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Student 
progression

Degree 
classifications

Certificate 
production

Entering students 
for re-sits and 

exams

Keeping a record of the 
number of attempts at an 

assignment – e.g. 
programme termination

Why is accurate Mark Entry important?



Important to Know

As with QL, it is essential that an accurate mark history is kept for 
each student. 
A mark should be recorded for each attempt of an assignment, 
even in the case of a non-submission. 
Where a student does not submit an assignment/ take an exam 
then you must enter
Mark of ZERO
Grade of NS
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Overview of the Marks Entry Process in 
SITS (Non-Collaborative Partners)

Responsibility

1 Academic Marking and moderating assessments

2 Academic Entering assessment marks into SITS and Calculating Marks

3 Admin Programme Exam Board scheduling notetaking
Extract Module Assessment Report and circulate as part of the Prog Exam Board papers
Note taker at Programme Exam Board

4 Admin/Acad/Registry Post Programme Exam Board tidy up

5 Admin TMR (Tick Module Result)
Dates for TMR are directed by Registry

6 Registry The Exams Team in Registry collate the necessary paperwork for the
University Pre-Exam board and University Exam Boards
The University Exam Boards decide student progression and completion

7 Registry Post University Exam Board – marks are APPROVED, and results are distributed to students
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Marks Entry Process For Collaborative Partners
External bodies cannot access our SITS Platform which means we 

need to enter marks for them.
Each CP is different and the schedule may not always apply

Responsibility

1 Admin Forward csv marks sheet to point of contact either at St Mary’s or the Collaborative Partner

2 Collaborative Partner Complete CSV marks sheet and return to administrator 

3 Admin Upload csv mark sheet into SITS (either via Client or E-Vision)

4 Admin Calculate Module Results
Programme Exam Board scheduling, Extract Module Assessment Report, notetaking

5 Admin/Acad/Registry Post Programme Exam Board tidy up

5 Admin TMR Tick Module Result.  Dates for TMR are directed by Registry

6 Registry The Exams Team in Registry collate the necessary paperwork for the 
University Pre Exam board and University Exam Boards
The University Exam Boards decide student progression and completion

7 Registry Post University Exam Board – marks are APPROVED and results are distributed to students
8



Trouble Shooting
Query What to do

1 Can’t access E-Vision Email IT Helpdesk – all staff should have access to e-Vision.  Below is the URL for ease
https://evision.stmarys.ac.uk/urd/sits.urd/run/siw_lgn

2 Can’t see the Module Marks 
Entry Container or 
Modules for entering marks

Contact your administrator who can check and provide access by adding you as a marker to the 
necessary modules

3 Can’t see all your students 
when entering marks

Academic: Please email exams@stmarys.ac.uk as there may be issues with the student record
Please state all relevant information - module code, module name and query

4 You see students who 
shouldn’t be on your 
modules for marks entry

Academic: please email exams@stmarys.ac.uk as there may be issues with the student record 
Please state all relevant information – regnum, module code, module name and query

5 Unable to TMR Admin: Log this via the Issues Spreadsheet in Teams
(please check that modules have been calculated first)

6 Unable to upload csv marks 
sheets

Check that the marks sheet has not been re-formatted as the system will not accept any variation to 
format and retry 
If issue continues email exams@stmarys.ac.uk

7 Assessment Name is 
incorrectly displayed

Contact you administrator in the first instance
Any changes to assessment name/ weighting  will need to be referred to QS.  Administrators will not 
have access to SITS for this function
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You can access e-Vision through the St Mary’s University Staff Pages.  
Enter you regular login credentials

Navigation – how to find SITS e-Vision
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Navigate to the menu bar along the top and select Admin

e-Vison Home Page
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Navigate to the Module Marks Entry Container

Academic access - This is where you 
will enter your module marks
Admin access –Additional functionality
Admin access –This is where we can 
manage Module Convenors
Admin access – This is where we can 
manage assessment markers

Module Marks Entry Container
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By selecting this function, you will be able to view all the modules you are able to 
enter marks into.
Action: From here select the module for entering marks by clicking the blue select 
button (far right-hand side).
This will take you to a new window where you can select the individual assessment 
element. NOTE: You can sort the list by clicking in the white space next to the column 
heading and grey arrow will appear.

Trouble shooting: If you can’t see a module, you should have access to then, contact 
your administrator who can investigate and provide access

Academic View Module Marks Entry



Module Marks Entry – Headings Explained 
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Module Marks Entry – Access Student Assessments
After you have hit the blue select button, you will be taken to

A new screen with 3 containers (Module Details, Assessment Elements and Select Options)
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Module Mark Entry – the 3 containers explained

1. Module Details – summary of module information eg Academic 
Year, Module, Occurrence, Period, No of Students

2. Assessment Elements – displays in more detail the assessment 
elements.  Action: you can choose to enter marks for one or both of 
the elements at the same time by ticking the appropriate box

3. Select Options – you can select the sorting order of your marks 
entry eg alphabetically student name or regnum.  
You can choose to view individual students 
You can select to display all students or unmarked students
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Calculate Module Results

Enter Marks

Action: Once you have selected your viewing criteria select click on 
the Enter Assessment Marks button        (highlighted in red)

This will take you to a new screen where you will be enter the marks
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NOTE: Only enter the MARK. Do not enter anything in the Grade cell, the Grade will be populated 
based on the Mark. The SAVE button is located at the bottom of the page.  
NOTE: The only exception is for a non submission where you can overwrite the F to a NS (please see 
slides 19, 20 and 21).

Enter Assessment Marks



Inputting Marks I

1 Entering Numerical Marks Mark Cell – enter Mark
Grade Cell – this will be auto 
populated based on the Mark

2 Overwriting a Mark

• If an error has been made or you need to overwrite the 
0/NS you can do this very easily.

• Select the student that needs their mark amending and 
delete the content in the that cell and select SAVE.

• Return to the same student and re-enter the correct mark 
and select SAVE.

• This can only be actioned prior to TMR.

• If you spot something after TMR – refer to exams@stmarys.ac.uk

3 Non-Submissions ie If a student has not submitted any work

If you need to overwrite a 0 NS follow same process as for 3 above

Marks Cell – enter 0
Grade Cell – enter NS
NOTE: please overwrite the F that 
will automatically appear in the 
Grade cell and replace with NS 19
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Inputting Marks II
4 Students on Leave of Absence

NOTE: In most cases students on LoA will not appear/ 
be available for entering marks as they will have been 
removed from their modules. NOTE: This does 
depend on when the student applied for LoA.

Academics: Please email exams@stmarys.ac.uk if you have 
any queries

Action: If the mark you want to enter is anything other an 
0, then enter it. If the mark you want to enter is 0 then 
email exams@stmarys.ac.uk to check.

You can identify current LoA students by reviewing the 
‘Current Leave of Absence’ Report on e-Vision
Link to current LoA students on E-Vision

5 Academic Misconduct (AMC)

NOTE: Once work has been referred to AMC the AMC 
team will enter 0/A0 to show that a case is 
pending. After a panel if a finding is made the AMC 
team will alter the mark to either 0 /A1 or A2 etc as 
necessary. If there is no finding the AMC team will 
delete the 0/A0 enabling the academic to enter the 
assessment Mark via E-Vision

For possible AMC cases academics should mark the 
assessment in the usual way, accounting for possible 
misconduct.  Please keep this mark safe but do not enter 
into SITS just yet.

Action: Leave the Marks Cell Blank
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Inputting Marks III
7 University Extenuating 

Circumstance (EC)
NOTE: Providing the Uni EC is in 
place on the record, the students' 
attempt numbers in STIS will not 'tick 
forward' so it will still treat their next 
submission as their 1st attempt despite 
it being entered on the resits menu.

If an assessment has not been submitted enter
Marks Cell – enter 0
Grade Cell – enter NS
Registry will overwrite the NS if the EC is approved

8 Programme EC If work has been submitted on time, enter the mark
If work has not been submitted enter 0 / NS
It is the student's responsibility to apply for a Uni EC

9 Late Marks

(NOTE: TMR = Tick Module Result.
Administrators perform this action after 
the Programme Exam Board and is 
sets the marks in SITS ready for the 
University Exam Board)

Marks can be entered up until TMR. Marks cannot be entered by 
administrators or academics once the modules has been 
TMR’d. If you enter late marks between programme exam board 
and TMR they will need to ratified via Chairs Action (Prog Exam 
Board level). If you need to add late marks please contact 
exams@stmarys.ac.uk. NOTE Exams may not always be able to 
facilitate this request in time for the university exam board 21
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After you have entered Marks you can 
Calculate Module Results

You can perform this action during or after you have entered all the 
marks for your module.

This will calculate the overall module mark so that you can have sight of 
all the assessment marks for your module.

You can calculate multiple times.
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The Calculate Module Results button can found in 2 places
1. At the bottom of the marks entry screen (next to the save button)

How to Calculate Module Results



24

2. An alternative way to calculate module results is by navigating to the 
‘Select Options’ Container                   (box highlighted in orange below)

How to Calculate Module Results
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NOTE If you have clicked on the Calculate Module Result button when all the 
marks have not been entered it will show an error message, and that is 
because the system is expecting all marks to have been entered and 
calculated.  Don’t Worry – the system has still calculated the marks that you 
have entered.
To view the Module Marks return to the Module Marks Entry Screen and 
select View Module Results            (green highlighted box)

View Module Results
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View Module Results
Below is screen shot of the View Module Results Screen
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LAW4008 Source of Law SMF01 2020/21 SEM1 001/03       Available

• Text will appear under the Resit column to advise that re-assessment marks need to be entered
• Historic resists will be indicated by the Year (in the instance below the AY 2020/21 is highlighted in red)
• Action: Hit the blue select button to enter resit marks

Entering Re-Assessment Marks 1
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A new screen will open
You will see the original mark and grade per student
Action: Enter the resit mark under the original mark and SAVE

Entering Re-Assessment Marks 3



29

• Select the Calculate Module Results Button
• Then return to the main screen and select the View Assessment 

Results button to see an overview of the module

Entering Re-Assessment Marks 
Calculate and View Re Assessment Marks



After all the marks have been entered 

Administrators will be able to extract a Module Assessment Report 
which can be used at your Programme Exam Board
This report provides the assessment information necessary for 
discussion and approval
Post Programme Exam Board and any following actions the 
Administrators will TMR (Tick Module Result) all the modules  
The date for TMR is directed by Registry
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This is an example of a Module Assessment Report which should be presented at your Programme Exam 
Boards 
NOTE: The format of the Module Assessment Report may not be suitable for all Programme Exam Boards in 
which case the extract from Client may be used.

Module Assessment Report



Glossary
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What the Grade Abbreviations Mean
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MAV

Eg SMF01 Variations:

SM = St Mary’s  * (see next 
slide for more variation)

SI = SMULIC

F =Face to Face Delivery D = Distance

01 = Full Time 02 = Part Time

Course Block

01 Foundation Year

11 Year 1 UG and PGT

21 Year 2 UG

31 Year 3 UG

Course Block and MAV Occurrences explained
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Prefix Collab Prefix Collab

AN ALRA North MA Maastricht
AP Assumption University ML Mountbatten London
AS ALRA South MN Mountbatten New York

BD
Pontifical Beda College, 
Rome MY Malaysia

BL Berlin School of Language NH Northampton
CA Carmel OM Omiros Aegean College
EM EMD, Marseille PM Portsmouth
EX Exeter SC PCP SCITT, Southampton
GF GLF Schools SH Southampton

GL Glyndwr SI
St Mary’s University London 
International College

IC
Institute Catholique de 
Paris SJ St Johns Seminary Wonersh

Location codes of our Collaborative Partners



Codes - Modes of Attendance
Code Category

FT Full time

PT Part time

FA Full time accelerated

SR Suspended Repeat

FW Writing up FT

PW Writing up PT

FD Dormant Previous FT

PD Dormant Previous PT

SB Sabbatical
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Codes – Withdrawal codes
Code Descriptor

W00 WD Withdrawn pending appeal
W01 WD Academic Failure
W02 WD Transferred
W03 WD Health Reasons
W04 WD Death
W05 WD Financial Reasons
W06 WD Other Personal Reasons
W07 WD Written Off, Time lapse
W08 WD Disciplinary
W09 WD Gone into Employment
W10 WD Other Reasons
W11 WD Academic Misconduct
W98 WD Reason unknown
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• Select Manage Module Convenors in the Module Marks Entry container
• Enter your search selection criteria ie the module you need to change the 

MC and select Retrieve.  
• You can enter the module code only and press Retrieve

Manage Module Convenors
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TWO type in name of new MC

ONE tick box

1. If a number of modules appear select the number of modules that 
apply to the change
2. Select new convenor (start typing the MC name) and hit the button 
Apply to Selected

How to Change the MC for a Module
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• Select Manage Markers in the Module in the Marks Entry container
How to Manage Assessment Markers
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1. Select the module that needs a new marker or marker removed
Mandatory fields:  Year, Module code
Optional fields: Occurrence Marker
2. Hit View
3. You can use this function to copy selected
marks from one module to another, or replace

How to Change Markers
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You can add a new marker here by 
typing in a persons name.  
Confirm the Marker Type as academic 
marker
Select Add Marker

You can now see a summary of who 
is currently a marker for this module.  
Clicking the red cross will remove a 
marker
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Once you have hit Select the screen will refresh 
and you can view the revised list of Markers
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• You can make bulk changes to markers for modules using this section
• The ‘Copy Markers’ process will copy the markers from one module to 

another
• The ‘Replace Markers’ process will replace one marker of a module to 

a different marker

Bulk changes to Markers
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• Enter original module code on the left hand side and click View eg 
ABC4001

• Check the Copy Markers indicator on the right hand side
• Enter the new module code that needs the same markers eg ABC4002
• Enter Occurrence if applicable
• Select Process Copy
• Refresh and the markers from ABC4001 will be copied over to 

ABC4002

Copy Markers from module to another
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• Enter original module code on the left hand side and click View eg 
ABC4001

• Enter the existing marker name on the left hand side
• Enter the name of the new marker
• Select the blue Process Replace button
• Refresh to view changes

Replace Markers on a Module



Additional Functionality via the Enter Process Marks 
(Admin) view
You can hit Retrieve to view all the modules that are attached to you, 
or you can select your search criteria
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• You can have the same functionality as that of academics 
• Additional functions are highlighted in Red
• - Create csv marks sheet
• - TMR
• - Undo Module Results

Additional Functionality available for Admin



Using a CSV mark sheets to upload marks 

You may still need to use a CSV spreadsheet to upload marks in to SITS 
and in particular to send to Collaborative Partners

You can extract a CSV marks sheet using the original process in Client or 
you can use E-Vision (previous slide)  
If you are using E-vision it will only extract a spreadsheet that displays 
one element of an assessment at a time.  When extracted from Client it 
extracts all elements on the one spreadsheet
We can upload either option via e-Vision
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TMR Tick Module Result
Performing this function agrees the marks in SITS in readiness for the 
University Exam Board.

We should endeavour to TMR all modules as soon as possible after 
your Programmes Exam Board and absolutely by the TMR deadline 
directed by Registry.

NOTE: If you are unable to TMR check that the ‘Calculate Module 
Results’ has been actioned, and action if not.
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1.Select the Module you need to TMR from the list of modules 
assigned to you as administrator

2.Select the TMR option – this will take you to a new screen: Process 
Module Results  Student List

How to TMR in E-Vision
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• 3. You can choose to TMR individual students or select Agree All to 
TMR the whole module (found at the bottom of the screen).

• 4. Repeat until all your modules have been TMR’d.

How to TMR cont.
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