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STUDENT AND ACADEMIC SERVICES 
 

Uploading a Module Report to your Faculty SharePoint Site 
 
Once you have completed your Annual Module Report, make sure that you save it in an 
appropriate drive (as you would normally). You must name your Report as follows: Module 

Number – Module Report Year – Module Name (eg UPSJRN-30-3 Module Report 2017-18 
Module Name). 

 
Please then follow the instructions below in order to load it up to the faculty sharepoint site: 

 

 Click on the link below to your Faculty: 
 

          FBL Module Report location 
ACE Module Report location  
FET Module Report location 
HAS Module Report location 

 

 This will take you to screens that looks like this, go to the appropriate academic year  
 

FBL 

 

FET 

 
 
 

ACE 

 

HAS 

 

https://share.uwe.ac.uk/sites/bbs/prog/qa/M%20%20E%202015%20to%20date/Forms/AllItems.aspx
https://docs.uwe.ac.uk/faculty/ace/20172018%20Module%20Reports/Forms/AllItems.aspx
https://share.uwe.ac.uk/sites/fet/qa/default.aspx
https://teams.uwe.ac.uk/sites/hasme/_layouts/15/start.aspx#/Module%20Reports%20201415/Forms/AllItems.aspx
https://teams.uwe.ac.uk/sites/hasme/_layouts/15/start.aspx#/Module%20Reports%20201415/Forms/AllItems.aspx
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 Click on the word Upload/ +new document and you will be given a ‘browser’ screen: 

 

For FET and FBL 

Click on the word Upload and you will be 
given a ‘browser’ screen: 

For ACE and HAS 

Click on +new document, you will be given a 
drop down menu – go to upload existing 
document. You will then be given a ‘browser’ 
screen  

 

 

 

 

 
 

 Click on the Browse button and this will open a search frame on your H: drive: 
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 Search for the document you want to upload in the normal way and click on Open – 
the system will put your document in the Name box on the Browser frame as below: 

 
 

For FET and FBL For ACE and HAS 
 

 

 

 
 

 Click OK and your document will be uploaded and you will be asked to complete 
fields to identify your module: 

 
 

 

 

For FET and FBL 
 

For ACE and HAS 
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 Once the required fields are completed click Check In and your module report will be 
uploaded and display like this: 

For FET and FBL 

 

For ACE and HAS 

 
 
 


