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 accurately
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 ¢ an be amended by th e EOL A dministrator at your
centre who is usually the Examinations Officer.
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Select the session from the drop down menu then click “Next”. Select the “Papers”
link next to the unit you wish to submit marks for then the “Coursework Marks" link
to navigate to the mark entry screen,

To wiew your allocated moderator details - please click on Moderator Details link.

Course Seasrch




iii. Select the “Papers” [EENEAEEEEEl
link next to the unit  qualification petails

Qualification Session

you wish t o sub mit .55 Janusry 2009

marks foro = This icon represents where there is a coursework paper within a Specification, Authorised users can
submit marks by clicking on the Papers link.
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are indicated by the Code Tite Description Entries

. CB104  COMST.& BUILT EMV.L1 U4 Unit 1 Candidates Papers

paper icon. CB204  CONST.2 BUILT EMV.L2 U4 Unit 1 Candidates Papers
EG101  EMGIMEERIMG L1 Ui Unit 1 Candidates Papers
EG103  EMGIMEERING L1 U3 Unit 1 Candidates Fapers
ITi01 INFORMATICN TECH. L1 U1 Unit 1 Candidates Papers
1Tz01 INFORMATION TECH.L2 U1 Unit 1 Candidates Papers
SH204  SOCIETY,HEALTH &DEV.LZ U4 Unit 1 Candidates Papers
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Code Title Description
cM101 CREATIVE Unit
Paper Details

Paper Number Paper Title Maximum Paper Mark Minimum Paper Mark
1A CREATIVE s0 )

Assessment Associates Click here for moderator details,

Centre Mark Submission Deadlines: 10/01/200%
Any errors */* that appear on screen will prevent the information from being submitted.

* - Exceeds Maximum Paper Mark.
* - Please enter sither a mark or an % (where the candidate is absent) for sach candidate.
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5. You may enter some or all candidates in a se ssion. Key a mark for e ach candidate in
the mark field beside e ach candidate. Once 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 or save etc.) the session will timeout and nothing will be saved. To stop this
happening, you can enter 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’ should 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. Itis 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 course work
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.



