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Step by Step Instructions

1. Go to Enter marks

Set up assessments 0 Set up assessments

Design and manage the course's assessment structure.

Enter marks —=| | Enter marks

Enter students” marks for assessments in the course.

Publish/unpublish provisional marks Provisional marks

Publish or unpublish item or assessment marks during the course. This will not publish/unpublish
the final course results.

Calculate course marks Calculate marks

Calculate students' final marks for the course. Compaonents which have been disregarded for
special circumstances will not be included in this calculation.

Calculated marks are not automatically published.

Mote that you can now calculate course marks through the "process course results” page below.
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2. Click the drop down menu for the item or assessment & select Import marks

ek | rewmor Select mark entry point Chinese 1 (ASST08001) - 2019/0

Mark Entry 2019/0 Available to all students (SV1) Full Year

You can select the method and the level you wish to mark at.

X First sit Resit
* Grid entry: Horizontal view with students running vertically
and items running horizontally, mark against multiple
students at a time Continuous assessment - Continuous assessment -

+ Barcode/individual entry: Enter marks for a single student

* Import marks: Import marks into the system via a CSV file
against an item or assessment

* Double entry: Key in marks for a second time to check
against the first inputted marks

Semester 1 class test
Degree examinations -

Semester 1 class test —_— -

You can record absence at assessment or overall course level

through the "i" button next to the student's information on the Grid entry
Ratify and Publish screen. Oral examination Barcode/individual entry ‘
— | & Import marks

Oral examination Double entry

Remove marks

.emecter 2 clace foct >

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

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

Select Marker

Please select a marker for assessment item

Mo Marker

Continue Cancel

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:

ez rumwrn | Select a file to import

Import marks
Upload a file containing student marks.
The file must be a .csu with one row per student
The format as follows: StudentId,mark where "Studentid" can be "Exam number”, "UUN/Instance", or "UUN" with or without the leading 'S". i.e. any of:
* 51234567/1.50
 51234567,50
* 1234567,50
* B1234567.50

To record that the student did not attempt the assessment, the row should be studenttd,an . This will record an "absent" for the student

Warning: Any marks already entered for a student will be overwritten.

Course Instance  Available to all students (SV1) Full Year
Marking Scheme UG Non-Honours Marking Scheme
Assessment stage First sit

Current marker  No marker selected
mporting marks for Continuous assessment / Semester 1 class test / Semester 1 class test.

Import file % —|| Choose file |[No file chosen

(LSS Cancel and return

Chinese 1 (ASST08001) - 2019/0
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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:

G Open X pard
4 Bl s ThisPC » Desktop LN J] Search Desktop el

Organise * MNew folder == - [ o ork O

[ This PC ” Name Date modified Type Size
_J 3D Objects @ Marks to upload 09/10,/2019 12:00 Microsoft Excel Comma Separated Values File 1KB |

[ Desktop
Documents
* Downloads
J) Music

&= Pictures

m Videos

28 Windows (G)
- New Volume (D
= Applications (I} of:

== Shared (K] >

File name: | Marks to upload ~| | aiFiles ~

To record that the student did not attempt the assessment, the row should be Studentld,AN . THis Will record an "absent for the student

Warning: Any marks already entered for a student will be overwritten.

6. Click Import file

€ Back  Return to Hub SEIeCt a file to import

Import marks

Upload a file containing student marks.

The file must be a .csv with one row per student.

The format as follows: StudentId,mark where "Studentld” can be "Exam number", "UUN/Instance", or "UUN" with or without the leading 'S'. i.e. any of:
* 51234567/1.50
* 51234567,50
* 123456750

* B1234567.50
To record that the student did not attempt the assessment, the row should be studentzd,an . This will record an "absent” for the student

Warning: Any marks already entered for a student will be overwritten.

Course Instance  Available to all students (SV1) Full Year
Marking Scheme UG Non-Honours Marking Scheme
Assessment stage First sit

Current marker  No marker selected

mporting marks for Continuous assessment / Semester 1 class test / Semester 1 class test:

Import file % / Choose file | Marks to upload.csv

Import File | Cancel and return

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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Existing Marks for Students being imported

There are exisiting marks for students being imported (12 students currently have
marks). The current marks for these students will be overwritten.
Do you wish to continue?

Continue Cancel

Once the mark has been saved for each student a tick will display under the ‘Save status’:

essk rewmtons | ENter Marks Chinese 1 (ASST08001) - 2019/0

Marks are being imported

58%

Course Instance  Available to all students (SV1) Full Year
Marking Scheme UG Non-Honours Marking Scheme
Assessment stage First sit

Current marker  No marker selected

Candidate Mark Save Status

a8 9

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:

& Back  Return to Hub Enter MarkS

File Processed

* Errors:0
* Number Proccessed: 12
* Number in File: 12

Course Instance  Available to all students (SV1) Full Year
Marking Scheme UG Non-Honours Marking Scheme
Assessment stage First sit

Current marker No marker selected

Next steps

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