
How to set up a Mark Book for recording A/AS end of unit examination grades 

1. Find your group using the ‘Search Student Groups’ function by entering your course code 

and clicking ‘search’.  

            

2. The following screen will appear, select your chosen course. 

              

3. Your course should appear with a list of learners. Select ‘Markbook Structure’.  

 

 



 

4. The following screen will appear, select ‘click here’. 

 

5. Click on ‘Maintain Assessments’.   

 

 

6.  Enter the following information into the Columns, and when complete click on ‘Add’. 

Assessment code  Continue the numbering 

Assessment title January 12 Series – Exam Result 

Assessment type Select from drop down – Exam 

Points    100 

Weighting   100 

 
Click on ‘Return to Student Group’ 
 
 
 
 
 
 
 
 



 
 

7. Finally, click on the unit, and tick the box, this will show the Exam on the Markbook. 

 

 

8. Don’t forget to click on ‘save’. 



How to enter a final unit examination grade 

1. Select ‘By Group’ which is in the Markbook section.  

          

 

2. Select the ‘Assessment tab’ and chose the assessment you want to enter a grade for,  
            in this case the      final unit examination grade titled January 12 Series – Exam Result, from  
            the drop down         menu. 
 

 

 

 

 

 

 

 

 



3. For each learner who has sat the exam, tick the ‘complete’ box and then enter the ‘grade’.  

 

 
 

 

4. You also have the option of entering the grade Marks and date the exam grades were 

released. These are optional. 

 

5. Finally, click ‘Save’. 

 

6. Once saved you can view the groups grades for the exam by selecting ‘Assessment 

Markbook’ in the Markbook Reports and all the grades will be show. You may need to scroll 

down. 

 

 

 


