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Click here to get a list of 
students where you can see 
photos and email them

Note: the assessment information you see here – e.g. 
weightings, maximum mark etc. is maintained by the 
CURRICULUM  team.

• On this page you will see a list of courses to which 
you have been assigned as Assessment Convenor 
for the current academic year .

•This is your springboard page – from here you can 
go to other pages from which you can manage your 
courses and monitor progress.

• The first five columns are VIEW columns i.e. 
clicking on a link will let you view information. The 
remaining three are DO columns – the links take you 
to pages where you can update data.

PAGE 1 - The Convening page

Click on this dropdown to get a 
list of  outstanding tasks. 
Clicking on an item in the list  
will take you to the relevant 
page for action       

Click here to view a list of 
students and assessments 
with marks.
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Click here to see a list of all the 
teaching groups – from there you 
can view student progress
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Click here to go to the Convenor 
Assessment page. From there 
you can edit non-critical 
assessment details, and input 
marks.
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How do I get to this page? 

• Click on the Teaching tab. 
• Click on the Convening button.
.

Click here to go to the Conflate 
and Send to Exams  page. From 
there you can conflate marks, 
and send conflated marks to the 
Exams system.
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Click here to go to the 
Course Statistics page



Click on the ‘Why’ icon to find out more details as to why day and time may 
need to be set. Similarly, find out more about not yet generated
assessments, and what to do by clicking on the appropriate “Why” icon.

On this Convenor Assessment page you will 
VIEW a list of Coursework assessments that 
belong to the selected course

As assessment can be in one of three statuses:

a) Perfectly ok – you don’t need to anything

b) The day and time need to be set before you 
can start using the assessment

c) The assessment has not been generated –
you cannot do anything with it

PAGE 2 - The Convenor Assessment 
page

Assessment rows – getting them 
usable

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 

‘Assessments’ column.

Note: a  link in this ‘Status’ column indicates that the 
assessment is ok and can be used.

Updating the Day and Time fields

To set the day and time click on this button 
which puts you into EDIT mode

Select values from dropdowns, then click on 
SAVE button to save changes

Note:  the header has gone green. 
This means you are in EDIT mode

a)

b)

c)



What does delegating mean?

If you delegate an assessment to a teaching group 
type you are requesting that the tutors of 
those teaching groups input the marks for 
that assessment (via their tutor pages).

For non-delegated assessments you input the 
marks yourself – see page 4.

PAGE 3 - DELEGATING assessments

To start you need to get into EDIT mode. Click
on this Edit button.

Note: the ‘Delegated To’ column now displays the teaching group type  to 
which the assessment marking has been delegated. Also note that the ‘Status’
also indicates that  the assessment has been delegated (expecting to ‘receive’
marks).

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 

‘Assessments’ column.

Note:  at delegation, you can also allow  tutors to alter 
submissions week, day and time. ALWAYS check with 
CURRICULUM  team first 

Select values from dropdowns, then click on 
SAVE button to save changes



PAGE 4/5 - ENTERING MARKS

for non-delegated assessments
How do I get to this page? 

• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 

‘Assessments’ column.

This section is about entering marks for 
assessments you have not delegated.

First, you need to locate the relevant assessment. 
Follow the instructions on the right (How do I 
get to this page?).

Convenor Record Marks page

Select the assessment, then click on the link in 
the ‘Status’ column to go to the Convenor 
Record Marks page

Note: ignore this systems column – it  will not 
appear on your screens.

Click here to get full list of students – otherwise input 
marks and save each page.



PAGE 4/5 - ENTERING MARKS

for non-delegated assessments
How do I get to this page? 

• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 
‘Assessments’ column.

• From the Convenor Assessment page:
click on the link in the ‘Status’ column

Note: the system 
will do normal 
validation e.g. 
mark is not 
greater than max 
mark; no mark 
allowed for NS 
etc.

Enter marks and then click on the SAVE button 
to save changes.

Note: data will 
only be saved  
when all the data 
is valid.

Update data then click on the SAVE button to 
save changes.

RULE: ALWAYS enter the mark awarded to the 
student. The system will deduct penalties, at 
conflation. If any lateness or non-submission is 
condoned by MEC marks are automatically 
conflated again to take this into account.

Note: student 
will not see  
mark until marks 
for this 
assessment have 
been released.



Once you have delegated an assessment the 
marks are out of your control until the tutors 
of the teaching groups send the marks back 
to you. (At that point, tutors are no longer 
able to update marks). 

In the examples below:

a) No marks have been sent

b) Some marks have been sent

c) All marks have been sent. 

PAGE 6 - UPDATING MARKS

when assessments have been 
delegated

Note: when all 
marks have been 
received 
processing 
continues as for 
non-delegated 
assessments – i.e. 
the marks can be 
‘Released’ to 
students.

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 
‘Assessments’ column.

• From the Convenor Assessment page:
click on the link in the ‘Status’

column

a) No 
marks 
sent

b) Some 
marks 
sent

c) All 
marks 
sent

Note:  no 
fields are 
available 
for update.

Note: rows that 
have updatable 
fields are those 
where marks 
have been sent 
by the tutor



PAGE 7 - RELEASING MARKS

Note: ‘Release Marks’ button only 
appears when all marks for the 
assessment have been input.

Note: once released the marks are  visible to students. The actual mark for a Very Late submission is not viewable by students.

RULE: Before marks can be released to students 
ALL marks have to be entered for the assessment 
i.e. you cannot release some of the marks.

RULE: Only the ASSESSMENT CONVENOR for the 
course can perform this function.

click on this button to Release marks to students

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a
course and click on the link in the 
‘Assessments’ column.

• From the Convenor Assessment page:
click on the link in the ‘Status’

column

Note: change of status of button. You can ‘unrelease’ marks.

• First, you need to get to the Convenor 
Record Marks page. Follow the instructions 
on the right.



PAGE 8/9 - CONFLATING marks and 
SENDING marks to the EXAMS 

SYSTEM

RULE: At conflation the conflation rule is 
applied, penalty points are deducted for late 
submissions (10% of the max mark); Very Late 
marks are treated as non-submissions.

Note: the ‘Conflate Marks’ button only 
appears when all marks for at least one 
student have been input.

• First, you need to get to the Conflate and 
Send to Exams page. Follow the instructions 
on the right.

• Look at the messages in the headings – they 
will tell you  the current status of the course.

• Marks are ready for conflation when  marks 
for all assessments for at least one student 
have been entered.

Note:in this example  no marks have been input: therefore 
Conflate and Send to Exams buttons are not available.

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select course
and click on link in the ‘Conflate and

Send to Exams’ column.

Click here to conflate marks

Note: if you update a mark AFTER you have conflated marks 
you will need to Conflate them again before sending to Exams..

This student is not on the Exams 
system. Click on the ‘Why’ icon 
to find out more details 

Some notes about conflation:                                    
You can conflate marks as many times as you wish. 
Nobody gets to see marks until they are sent  to exams. 
You can conflate with ‘Admin’ access.                        
You can conflate ‘unreleased’ marks.



PAGE 8/9 - CONFLATING marks and 
SENDING marks to the EXAMS 

SYSTEM

Note: once marks have been sent to Exams – the conflated mark is visible on student pages as the ‘Overall 
mark’. Any associated assessment marks that were not yet released are released at this point.,

RULE: Only the ASSESSMENT CONVNEOR 
for the course can perform the ‘Send to 
Exams’ function.

Note: you will get this dire warning message. Please be 
aware that, once marks have been sent  to exams, you can 
no longer update them – apart from the Commments field.

• Marks are ready for sending to exams when 
all marks for all assessments have been 
conflated

Note: once marks have been conflated they are ready to be sent 
to Exams, and so this button becomes available

Click here to send marks to Exams



PAGE 10 - Viewing assessments: 
the Convenor Marks Register page

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a

course and click on the ‘Marks Register’ link 

This page lists all the students on the course 
with all the assessments. It shows the recorded 
marks and their statuses. This register is a good 
overall view of coursework marks for the 
selected course.

Click here to view a graph gallery for this 
Marks register



PAGE 11 - Monitor your Teaching groups (View only): 
Teaching Groups

How do I get to this page? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a

course and click on the link in the 
‘Groups’ column.

On this page you will see a list of teaching 
groups belonging to the selected course. From 
here you can view student progress within these 
teaching groups.

Note: you are in VIEW mode here – you 
cannot update any teaching group data .

Click here to view a list of students in the 
teaching group

Click here to view the attendance 
records of this student
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Click here to view the assignment 
records of this student
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Click to go to Teaching 
Group Sessions  page
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Click here to go to 
Attendance Register

13 Click here to go to the 
Teaching Groups 
Assignments page

14

Click here to go to the 
Marks Register page

14
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PAGE 14 - Monitor your Teaching groups (View only : 
Teaching Group Assignments and 

the Marks Register

How do I get to these pages? 
• Click on the Teaching tab. 
• Click on the Convening button.
• From the Convening page: select a course

and click on the ’Groups’ column 
‘Click on the link in either the 
‘All Assignments’ or ‘Register’ column.

On the first page – Teaching Group Assignments 
– you will see a list of all the assignments 
(contributory and non-contributory)  for the 
selected teaching group.

The second page – Marks Register – lists all the 
students in the teaching group with all the 
assignments – giving an overview of the 
submission record for this teaching group. Teaching Group Assignments

Marks Register


