
Set up gradebook appropriately 
following instructions on the 

Learning Technology hub.

Set up gradebook appropriately 
following instructions on the 

Learning Technology hub.

Export from Moodle as a .csv 
identifying which folder(s) the 
spreadsheet is to pull from eg. 
Component 1 & Component 2

Once the .csv file has been exported from 
Moodle, Module Leader will input the PL 

code for students being referred to 
Academic Integrity and 0 NA for any non-

submissions

Upload .csv file to SharePoint via link provided Module Admin 
using the naming convention of:

Module number followed by year, trimester, occurrence. E.g. 
MKT07101_23-4_TR1_001_C1 

If one component is coursework and the other exam, upload two 
files and include  any other identifier in the naming convention.
Eg. File 1 would be: MKT07101_23-4_TR1_001_C1  and File 2 

would be: MKT07101_23-4_TR1_001_Exam

Spot check grades/marks and 
make sure they are happy. 

Reassessments First Sit

Centrally Timetabled Exams

Currently this process does not 
support reassessment students. 

Using the SITS Marks Export tool from 
the Exam server, export marks/

grades. This will be a separate but 
identical process to exporting 

coursework.

Module Administrator will 
upload Excel file of reassessment 

students on the module to 
SharePoint and share link with 

ML. 

ML adds marks to Excel file and 
saves on Sharepoint 

ML will provide marks 
confirmation through usual 
process when prompted by 

Module Administrator

Coursework

Module Marks Export: Module Leader

Ensure that students submit to the 
right place. In the event of an 
assessment being uploaded to the 
wrong folder, the ML will need to 
insist that the student submits to 
the correct folder and the ML 
deletes the erroneous submission. 

https://blogs.napier.ac.uk/learningtechnologyhub/how-to-export-moodle-grades-to-sits/
https://blogs.napier.ac.uk/learningtechnologyhub/how-to-export-moodle-grades-to-sits/
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