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Import marks 

Process Overview 

 

Step by Step Instructions 

1. Go to Enter marks 

 

1 

Go to Enter marks 

2 

Click the drop down 
menu for the item or 
assessment & select 

Import marks 

3 

Select Marker and click 
continue 

4 

Check the details and 
click ‘Choose file’ 

5 

Locate and select your 
file for import 

6 

Click Import file 
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2. Click the drop down menu for the item or assessment & select Import marks 

 

3. Select Marker and click continue 

If the ‘Select Marker’ box appears then make your selection and click continue: 

 If markers have not been set up on the course then select ‘No marker’ 

 If markers have been set up then select the name from the list 

 

4. Check the details and click ‘Choose file’ 

Read the guidance and check that the item or assessment you’re importing for is the correct one.  

Click ‘Choose file’ at the bottom of the page: 
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5. Locate and select your file for import 

When the explorer box opens locate your file, select it and click Open: 

 

6. Click Import file 

 

This will take you to another screen and begin importing marks.  

If there are existing marks for the students you may see a warning message: 
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Once the mark has been saved for each student a tick will display under the ‘Save status’: 

 

Once the import is complete, you’ll see a summary at the top of the page showing how many marks 

were imported and if there were any errors: 

 

Next steps 

You can now click Back to return to Enter marks, or Return to Hub to go to the home screen. 


