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Programme Assessment Board: Importing Module Marks to SITS

If you need access to this Process Guide in an alternative format, please contact
your School Support Coordinator in the first instance. Thank you

Please note that if you wish to enlarge any screen shots provided you can do so by
pressing Ctrl on keyboard and scrolling in with the mouse.

Version Table

Revision | Description Author Date
01 Authored K Thierens 15/02/23
02 Updated to include paragraph 3 in V Harte 11/05/23
section 1
03
1. Summary

This document covers the process for importing marks into SITS using .csv files

If you work in School of Applied Sciences, please be aware that the PASS team
assist most modules assessed by coursework through a Moodle mark extraction
process. If you work in SAS please check with the School Support Coordinator
where instructions for this process are stored and what modules it applies to.

For the TR2 2022/23 Assessment Boards there is a Module Mark Report excel
template that each school must complete. The information in this report is used to
ensure that the HoSS can be informed of any late/ amended marks or marks not
verified. Please speak to you School Support Coordinator to ensure you know the
location of the Module Mark Report excel template and escalation process for any
late/ amended or marks not verified. The date you have imported the module marks
to SITS is one of the fields to be updated on the Module Mark Report.
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2. Step-By-Step Instructions

2.1  Once the academics have completed their spreadsheets in SharePoint,
please check that the format has not been altered i.e. the columns are in the correct
order, the headings are correct, and there are no extra columns added:

A B C D E
1 |Name Matric  Component1l Component2 Notes
2 |STUDENT ANOTHER 40123456
3 |UNDERGRAD FIRST YEAR 41234567
4 BLOGGS JOE 42345678

=N

Compare the completed SharePoint spreadsheet with the original on the secure
storage location. The Module Leader may have added notes in the Notes Column
e.g. ECs submitted for Component 1 or Plagiarism Investigation — this is fine

2.2 Export from Excel to SITS .csv

To process marks, open a spreadsheet completed by the Module Leader in
SharePoint.

Click on Open in Desktop App on the toolbar at the top of the screen. This will open
the spreadsheet in Excel on the computer (as opposed to Office 365).
Once the spreadsheet is open click on the Edit Workbook button.

Save the spreadsheet in the appropriate folder on the secure storage location,
adding “completed” to the file name before saving.

To proceed with the conversion to csv, select JUST THE MATRICULATION
NUMBERS AND THE COMPONENT MARKS, NOT THE COLUMN HEADINGS OR
OTHER COLUMNS. Your selection should look like below:

With the selection made, click on SITS Processing > Export from Excel to SITS
csv. This will ask you to locate the SITS csv file for the module that the marks need
to be transferred to.
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Please choose the SITS csv file to open X
& i « MarkTools » test » csv files v O Search csv_files pe,
Organize ¥ New folder v W @
l ~
|=| Documents 2 Name Date modified Type
¥ Downloads @] MKTO7102.csv 27/10/201810:29  Microsoft Excel C...
J\. Music
Nicdiiwonn

Browse to the secure storage location and select the file. This will start the process
of transferring the marks back to the csv file. At the end of the process a new

column ‘Status’ will be added to the Excel file which indicates whether a match has
been found in the SITS csv file. If the numbers of students in the two sheets do not

match then you will get a warning indicating where the disparity is:

==

»
Microsoft Excel

‘, ‘ There are 3 more students in the Excel file than the SITS csv. Please
‘@ check the student lists.

A\

Students that are in the Excel sheet but not matched in the SITS csv file (such as
RAS students) will have a status of ‘No match in csv’ in the Status column of the
Excel spreadsheet (see example below) and these can be investigated further.

| A | B C D | E
1 :Name Matric Component1l Component2 Notes
2 |STUDENT ANOTHER 40123456 56 NA Extenuating circumstances submitted for C2
3 |UNDERGRAD FIRST YEAR 41234567 34 45
4 BLOGGS JOE 42345678 34 45

Exit the Excel spreadsheet without saving.

Open the CSV version of the spreadsheet.

F G
Status
Matched
Matched
No match in csv

If there are any 0 NAs, you must input the NA (capitals) into Column K (the Grade

column) or SITS will automatically generate an AF.

N.B. the grade will automatically be converted during import so you don’t need

to input it unless you have NAs or postgrad marks to input.
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Do) H9- g LEMNTLNS.CSY - Microsoft Excel
)
—/ Home Insert Page Layout Formulas Data Rewview Wiews
== g cut - Tl == . . — | o | E
Calibri 11~ [t [ Sii= :Il@/vl =1 Wrap Text General <z :ﬂj g 4 |
Fast e - A g <0 o0l ¢ d';j I F ‘dt ?ind Insert D_Ir: Fﬂ_lt .
aste - - - -||||[= 5 - || - -0 onditional  Forma & nse lete Forma
1 of Format painter | B I U~ || A-| = e Merge & Center + | B3 - 5 s || 50 08 e L ES L iL P
Clipboard I Font F] Alignment I Mumber F] Shyles Cells
| HLT - £|
& B & 8] E I G H | J K L I N o]
1 |¥ear Period Module Occ Map Havssh #Cand Key  Mame #CD Mark Grade cD H#Cand Key
2 |2011/2 TRZ Law 07103 1 LAwWOD710Z#01 #40056725/1 DIACK CAMEROMN J # #40056725/1
3 20112 TRZ Law07105 1 LAawWD710s#01 #40054725/1 GILLETT DAMIEL R # #40054725/1
4 201172 TR2 Lawn710s 1 LAWDT10S 401 #40055253/1 KELLY WANESSA S # #40055253/1
5 201172 TR2 LaWw0710s5 1 LAWDT10Z#01 #40056584/1 PURVES SAMANTHE ) # #40056554/1
£ |2011/2 TR2 LAWDTL0S 1 LAWDT10Z#01 #A00SE070/1 WALTOM RAMSAY # #40056070/1

2.3

Before importing the file ensure you format column D to 3 digits, you will

know that all our MAV occurrences contain 3 digits therefore the spreadsheet must

reflect this or the system cannot match up the correct records for

import.

To do this highlight column D and right click your mouse and select format cell:

1 :;\. = =~ s LAWATLOS.CSY - Microsoft Excel
)
—/ Haome Insert Page Layout Formulas Data Rewiew Wiew
== & Cut = :rd = m—] o -]
Calib = "irap Text (] | < 7 -
23 Cony alibri = irap Te: enera =5 :F-E{f _‘d _r\
Past - 5 - |G- <0 .00 Conditi | F t Cell Insert Delets
N Fhrimat Eainter|| AN R | i verge oocenter - [83- % o |5l ) Condional Farma el et Delete
Clipboard 5] Calibri + (11 - AT A7 B ooy fint ] Humber (] Styles Cells
| o1 - EB I=n-b-A-HAE
& B 5 Bl E E G H | i) 3 L 1] K]
1 vear Period  Module [oco) & Cut Mame #CD Mark Grade D #Cand Key
2 201142 TR2 LAWOTLO0S a3 Copy Dl&CK CAMERON 1 # 35 HAO056T25/1
3 201142 TR2 LAWOTL0S R | Paste GILLETT DAMIEL I # 24 HAO054725,/1
4 2011/2 TR2 LAWOTLOS Paste Special., KELLY "wAMNESSA S # 19 HAO055253,1
S 20112 TR2 LAWDY10S Tnsert FURWVES SAMANTHA 1 # BE #A0056584,1
& 2011/2 TR2 LAWOTL0S -De\ete WALTON RAMSAY # 33 #A0056070/1
= D
5 Clear Captents
g A Eormat Cells...
10 Lolumn 'Width..,
11 Hide
12 Unhide
13 I
f’ﬁn\y d9- °
o
Home | Insert  Pagelayout  Formulas  Data  Review  ‘iew
=& cu Calibri 11 A AT Sl irap Text
53 Capy
Paste lm 7 -l - A==
Farmat Cells
Number | Aignment | Font | Border | Fil | Protection
Category:
General «| Zample
L |amber ot
2 2l | |curency
B g;i:ur\tmg Type:
rap ks eneral
Percentage a
52| |Fraction
6 2 Scientific
Text
T sEeua\
)
3
10
11
12 =
13
14 Type the nuribst format cods, Using one of the sxisting codes as a starting point.
15
16
17
i
19

Overtype General with 000 and click OK (this will convert column D to 3 digits

matching the MAV occurrence for the marks to be imported)
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AN L -
)
- Home Insert Page Layout Formulas Data Review e
= cut Calibri Sl A A [ = =] SwirepTex General - E:“j 7 g | Em T (i
B o = = INE B Bz gz . E:
Paste B 7 il A= == 5=| Elmerne & conter + E;}- % o ||%8 ;9| Conditional Format — Cell Tnsert Delete Forma
- - —''| Formatting = as Table = Styles = - - -
Farrmat Cells (=5
-@ {F] Mumber = Styles Cells
Number | dignment | Font | Border | Rl | Pratection
Category: I J K L Il N
1 |yy | |Senerd Samele #cD Mark  Grade (D #cand Key
2 20| |currency O aNJ o # 5 #40056725/1
3 |2 | |Accounting rpe: ELm # 24 #40054725/1
4 |2] | |Time oog| 45 # 13 #40035253/1
Percentage General -
EREL R ] BNTHA L # 66 #40056504/1
6 |2q | | Scientific 0,00 E S # 33 #40056070,1
Text *, 880
7 Special #,##0,00
s | || ECT— | er0-e 0
#,##0;[Red)-#,#40
E] #,##0,00;-#,#20.00
10 #,##0,00;[Red]-#,##0.00
L 0L #RO
11 £#, ##0;[Redl-£4, 440 2
12
i Delete
s [ b |
14 Type the number format code, using one of the existing codes as a starting paint.
15
16
17
19

You will now notice that column D on your spreadsheet is converted to 3 digits

E;w H9-
4/

LAaMANTL05.C8Y - Microsoft Excel

— Horme Insert Page Layout Formulas Data Rewiewn Wigw
= & ot Calibri -lun -|lA == | | Siwrap Text Special - E‘j ,'I gy ||t T3
3 Copy = s o o3| o
Paste B 7 U -3 A= 3= 5= M & Center - || |EE ~ og, o |[=8 .00|/| Conditional Format — Cell Insert Delete
- J Format Fairter = = L= = 45 55 | B Merge & center QE i Ll Formatting = as Table = Styles = - -
Clipboard [ Font I Alignment [ Mumber [ Styles Cells
| D1 - fe| O
iy B & (n] E F €] H | 1 i8 L ] V)
1 Year Period Module hap HassH #CandKey MName H#CD Mark Grade cD #Cand Key
7 |2011/2 TRZ LAaWDT105 001fLaven710S 401 #40056725/1 DIACK CARMEROM | # 35 #40056725/1
3 |2011/2 TR2 LAWDTL0S O0LJLAWOTL0Z#01 #40054725/1 GILLETT DaMIEL M # 24 #40054725/1
4 |2011/2 TRZ LAWDTL0S 001jLavén710s 401 HAN055253/1 KELLY VAMESSA S # 19 #40055253/1
5 |2011/2 TRZ LAWDTL0S O0LJLawoT10Z801 #40056584/1 PURVES SAMANTHAL # 313 #40056584/1
& |2011/2 TR2 LAWDTL0S O0LJLAaWw07102401 #40056070/1 WALTON R&MSAY # a3 #40056070/1
7
o

Resave your file with the amended format again in csv format and close the file.

2.4 SITS
Go to SAS.

Ensure that the Year and Period are correct. Enter the Module Number and
Occurrence (from the CSV file). The Assessment sequence number field must be

left blank.

To import your file click on the option 5 file icon = and browse for the CSV file to
import. Once you have selected the file for import the file path will display on SAS

option 5 as shown below:
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FE| 15AS] Student Assessments

HS149 Edinburgh Napier University Live System
CAMOM Student Assessments (SAS)

ear 2017/8 2017118 ACADEMIC YEAR

Period TR1

Scheme

Level

Module MKT09101 Internaticnal Marketing

Occurrence 001 Assessment sequence number

1a. Generate assessmentdue dates . oo .o i e i e i e e

1b. Generate assessment records for student(s) .........

2. Print 8s5essment fOrms . . . . ..o vvvvee. ... Print Guide Lines . . [
b, Print learning outcome assessment forms . . . ... ... aui e

2c. Print OCR. assessment forms
3. Input actual marks for assessment for student(s) . . . . .

4. Export actual marks . . . . . {File :

5. Import actual marks . . . . . (File :  H:\Board stuffiMKT Marks\Marks Tr1 17

6. Calculate and set module result for student(s) . . . . . . . . .

7. Printmodule result Forms . . . . o v v i i n e a e n s e e e

8. Process module result forms for student{s) .
9. Process held module results for student(s) .
10. Print exam board minutes . . . ... ... ...
11. Print actual result and assessments . ... .. ..

12, Print agreed result and @ssessmentS . . .. .o e

13. Undo &ProcessStudent . . ..o

[E=]r=]
21/Mar/2018
CAM_XSAS

Now click on the option 5 green arrow. Your file will now be imported.

2.4.1 Make sure that you check the message at the bottom...

< |

[ND files imported. (144 errors)

...and if there are any unexpected errors, check the message buffer. From here you
can ascertain what the individual issues are:

é".'. SITS:Vision Menus
Eile Edit Misc Help

Courier New & J Clear screen

=4 Print screen ...
5

J = A =

Ctrl+P

=

EEV)

| Yy Message ...

Ctrl+M |

[MAV] Moc
= Print Message ...

HS 149
CAMOL Quick Analysis ...
- 41 Sort .

Drop records ...

Edink

Page 6 of 9 — Designed as an electronic resource that if printed is an uncontrolled

version



Edinburgh Napier‘

UNIVERSITY
o -,
i Message buffer (o || = | ==
Save . y Clear &
L_J | Print L4 Close
Font  Courier,8 - - s .. = ‘ #.  Close 3
uuuuuu L e e e S =
Module ass. pattern (MAP) 'ACCO7101/0%' I= on MAV '201&77,TR1,ACCO7101,00 %
Module ass. pattern (MAP) '"ACCO7101/0%" 1= on MRV '"Z01&/7,TR1,ACCO7101, 01
Module ass. pattern (MAP) '"ACCO7101/0%" I= on MRV '"Z01&/7,TR1,ACCO7101, 00
Module ass. pattern (MAP) 'ACCO07101/0%' != pn MRV "201&/7,TR1,2CCOT101, O¢
Module ass. pattern (MAP) '"ACCO7101/0%' I= on MRV '"Z01&/7,TR1,ACCO7101, 01
Module ass. pattern (MAP) '"ACCO7101/0%" 1= on MRV '"Z01&/7,TR1,ACCO7101, 01
Module ass. pattern (MAP) '"ACCO7101/0%" I= on MRV '"Z01&/7,TR1,ACCO7101, 00
Module ass. pattern (MAP) 'ACCO07101/0%' != pn MRV "201&/7,TR1,2CCOT101, O¢
Module ass. pattern (MAP) '"ACCO7101/0%' I= on MRV '"Z01&/7,TR1,ACCO7101, 01
Module ass. pattern (MAP) '"ACCO7101/0%" 1= on MRV '"Z01&/7,TR1,ACCO7101, 01
Module ass. pattern (MAP) '"ACCO7101/0%" I= on MRV '"Z01&/7,TR1,ACCO7101, 00
Module ass. pattern (MAP) 'ACCO07101/0%' != pn MRV "201&/7,TR1,2CCOT101, O¢
Module ass. pattern (MAP) '"ACCO7101/0%' I= on MRV '"Z01&/7,TR1,ACCO7101, 01
Mo file imported.
Total number of errors = 144
Ho files imported. E
Cverall total number of errors = 144
4 LI [
o &:?- n‘: E |_L|El’| . ﬂ # Eac 1? W

If you have 144 errors as above, then you should check your spreadsheet for extra
columns, correct formatting and headings, but if there are only a few, you can
investigate individually.

Some possible errors could be due to students transferring and gaining an additional
slash number, leaving or joining the module/university (refer to Step 1). There may
be other issues which require investigation, but it's usually something fairly
straightforward.

2.5 Once uploaded click on the option 3 green arrow and check that the marks
have been uploaded. If there any blanks then you will need to manually enter the
marks, these would probably have been flagged up via the Message screen
mentioned in 3.1

1 Input actual marks (CAM_XMAF) EEX
1 of 11 Assessmen t 01 Supervised Assessment Cccurrence A
- Actuzl - Uncapped

Studentcode  Name Int CD Mark Grade <D Atp Mark  Grd
0300378412 1

0300495772
040039281
0400400772

0400408812
0401008111
0600774011
06005948/
060109181
06018589/1
070164431
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If you make any changes remember to save them (by doing F6)

2.6  Click on the option 6 (Calculate and set module result for students(s)) green
arrow.

2.6.1 The upload doesn’t work for Reassessment students. To enter marks for any
of these students see the guidance on entering RAS marks manually (B2 Entering
RAS marks.docx).

3. Additional Information

There is no additional information to this guide.
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APPENDIX 1
How to add marks to a module spreadsheet in SharePoint.

Please click on the link you will have received to access your module folder in
SharePoint. You should then see a screen similar to the one below:

ii  sharePoint

ST Smg‘e Tier Board Mgt ¥ Notfollowing £ Share =3 Nextsteps

2 Search + New v T Upload v ¢ Quickedit 2 Share @ Copylink <= Sync + Download 8 ExporttoExcel © PowerApps » o Flow Vv = AllDocuments v Y @
SEBE Home
VAS Gro Aarksheets > 1920 <ter
Programme Mat BSV Subject Group > Marksheets > 1920 Trimestel

Single Tier - Home

O

Name Modified Modified By Add column
Documents

Verification Sheets
Engineering Council In.

BSVO7100.xdsx

CTR Subject Group M.

ELE Subject Group Ma... BSVO7103.xsx January 21 Rollinson, Rebecca

MEC Subject Group M... BSVO7107 xdsx January 16 Deakin, Mark
BSV Subject Group M. .
BSVO7108.x1sx January 15 Reid, Alasdair
Site contents

BSVO7112.xdsx
Recycle bin

Edit BSVO7114.xsx January 15 Jaradat, Suha

B8 86 8 &8 |

BSVO7400.xdsx January 21

Click on the module that you want to add marks to. You can then simply add your
component marks in the appropriate column(s).

There are three important rules for Module Leaders to follow:
1) Do not add any additional columns to the spreadsheet.

2) If there are students who are not on the SITS list (such as reassessment
students), add them at the bottom. These will need to be processed by
your administrator separately.

3) Undergraduate marks should be recorded as numeric values only out of
100. Masters grades should be recorded as D1, P5, F2, etc. Numeric
values should not be recorded with % signs. A zero should be a genuine
zero. Non-attempts should be recorded as NA in the Notes column.

Exit the spreadsheet and let your administrator know that you’ve entered the marks.
We will upload them and produce a confirmation sheet for you to double check.

| A B C D E
1 |Name Matric  Component1l Component2 Notes
2 |STUDENT ANOTHER 40123456 56 NA Extenuating circumstances submitted for C2
3 |UNDERGRAD FIRST YEAR 41234567 34 45
4 |BLOGGS JOE 42345678 34 45
=
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