S FOR EXTERNAL
SUBMISSIONS £

1 Upload files for Extemnal Submissions

andidate NS 345678901
Canéidaze Name Marr, Ko-Tao
91979
Susgect Te Ao Haka
Tiele Demonstrate understanding of elements within & Te Ao Haka performance
haseszments External
- Fie Dow 5 & |
oy I R pddfies... ‘ ® giatupiosd | B Cancel upload and clear the list
- Bilkeg Rap o
Exam Centre Troetatle @ Open X
Fie Name
1« O « Doc.. » 91979 submi.. v O ean ’ f
Organize v New folder kv ™ @
B Desktop s Archive
= Documents o 0045-345678001-91870 paf
91979 submission files 2022
Add-in Express
Custom Office Templates v
newzealand §OVENZ  cosriant © tew esised File name: | 0045-345672501-91979 pdt <! [AllFiles =) >
Cancel

Note: You can also drag and drop the files across instead of clicking
Open

Selecting
multiple files in
the file browser

In the file browser you can select multiple consecutive files by holding
down the Shift key and selecting the first file of interest and the last file
of interest in the file list in the file browser window.

You can select multiple non-consecutive files by holding down the Ctrl
key and selecting individual files of interest from the file list in the file
browser window.
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Review
messages after

adding files
The result will be:

If...

student entry

files cannot be matched to a

The result of adding the file(s) by dragging files on to the webpage or
by clicking the Add files button will be the same.

Then...

an error message will display in the
message panel.

files can be matched to more
than one student entered

an error message will display in the
message panel.

An example would be using names
only in the filenames and two
students of the same name are
entered in a standard.

type for this standard

files are not a permitted file

an error message displays under
the student’s name.

files are over 200MB

a message displays under the
student’s name with a link to load
the file by google form.

file is successfully matched to
an entry and the correct type

the file will show with a message
‘ready to upload’

Error messages for file naming errors or the incorrect file type can be

downloaded.

You have the option to cancel the upload and correct the cause of the
error then reload the student file(s) or continue with the upload of

‘ready to upload’ files.

Next action for a

message
If...

files matching student
entry errors

Use the table below to see what to do next:

Then...

go to the section Step 4: Review any file
matching error messages.

files matching more
than one entry

go to the section Step 4: Review any file
matching error messages.

files are not a permitted
type

check the Assessment Specification for
the standard on the standard’s subject
page on the NZQA website.
(https://www.nzga.govt.nz/ncea/subjects/).

files that are larger than
200MB

go to the section Step 6: Upload student
files over 200MB.

files ready to upload

go to the section Step 5: Upload the files.

Note: You can click Cancel upload and clear the list to clear all
errors and cancel the files listed as ready to upload.
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Step 4: Review any file matching error messages

Introduction

File matching error messages are the same whether files are loaded
to the page listing all entries to the standard or the page for an
individual student’s entry to the standard.

The error message includes the name of the file that triggered the
error.

File matching
error

If there are errors encountered during the file upload with the file
name(s) or matching the file to a student entry, the message panel will
identify the file(s) that contain the error and a brief description of the
validation error.

Example errors are:

- Upload files for External Submissions

Candidate NSN 345678901
Candidate Nama: Marr, Ko-Tao
Stzndard: 91975
Subject: Te Ao Haka

Title: Demeonstrate understanding of elements within 2 Te Ao Haka performance

Assessment: External

Error trying to match files with the current learner, please review below: Export to CSV

* File 0045-234567890-91979.mp4 doesn't match with any candidate(s) information on this page.

E Add files... H b Start Upload H h Cancel upload and clear the list

File Hame Criginal File Mame Size Upload At

e File [filename] doesn’t match with any candidate(s) information on
this page.

® There are 2 candidates with information matching this file.
Please rename the file to make it unique. E.g. include NSN.

Go to the section Step 2: Check filename is correct for the student to
see examples of the correct use of student names in the file names.

If you are uploading a class and at this point notice the entry is missing
for one file, then the school PN must add a standard entry for the
missing student.
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Exporting the
file matching
error(s)

+ Upload files for External Submissions

To export the list of errors, click Export to CSV.

Candidate NSN: 345678901
Candidate Nama:! Marr, Ko-Tao
Standard: 01979
Subject: Te Ac Haka
Title: Demonstrate anding of el nts within a Te Ao Haka performance
Acsessment: External /
B add files... H 2 510t Upload ‘ ‘ B Cancel upload and clear the list
File Name Criginal File Name Size Upload At
Result:
4 » | B | ¢ | b | E | FE | & [EEH 1 | 1

1 |Digital Submissions Upload Error Messages

2 |File 345678901-KoTao-Marr.pdf doesn't match with any candidate(s) information on this page.

3
4

Note: This function is useful when there are several errors displayed,
as the error messages will disappear when the upload page is

refreshed.
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Step 5: Upload the files

Files are  For files that show as ‘ready to upload’, you must complete the process by

ready to . .
uploading the files.
upload P 9
=
T Upload files for External Submissions
Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Stangzrd: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Azseszment: External
E Add files... H Start Upload E Cancel upload and clear the list
File Name Original File Mame Size Upload At
File "0045-345678901-91979.pdf™ is ready to upload. ‘—_
Steps Follow the steps below to complete the file(s) upload.

Step Action

1 Click Start Upload

o

Upload files for External Submissions

Candidate NSN: 345675901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External

B s P I .

Add files... Start Upload Cancel upload and clear the list

File Mame Criginal File Name Size Upload At

File "0045-345678901-91979.pdf" is ready to upload.
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Result: The file(s) will progress through 3 stages:

1 The Uploading file progress bar displays:
File Name Dngma\ File Name Size LP:JEIQA'.

Uploading file ...

2 The Analysing file message displays:

File Name Original File Name Size Upload At

Analysing file ...

3 The File uploaded successfully message displays:
File Name Original File Name Size Upload At

File uploaded successfully.

Note: If the file upload encountered issues during the upload, then a
message displays:

Upload failed.
Please, refresh the page and try again for this file. If the error persists, contact our Contact Centre.

Follow the instructions and reattempt the upload, before contacting the
NZQA Contact Centre on 0800 697 296.

Click the browser refresh button to view an updated list of the files uploaded.

T Upload files for External Submissions

Candidate NSN 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within 2 Te Ao Haka performance
Assessment; External
E Add files... o Start Upload E Cancel upload and clear the list
File Name Original File Hame Size Upload At
0045-345678901-91979. pdf 0045-345678901-91979. pdf FOKE  7/04/2022 2:29:41 PM

Note: If you used a filename that was not the recommended naming
convention, the file will be given a system file name in the recommended
format with your school number, the student’s NSN and the standard
number.
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Step 6: Upload student files over 200MB

Files If a file being uploaded is over 200MB, a message will direct you to submit the
over file via a link which opens a Google form.
200MB
The Google form will prompt you for the information required by NZQA staff to
process the file.
Large files are processed separately to minimise security risk to NZQA.
Google  To load a submission file via a Google form you must have a Google account.
account
If you do not have a Google account, then you can create one from the link on
the Google login screen or refer to the Google online instructions on how to
create an account
(https://support.google.com/accounts/answer/27441?hl=en&ref topic=3382296).
Steps Follow the steps below to upload the file using a Google form.

Step ‘ Action

1

From the file size message, click on the clicking here link to open the Google
form.

~
{1
— Upload files for External Submissions

Candidate NSN: 345678301

Czndidate Marr, Ko-Tao

Name:

Standard 90916

Subject Visual Arts

Title: Produce a body of work informed by established practica, which develops ideas, using a range of
media

Assessment External

B ndd files... || & 5ot Upload ‘ B Cancel upload and clear the list
File Name Original File Name Size Upload At

File size [ 0045-345678901-90916.mp4 )  is over the 200 M8 limit. Please, resubmit the file by & clicking
here.
You will need a Google account.

Result: The Google login screen is displayed.

Google
Signin

to continue to Forms

[ |

Forgot email?

Not your computer? Use Guest mode to sign in privately

Learn more

Create account =3

English (United Kingdom) ~ Helg
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Log in with your Google credentials or select the Create account link and
follow the Google prompts to create a new Google account.

Result: A Google form is displayed.

Digital Submissions Upload
Please use this form to record your candidate’s details and to upload files

samlongnz@gmail.com Switch account S

The name and photo associated with your Google account will be recorded when you upload
files and submit this form. Only the email you enter is part of your response

* Required

Email *

Complete the form. You will need to fill in:

® an email address that we can contact you on
® your School’'s name

® your School’s MoE ID (School number)

® the student’s name

® the student’'s NSN

® the standard number.

To upload the files, click the Add File link

Upload candidate material *

L. Add file

m Clear form

Result: A popup window is displayed.

Insert file x

Upload My Drive Previously selected

Selees files from your device

Cancel
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You can drag the files into the popup window or click Select files from your
device to use a file explorer to find the student’s file.

Result: The file will show in the window.

Insert file x
Upload My Drive Previously selected
B 0045-345678901-90916.mp4  32525M x

Add more files

m Cance'

Click the Upload button to upload the selected file.

Result: The progress bar will display the uploading progress.

Insert file x
Upload My Drive | Previously selected
B 0045-345678901-90916.mp4  32525M | v v ]

Add more files

Uploading 1 of 1 /

Cancel

When the file has completed uploading the popup window will close and return
you to the main form.
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Click the Submit button to complete the submission process.

Upload candidate material *
W 0045.345678901... X

XL Add file

Result: A message will display that your Digital Submission Upload response
has been recorded.

Digital Submissions Upload

Your response has been recorded.

This content is neither created nor endorsed by Geogle. Report Abuse - Terms of Service - Privacy Policy

Google Forms

Close the tab.
This completes the process.

Note: The uploaded file will not show on the Standard entry page, but NZQA
will receive the information that the file has been uploaded through the Google
form.
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Replace student files

Deadline for  The date of file submission is recorded by the system at the time of upload.

replacement ] ) o )
submission  All files, whether first submissions or replacements must be submitted by

the submission deadline date.

Replacing The ability to replace a file is dependent on the settings for the standard.
files
If... Then...
a standard does not permit | a new submitted file will replace the
multiple file submissions existing file.
per student

a standard permits multiple | 5 new submitted file will replace an
mteil of;j|fferent types per | oxisting file if the new file is the same
studen file type as an existing file.

If you want to replace a previously
submitted file that is a different type see
the Delete student files section for who
to contact for assistance.

a standard permits multiple | 5 new submitted file will show as an

files of the same type per | 4qgitional file in the student's entry
student page

If you do not want the previous
submitted file to be assessed see the
Delete student files section for who to
contact for assistance.
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Steps Follow the steps below to replace a file and confirm the replacement file
has been uploaded successfully.

Note: For this example, a standard that does not permit multiple files is

used.
Step Action
1 To submit a replacement file for a student with an existing submitted file,

follow Steps 1 to 6 of submitting a file, with the new file.

Result: The file submission web page must show the message File
uploaded successfully.

Note: At this stage the existing file will also show.

+ Upload files for External Submissions

Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment; External
u Add files... H o Start Upload E Cancel upload and clear the list
o>
=
File Name Original File Name Size Upload At ..‘
0045-345678901-91979.pdf / 0045-3456780901-91979.pdf 30 KB 7/04/2022 2:25:41 PM

File uploaded successfully.

2 Click refresh on your browser to view the new file details.

Result: For standards not permitting multiple file uploads, only one file
shows with an upload date of the most recent file upload:

=

+ Upload files for External Submissions

Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External
ﬁ Add files... H bl Start Upload H n Cancel upload and clear the list
File Name Original File Name Size Upload At /
0045-345678901-91979.pdf 0045-345678901-91979.pdi 458 KB 10/04/2022 3:55:56 PM
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Submit additional student files

Deadline The date of file submission is recorded by the system at the time of upload.
for

completing Al files, whether first submissions or additional files must be submitted by
submission the submission deadline date.

Multiple You can only submit multiple file(s) for an individual student if

files the standard permits multiple submission file types.

permitted

The ability to add multiple files is dependent on the settings for the standard.

If a standard... Then...

does not permit
multiple file
submissions per
student

there can only be one file against a student’s
entry at any one time.

Therefore, a new submission file will overwrite
an existing file.

permits multiple files of
different types per
student

there can only be one file per permitted file type
against a student’s entry at any one time.
Therefore, a new submission file will replace an
existing file if it is of the same file type.

If you want to replace a previously submitted
file that is a different type see the Delete

student files section for who to contact for
assistance.

permits multiple files of
the same type per
student

there can be multiple files of the same type
against a student’s entry at any time.
Therefore, a new submission file will load as
an additional file to the existing submitted files
in the student’s entry page.

If you do not want a previously submitted file to

be assessed see the Delete student files
section for who to contact for assistance.
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Steps Follow the steps below to submit additional files and confirm it has been uploaded

successfully.

Note: For this example, a standard that permits multiple files for different file
types is used.

Steps Action

1 To submit additional file(s) for a student with an existing submitted file, follow the
Steps 1 to 6 of submitting a file, with the new file.
Result: The file will show as ready to upload and is a different file type.
=)
T Upload files for External Submissions
Candidate N5N: 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External
u Add files... H o Start Upload H u Cancel upload and clear the list
File Name Original File Name Size Upload At
0045-345678901-91979.pdf 0045-345678901-91979.pdf 458 KB 10/04/2022 3:55:56 PM
File "0045-345678901-91979.mp4" is ready to upload.
2 Click Start Upload button.

Result: The file submission web page must show the message “File uploaded
successfully”.

+ Upload files for External Submissions

Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External
u Add files... H & Start Upload H ﬁ Cancel upload and clear the list
File Name Original File Name Size Upload At
0045-345678901-91979.pdf 0045-345678901-91979.pdf 453 KB 10/04/2022 3:55:56 PM

File uploaded successfully. "’
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Click refresh on your browser to view the new file details.

Result: Both the existing file and the new file will show as loaded.

=
T Upload files for External Submissions
Candidate NSN: 345678901
Candidate Name: Marr, Ko-Tao
Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External
ﬁ Add files... o Start Upload ﬁ Cancel upload and clear the list
File Name Original File Name Size Upload At
0045-345678901-91979.pdf 0045-345678901-91979.pdf 458 KB 10/04/2022 3:55:56 PM /
0045-345678901-91979.mp4 0045-345678901-91979.mp4 14 MB 10/04/2022 4:48:53 PM

On the Candidates Entered in the standard page the file count has increased.

+ Candidates Entered in 91979 - School Name - 2022

Standard: 91979
Subject: Te Ao Haka
Title: Demonstrate understanding of elements within a Te Ao Haka performance
Assessment: External
ﬁ Add files... H o Start Upload H u Cancel upload and clear the list

Candidate Name NSN Wersion Result Date

Complete
Bains, Shannon 1
1 file uploaded. 123456769
Harnish, Buasorn 234567590 1
1 file uploaded
Marr, Ko-Tao 345678901 1
2 files *_
uploaded.
Vaipulu, Mario 456789012 1

1 file uploaded.

4 candidates enrolled at this school were found.

Credits
Achieved Assess

Consentto Ext Ext

Course
Org Loc

Level One M3ori
Performing Arts

Level One Maori
Performing Arts

Level One Maori
Performing Arts

Level One M3ori
Performing Arts
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Delete student files

Deleting There is no current functionality for schools to delete submitted files.
student
files To have a submitted file deleted, the PN must contact NZQA to request the file

be removed.

If it is after the submission deadline, then an explanation must be given.
Contact the NZQA call centre or email desadmin@nzga.govt.nz.
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