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Corporate(Information(Systems(
http://www.sussex.ac.uk/its/help/bishelp.php%%
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To(Add(an(Individual(Student(to(a(Module(

1.% Click%the%'List%Students'%tab%

2.% Click%%Add%%%%

%

!
%

%

%

%

Select%'All'%from%this%

dropJdown%box%to%

include%students%who%

have%left%the%module
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To(Record(a(Late(Start(of(Early(Finish(on(a(Module(
9.% Click%%Amend%Dates%%to%record%that%a%student%has%taken%part%of%the%module.%This%option%will%usually%

only%be%used%for%withdrawing%students:%

•% if%a%student%temporarily%withdraws%but%has%completed%one%or%two%terms%and%will%not2be%

repeating%this%part%of%the%module,%use%this%option%to%split%the%module%record%between%years.%%

•% if%a%student%permanently%withdraws,%you%may%want%to%date%close%the%module%records%to%

leave%information%for%references,%etc.%

•% however,%if%a%student%changes%options%or%transfers%programmes%after%the%term%has%begun,%

you%will%usually%remove(them%from%their%modules,%and%add%them%in%the%usual%way%to%their%

new%modules.%All%data%relating%to%the%old%module%(attendances,%marks%etc.)%will%be%deleted.%

%

Leaving(partial(module(records(on(the(system(unnecessarily(is(confusing(and(unhelpful(
%

%

%

%

To(Add(Cohorts(of(Students(to(a(Module(
The%'List%Students'%tab%lets%you%select%cohorts%of%students%and%add%them%to%a%module.%You%can%select%

by%

•% department(and(year%%% e.g.%Informatics%2
nd

%years%

•% programme(and(year%%% e.g.%Drama%&%Media%Studies%1
st
%years%(N.B.%to%use%the%

programme%selection%you%must%first%specify%a%department)%

•% department,(subject,(year%%% e.g.%all%students%studying%French%in%the%Chemistry%department%

•% subject(and(year%%% e.g.%3
rd

%year%students%across%the%University%who%%

%
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To(Set(up(Teaching(Sessions(
As%shown%above,%select%the%group%for%which%you%want%to%set%up%the%sessions%and%click%on%%Teaching%

Sessions%.%

%

The%following%screen%is%displayed:%

%

%

Click%to%set%up%or%amend%

teaching%groups%

Use%the%drop%downs%to%set%

up%the%groups%needed%

Use%check%boxes%to%

record%the%t
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Checking(Whether(Teaching(Sessions(Have(Been(Cancelled(
(

(
%

To(Associate(Students(and(Tutors(w
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To(Add(Students(to(a(Teaching(Group
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Deleting(A(Group(of(Students(from(a(Teaching(Group(
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