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Change item or assessment marks from the little i button 

Process Overview 

 

Step by Step Instructions 

1. Go to Process Course Results 

 

1 

Go to Process Course 
Results 

2 

Locate the student and 
click the little i button 

3 

Click the entered mark 
value for the one you 

want to change 

4 

Click Amend mark 

5 

Enter the new mark and 
reason for change 

6 

Save changes 
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2. Locate the student and click the little i button 

2.1. Use the filters/search at the top of the page or scroll through the list to locate the student 

2.2. Click the little i button beside their name to open their individual assessment record 

 

3. Click the entered mark value for the one you want to change 

 

The amend mark box will now appear. 

4. Click Amend mark 
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5. Enter the new mark and reason for change 

 

6. Save changes 

You can choose to save changes and recalculate or just save changes without recalculating.  
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