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How to… 

Submit Student Folios 

This guide is for: 

• Teachers of courses with folios as the external assessment. 

 

IMPORTANT: 

• A list of courses which include a folio component can be found in the How each course submits 

folios to TASC guide under TRACS – External Assessment Resources on the TRACS 

Resources webpage. 

• If the folio contains multiple files, it must be zipped to ensure TRACS accepts the file. 

• The title of the folio file or zip file must begin with the student’s TASC ID. The student’s name, 

their school or their teacher must not be identified in the student’s folio or in the folio file name. 

• Teachers must select NON-ELECTRONIC FOLIO SUBMISSION if the course does not require a 

folio to be uploaded to TRACS. See How each course submits folios to TASC guide under 

TRACS – External Assessment Resources on the TRACS Resources webpage for submission 

requirements. 

• Schools must upload each student’s folio even if the school is unable to endorse the 

submitted work is the student's own work or if they did not submit their work by the due date to 

the teacher. 

• In the event of an unendorsed folio, TASC will contact the school to start a verification and 

review process. 

• Deadlines for submission of externally assessed folios vary between courses. See the Externally 

Assessed Folios webpage for more information. 

• If a teacher is unable to meet the deadline, speak with the school’s TASC Liaison Officer (TLO) 

who will contact TASC as soon as possible. 

Quick version 

Find and click on the 
class in the Class 

Enrolment list

Find the student in the 
Students list and click 

the upload button

Browse for the folio file 
and upload OR select 

the folio exception 
checkbox that applies

Tick the verification 
checkboxes OR 

complete the explanation 
textbox

Click Save to submit the 
folio

Optional: Review the 
Folio Status Report 

https://www.tasc.tas.gov.au/teachers/courses/tracs-resources/
https://www.tasc.tas.gov.au/teachers/courses/tracs-resources/
https://www.tasc.tas.gov.au/teachers/courses/tracs-resources/
https://www.tasc.tas.gov.au/students/years-11-and-12/preparing-for-exams/folio-assessment/
https://www.tasc.tas.gov.au/students/years-11-and-12/preparing-for-exams/folio-assessment/
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Detailed version 
1. Find the class 

There are two locations in TRACS where you can access your classes: 

• On the TRACS homepage, you should see Upcoming Events, Tasks and Class Enrolment. 

o Find the Class Enrolment section to view all your classes. 

 

 

o Click on the class name to open the Class page. 

 

 

• OR Via the CLASSES tab: 

o Hover on the CLASSES tab and then click SEARCH. 
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o Type in the course code or the course name into the COURSE field and select the 

relevant course from the dropdown list. 

 

o Type the relevant class code into the CLASS CODE field then click SEARCH. 

 

 

 

o Under RESULTS, click on the class code to be taken to the class page. 

 

 

2. Find the student 

• On the Class page, you will find details about the class and course, including a list of 

STUDENTS towards the bottom of the page. This table contains details about each student 

enrolled in the course, and a column for each folio-based assessment item that forms part of the 

External Assessment. Refer to the column headings for the Assessment Type and Assessment 

Name. 

 

Note: This table contains folio assessments only. The course may also include other external 

assessments such as a written examination which will not appear in this list. 

 

 
 

 



How to Submit Student Folios 
Page 4 of 7 
Version 1.0 | September 2026 

 

• Scroll through the list to find the relevant student. For each student, under each assessment 

item, you will see one of the following icons: 

 
Red cross – The assessment item cannot be uploaded yet. This icon also appears 

after the upload due date if a student has no recorded submissions. 

 
Upload – The assessment item can now be submitted but has not yet been uploaded 

for the student. Clicking this icon will open a window to upload the item. 

 
Green tick – The assessment item has been submitted for this student, or they have 

been marked as not submitting. Clicking this icon navigates to the Student page. 

 

• Once you have found the relevant student record, click the  (upload) button that aligns with 

the student record and assessment item you wish to upload.  

 

 

 

 

3. Upload the folio or select an exception 

• Once you have clicked the upload button on an assessment item, a dialog box should appear 

titled Submit Student Folio For … which will prompt you for further information. Complete the 

fields as follows: 

• Review the ASSESSMENT NAME and ASSESSMENT TYPE to verify that you are 

uploading to the correct assessment item. 

 

Choose one of the following:  

o Tick NON-ELECTRONIC FOLIO SUBMISSION if the assessment does not require folios 

to be uploaded to TRACS.  Note: Attachments/documents can still be loaded using the 

Choose file button. 

 

o Tick STUDENT NOT SUBMITTING FOR THIS COURSE if the student is not submitting 

a folio.  Note: this will tick off the assessment in the Class page. 
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o Under ATTACHMENTS, click Choose file to find the folio on your system that you are 

attaching or drag and drop the file from your computer into the Choose File area. Once 

you have attached the file, click the Upload button. 

 

Note: the filename must begin with the student’s TASC ID. Do not include any 

identifiable information in the filename (such as the student’s name or school). 

 

 

 

4. Complete the verification 

• On the dialog box, below the upload area, you will see a series of statements. To complete the 

submission, you must either select Yes or No for each statement.  

 

 
 

 

• If No is selected for the first statement, an information panel will be displayed to the right. This 

provides instructions and actions that need to be completed by the school to facilitate the 

marking of the student’s folio. The panel also includes a link to the Student Folio Endorsement 

Information Sheet webpage of the TASC website. 
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• If either statement cannot be verified, details explaining why it cannot be verified must be 

provided in the textbox. The Student Folio Declaration Form Information Sheet on the Externally 

Assessed Folios webpage of the TASC website has further information on the verification of 

student work.  

 

 

 

5. Submit the folio 

• Once all steps of the upload process have been completed, click the Save button to upload the 

assessment item. 

 

Note: The Save button will not be available until all options pertaining to this student’s folio 

submission have been completed.  

 

 

• If successful, the  (upload) icon should be replaced in the STUDENTS list for that student 

with a (green tick) icon. 

 

  

https://www.tasc.tas.gov.au/students/years-11-and-12/preparing-for-exams/folio-assessment/
https://www.tasc.tas.gov.au/students/years-11-and-12/preparing-for-exams/folio-assessment/
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6. Optional: Review Folio Status Report 

• Classes with folio submission requirements will have a Folio Status Report which can be 

downloaded on the Class page.  

• This report provides details of the progress of folio assessment item submissions for all students 

in the class and may support teachers in identifying which students to follow up with, or students 

they may wish to discuss with TASC to request an extension or raise concerns about the 

students work. 

• To access this report, on the Class page, scroll the bottom of the page and click the Folios 

Status Report button in the bottom right corner. 

 

 

• This will download a PDF report which you can open and review.  

 


