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SSTU0027 - Teaching Allocation

US

University of Sussex

To Find Modules

To find a specific Module
Enter the module code into the 'Code' textbox. You can enter all or the first part of the module code. To
enter any other part of the code, you must precede it with a %.

For example, to find code L1234, you could enter any of the following:

e L1234
e L1
e %23

If you don’t know the code, you can search by module title. Put in the beginning of the title or use key
words, each preceded by a % symbol.

If you can’t find a module, check that you aren’t excluding it by the settings in the drop-down boxes
(term, department, etc.)

To view all modules for your department
Select your department from the drop-down list and click Find . You can vary your search by selecting
from the other drop-down boxes.

You can retrieve a
single module by the
module code ...

:Sussex Administrative Systems

sks Edit Window Help

7R S5TU0027 Courses and Teaching Groi

Year [ogm7 =) ’ Term: [an |

... or search by title.
Put in the first part of
the module title OR
use key words, each
preceded by a %

started 20-JUN-2007 13:53

chool: [all Schools

You can change the
year and term

Title:

| Dept: [all Departments =l
Select sghrch criteria abowe or enter course codglor title below

Level |All Levels ¥ L’

Your School and
Department may be
selected for you

Eind
M

Click on Find or
press the Enter key
to start the search

[Enter Course Code

|Record: 111 |

[<osC>

Click Find to view a list of matches.
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& Sussex Administrative Systems

Tasks Edit Window Help

If more than one
module matches your
search, they are listed
here. Click on a
module title to select it

Year Jogm7 x| Term: [all =l
Schoal: Jall Schools =] Dept: fall Departments =l Level: [all Levels x| Clear
Select search criteria above or enter course code or title below
Code: [L1 Title: | Eind
Code Course Details Places Students Applicants
L1059 Advanced Macroeconomics - Spr/Sum 115 97 0 -
L1061 Advanced Microeconomics - Spr/Sum 15 9 0
L1062 Applied Econometrics - Spr/Sum 30 17 0
L1002 Applied Economics Dissertation - Spr/Sum 61 30 0
Applied Economics Topics - Spr/Sum 55 48 0
Applied Mathematics for Economists - Autumn 20 17 0
Applied Statistics for Social Scientists - Spr/Sum 18 18 0
Computer Literacy (Dip) - Autumn 15 7 0
Computer Literacy UG - Autumn 40 33 0
Contempaorary Economic Issues - Autumn 10 a9 1)
Econometrics - Autumn 32 0
Economics of European Integration - Autumn 30 1] 0
Further Statistics - Autumn 16 12 0~
on course details or press Return key to view students on course This column shows the J

7
|Recard: 1135

] | [<osc» number of students

currently on the

A list of matches is displayed. The 'Students' column shows the number of students currently on the
module. From this list, click on the title of the module you want to work on.

Tabs Overview

The teaching allocation screen has five tabs

List Students

View the students on a module. You can sort them by name, programme, or department.

Add / remove individual students from a module

Record students leaving a module early or starting late

Add cohorts of students to a module, selected by department, programme, and year

Record a student as ‘auditing’ a module

Syllabus

View the programmes to which a module is attached

Teaching Groups

Record the different ways in which students are taught, for example lecture, seminar

Record which tutor is teaching which students

Record students moving between groups

Flag the terms in which tutorial reports are required

Check Students

View the number of tutorial reports, assessments and teaching groups for each student

List Applicants

View module applicants
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List Students tab

& Sussex Administrative Systems

Tasks Edit Window Help

M3051

List Students

and Teaching G

Syllabus

Current =] & Name

2040 *
20407277
206022,

oup!

All five tab pages have the same header
A block. This shows some basic information
about the module: level, credits, the terms in
Forensic Science and thl Which the module runs, the module

IUGYRD?/DS vl Convenor:

201 Select 'All' from this

o drop-down box to

-nf include students who
200 have left the module

20502225

Biolo 4/ BIOLOGY AND ENVIR
Law LLI SLS
Law LLB 3 SLS
Env Sci 3 BIOLOGY AND ENVIR
Law LLB 3 sLs
Biology 3 BIOIOGY AND ENVIR
Biology | Use these radio buttons to [AND ENVIR
Lawll8| change the sort order
Law LLB
Law LLE 3 SLS
Law LLB 3 sLs
Law LLB 3 SLS

Delete | Amend Dates | Email Group | Save |

AN

Back

Credits:  30.00
convenor and the number of students on the Apps. D
| Teaching Groupsl Check Students I List Applicants I
[P |
 Pragramme " Department Azrsma

Remove tick
to record
that the
student is
auditing the
module

|Record: 1748

\ |<0sc=

To Add an Individual Student to a Module

1.

2. Click Add

Click the 'List Students' tab

£ sussex Administrative Systems

Tasks Edit Window Help

M3051 Forensic Science and the Legal Process Level: 3 Credits: 30.00
IUGYRU?/US vl Convenor: Places: 54 Students: 48  Apps: O
List Students I Syllabus Teaching Groups | Check Students | List Applicants
Farmal
[curr  Pragramme " Department Assmt
2040| 2. Click to Biology and Law 4 BIOLOGY AND ENVIR v A
2040/ add Law LLB 3 SsLs v
2050 individual Law LLE 3 sLsS Vv
2050 students to Env Sci 3 BIOLOGY AND ENVIR v
2056, = Law LLB 3 SLS v
2050 the module Biclogy 3 BIOLOGY AND ENVIR v
2050 Biology 3 BIOLOGY AND ENVIR v
2050 Law LLB 3 SLS v
2050 Law LLB 3 SLS v
2050, Law LLB 3 SLS v
2050 Law LLB 3 SLS v
ALEESo\ © % : Law LLB 3 SLS v j
Add | Add Group | Delete | Amend Dates Email Group Save | Back |
Record: 1/48 [ o [ |<0sC= [
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Efi_!gSussex Administrative Syste

Tasks Edit window Help | 9. Select 'UG Students' or 'PG Students'

’75/3STUD027 Courses and Ted

78 Add Individual Student

— Students =&
Enter Surname: [MONAGHAN Level: [UG Students >
or Registration Number: | A Find
R4- Enter the name or Programme ¥r Department tus
Jregistration number  bru (chris) Art History 2 ART HISTORY ’5 Click Find
2and click 'Find (Kats)  Molecular Medicine 2 BIOCHEMISTRY - Click Igiy
2 International Rel 1 INTERNATIONAL RELATI

6. Click on the
required student =

Click on a student's name to attach the student to the course Cancel

[Click once on hame or use Return key to add student to the course J
|Record: 113 [ | [ |<osc=

w

In the 'Add Individual Student' screen, select 'UG Students' or 'PG Students' from the 'Level' drop-
down.

Enter the student's surname (preferably followed by a space and an initial) or registration number
Click Find

Click on the required student

The student will be added to the list

Nooak

& sussex Administrative Systems =]
Tasks Edit Window Help
and Teaching Gro
M3051 Forensic Science and the Legal Process Level: 3 Credits: 30.00
IUGYRD?/UB 'I Convenor: Places: 54 Students: 48  Apps: O
List Students ] 7. The student will be | Check Students | List Applicants
added to the list Formal
Current 'IF Nam me " Department Assmt
2046 * Biology and Law 4 BIOLOGY AND ENVIR Vv A
- Law LLB 3 SLS v
8. To remove Law LLB 3 ss 7
a student from Env Sci - 2o nov AND ENVIR 2
the module, Law LLB 9. Click here to record a ~
click on the gfology late start or early finish ~ fND ENVIR o
iology on the module AND ENVIR v
name and on Law LLB =
Delete Law LLB 10. Save changes
Law LLB 3 SLS
Law LLB 3 SLS
Law LLB 3 SLS
Add | Add Group | elete | Amend Datesl Email Group I Save | Back |

|Record: 1748

To Remove a Student from a Module

8. From the list of students on a module, click on the name and on Delete
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To Record a Late Start of Early Finish on a Module

9. Click Amend Dates to record that a student has taken part of the module. This option will usually
only be used for withdrawing students:

e if a student temporarily withdraws but has completed one or two terms and will not be
repeating this part of the module, use this option to split the module record between years.

e if a student permanently withdraws, you may want to date close the module records to

leave information for references, etc.

* however, if a student changes options or transfers programmes after the term has begun,
you will usually remove them from their modules, and add them in the usual way to their
new modules. All data relating to the old module (attendances, marks etc.) will be deleted.

Leaving partial module records on the system unnecessarily is confusing and unhelpful

To Add Cohorts of Students to a Module

The 'List Students' tab lets you select cohorts of students and add them to a module. You can select

by

* department and year

e programme and year

* department, subject, year

* subject and year

e.g. Informatics 2" years

e.g. Drama & Media Studies 1 years (N.B. to use the
programme selection you must first specify a department)

e.g. all students studying French in the Chemistry department

e.g. 3" year students across the University who are studying Art

History

You can also limit the search to students on single major, major/minor or joint major programmes.
A year of study must always be selected.

& Sussex Administrative Systems

Tasks Edit Window Help

M3051 Forensic Science and the Legal Process

UGYRO7/08 vl Convenor:

List Students | Syllabus

Current 'I & Name

Click on
Add Group |.”

to search
for the

group of
students [ -\
you wish to [\~
add B

S N S N S S )

Add | Add Group |

Level: 3
Places: 54 Students: 48
Teaching Groups | Check Students | List Applicants
 Programme ¢ Department
Biology and Law 4 BIOLOGY AND ENVIR
Law LLB 3 SLS
Law LLB 3 8LS
Env Sci 3 BIOLOGY AND ENVIR
Law LLB 3 8IS
Biology 3 BIOLOGY AND ENVIR
Biology 3  BIOLOGY AND ENVIR
Law LLB 3 8LS
Law LLB 3 8IS
Law LLB 3 8IS
Law LLB 3 8LS
Law LLB 3 8LS
Delete | Amend Datesl Email Group | Save I

=lolx|

Credits:  30.00

Apps:

0

Formal
Assmt

v

AR

j

|Record: 1148 [ -
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"7 Select group attachmement method

Select a method of attaching a group of students

Leave as default
" Use the Syllabus and CliCk OK

Cancel 0K

Sorting students by
their programme or
department may help
you refine the selection

E%Sussex Administrative Systems
Tasks Edit Window Help

0027 Courses and Teaching Groups

Started 17-APR-2007 16:06 > = |

Enter search criteria to add [yg »| students to L40f SP-SU06/07 Places: Students: 94 Apps: 0
Department: [All Departments ~| Progtamme: [ =] Year [E
Subject: [SOCIOLOGY | ¥ Majors W Minors ¥ Joints Eind Students

— Students available for selection =
I~ Lick ﬁﬁbox to select all students \
@ - - rogramme CDrpartment  Stu: 16
This search is
Cul for 2nd | ciology 2 SOCIOLOGY WD 4
ad TOr £nd years r - 2 SOCIOLOGY TWD
Jaf studying r Tick here to selectall | 2  socioLosy TWD
g‘t Sociology F - students, or tick boxes g ﬁﬁfﬁ'c?égﬁﬁv wii
E ilog T
o, across the - psyel fOrindividual students | 5 ooycio 06y
Fo| University on I~ Politig 2 POLITICS
Lin Programme - Politics & Sociology Jt 2 POLITICS
Lo L3015U | Philosophy & Sociology Jt 2 PHILOSOPHY
Lu | Politics 8 Sgeiatasu 2 POLITICS
Ri I PsychwSod Click Save 2 PSYCHOLOGY
Sk ™ Geography & \ GEOGRAPHY =l
Save | Back | =
Kl | »f

\Tick checkbox to select this student J
|Record: 1116 [ ] | |<osc= |

To Set up Teaching Groups

You will usually need to set up teaching groups for a module.

A group represents a set of students meeting with a tutor for a type of teaching, such as a lecture, a
practical, or a seminar. A group may meet any number of times in the term (e.g. weekly, three times a
week, twice a term, etc.) and more than once in a day.

Groups run for some or all of the terms of the module. If students will largely stay in the same groups,
set groups to run the length of the module, moving individuals between groups as required. If a module
has a core element in one term and then splits into options, reflect this by creating separate groups for
each part of the module.

If tutorial reports are required, you need to record this, otherwise the tutor will not be able to write
reports. The terms selected control the data that is used in creating the report, for example a Spr/Sum
report will use data from both terms.

LIFESCI sometimes require their tutors to set up their own teaching sessions. This can be set up by
selecting the P-Tutor option in the teaching group type.

N.B. Sometimes groups may need to be set up solely for recording marks.

Select the 'Teaching Groups' tab ...
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@Sussex Administrative Systems

Tasks Edit Window Help

L4009

European Societies Il

SP-SUDBMN7  w| Convenor: Dr KJ McCormick

List Students [ Syllabus

Teaching Groups

Check Students

List

Places:

Applicants

Students:

Level: 2

99

Credits:  18.00

Apps: 0

Term: |AII

=
Type: Al ~

Students

Summer Lecture 1 83 =
Summer Seminar 6 B

Summer Seminar 5
Summer Seminar 4
Summer Seminar 3
Summer Seminar 2
Summer Seminar 1

[ I )

L«

Set Up Groups I

<«

d

Click to set up or amend
teaching groups

Add

| (Re)Mbve

Copy.

(728
5
<
()

Students

|Click once on a Teaching Group or press Return to view students or tutars l
|Record: 1/7 | - | |<0sC> |
ESussex Administrative Systems 9 [=[ 3]

Tasks Edit Window Help

79/55TU0027 Courses and Teal

L4009

European Societies IT

Use the drop downs to set
up the groups needed

G Started 17-APR-2007 16:06

Sum Sum Exc

Places

Students:

Level: 2

99

Credits:

Apps: 0

Term(s) Type . Aut Au/Sp Spr Sp/Su Sum YR Sch1 Sch2 At Stu Tutors
| | |Lecture / [T /00 - C O © I I 8 MsJMMonaghan =
Summer _>| [Seminar/ ~lls/ . O O M I I I I° & MrsSJEmer
Summer x| [Semingr ~lfs/ O O O O M I I I I B MsGYPowel
Summer | Sery{ﬁar [ r O -0 M I T T B MsJMMonaghan
Summer =] [Sginar =z - - 0K~ I I 6 MsJMMonaghan
Click Add to Summer _¥| JSeminar i 2 K r oV - T I° 6 MrP McCulkin
create another | [Eummer _“Seminar B ; ; ; F :Z F F B ~ & orksOR Use check boxes to
group B Hl & @ 6 @ & B B § ® rec_ord the t.erms for
B B " " B @ B B E E H which tu?orlal reports
= Bl @ B B E B E EE W are required
Add | Delete Teaching Sessions | Save Back | —
4 A & |
|Select Term(s) - - :
[Record: 117 W o [ [<osc- To set up teaching sessions,

To Set up Teaching Sessions

As shown above, select the group for which you want to set up the sessions and click on Teaching

Sessions .

The following screen is displayed:

select the group for which you
want to set up the sessions and
click here
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To add
teaching
sessions one
at a time,
click Add
Then
complete the
data using the
drop-down
lists

To add multiple
teaching sessions,
click Quick Set Up

RI=TEY
Tasks Edit Window Help
elen Moore
L1064 Applied S for Social Sci 2006/07
Spring and Summer CLASS - Group 2 Quick Set Up |
— T hil g [~
Term Week Day Start End Building Room Comments ...
(>3 =||Thu x| |10 ={j00 x| |11 x| |00 >||PEVENSEY 1 >||1B0S | =
10 x| |Thu x| |10 >} jo0 x| |11 x| 00 x| |PEVENSEY 1 >||1B0S 2
>t = fThu > |10 =100 x| |11 x| |00 >||PEVENSEY 1 >l |[1B0S =
I/ o2 A | I I 2 | i 2
- - - - - - - - *
1Ed = Il |- I~ = I hd ]
H = = Il - = = = = hd ]
= = = = = = = = I
- = Il - Il - I = I = ]
I/ = ] &) 4] ] = = *
A N
Add | Delete l Save Back |
Record: 1/2 [ | |<0sC=

The 'Quick Set Up' screen

&Sussex Administrative Systems

Tasks Edit Window Help

"’ZE S8TUD116 Maintain Teaching Sessions Helen Moore Database: TRAINING Started 25-JUL-2007 15:32

2006/07

Quick Set Up I

for Social Sci

L1064 Applied Statisti
Spring and Summer CLASS - Group 2

Use the drop-
downs to select
time and location

Term: IM vI 1. Enter teaching session details
2. Tick checkboxes to record session days
Time: Start Joo =] oo =] End oo =] oo =] 3. Press OK button to update the teaching list
Building: [ | Room: [ “J_/'
Comments: |

123 456789 10

™ Monday OooDOoOo0o0o0oOnO

™ Tuesday I‘l‘l‘l‘l‘l‘l‘l‘l‘l“\

Cwednesday T C D OO

Use the tickboxes
to set up multiple
sessions. The
boxes along the
top of the tickbox
grid refer to the
weeks in the term

CTharsday T OO CCCCCC T
Ofey DOODOOOOOOD ok | Cancel |
T
Record: 1/1 | | | |<OSC>
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Checking Whether Teaching Sessions Have Been Cancelled

& Sussex Administrative Systems (=] 59|

Tasks Edit Window Help

"7 SSTUD116 Maintain Teaching Sessions Michele Saliman Database: TRAINING Started 21-APR-2008 17:21

Q1052 Language in Society 2007/08
Spring and Summer SEMINAR - Group 1 Quick Set Up I
p— T hi g N 1
Term Week Day Start End Building Room Comments ... Canc |f a SeSSion
Spr |2 >||Thu xf|11 >||o0 x| [13 >|]00 x| |RUSSELL BUI.. x| |RB-34 x| = haS been
sor < =l =] [i1 =] foo =][13 =] [0 =] [russELLBUL.. <] [RE34 2| cancelled in
Spr Xl x| |Thu |11 |00 x| |13 x| |DIJ | |RUSSELL BUI... x| |RB-34 ® | .
Spr >Jl5 xlfthu >l |11 >ffo0 =13 =|fo0 ] |rRUSSELL BUL.. ~]|RB-34 * | Sussex Direct
sor ~l6 =t =111 =]fo0 =][13 =] [0 =] [russELLBUL.. =] [RE34 = a C will appear
Spr 17 x| |Thu =f[11 >]j00 =] [13 =] |00 x| |RUSSELL BUIL.. x| |RBE-34 Ea against the
Spr |3 x| |Thu xf|11 >||o0 x| [13 x| 00 x| |RUSSELL BUI.. x| |RB-34 * | — t h
sor ~lp ~|fu =I[i1 =|fo0 =] 13 =] o0 =] [russELLBUL.. =] [RE-34 | eaC_ Ing .
=] [10 = [the =] [i1 =lfo0 =1[iz =] oo =] [russELL BUL. =] [RE-34 3| G session. Click
fsum =l[t =lfhu =l f1 =l oo =113 =lfoo =] [russeLL Bul.. =] [RE-34 =8 | on the C to see
*2‘_5 Cancellation Details Cance”ation
Add information.
Spring Thu Wk 10

Cancelled by Dr John Smith on 15-APR-08

W Cancelled from Sussex Direct sessions_update page

To Associate Students and Tutors with Teaching Groups

Students

If Students are to be taught in small groups, divide them up between groups of the same type, e.g.
Seminar 1, Seminar 2, and Seminar 3. Students can only be in one group of the same type in any
term.

Tutors

Adding Tutors to a group gives them access to the records of students in those groups for recording
attendances, etc. If the tutor for a group changes, you can set start and end dates for the tutor records
accordingly. Up to five tutors can be recorded for any one group.

Make sure you choose the right person when recording tutors, and not someone wth a similar
name, otherwise the tutor will not get access to the group.

Once teaching groups have been set up they are listed under the 'List Students' tab. You can limit the
list by term or group by using the drop-down menus.
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To Add Students to a Teaching Group

E‘Zsussex Administrative Systems

Tasks Edit Window Help

nd Teaching Grouy,

You can limit
the list by term

IRAINING Started 17-AP

Teaching groups
are listed here.

L4009 European Societies Il or group type Level: 2 Credits:  18.00
ISF‘-SUUG/’D? vl Convenor: Dr KJ McCormi Places: Students: 99 Apps: 0
List Students I Syllabus Tegeffing Groups ] Check Students | List Applicants

Term: |All ﬂ

Type: fal ~|

Students

Summer Lecture 1 83 =
Summer Seminar 6
Summer Seminar &
Surmmer Seminar 4
Summer Seminar 3
Summer Seminar 2
Summer Seminar 1

oo oMo o,

Ll

Set Up Groups

Add

Click to add students
to the selected
teaching group

I (Re)Move Eopy.

Save |

4

|Click once on a Teaching Group or press Return to view students or tutors

|Record: 147 [ |

| [<osc=

To allocate all
students, tick
this box

-loix]
Tasks Edit Window Help
G TUD027 Courses and Teaching Groups Jane Monaghan Database: TRAINING Started 17-APR-2007 16:06 *x2)
L4009 European Societies Il Level: 2 Credits: 18.00
Places: Students: 99  Apps: O

or Nanigllg

Or put a tick
against required
Fos{ Students here

 Programme

¢ Department

63 Students

He
Johd Save when

KenJ finished

Kell
Ket

< e B i B i B

\A Save I

|

Philosophy & Sociology Jt 2 PHILOSOPHY =
Sociology & Cult Studies jt 2 SOCIOLOGY PRO
Psych w Sociology 2  PSYCHOLOGY

Sociology 2 SOCIOLOGY

Politics & Sociology jt 2 POLITICS

Sociology w Mgmt Studies 2 SOCIOLOGY

Sociology w Mgmt Studies 2 SOCIOLOGY

Sociology 2 SOCIOLOGY

Sociology & Cult Studies jt 2 SOCIOLOGY

Sociology 2 SOCIOLOGY ;[

Cancel I

|Tick checkboxto select a student

|Record: 9/63 | |

| |<osC=
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E%Sussex Administrative Systems _-J_Djl'

Tasks Edit Window Help

In this example,

students are L4009 European Societies Il Level 2 Creditss 18.00

now split SP-SUDBM7 v Convenor: Dr KJ McCormick Places: Students: 99  Apps: 0
ist Students yllabus eaching Groups eck Students ist Applicants

between six List Stud Syllab Teaching G Check Stud List Appl

seminar groups.
All students on
the module are

Term: [all v
l J Summer Seminar 4 Students B

Ms JM Monaghan

in the lecture St & Name  Programme " Department \
group g“mz: ;‘;;“;Z 15 853 A oe Sociology SOCIOLOGY A To add a tutor
e o{ Total for Sociology S0CIOLOGY to this group,
Sumrner Semmar4 10 Y- Do| group is Sociology & Gender Stud jt ~ SOCIOLOGY Change the
ummer seminar ™S4 Undated. and |Gociology & Gender Studjt  SOCIOLOGY
Summer Seminar 3 6 Fa updated, an Sociology SOCIOLOGY drop-down to
gummer gem‘”a'f g Fin| Student Sociology w Mgmt Studies  SOCIOLOGY "Tutors' and
urmmer Seminar kel names are Sociology SOCIOLOGY click Add
Kel i Sociology & Cult Studies jt ~ SOCIOLOGY 1
= Ke dlsplayed Sociology
- Kibrororr—=m Soci SOCIOLOGY E |

Set Up Groups Add

4

|Record: 1110 I | | |<0sC= |

(Re)Move l Copy Save | Back | =
| o
|

To Add Tutors to a Teaching Group

As shown above, change the drop-down from 'Students' to 'Tutors' and click /Add

&3 Sussex Administrative Systems -10] x|

Tasks Edit Window Help
"z_s SSTU0027 Courses and Teaching Groups Jane Monaghan Database: TRAINING Started 17-APR-2007 16:06

European Societies Il Level: 2 Credits:  18.00

Convenor: Dr KJ McCormick Places: Students: 99  Apps: 0

Search for the | —tEme AT Department Details

tutor by name . | [Smith, Arthur D PHILOSOPHY PROFESSOR OF PHILOSOPHY All matches for
Srith, Adrian P SPRU FELLOW .
Srmith, Andrew T < BIOCHEMISTRY PROFESSOR OF BIOCHEMISTRY your SearCh_W'"
Srrith, Douglas L INFORMATICS RESEARCH FELLOW be listed. Click
Srith, Hilary C INFORMATICS RESEARCH FELLOW
Smith, Helen E PRIMARY CARE ~ PROFESSOR OF PRIMARY CARE to select one
Srith, Lindsay J ENGLISH PROFESSOR OF ENGLISH
Smith, Peter N PHYSICS & ASTROM RESEARCH FELLOW =

Click once on a person's name to make them a Course Tutor Cancel I |
-
4| I B

|Click on a hame to make a person a Course Tutor J
|Record: 1/8 [ - | |<0sC> |

If a Tutor has more than one Grade within your School you will be required to select the grade for this
Module

Select grade: | -

Grade 5 - Associate Tutor
Grade 6 - Associate Tutor

OK |
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T

Start Date: |D7—JAN—2DDB End Date: |2D-JUN—2DDB

Enter the
Pay Band: [SEMINAR | ‘teaching hours’
and the ‘non-
Teaching Session Hours:  15.00 Note: Teaching Sessions may not be set up teaching hours’
_ el s and ‘Total Payable
Exp teaching Hours: | 15.00 hours’ will be
Exp non-teaching Hours: [Ellil] -~ <€ automatically

completed. You
can override the
Grade: Grade B - Associate Tutor non-teaching
hours if required.

Total Payable Hours: 45.00

Comments:

Cancel | Save |

Moving Students between Teaching Groups

Students sometimes need to be moved between groups or removed from a teaching group.

1. Under the 'Teaching Groups' tab, click on the group from which you want to (re)move the student

2. Click (Re)Move
3. Choose whether to Remove or Move the student

If you choose Remove
e you will be asked to confirm removal if attendance or marks records exist. If in any doubt,

check thoroughly
e once removed, the student will be available to be added to another group of the same type

e if you remove a student from a group and they have previously been in another group, they will
be restored to the previous group

If you choose Move
e you must select the group to move them to
* you must select the date of the move. It is important to get this data right as tutors’ access to

record attendance depends on it

If a student has been put in the wrong group, and has never attended the group they are in, use
'Remove’ and then Add them to the right group.

[ Sussex Administrative Systems =10] x|

Tasks Edit Window Help

Level: 2 Credits:  18.00

L4009 European Societies Il
[—jSF‘-SUDE/W = '__v e dent from Teaching Group 99 Apps: 0
List Students | Remove or Move Student
Name: Haxby, Kerensa M
Term: |a|l
T | Group: S Seminar 6 ents <~
ype: Al 3. Choose
. Last recorded attendance: 16-APR-2007 )
2. Click (Re)Move nt whether to
Summer Lecture 1 ~ ) . . /
D, Do you want to " REMOVE (delete) this student from this Teaching OV 4 Remove or
Summer Seminar 5 or & MOVE this student to another Teaching Group Move the
Surmmer Seminar 4 tud t
i Select new Teaching Group Effective Date stuaen

Summer Seminar Gp 2 | 17-APR-2007
Move | \‘:’@*' | If you choose

'Remove’, you must
__setUp Growps_| ‘ l_\dd\[*e)uove | cony | §}|\_ select the group to
" move them to and the

[
|Record: 171 I 2 | [<osC> date of the move

Summer Semina
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Deleting A Group of Students from a Teaching Group

It is possible to delete students from a teaching group where there is no teaching activity against their record.

Where there is any teaching activity (e.g. attendance records, marks or tutorial reports) then the student can

be removed by clicking the (Re)Move button.
NOTE: This will result in deleting the students teaching activity.

e Clicking on ‘Select All' will tick all students where there is no teaching activity
e Clicking on ‘Remove Selected’ will remove the selected students from the teaching group. They will
still remain on the module.

T7047 American Cities: New Orleans FHEQ: 5 Credits: 15.00
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Students | g pame T Course © Department  Select All: M Activity
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e nar 1 0 -— - American Studies & English J American Studies rm -
sminar V&E - HAHP History r
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Ametican Studies American Studies W =
Ametican Studies American Studies r =
American Studies American Studies =
= American Studies American Studies r
American Studies American Studies ™
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