
Diploma Coursework Mark Entry – January 2011 
 

Submitting coursework marks on Edexcel Online  
 

1. Centre marks can only be submitted via Edexcel Online. 
 

2. It is essential that Edexcel Online  mark subm ission screens are com pleted accuratel y 
before the deadline to enable Edexcel to issue results 

 
3. For each candidate submit the final raw poin t score according to the relevant scale in 

the specification.  
 
How to Enter marks 
 
4. Registered users should log onto Edexcel Online and navigate to the mark entry screen.  

You should check that you have been issu ed with the correct EO L access profile to 
enter marks. Th is acce ss profile c an be amended by th e EOL A dministrator at  you r 
centre who is usually the Examinations Officer. 

 
i. Navigate to the screen 

by selecting the Diplom a 
tab at the  top of th e 
window, then select 
‘Centre Mark 
Submission’ from th e 
menu at the left of the  
screen. 

 
 
 
 
 

ii. Select ‘Cou rse Search’  at  
the bottom of the screen. 

 
 
 



iii. Select the “Papers” 
link next to the unit 
you wish t o sub mit 
marks for.  
Coursework papers 
are indicated by the 
paper icon.  

 
 

 
 
 
 
 
iv. Select the “Course work 

Marks” lin k which opens 
the mark entry page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. You may enter some o r all cand idates in a se ssion.  Ke y a mark for e ach candidate in 
the mark field beside e ach candidate.  On ce the “Submit Marks” button at the bottom 
of the screen is selected and  confirmed it will not be possible to amend a candidate’s 
mark, where it has been keyed, ho wever it will be possibl e to view it.  Candid ates for 
whom a mark has not b een keyed will remain available to enter a mark in subseq uent 
Edexcel Online sessions. 

 
6. Please bear in mind that after 20 minutes of inactivity (not selecting any functions - 

back o r s ave etc.) the  sessi on will timeout and nothing will be  sav ed. To stop  this 
happening, you can ent er a few m arks at a time and then press sub mit. Those marks  
will go into the system and you will be able to continue entering the next set of marks. 

 
7. A score of zero should only be used if a candidate has submitted work that is found to 

meet none of the assessment criteria. It should not be used where work has not been 
submitted. 

 



8. An ‘X’ sh ould be entered for an y candidate who is a bsent, withdrawn or has f ailed to 
submit any  work, even if Special Cons ideration or an  aegrotat award h as been 
requested. 

 
9. It is the centre’s responsibility to ensu re that point scores are submitted by the 

deadline, are accurate, and are in the appropriate format/scale. 
 

10. Work identified with a tick should be sent to Edexcel for moderation.  
 

11.  All work will be required for Principal Lin es of Learning for the January 2009 
examination.  

 
Moderator Address 

 
12. The moderators address details can be viewed  by selecting the link on the coursework 

mark entry screens. 
 
 

 
13. The sample should be sent to the allocated moderator by the given deadline. 

 
14. Please label  the package with the qualification Level, subject and unit details. You  

should also include th e package  number if  more than  one is bein g submitted , for 
example 1 of 2.  

 
 

 
 
 
 
 


