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For detailed / step-by-step instructions, refer to the Mark Entry course notes on the SITS Course Notes page. 

The numbers against the below steps are referred to in the course notes.Recount number 

of students on 

module — 

RMA screen

Generate SMR 

records — 

SAS option 1b

Enter marks — 

SAS option 3

Once all 

component marks 

have been 

entered, calculate 

module marks — 

SAS option 6

Corrections 

needed?

Return to SAS 

option 3, locate 

student(s) and 

amend as needed

Yes

(marks incorrect)

See ‘Modifying and 

undoing calculated 

marks — SMRU 

screen’ process map 

on the SITS Course 

Notes page

Check component 

marks

Further mark/

grade 

corrections or 

amendments 

needed?

Yes

Withdrawn and interrupted students — reminder:

 Where modules must remain against the student’s 

record, marks should be entered and SMR records 

completed for all withdrawn and interrupted students.

Enter mark based on submission (mark allocated or 0 if 

non-submission) and enter grades of W and I in SAS (or 

amend via SMRU if post-calculation).

Withdrawn or 

interrupted 

student?

For affected 

modules > SMO 

screen > C/O field > 

alter value to W 

For affected 

modules > SMO 

screen > C/O field > 

alter value to I

Supersede 

affected module in 

SMRS screen

(S in Selection 

field)

No (marks correct)

Withdrawn

Interrupted

Including entry of W 

or I grades for 

withdrawn or 

interrupted students

So that when student 

takes this module again 

(or another) upon their 

return, mark will not be 

used in award 

calculation

1

2

3

4

5

6 7

Complete SMR 

records with the 

appropriate grade

http://as.exeter.ac.uk/it/systems/sits/howdoi/coursenotes/
http://as.exeter.ac.uk/it/systems/sits/howdoi/coursenotes/

	Mark entry process map - last updated 151215.vsd
	Page-1


