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1. Why add markers to modules?

Just as a student needs to have an SMR to be able to access a module in Blackboard, any
members of staff who wish to access a module on Blackboard need to have a marker
record (known as MKR).

If there are no MKRs for a given module, that module will not appear in Blackboard even if
there are students registered to it.

This also means that if a module has MKRs it will appear in Blackboard, even if the module
is not running. For example, if a module has changed from Sem 1 to Sem 2, the MKRs
attached to the Sem 1 version must be deleted to ensure the module does not appear in
Blackboard.

MKRs are fairly simple to add and/or delete — this document will take you through the
process step-by-step. If you have any problems, please contact the SAINT team on x3333
(select option 2) or email SAINT @bradford.ac.uk
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2. Finding staff numbers

To add an MKR, you first need to know the PRS number for the staff in your department. To
obtain a list, open the PRS screen and enter your department code followed by the gold
star (figure 1). If you don’t know your department’s code, double click in the box and you
can check the list of all departments.

=
SAINTUSER SAINT - Training System 28/M ov/2008
MENO1 Personnel (PRS) MEN_PRS
1 of 0 Personnel {PRS) records View Photo UDF

PRS code Short Name InUse? [

Title = l Gender Updated Date |

Forenames | |

Forename Used Initials | Date Left I

Surname Previous |

Full Mame

Internal Address ;]

Internal Telephone

Internal Fax

Internal Email Address

Location {LCA) Code
Faculty (FAC) Code [ |
Department (OPT) Code  [om* =l
Job Title
NI Number
User (USR) Code I— External ID
Student (STU) Code — Batch
Max No. Students [ cCurent 0 FTE Value [
Max No. Placementstu [ Max Weighted Incomplete Tasks [
Placement Subject Area

Placement Geographical Area
Note

Figure 1 — Finding your department’s staff in PRS

=
s

on the top bar or the F5 key.

Retrieve the records, using either the retrieve button

You can also find individual PRS numbers by entering the staff member’s surname followed
by the gold star in the ‘Surname’ box then retrieving as before.
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2.1 Saving staff numbers and names in Excel

If you only need one PRS number, follow the directions in section 2. However, if you
would like a list of staff in your department for future reference, follow the directions
below.

Go to All > Gen + Print Letters (figure 2)

AIF SAINT - Training System copy of Live as at end of day 6th Nov 2008

Fle Edt Goto Misc Other Current | Al Help

—] _4 |ﬂ j -_:I I D‘G’ K 4 Gen + Print Letters h:i I ©

Generate Letters

) Assessment Markers | Bakch Letters
SAINTUSER ~ stem
Generate XML message
CAMOL = v reme)

Figure 2 — All > Gen + Print Letters

Enter the letter code SAINTPERS (figure 3), press TAB, then click ‘Run’
-lox

Generate & Print all PR letters

Letter code [FIMESE  PERSOMNELDETALSFORMKR

Record range 1 E kil E Discard records I~

Reload records y

P  Run..

x Cancel & Generate

Figure 3 — Letter selection box and SAINTPERS letter code

Another dialogue box will appear (figure 4). Click on the button next to file name and
save the file on your computer. Don’t forget to end the file name with a .txt extension.
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s
InUse? [T
Letter PRS SAINTPERS PERSDETAILS
PERSONNELDETAILSFORMKR
Generate * One combined file 71 individual files
File name: [ 2‘*]
¥ cancel | v ok
Save As
Save in: @Desktup zl Q2 Lo -
ode Chd
k u: —_——
My Recent 5=
Documents ) com—
@ E ——
B ——
Desktop B g=—
2] oty
‘ E]g_ -
. )
[ —
B g iy
) d====
- E—
F e = s - e
- i3]
-
IETISN - File name: Imalkers.lxﬂ :] Save
Places (
Saveastyps:  [AllFies (7] =] Cancel
7 |

Figure 4 — ‘Save As’ dialogue box

Click ‘save’ and you will be returned to the previous dialogue box (figure 5). Click ‘OK’
and the file will be saved in your chosen location.

5 Text Standard Letters -lof x|
Letter PRS SAINTPERS PERSDETAILS
PERSONNELDETAILSFORMKR
Generate (%" One combined file (" 71 individual files
File name |C: Documents and Settings\acryan1'Desktopimarkers El
x Cancel | « OK

Figure 5 — Dialogue box

In Excel, open the file you have just saved (figure 6). You may need to change the
‘Files of type’ drop-down box to ‘All Files (*.*) as shown.
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@;u = &E ¥ Bookl - Micros
“ Home | Insert Page Layout Formulas Data Review View Get Started
Eﬁgj ? Fut Calibri ‘ S‘WrapText General i ﬁ
=3 Copy > | g li=emiaas 5 |
[Pt it Poiter || BB E| ” EMerge & Center - | |83~ 9% o[58 %] Conditional Form:
Clipboard S Font el | Alignment il Number = | ]
A1 - @ 5|
P A BliiConliwd E F G H | J K L M
3
2 -
= e ——— 21|
4 Lookin: He-3ixoE-
- et EE——
6 Documents Bre——
= ; 5 1 B st
= Desktop
8 @M ‘ (B
i e s
? Documents
104 QM %‘: ==
11 Computer @ A
BT My Network S—— _I 5
i; gPlzt:ei s %
5 = =
14 ) rompromemesem—
.  ———
=
17
18
15
20 i
2 | B
5 Fle name: | |
23 Files of type: [l Files (*,%) =l
24
’2‘2’ Took || [_open [-] _ conce /I
B 2l
Figure 6 — Open the file in Excel
. th
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A text import wizard will appear. In step 1 (figure 7), click ‘Delimited’, then ‘Next’.

Jrest import Wizard -Steptofs 2 x|
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
riginal data type

Choose the file type that best describes your data:
& Delimited - Characters such as commas or tabs separate each field.
" Fixed width - Fields are aligned in columns with spaces between each figld,

Start import at row: |1 =] Fie origin: [ms-pos (PC-8) =l

Preview of file C:\Documents and Settingsiacryan1Deskkopimarkers.txt,

1 B00928765 | MOHINDER | SURESH =

Z p00938764 | PETER| PETRELLT

3 P00398763 | CLATRE | BENNET

4 0098762 |HIRO | NARAMURA

5 P00928761 | MATT | PARKMAN v

K 2
Cancel | Einish |

Figure 7 — Text Import Wizard, step 1 of 3

In step 2 (figure 8), ensure that the ‘Tab’ and ‘Other’ tick boxes are completed. In the
box next to ‘Other’, type a bar (|). This character is typed by pressing the left shift key
and the backslash key next to it (figure 9).

Text Import Wizard - Step 2 of 3 . 21|
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
rDelimiters

IV Tab
I~ Semicolon ™ Treat consecutive delimiters as one

I” Comma " l—j
Text qualifier: v

I~ Space

v other: II

rData preview

P0098765 MOHINDER FURESH =
P0098764 PETER PETRELLI
PO098763 CLAIRE EENNET

P002876Z HIROD NARAMURA
PO028761 TT [P ARKIAN v
A z

Cancel I < Back I Next > I Finish |

Figure 9 — Key combination

Figure 8 — Text Import Wizard, step 2 of 3 for bar character

Click ‘Next’ to move on to step 3...
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In step 3 of the text import wizard, set the first column to Text format by clicking in the
column header and then clicking the “Text’ radio button (figure 10). This ensures that
the PRS numbers remain in the correct format. Click ‘Finish’ and your data will appear
in a formatted Excel spreadsheet (figure 11). You can then save this as usual.

oa\\D S &) -

a

" General

. Home Insert Page Layout Farmulas Data
Text Import Wizard - Step 3 of 3 _"JL] o
B L Calibri S~ |AT AT
This screen lets you select each column and set the Data Format. J 33 copy ! =
. Paste || s || Sy - =
~Column data Format S Format Painter B I U -~ A £

‘General' converts numeric values to numbers, date values to dates, and all Slipiioatd 2 e
remaining values to text, | F14 - I ‘

" pate: |omy - Advanced. .. I k
— A B C D E

" Do not import column (skip)
0098765 MOHINDER SURESH

179
2 (30098764 PETER PETRELLI
3 30098763 CLAIRE BENNET
4 30098762 HIRO NAKAMURA
R 5 (90098761 MATT PARKMAN
- 6 :90098760 ANDO MASAHASHI
e = 7 90098759 GABRIEL  GRAY
§§5§§’ZLI j 8 /90098758 1SSAC MENDEZ
zmm 9 /50098757 DANIEL LINDERMAN
[P ARKIMAN I~ 10
] 11
12
Cancel < Back Iext > I Einish I 13
14 |
15
16

Figure 11 — PRS numbers and

Figure 10 — Text Import Wizard, step 3 of 3. names in Excel.
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3. Adding markers to modules

Markers can be added to modules either directly into the MKR screen (section 3.1), or by
going through the MAV screen (section 3.2).

3.1 Through MKR

To add a marker to a module through MKR, open the MKR screen and enter details as

follows:

Box Details to enter

PRS Code PRS number of member of staff

Year Appropriate academic year e.g. 2008/9

Sequence This box will be completed automatically

Period Period the module runs in. e.g. SEM1

Occurrence Occurrence of the module, e.g. A

MAB Sequence Leave this box blank

Blackboard Role Enter GUEST, INSTRUCTOR or TEACHING_ASS as
appropriate

Paper Code Leave this box blank

Division Leave this box blank

Section Code Leave this box blank

Description Enter any notes you need, e.g. tutor’'s name

Available for marking? | Leave this box blank

Store the record (F6). See figure 12 for a completed example.

# Assessment Markers =i o =] 9]
SAINTUSER SAINT - T:-_'_:\mm;] ZFI‘:.;' stem 28N ov/2008
CAMOI Exam Marker (MKR) CAM_MKR

1 of 1] Assessment Marker records

PRS Code [oooome™ |

Year [2008m | 2008/09 ACADEMIC YEAR

Sequence [ooo157

Period [sem2 Semester 2

Module [cM-1050M  Crime Analysis

Occurrence &

MAB Sequence [—

Blackboard Role [NSTRUCTOR  INSTRUCTOR - Full access

Paper Code |

Division [—'

Section Code | |
Description Prof Hiro Nakamura|
Available For marking? ] ;]

Figure 12 — Completed example of an MKR record.
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3.2 Through MAV

To add markers through MAV, open the MAV screen and enter the details of the
module(s) you want to add markers to. You can do this module by module, or use the
gold star as in figure 13.

BSAINTUSER o ANIT 2
CAMOL Module Availability - Origi
1 of 0 Module Availability {MAY) Records - Original Yiew
Module Code Oc  Year Period Status 5 E PS  Tutor Dy Time Location MoaCol Ass Pattern 1k
fom+ [~ [008 fEma[™ | AN . I [ [
e —— = TR T

Figure 13 — Enter your criteria into MAV

Retrieve the records and find the module you want to add markers to. Ensure the
correct row is selected, then go to Other - Assessment Markers (figure 14).

AIF SAINT - Training System copy of Live as at end of day 6th Noy 20(
File Edit Goto Misc | Other Current All Help
B j lﬂ = & Medule Title and Details

options Ayvallability
| e

Occurrence Route

SAINTUSER Event Records

CAMO1L Student Taking

———————— Results

61 of 71 AssessmentDue Dates ords - Original View
bt nt Groups
Madule Code R Eeses etk Hiarkels l‘;s_ S EPS Tu
Activities

CM-0902M 4 Material Ieem Versions - | ﬁ
(CM-1003D - Learning Material Sets L Y [ E
Ch-1013D 4 Yalid Course & Madule YOI |1 E
Ch-1032D £ Subject & Department : A ERE
CM-1033D [ Teaching Patterr v e
CM-1035M ¢ Committee 4N A E
CM-1037D s 2008/ [SEMI 4 vV T
CM-1039M A 20089  |SEM1 £y YY1 I—E
CM-1041D A 2008/  |SEM1 £y YOy |1 E
CM-1048L A 20089  |SEM1 A YN |1 E
CM-1052D A 2008/8  |SEM1 A YY1 E
Ch-1055M A 20088  |SEM1 A YY1 E
CM-10578 A 2008/9  |SEM1 £y Nl U I_E
CM-1058Z A 2008/  |SEM1 A Yoy |1 E
CM-1060D A 200819  |SEM1 £y YY1 ﬁ

Figure 14 — With the module selected, go to Other - Assessment Markers
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If there are already markers on the module, tab all the way through to the end and a
dialogue box will appear asking if you want to add another record (figure 15).

T} Assessment Markers _ L.
BAINTUSER SAINT - Training
CAMOL Exam Marker {
4 of 4 Assessment Marker records
Add Confirmation
= B
Sonsne 9 Add another record?
) /
Semest No
Securit!
Read Access Only
Section Code
Description
Available For marking? Z| =

Figure 15 — Add another marker dialogue box

Click on ‘Yes’, and add the necessary details as listed in section 3.1. Some details,
such as module code and year, will already be filled in. Don’t forget to store the record
(F6). To add another marker, simply tab to the end and the dialogue box will appear
again. Figure 16 shows a completed MKR record as added through MAV.

B pssermment varkers -lgix]
"SAINTUSER SAINT - Training System 28N ow/f2008
"CAMOL Exam Marker (MKR) CAM_MKR
5 of 4 Assessment Marker records

" | PRS Code Jooom= | —— |
| vear [200858  2008/09 ACADEMIC YEAR

Sequence W

Period =]

Module [emaos20

Occurrence &

MAE Sequence [ |

Blackboard Role GUEST Read Access Only

Paper Code

Division

Section Code

Description Dr Gahbriel Gray

Available for marking? ;j J

Figure 16 — A completed MKR record added through MAV.
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4. Removing markers from modules

Just like when adding MKR records, markers can be deleted through MKR or MAV.

4.1 Through MKR

To delete a marker record through the MKR screen, open MKR and enter your search
criteria, e.g. PRS number or module details. Retrieve (figure 17) and find the record

you want to delete.

—loix
SAINTUSER SAINT - Training System 28/Nov/2008
CAMOL Exam Marker (MKR) CAM_MKR
377 of 540  Assessment Marker records

PRS Code WEESSS RYANACMS A

Year 200sm 200803 ACADEMIC YEAR

Sequence loooozo

Period SEMT Semester 1

Module [cM-03220 | Advanced Queuing Theory and Networks

Occurrence ’A—

MAB Sequence ’_

Blackboard Role [GUEST  Read Access Only

Paper Code

Division

Section Code [ | ==

Description —

Available for marking? ;] ‘:I

Figure 17 — Enter your search criteria and retrieve, then scroll to the record you want

to delete

One you have found the correct record, go to File & Delete (figure 18)

FIBSAINT - Training System copy of Live as at end of day 6th Nov 2008
File Edt Goto Misc Help

Add Chrl+N

Retrieve Ctri+R K4 | dumcd|o

Store Ctrl+S .
e B Assessment Markers g

SAINTUSER SAINT - Training System
CAMOL Exam Marker (MKR)

Release

Print

28/Nov/2008
CAM_MKR

=loix]|

Export 377 of 540 Assessment Marker records

Link Start/Stop

Accept Cul+a s jp— T B

Quit ctrkQ Year 200819 2008103 ACADEMIC YE&R
Sequence 1000030
Period [sem Semester 1 Sy
Module: [cM03220 | Advanced Queuing Theory and Networks S
Occurrence .
MAB Sequence | :
Blackboard Role [GUEST  Read Access Only |Ma
Paper Code [ | P
Division 2
Section Code [ | =
Description —
Available for marking? ;‘

T 255 praarammac (CAMSY

Figure 18 — File > Delete

A confirmation box will appear (figure 19). Click ‘Yes’ to delete the record.
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—
200819 ' 2008109 ACADEMIC YEAR

[ooooz0
JSEM1

[ch-03220 scivanced Queuing Theary and Networks
A Delete Confirmation
| T -

| B2 Programmes (CAMS)

Figure 19 — Delete confirmation box

If you need to delete a large number of records, e.g. all marker records for a particular
member of staff, please contact the SAINT team for help.
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4.2 Through MAV

To delete a marker record through the MAV screen, open MAV and enter your search
criteria as in figure 13. Retrieve, and find the module you want to delete the MKR
records for. Go to Other - Assessment Markers (figure 20).

FIF SAINT - Training System copy of Live as at end of day 6th Nov 2008
File Edit Goto Misc | Other Current Al Help

NEHI &

IMedule Title and Details
Options Avallability
Event Route

h unr K | @

MAY General Yiew

Occurrence Route ITUSER
EventRecords
¥ V101

Student Taking

Results

AeroesmertDlE DAteS 7 of 92 Module Availability (MAY) Records

Assessmer

s ule Code Oc  Year  Period Status

el -0002M & [20089  [sEM1 O

Materfai Teem errsmns .0003Y " 2005/9 [SEM1 "

Learning fMaterial Sets OT07L & 500578 [SEM 1 n

Yalid Course & Module T & TR n

Subjeck & Department & |

Teaching Patterr FOsE A [[20088 ISEN" A

(e » B-0113L B [2008: [sEM1 &
[CM1-0116D A 200819 ISEM1 A
CM-0116D B 200819 [SEM1 A
CM-0121L A 2008/9 [SEM1 A
CM-0122L A 200819 ISEM1 A
CM-0123L & 200819 ISEM1 A
Ch-0125L A 200813 [SEM1 A
CM-0126D & 2008/9 [SEM1 2
Ch1-0202M & 200813 [SEM1 A
Ch1-02020 B 200819 ISEM1 A

Figure 20 — Ensure the correct module is selected then go to Other - Assessment
Markers

The markers for the module will be displayed. Find the record you want to delete, then
go to File - Delete (figure 21).

I SAINT - Training System copy of Live as at end of day 6th Nov 2008
File Edit Goto Misc Help

Add Ctrl+n
Retrieve Ctr+R

Hd4prP W | &30 | @

[Broscmentrarers R
SAINTUSER SAINT - Training System 28/Nov/2008
CAMOL Exam Marker (MKR) CAM_MKR.
Export 5 of 5 Assessment Marker records
Link Start/Stop
ey = PRS Code = @ —-——— |
Quit ctri+Q Vear 200878 2008/03 ACADEMIC YEAR
Sequence 000177
Period [sEmi Semester 1
Module [CM-0116D  Software Development (Part 1)
Occurrence s
MAB Sequence .
Blackboard Role GUEST Read Access Only
Paper Code
Division
Section Code: [ |
Description - —
Available for marking? =l z

Figure 21 — File > Delete

A confirmation box will appear (figure 22). Click ‘Yes’ to delete the record.
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C

e
I
([

B

Figure 22 — Delete confirmation box

Repeat for each record you want to delete. If you need to delete a large number of
records, please contact the SAINT Team for help.
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