
4. Set up a BTEC Level 1, 2, 3, Markbook 
 
Once you have clicked on ‘Markbook Structure’ it will take you to this page: 
 

 
 
2. On this screen, you add the units for your course, using the ‘edit’ button. 
 

 
 
3. The ‘External Unit Code’ can be found on your course spec. 
 
 
 
 
 
 

1. Click ‘here’ to add 

and edit your course 

units and to take you 

to the screen below. 

4. Leave these 

checkboxes 

blank. 

Note: There is no option to ‘save’ on this page. It saves automatically. 



 
5. When you have added your unit, click on ‘Maintain Assessments. Here you 
maintain the assessments for each unit. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
10. When you have added your tasks, click on ‘Task Allocation’. This is where you 
assign tasks to assignments.  
 
 

6. Make sure 

you select the 

correct unit here 

7. You can add each 

assessment / assignment here. 

8. You can add separate tasks for 

each assignment by clicking on 

‘Maintain Tasks’. This will take you 

to the next screen. 

9. Here you must add the grading 

criteria for the whole unit. In ‘Task 

Code’ enter P1/P2/M1/D1 etc. 



 

 
 

 
 
 

 
 
 

11. Use the checkboxes to 

assign tasks to assignments. 

12. Once you have assigned the 

tasks, click on ‘Apply changes’. 

13. Click on ‘Return to Student Groups. 

14. Tick all relevant boxes so they 

will show to the learners. 

15. Click on ‘Assessment 

Schedule’ to enter submission 

dates for assignments. 


