
Promonitor Support Document 

This document is a step by step guide to setting up a course onto Promonitor.  If you require 

any further assistance please contact the Quality Improvement Team 



 
1. Bite-Size ProMonitor – Log on and finding a Group 
 
Locate Promonitor on the C_Space home page: 
 
 

 
 

 
 
On the ProMonitor homepage, hover your Mouse pointer on the Search option, and 
on the drop-down menu, click on Student Groups. 
 
 

 
 
 
 
 



Enter the Student Group Code and then select relevant group from the drop down 
menu. 
 

 
 
Once you have selected the group, click on ‘search’ button.  
Then select the student group. 

 
The list of students will be displayed. 

  



2. Bite-Size ProMonitor – Allocate a Course Type 
 
 
To allocate a Course Type, click on a course that you have found. 
 

 
 
 
Next to Type: click on [None Selected] 
 

 
 
To assign a Type, click on the here link. 
 

 
 
This will open the Maintain Student Group window.  



Click on the Arrow button to select a name from the list that will pop up. 

 

 
 
 

Select the appropriate name from the 
list, and repeat this process with the 

option for Type of course as seen 
below. 

 
 
 
 

 
 
Click on Show Withdrawn/Transferred Students if required, and then click on Save. 

 
 

Note: There is also an option to change the students in the group 

 

 



3.  Bite-Size ProMonitor – Set up an A Level Markbook 
 

 
Launch Internet Explorer, and on C_Space click on the link 
for ProMonitor on the left-hand side of the screen. 
 
 
The ProMonitor Home Page 

 
If you are a Tutor your courses will appear on 
the left-hand side of the screen. 

 
To find and edit a course structure, click on 

the Search option at the top of the page and 
select Student Groups. 

 
The Find a Student Group page will be 

displayed, so enter the course code you require in the Course Code: 
option, click on the complete relevant code from the drop-down list, as seen below, 
and click on the Search button. 

 
You will then see a list of the Groups set up for your course, so click on the course 
group you wish to edit. 



Clicking on a group will display the Student Group Details page seen here. 

 
 
This page provides links to the structure of the course 
itself, and to all learners enrolled on the course (a 
new window will open for learner data so use the 
Task bar at the bottom of the screen to switch 
between windows). 
 
To view the Markbook Structure, click on the left-

hand link. 
 
Clicking on the Expand All, and Contract All options, will display or hide all Units 
and Assessments that have been created. 
 
Click on the here link to display the Maintain Units (for the course) page. 

 
Click on the Edit button to edit the Unit title, or to add further Units.  



Click the Update button (or the Cancel button if you decide to keep the original title) 
when you have finished editing. 

 
To edit or add to the Assessments that have been 
created within the Unit, click on the Maintain 
Assessments option on the left-hand side of the 
screen. 
 
This displays the Maintain Assessments page for 
the course. 
 
Choose  the Unit title from the drop-down option 
above the Assessment titles, and then click on the 

Edit button to edit the Assessment title you wish to edit, and then click on the 
Update button as seen below to confirm the changes.. 

Continue this process with all the Assessment titles within all Units that require 
editing, and when the editing is complete, click on the Return to Student Group 
option on the left-hand side of the screen. 

 
This will display the Markbook Structure page for the course, where these changes 
can be saved. 
 



Click on Expand All to view the changes, and Tick All to select all items (deselect 
any that are not required), and click on the Save button. 

ProMonitor will confirm that the changes have been saved successfully. 
 

 
 
 

Note:  Please see Section 11 – Copying a Course Structure if you need to copy 
an existing structure from one course to another. 

 



4. Set up a BTEC Level 1, 2, 3, Markbook 
 
Once you have clicked on ‘Markbook Structure’ it will take you to this page: 
 

 
 
2. On this screen, you add the units for your course, using the ‘edit’ button. 
 

 
 
3. The ‘External Unit Code’ can be found on your course spec. 
 
 
 
 
 
 
 
 

1. Click ‘here’ to add and 

edit your course units 

and to take you to the 

screen below. 

4. Leave these 

checkboxes blank. 

Note: There is no option to ‘save’ on this page. It saves automatically. 



5. When you have added your unit, click on ‘Maintain Assessments. Here you 
maintain the assessments for each unit. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
10. When you have added your tasks, click on ‘Task Allocation’. This is where you 
assign tasks to assignments.  
 
 
 

6. Make sure you 

select the correct 

unit here 

7. You can add each assessment / 

assignment here. 

8. You can add separate tasks for each 

assignment by clicking on ‘Maintain 

Tasks’. This will take you to the next 

screen. 

9. Here you must add the grading 

criteria for the whole unit. In ‘Task 

Code’ enter P1/P2/M1/D1 etc. 



 
 

 
 
 

 
 
 
 
 
 
 

11. Use the checkboxes to 

assign tasks to assignments. 

12. Once you have assigned the 

tasks, click on ‘Apply changes’. 

13. Click on ‘Return to Student Groups. 

14. Tick all relevant boxes so they will 

show to the learners. 

15. Click on ‘Assessment Schedule’ to 

enter submission dates for 

assignments. 



5. Allocating yourself as a Personal Tutor for ‘A/AS’ Level Tutor 

Group 

 
 
Step 1 – On the home page, using the search function select ‘tutor groups’. 
 

 
 
 
 
Step 2 – Enter the tutorial course code, for ‘A’ level this is 6983 and click on search. 

 
 
Step 3 -Select your tutor group from the list provided by Promonitor. 
 



Step 4 – Promonitor will display the learners in the tutorial group selected. 

 
 
Step 5 - To allocate yourself as the tutor for this group, click on ‘Tutor Group’ under 
the Maintenance banner. 
 
Step 6 – The following screen will appear where you can select yourself as the tutor 
by clicking on ‘Select Me’.  
 

 
 
 
Step 7 - Finally click on ‘Save’, your tutor group is set up.  
 
 
  



 

6. Allocating yourself as a BTEC level 1, 2, 3 Personal Tutor  

 
Step 1- On the home page, using the search function select ‘tutor groups’ 
 

 
 
 
Step 2 - – Enter the course code and click on search. 

 
 
Step 3 - Select your tutor group from the list provided by Promonitor. 
 
 
 
 
 
 
 
 
 
 
 
 



Step 4 – Click on your tutor group listed 

 
 
Step 5 - Promonitor will display the learners in the tutorial group selected. 
 

 
 
Step 6 - To allocate yourself as the tutor for this group, click on ‘Tutor Group’ under 
the Maintenance banner. 



 
Step 7 – The following screen will appear where you can select yourself as the tutor 
by clicking on ‘Select Me’.  
 

 
 
 
Step 8 - Finally click on ‘Save’, your tutor group is set up.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7.  ‘AS’ and ‘A2’ – Setting Personal Targets 

You can use Promonitor to set a target grade for each ‘A’ or ‘AS’ level. The system uses the 
following grade boundaries to allocate a grade. 
 

Grade Boundaries Table 
Grade Awarded Min % Max % 

Grade: U 0    39 

Grade: E 40 44 

Grade: D/E 45 49 

Grade: D 50 54 

Grade: C/D 55  59 

Grade: C 60 64 

Grade: B/C 65 69 

Grade: B 70 74 

Grade: A/B 75 79 

Grade: A 80 100 

 
Once you have set a target grade for the learner the system will colour code each 
assessment activity with green, amber of red.  
 
To allocate a target for each ‘A/AS’ complete the following. 
 
1. Find the group you want to assign targets to in Promonitor as usual. 
2. In the Mark Book click on ‘Target Setting’. 
 

 
 
3. The following screen will appear, in the Personal Target Percent column enter the target 
grade for each learner using a grade Boundary from the table above.  
 
(For example,  if you set a Personal Target Grade of an A you will set the Personal Target 
Percent as 80% (Taken from min% column in the Grade Boundaries Table). 
 
4.  Enter the actual grade in the Personal Target Grade. 
 
5. Click Save and the target is set. 



8.  BTEC Level 1 – Setting Personal Targets 

 
Promonitor can be used to set individual targets for learners for BTEC learners. 
 
To set up this function up complete the following 
1. Find your group using the search options 
2. Click on the Target setting section in the Mark Book 
 

 
 
3. Enter the learners Personal Target grade in the first column and the points this 
equates to in the Personal Targets Points  
 
The following table will help you with this 
 

Level 2 – Diploma 

Grade Points 

P 36 
 

 

 
 
 
 



9.  BTEC Level 2 – Setting Personal Targets 

 
Promonitor can be used to set individual targets for learners for BTEC learners. 
To set up this function up complete the following 
1. Find your group using the search options 
2. Click on the Target setting section in the Mark Book 
 

 
 
3. Enter the learners Personal Target grade in the first column and the points this 
equates to in the Personal Targets Points  
 
The following table will help you with this 

Level 2 – Diploma 

Grade Points 

P 300 

M 340 

D 380 

D* 400 
 

 



10.  BTEC Level 3 – Setting Personal Targets 

 
Promonitor can be used to set individual targets for learners for BTEC learners. 
 
To set up this function up complete the following 
 
1. Find your group using the search options 
 
2. Click on the Target setting section in the Mark Book 
 

 
 
3. Enter the learners Personal Target grade in the first column and the points this 
equates to in the Personal Targets Points  
 
The tables on the next page have the BTEC grade and the equivalent points 
 
 
 
 
 
 
 
 
 
 



BTEC Grade Equivalent Points for level 3 Programmes 
 
 

Level 3 – Extended Diploma 

Grade Points 

PPP 1260 

MPP 1300 

MMP 1340 

MMM 1380 

DMM 1420 

DDM 1460 

DDD 1500 

DDD* 1530 

DD*D* 1560 

D*D*D* 1590 

 
 

Level 3 – Diploma 

PP 840 

MP 880 

MM 920 

DM 960 

DD 1000 

DD* 1030 

D*D* 1060 

 
 

Level 3 – Subsidiary Diploma 

P 420 

M 460 

D 500 

D* 520 

 
 

Level 3 – Certificate 

Grade Points 

P 210 

M 230 

D 250 

D* 260 

 



11.  Bite-Size ProMonitor – Copying a Course Structure 
Once on the Student Group Details page, click on the left-hand option for  
Markbook Structure as seen below. 
 

 
 
If no structure has been created, or copied, ProMonitor will say so.  To copy an 
existing structure, click on the here option. 

 
On the Maintain Units page, click on the Copy 
Course Structure option on the left-hand side of the 
page. 

 

As shown above, enter the course code for the structure to be copied from, and click 
the Search button. 
The Copy Course Structure page will then be displayed, so click on the course link. 



The Copy Course Structure page displays the Units and (if the Expand All option 
is clicked) all the Assessments that have been created within them.  Click on the 
Tick All option, and then click on the Next button. 
 

 
 
ProMonitor states that the structure has been successfully copied, so click on the 
Finish button. 

 
Click on the Return To Student Group option at the 

bottom of the left-hand side of the page. 

 
The Markbook Structure page will be displayed, and to finish the copying process, 
click on the option to Tick All and then click on the Save button. 

ProMonitor will state that the data has been saved successfully.   
 
The copied course structure may then be reviewed or edited, and the structure 
copied to additional groups as required. 
 
To copy a Markbook Structure from one course to another, select the course you 
wish to copy to using the normal search function, then click on Markbook Structure. 
 
 
 
 


