Prifysgol Cymru

Ensuring the University has a Record of Students’ Final Results
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What student results does the University record?
The University’s student records system holds the following results for each student:

¢ The final classification/award for undergraduate schemes;
e An exit award of certificate or diploma;

e Apart one result for master’s schemes;

e Apart two result for master’s schemes;

» Afinal award for research degrees.

This enables the University to provide certificates to successful or exiting students.

The University’s student records system does not hold students’ individual module results.

What must Institutions do to ensure students’ results are recorded?

Four weeks before an Examining Board, Institutions must prepare an Excel spreadsheet of student
details in the attached example. Students to be included on the spreadsheet are:

* Undergraduate students who completed the scheme (whether they have passed or failed);

¢ Undergraduate students who are seeking to exit with a Certificate or Diploma;

¢ Students on postgraduate diplomas or taught master’s schemes who have completed Part One
(whether they have passed or failed);

¢ Students on postgraduate diplomas or taught master’s schemes who are seeking to exit with a
Certificate or Diploma.

The spreadsheet must be uploaded via the University’s website at www.wales.ac.uk. We call this
spreadsheet an examination entry.

Results for Part Two of Taught Master’s schemes or final awards for Research Degrees are recorded on
special forms that we will provide you.

What does the University of Wales do to ensure students’ results are recorded?

Uploading the spreadsheet will enable the University to prepare a document called a Notification of
Results Form (NoRF). This is an official University of Wales document listing the student names you

have provided. It will be used at an Examining Board to record agreed marks.

At an Examining Board, students’ final results will be entered on the NoRF. The NoRF will be signed by all
external examiners, internal examiners and Chair of the meeting.
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On receipt of the NoRF, University of Wales’ staff will transfer students’ results to our student records
system. Within six weeks of the examining board, eligible students will receive their certificate.

Are there times when students’ results are considered outside an Examining Board?

Sometimes a student’s final results might be considered by correspondence. This may be the case for
small numbers of re-sitting students.

Once re-sits have been undertaken, and you have held an internal re-sit examining board to consider the
re-sit results, you should:

* inform the University that a re-sit examining board has been held;
e upload an examination entry for the students’ concerned;
e upload/send a spreadsheet of students’ results.

The University will create a NoRF from your exam transfer and will circulate it, along with the
spreadsheet of results, to the external examiners, internal examiners and Chair for signature. External
examiners will be asked whether they wish to examine any of the re-submitted work.



Preparing a File of Examination Entry Data

Requirements:
An Excel spreadsheet (.xIs format)

Contain only one worksheet
May not have a Header row
May not contain blank rows

Must contain the required columns
Must not contain any subtotalling rows

Each file to be transferred may optionally also:
have a name for the worksheet (i.e. may be other than the default ‘Sheet1’)
have additional columns after the required columns (these will be ignored)

Your Results Transfer should look like this:
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ExA 9918 0911861234569 AADDOL SMITH JAMES 28/05/1986 M MR ZZ-MAJIHTL 1 7 01/05/2009 F F M 01 J SMITH@ZZCOLLEGE ORG
ExA 9918 0911861234567 AADDOZ JOMES SYBIL 27/04/1987 F MS ZZ-MAJIHTL 1 7 01/05/2009 F F M 15 SJONES@IZCOLLEGE COM
ExA 9918 0911861234568 AADDOZ BROWHN BORIS 06/08/1986 M MR ZZ-MAJIHTL 1 7 01/05/2009 F F M 24 B EROWHN@ZZCOLLEGE COM
ExA 9918 0911861234566 AADDO4 CHANG HUA-YU 08/03/1987 M MS ZZ-MAJIHTL 1 7 01/05/2009 F F M 99 CHAMNG@ZZCOLLEGE COM
ExA 9918 0911861234565 AADDOS ALBA MUNOZ CRISTINA MIHAELA 05/05/1979 F MS ZZ-MAJIHTL 1 7 01/05/2009 F F M 06 ALBAMUNOZ@HOTIMAIL SO UK
ExA 9918 0911861234570 AADDOG FETHERSTOMEHAUGH CATHERIMNE AMMEKA 21/02/1982 F MISS ZZ-MAJIHTL 1 7 01/05/2009 F F M 07 LOMNGHAME@GMAIL COM

A Guide to the Required Columns in the Examination Entry Spreadsheet
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EXA 9913 0911861234509 AADDOL SMITH JAMES 28/03/1986
ExA 99143 0911861234567 AADDOZ JOMES SYBIL 27/04/1987
ExA 9918 0911861234568 AADDD3 BROWHN BORIS 0a6/08/1986
ExA 9913 0911861234566 AADDDS CHANG HUA-YL 08/03/1987
EXA 9913 0911861234505 AADDOS ALBA MUNOZ CRISTIMNA MIHAELA 03/05/1979
EXA 99145 0911861234570 AADDOG FETHERSTOMNEHAUGH CATHERINE AMMEKA 21/02/1982
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M MR, ZE-MAJIHTL 1 7 01/03/2009 F F il 01 JSMTH@ZZCOLLEGE ORG
"F MS ZZ-MAJIHTL 1 7 01/05/2009 F F M 15 S JONES@IZCOLLEGE COM
M MR ZZ-MA/IHTL 1 7 01/05/2009 F F I 24 B BROWMN@ZZCOLLEGE COM
M MS ZE-MA/IHTL 1 7 01/05/2009 F F Il ag CHANG@ZZCOLLEGE COM
F MS ZE-MA/IHTL 1 7 01/05/2009 F F il 06 ALBAMUNOZ@HOTIMAIL SO UK
F MISS ZZ-MA/THTL 1 7 01/05/2009 F F M 07 LONGHAME@SMAIL COM
Record Type

It will always be EXA

Institution Identifier
We provide this when your course is validated

USN
You must always enter the student’s unique student number

Institution Student Number
This is for your own use

Family Name
Students whose surname commonly appears first should have their entire name in the surname field, as they would like it to appear on their certificate.

Forename
The student’s first name must be entered.

Date of Birth
Please enter the date of birth as day/month/year (DD/MM/YYYY)

Gender
Please enter either M (Male) or F (Female)

Scheme code
We provide this when your course is validated



Year of Study
The year of study

Level
Either 3,4,5,6,7,8

Start Date

Date that the student commenced the course

Mode of Study

F for full time or P for part time

Status

D students that are deferring

N new students starting this year

NCT students that are newly registering onto the scheme with credit transfer

P students that are progressing onto the next year or level

R1 students that are repeating a year of study and will be undertaking more than 30 % of modules within the year of study
R2 students are repeating a year of study and will be undertaking less than 30 % of modules within the year of study
W withdrawn students

Disability

Indicate any student disability using the following codes:

H Deaf/Partial hearing

L Learning disability

M Mobility/Wheelchair
MH Mental Health
Multiple Disability
No disability

Other disability
Blind/Partial sight
Not Known
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Qualifications on Entry
Please complete this field for undergraduate students only using one of the codes given below:

01 Higher degree of UK institution

02 Postgraduate diploma or certificate (excluding Postgraduate Certificate in Education (PGCE))
03 Postgraduate Certificate in Education (PGCE)

05 Postgraduate equivalent qualification not elsewhere specified

11 First degree of United Kingdom institution

12 Graduate of European Union institution

13 Graduate of other overseas institution

22 Other credits from UK Higher Education institution

29 Other schemes at Higher Education level

30 Other Higher Education qualification of less than degree standard
31 Foundation Degree

39 ‘A’ level or equivalent qualification

43 Foundation scheme at Further Education level

56 Other non-advanced qualification

92 Accreditation of Prior (Experiential) Learning (APEL/APL)

97 Other non-UK qualification, level not known

98 Student has no formal qualification

99 Not known

Code 99 'Not known' should not be used as a standard default.

Should a student have more than one of the qualifications listed, it is for the institution to decide which is the 'highest'. In cases where it is unclear which qualification is the 'highest’,
enter the code which is closest to ‘01"

Campus
Please enter the campus code for University-approved campuses only

Email
Students’ email addresses must be supplied



How to Upload the Exam Entry Data Transfer

¢ Login to myWales

Explore the Uniwersity of Wales

ONLINE LIBRARY UNIVERSITY SHOP - Sign in to myWALES
]

| S

onlGeren l!l’l'; 20
. F

University of Wales

Prifysgol Cymru

ABOUT US NEWS & EVENTS  STUDY ONLINE LIBRARY UNIVERSITY SHOP

Home > Account

int

in .

sword Reminder I_Ogl n

ster to access the Global

|pus [ Save Password
Username: i
Password: [——

| have fargotten my passward %

If you are proampted for 'Old Password' | this nieu“s the password you were sent
in your Welcome Email and not the password you maghave used with the Online
Library in the past.

¢ Select the Admin link

myWALES Testv admin )
ONLINE LIBRARY UNIVERSITY SHOP

~ Search My Wales

in on twitter | Friends V m

* Select the Registration and examination transfers link on the left menu



. HOME  ABOUT US MEWS & EVENTS STUDY ONLINE LIBRARY UNIVER

Staff Admin Home > Staff Admin > 5taff Administration

Staff Admininstration

Registration and Examination Staff Ad m I n i St rati O n

Staff Accounts : ;
View Annual College and Course Reviews

View Other Uploaded Documents
Enter Results Information

Scheme Details

Student Records

Results Batch List
Displaying 1to 1 of 1

» This will take you to a form into which you select the Excel file of registration or examination entry data.
e Use the form for sending data

NEWS&EVENTS  STUDY  ONUNELBRARY  UNIVERSITY SHOP [ myWALES Or Parry [

Homes > Staff Admin = Begistration and Exuminatisn Translerm

e Registration and Examination Transfers

— Dhetails of File being Submitted
FRRG FAlo 1o Registration & Examination Entrias |?| —Sm—Select Examination Entries
S ddagidin UniWalesing. nsfers xis |7 ~eaee—"Select o file to upload

Sheet Name examtranafer201d |? —— Enter the worksheet name if you

hove changed the nome
Recerds in Balch &7 l?_ —eie  Enter the number of rows

— instimution &nd Submitter Details

Institutian CEADE, SEVILLE e four stitution name should oppear here
Contact Hame Crwen Pamy ~eeess  Contoct nome for this dota tronsfer
Contast
Contac! Emall test@test.com el Contact email oddress
Comprignts Any additional information you may want to pass on can be entered
hae
By submitling this i, | hisshy confinm Mal tha Uneceraaty of \Wales Assessmants conduched st CEADE, SEVILLE were

undgnaken with the highest regard far secunty and integrity Gnd in full compiEance with the Quality AssWranca Agency Code of
Fradice as prosided by me Undersity of Walas

Syt | —e— Click once done and ready to submit

*  When you click on Submit, the file of data will be uploaded and checked immediately.
*  Errors will be shown in the report, with the record number (row number in the spreadsheet) where the

error occurs.
* The report will be emailed to you and the University will have a copy, to help you clear up any

problems.



Batch Number
20006

nstitution: « 2 Z- g
Batch Type: Registration Transfer
Date Submitted: 0401172009 09:568.36

File submitted : 20008, ~ sept08xls  Sheet: Students

2004
Number of Records Expected: 208

Contact Person: Owen Parry Hotrmail
[ owenparry@hotmail.com |

Comments:

Q08T

Errors were found
his batch hag been
rejected and will he
rermoved from the
systemn. A report is heing emailed

PROCESSING OF SUEMITTED FILE

Processing comimences for FileName:20006,. ;sept
09.xls, Sheet:Students 2009

Too many columns in spreadsheet - Columns after
EMAIL will be ignored

l.?' You have entered data in mare columng ofthe

s_preadsheet than were expected.

Chiecking for Format Errors

I.?' This process checks that all the fields in the transtfer

are inthe correct format and that all compulsary fields
have avalue Row 14 has a problem with the Dat
of Birth for the student

9016 ; Record 14 Date of Birth below minimum length ar

is missing, Record skipped

| This field is compulsory but has no value.
Explanation

P_rlujcessing will be stopped.
of the error

9017 : Recard 14 Date of Birth not in correct format.
Record skipped

9016 : Fecord 25 Date of Birth below minimum lenath or
is missing. Record skipped

E This field is compulsory but has no value.

P'rncessing will be stopped.

T
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Common Errors

1. Number formatted as text

osboard = | Printing by Lexmark 1= Fant
ca | fe | 'D9RIB66770175
A | B | e | D -

REG 9966 0899666597450 OL203 Niigihar finatiailabe
REG 9966 0899666897712 OL215 Ji fond

[REG 9966 0899666897930 4354 P

REG 9966 G6TT0175 QL195 A This can he seen
REG 9966 V509666 OL165 E hecause there is a '
IREG 9966 0799666771345 4276 P character at the start of
|REG 9966 5 the number or a green
IREG 9966 6015 G triangle in the cell

2. Date Format Incorrect

G

27 April 1967 4——— Date should be in the format DDIMM/YYYY

14/10/18367
1989-11-20 e

15/06/1973 Date should be in the format DD/MMYYYY

26/03/1985
020911978

8/28/37 #=——— Date should be in English-UK format not

03/03/1988

3. Email Addresses

D

Cerreyeoiereeti
Jones@mycollage edu
Peacocki@mycollege edu
Armitage@mycollege edu
Ericson@mycollege edu
Patel@mycollege edu
Simpsoni@mycollege edu
George@mycollege . edu

4, Punctuation in fields

accented characters not permitted
in email addresses

No punctuation should be added to the following columns:

* H (Gender)

o I (Title)

* N (Mode of study)
¢ (Enrolment status)
¢ P (Disability)

So please use MR not MR. and MRS not MRS. and PROF not PROF. so on
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Column Formats

* Select the whole column to be formatted
¢ Select Format from the menu bar and then Cells.
¢ Inthe pop-up window, select the Number tab and then apply the formats shown below:

Column formats may be applied using Excel using the following steps:

|Colnm- ID-w:qutlnn I

B |mstiftution Select Number and then Custom, then in Type: enter 0000
Identifier

C  |Unmiversity Select Number and then Custom, then in Type: enter
Student 0000000000000
Number

G |Date of Birth |Select Date, select DD/MM/YYY Y from Type

M  ||Start Date Select Date, select DD/MM/YYY Y from Type

1. Select Column B

Here is a step by step example for Column B : Institution Identifier:

A
REG
REG
REG
REG
REG
REG
REG
REG

B & E F
9966 089966E897480 OL203 SMith Janet Mary
9966 0899666897712 OL215 Jones Sue Jane
9966 0899666897930 4354 Peacock Rebecca
9966)0799666770175 0L195 Armitage Patricia Anne
9966)0599666590395 OL165 Ericson lan Peter
9966J0799666771345 4276 Patel Paul
9966 5035 Simpson Laurance
9966 6015 Gearge Gareth

2 Select Format Cells

uaE - g =
K oy w2
=2 s 3% Dalete = 1
wditional  Format Cell ) B .
natting = as Table ~ Styles ~ _:.j Format 'ﬂm— Click here
Styles Cells

G H I J
27/04M1867 F  Mrs RXC-BAJAT
14101967 F Mrs RXC-BAIAT
201111889 F  Miss RXC-BA/AT
15/06M1973 F  Miss RXC-BAJAT
26/03M1982 M Mr REXC-BAJAT
02/09M1978 M Mr REC-BAAT
28/08M1987 M Mr REC-BAAT
03/031983 M Mr REC-BAJAT
Cell Size

30 Row Height...
AutoFit Row Height
= Column Width,.,
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color
Protection
(S Protect Sheet...
(2| Lock Cell

_'2?" Format Cglls... I\

— e LD e RO R

M
4 01/09/2003
4 01/09/2003
4 01/09/2003
4 20/0972007
4 14/09/2005
4 03/09/2007
4 02/09/2009
4 02/09/2009
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3. Select Number, then Custom

Format Cells g |
Mumber | Alignment | Font I Border | Fill I Protection |
Cakeqory:
|General ample
Mumber 3986.00

Decimal places: |2 5‘

™ Use 1000 Separator ()

Fraction [egative numbers:
Scientific

Text 1234,10

Special -1234.10

Custom -1234.10

Mumber is used for ggneral display of numbers, Currency and Accounting offer
specialized formatting for monetary walue.

Select Number

- -]

ok, I Cancel

Format Cells x|
Mumber |Alignment I Font | Eiorder | Fill I Probection
Cateqgory:
General ‘I SMMple
Mumber 996,00
Currency :
Accounting Tvpe:
Date
Time g.00
Percentage General &
Fraction
Scientific
Text #,##0

Special #,##0,00
(Clrom T A
#,##0;[Red]-#,#40
#,##0.00;-#,##0,00
#,##0.00;[Red]-#, ##0,00
£ ##0;-£8, #40
£4, ##0[Red]-£4, ##0 |

Ll Deleke |

Type the numbelFformat code, using one of the existing codes as a starting point.

Select Custom option

4. Enter 0000 as the Type field
And then click OK to return

Humber |.°.Iignment| Faont I Border I Fil I Pratection
Category:

Ok I Cancel

General “ I ’-Samplc

Mumber 9955

Currency

Accounting Type!

Date

Time UP 0

Percentage neral -
Fraction

Siientific an

Text

Special ##0.00
e Wi s

L, #H0;-£, 820
£, #0;[Red]-£4 #40 =l

Delete |

Type the number formalf code, using one of the existing codes as a starting poink.

Enter 0000

ok I Cancel
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