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Programme Assessment Boards: Processing Late and Amended Module
Marks

If you need access to this PASS 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.
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1. Summary and other guides this links to

This document covers the processing of late marks which encompasses slightly
different actions depending on when the marks are received. It also covers the
amending of marks in the case of Academic Conduct outcomes and scaling. The
other PASS Process Guides this Guide links to are Importing Module Marks to SITS,
Agreeing Module Marks in SITS and Verifying Module Marks.

2. Step-By-Step Instructions

2.1Adding late marks received post processing by the Academic and Student
Lifecycle (ASL) team but prior to marks agreement process.

2.1.1 Whole Modules:

a. Remove any added marks (ONAs or F6s) that have been added by the ASL
Team using the MRM screen. This screen has limited access. If you are
unsure who has access, please check with a School Support Coordinator
based in your team.

You need to add the year, period, module number and occurrence, retrieve
and then (ensuring that you are removing the correct records), click on the top
right green chevron to remove the records.
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/ [MRM] Student Module Result =N ===
HS149 Edinburgh Napier READ ONLY Instance 20/Feb/2023
CAMM Student Module Result Maintenance (MRIV) CAM_SMR

1 of 0  ModieResultRecords UDF
—Actual—  —Agreed— Attempt
Stuent Year  Period  Modue Occ  Mark G Mark Grd Credit Res Cur Com RTS

I J ] [ (o] [} (o] () [ T[] (]

1. Delete all SMR (including related SAS, SRA and SAL F&COrS) « « + v v v v v v s vt i sinsiaiiniiiiiiias '3
2. Keep SMR records that have no corresponding SMO TE0MG . « .+ .+ e v ve e iie e b
3. Keep SMR records where SMR, SAS and SAL are blank and no SRA or SAN @ist . . . . ... ... ... ...t b

b. Make sure that you have regenerated the assessment records using SAS 1.b
(click on the green chevron without populating the field).

< (5831 Student Assesaments =S Een
HS149 Edinburgh Napier READ OMLY Instance 20/Feb/2023
CAMO4 Student Assessments (SAS) CAM_XSAS

Year po22i3
Period TRI
Scheme
Level
Module

Ocaurrence Assessment sequence number —

1a. Generate assessment due dates .
1b. Generate assessment records for student(s)

2a. Print assessment forms
2b. Print learing outcome assessment fo
2c. Print OCR assessment forms . . ...

3. Inputaactusl marks for assessment for student(s) . . .. . anopoonanconoe
4. Export actual marks . (Fie : = R
5. Import actual marks . (Fie : = R

6. Caleulate and set module result for student(s) . . . . . ... . |:|

7. Print module result forms . . ... . .

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 resuft and assessments . . .

13. Undo BPIBCRSS SIUGRNE . avav v vnvaeisiiies [ ] i

c. Add the module marks, referring to guide number 3, ‘Importing Marks’. You
will also need to follow 4 and 5 ‘Verifying Marks’ and ‘Agreeing Marks in
SITS'.
2.1.2 Individual Marks:

a. Add the marks manually via .3 in SAS or .2 in RAS (you can overwrite these).

«/ [SAS] Student Assessments | =2 e 1/ [RAS] Re-assessments
HS 149 Edinburgh Napier READ ONLY Instance WFeb2023 | Esue Edinburgh Nagier READ ONLY lnstance
caMB Student Assessments (SAS) CAM_XSA4S | canm Student Re-assessments (RAS)
Year || v 1
Perod ™ | | peed |
Scheme Scheme
Leve || Leve
Hode — || Hodie —
ccrrence | Assessment sequence rumber | || ccarrence

1.6 tche dtes P 1, Print e assesmment forms Print ude Unes? . []
s e - |

i 2, Input achual marks for re-assessment for student(s) ... [N - - -+ 1+ no e
2a. Pt assessment FrrtGude ines .. [] b
2. Print leaming CULCOME SCEESMERt NS . . 1. 1. <+ 4+ o+ s en s e n e e eeeee 3 3 Exportactsl merks .. ... (Fe: | E——
3. Tnput actual marks for assessment for studentis) - . P | 5 Cokulate and set module resut for student(s) ... ... L voviaiaians
4 Export actusl marks Fle: Your B 8. Prnt ek rest forms for stucent(s)
S o ————H) :

1| . Process madue result forms for studentis) . . ... -+ . [EERN] « - vvnnnee

6. Cakulate and set module result for studentis) ... .. .
7. Print modhle reSUlt FormS 11 vvvesaaaanns
8 ke resut forma for
9. Process hed moduie remilts for
10. Pre
11, Print achsal resut and assessments . .

12. Pt agreed resutt and assessments

13. Unda 8 Process SBdent . v esaseeanees

1| 7. rocess ek o et o st ... (S e

8, Prnt exam bosrd mnutes . . .. asccecossiososac -

board minutes ..
4, Print modhie re-wsaesments

EElEEE:EEE

10. Undo & Process Shudent at atiempt umber
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b. You will then need to follow guides 4 and 5 ‘Verifying Marks’ and ‘Agreeing
Marks’ to ensure that all information is correct in SITS and that you have
confirmation of this from the module leader.

2.2 Adding late marks received post processing by the Academic and Student
Lifecycle (ASL) team and post marks agreement process

2.2.1 Whole Modules:

d. Remove any added marks (ONAs or F6s) that have been added by the
Systems Team using the MRM screen. This screen has limited access. If you
are unsure who has access, please check with a School Support Coordinator

based in your team.

You need to add the year, period, module number and occurrence, retrieve
and then (ensuring that you are removing the correct records), click on the top
right green chevron to remove the records.

~/ [MRM] Student Module Result
CAMDL Student Module Result Maintenance
1 of 0 Module Result Records

r——AcmaIr——

HS149 Edinburgh Napier READ ONLY Instance

(MRM)

—Agreed—

Student Year  Period  Modue fark. Grd Mark
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1. Delete al SMR (ncluding related SAS, SRA and SAL records) . ... ... .. +... el P
2. Keep SMR records that have no corresponding SMO recars L T 3
3. Keep SMR records where SMR, SAS and SAL are blank and no SRA or SANexist . . ... ...ovaiiai s b

e. Please ensure you have regenerated the assessment records using SAS 1.b
(click on the green chevron without populating the field).

+J [SAS] Student Assessments

CAMDL Student Assessments (SAS)

assessment forms

e result for student(s) .

Hs149 Edinburgh Napier READ ONLY Instance

e [
+ Print Guide Lines

B TRy

=
3. Input actual marks for assessment for student(s) -
4. Export actual marks .
5. Import actual marks . :‘
s .

rms for studer t() -
e . E..

[E=N EO ==
20/Feb/2023
CAM _XSAS

e e e S i i il il
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Add the module marks, referring to guide number 3, ‘Importing Marks’. You
will also need to follow 4 and 5 ‘Verifying Marks’ and ‘Agreeing Marks in
SITS'.

Individual Marks:

in SAS, input the student number (with slash) to 13. And click on the green
chevron: For the RAS screen, this would be box number 10 and you need to
add the attempt number that is being unwound (usually 2).

 [545] Student Assessmens =R  [RAS] Re-assessments =R

HS149 Edinburgh Napier READ ONLY Instance 20/Feb/2023 HS149 Edinburgh Napier READ ONLY Instance 20/Feb/2023
CAMM Student Assessments (SAS) CAM_XSAS CAMO4 Student Re-assessments (RAS) CAM_XRAS

Year 202233 2022/23 ACADEMIC YEAR Year I

Period TR1 Period

Scheme Scheme

Level Level

Module HRMOE101 Introduction to Human Resource Management Module

- As er |:| Occurrence

2. Input actual marks for re-assessment for student(s) .+ [T ] oeiieiieiinn

%I
[
%‘
D 3. Export actualmarks . .. .. (Fike: = IR
b
b
[
2
b
[
b
[
b
[
b

5a, Calculate and set modi

sb. print

8 o
ult forms for student(s) ..+ v vvv v [ « e vnernenins
7. Process Held module results for student(s) . .+« oo [] coenenenn

8. Print exam board minutes . .. . . . .

Ce (Fie:
5. Import actual marks . . . (File : = R

6. Calculate and set module result for studentfs) .. ... [ | ...
. pr

6. Process modul

3. Print module re-assessments

EEkEEELE:EEE

10, Undo &Process Student.. [ | atattemptnumber. .. [ ] ooriiiiiiiis

Click the next screen off using the red cross in the top right corner:

«/ Process Module Results (CAM_XSMR_SLR1) =X ESR[C<7
Hs149 Edinburgh Napier READ ONLY Instance 20/Feb/2023
CAMO Process Module Results CAM_XSMR_SLR1

1 of 1 Student Programme Route (SPR) records Modue  HRMOB101 Occurrence 001

Student Name Int L5 €D Agree? (Y/N)

40320136H ALLAN, JACK au

Frogramme Bachelor of Arts with Honours. Actual Agreed Uncapped

Route BA (HONS) BUSINESS MANAGEMENT FIT Mark  Grade Mark  Grade CD Mark  Grade
Assessmen! t 01 Component 1; Essay €50 “p

02 Component 2: Centraly Timetabled Exam 650 ap
Credit 2000 Resut P Attempt 1 Module Resuit 850 '] |:| D
1 of 0 ExamBoard Mnute records
Note Type |:| @ Add
Minutes ‘ @ Del

Add the matriculation number (with slash) to SAS number 3 (RAS number 2) -
- Input actual Marks and click the green chevron to the right. You can then
add the mark manually. Ensure to calculate and set the result (SAS number 6)
and reprint the module result form to share with the module leader. Once the
mark has been verified, you can process the result using SAS number 8.
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v o= =
Hsl49 Edinburgh Napier READ ONLY Instance 20/Feb/2023
CAMO4 Student Assessments (SAS) CAM XSAS

Year 202273 2022723 ACADENIC YEAR

Period TR

Scheme

Level

Module HRI08101 Introduction to Human Resource Management
Oceurrence 001 Assessment sequence number |:|

1a. Generate assessmentdue dates . . ..o i et et

1b. Generate assessment records for student(®) . ... .. .. —

23, Print assessment forms . . .+ v vvvusensn s Print Guide Lines . . []
2b. Print learming outcome aSSeSSMENt fOrmS . .+ 4 v+ v v v evassenseaasensons
26, Prink OCR BSSESSMENE RS 1 1 4+ v 4 e va vt euena st ensinsnssanensineenonesnenns

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

7. Printmodule result forms . .. ...

8. Process module result forms for student(s) ... ... ... .
9. Process held module results for student(s) . . .. ... .. e

10. Print exam board minutes . . . . . . .

11. Print actual result and assessments . . .. ...

12, Print agreed result and SSSESSMENTS . 4 4 4+ 444 v auvsssa s e

13. Undo 8Process SIdent . . . ..o vveiianiins —

2.3Amending marks due to Academic Conduct investigation decisions

a. In SAS, input the student number (with slash) to 13. And click on the green
chevron: For the RAS screen, this would be box number 10 and you need to
add the attempt number that is being unwound (usually 2).

«/ [SAS] Student Assessments [=E =] / [RAS] Re-assessment ts =0 =R
HS149 Edinburgh Napier READ ONLY Instance 20/Feb2023 HS149 Edinburgh Napier READ ONLY Instance 20/Feb2023
CAMD4 Student Assessments (SAS) CAM_XSAS Ccamos Student Re-assessments (RAS) CAM_XRAS

Year 20223 2022/23 ACADEMIC YEAR
Period
Schem —
tevel ]
Module HRM08101 Intreduction to Human Resource Management
ocaurrence Assessment sequence number
18. Generate assessment due dates I I . b 1. Print re-assessment it forms . . Print Guide Lines? . [] |
1b, Generate assessment records for student() .. .. ... T -----c-oocoo-- D
2. Input actual marks for re-assessment for student(s) o[ 1 ecososcee |
2a. Print assessment form .. Print Guide Lines . . [] . PR 3
2b. print learning outcome S o . b 3. Exportactualmerks ... (File 7= DR 2
2c. Print OCR assessment b 4. Importactalmarks . ... ... (Fie: =i DRI 3
3. for studentls) .. ... [ b Sa. Calculate and setmodue result for student(s) . R [
4. Export actual marks . . . (Fie : = DI B 5b. Print module result forms for student(s) . . . . . PR D
5. Import actual marks . .. . . (Fie : |:‘ B 2
6. Process module result forms for student(s) . . . .. . [ 1 ecooosoee |
6. Calculate and set module result for student(s) .. ... ... I ----c-ooco0-o 3
7P AT T 0 es . . ) B 7. Process Held module results for student(@) .+ +vvvve s [T ] vvevenieninn |
L S D
. E e b 8. PrINt EXEM BORIE MIMULES 4 1+ v v s vt ts e e et e e n et et an e eaes |
S e D
e . b 9. Print module re-assessments . A A |
e . D
— 5 0. Undo srrocess sudent. . || atattemptoumber . [ ] ...l »

d. Inthe next screen add the amended mark/grade to the Agreed column
(double click here for any components that have not changed. The actual
mark/grade will automatically populate).

Add an updated minute indicating the outcome.
In the event of academic misconduct not being found, please follow the
guidance at 2.2.2 above and remove any minutes or PL codes.
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/ Process Module Results (CAM_XSMR_SLR1) (=5 E=n )
HS149 Edinburgh Napier READ ONLY Instance 20/EFeb2023
CAMOS Process Module Results CAM_XSMR_SLR1
1 of 1 Student Programme Route (SPR) records Module HRMO&101 Occurrence 001
Student Name Intls agree? (1)
403201361 ALLAN, JACK M
Programme Bachelor of Arts with Honours Actual Agreed Uncapped
Route BA (HONS) BUSINESS MANAGEMENT FIT Mark Grade Mark Grade CD Mark Grade

Assessment t 01 Component 1: Essay 65.0 AP
02 Component 2: Centraly Timetabled Exam 65.0 AP

Credit 2000 Resut P Attempt 1 Module Result 650 v I

1 of 0 ExamBoard Minute records
Note Type (] @ Add
Minutes | © Del

2.4 Amending marks due to Scaling

Scaling of modules is applied to all students on the specified occurrence. Once the
new marks have been supplied by the module leader, they are manually added to
the agreed marks column in SAS, leaving the actual marks as they were prior to
scaling.

a. In the SAS screen, click on the chevron at number 8.

~J [5A4S] Student Assessments (= e

HS149 Edinburgh Napier University Live System 03/Apr2023
CAMO4 Student Assessments (SAS) CAM_XSAS

Year 202213 2022123 ACADEMIC YEAR

Period TR2 Trimester 2

Schems

Level

Module MKT11108 Principles and Practice of Marketing

Occurrence 003 Assessment sequence number |:|

1a. Generate assessmen! B 80000 0202000900035303095003505000 6050502020003

1b. Generate assessment records for student(s) . . . . . . ... |:| AU

3. Input actual marks for assessment for student(s) ..

4, Export actual marks . . ... (File : gr.....nn
5. Import actual marks . (Fie : g@gr........
6. Calculate and set module result for student(s) . . . ... .. . |:| AU

e
8. Process module result forms for student() ... .... ..
9. Process held module results for student(s) .. ... ......

vrlrFFERE |FEE FEE OFEE

b. The following screen then appears and you can add the new mark in the
agreed column (highlighted below). Once this is completed for 1 student, you
should tab through to create reassessment slots and can then use the arrows
at the top of the screen to move to the next student. This should then be
repeated until all are completed.
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/ Process Madule Results (CAM_XSMR_SLRT)
H5149

==
Edinburgh Napéer University Live Systam 3
CAMM

03/Ape 2023
Process Module Results CAM_XSMR_SLRI
1 of 21 Stdent Programme Aoute (SPR) records Medje  WKTIOS Ocaumence: 003
Student Name: Int LS €O Agree? (YN}
S e asen 3 (0]

Frogramme  Masier of Scienc - 200 Credes T3S no placement Actal

Route WSC GLOBAL HOSPTALITY MANAGENENT (WITHWORKFLAC  Mark  Grade
Asessment 01 Component 1 - Reporl Fs

Agreed Uncapped
Mk Grade OO Mak  Grade

Credt 000 Resut D Atwpt 1 Mod e Resit =
1 ofo  Exam Bosrd Minute records

ol D3 Add
Mnutes 2 Del

c. You then have the option to pass these results over to another member of
your team to sense check before creating a verification sheet (using the
chevron at number 12 — Print Agreed Results and Assessments) and

completing the marks verification process as per the Verifying Module Marks
PASS Process Guide.

3. Additional Information

There is no additional information to this guide.
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