Quick guide to register marking in Celcat Live
Logging into Celcat Live
1. Go to https://celcat.uwtsd.ac.uk. You will be presented with the screen shown below.
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2. Double-click on the timetable (BLC 2022 to 2023), then enter your logon details in the box shown below and click OK. Your user name is your full UWTSD email address and your password is your usual UWTSD password.
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3. Once you have logged in, you will be presented with the screen shown below.
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Finding registers
1. Click on the Tools button at the top-left of the page, then click on Register Finder.
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2. You will be presented with the ‘Register Finder Wizard’. Click Next to continue to the Department filter, then Next again to continue to the Staff filter.
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3. If you want to filter to only show registers for certain staff members, click the check box to ‘Filter by register Staff’. The previous greyed-out options will become available. You can then check mark the staff members you would like to return registers for.  If you search by ‘Unique Name’ you will need to search for yourself using your staff number. If you change this in the drop-down box to ‘Name’, you can search yourself using your name. Once ready, click the Next button.
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4. If you want to filter to only show registers for certain resources, click the check box to ‘Filter by additional resource’. The previous greyed-out options will become available. You can change the type of resource (e.g. modules or students) and then check mark the resources you would like to return registers for. Once ready, click the Next button.
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5. You can now select the date range to be filtered by. You can either specify the range by using the date pickers, or by using the ‘Shortcut date range’ dropdown shown in the example. Once ready, click the Next button.
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6. The final filter option is the Status filter. This is where you specify whether you want locked (completed) registers to be shown. Once ready, click the Next button. You will be presented with an overview of the filters you have chosen. If you are satisfied with the chosen options, click the Finish button to return the search results. If not, you can use the Back button to work back through the ‘Register Finder Wizard’.
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7. Once the wizard has finished, you will be presented with a screen similar to the one shown below. 
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To get some more room for displaying the register, the Welcome pane can be minimised by clicking the minimise button shown below.
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Marking a register
1. In the left-hand pane will be the list of registers returned by the Register Finder Wizard. When a register is clicked on, the student list and marks will be displayed in the right-hand pane as shown below.
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2. The previous weeks’ marks will be greyed-out to indicate they can’t be changed. Marks that can be amended will have a white background. To amend a mark, click on the cell and either type in the required mark, or select it from the dropdown box as shown in the example below. 

At the bottom of the screen you can see the register key. 

/ = present
O = authorised absence (only use this if specifically instructed to by senior management)
A = absent 
L = late (remember to input how many minutes late)
W = withdrawn
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Once changes have been made to the register, the buttons in the top-right on the page will change from those shown on the left below to those on the right. This will allow the register to be saved or the changes to be cancelled. To save a register, click on the green tick. To undo your changes prior to saving, click the orange arrow. Once you have saved your register, you cannot make any changes. Any changes will need to be referred to Birmingham Student Services for them to change. 
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3. It is also possible to mark multiple students at once with the same mark. Whilst holding down the Ctrl key on the keyboard, click on each of the students you want to be marked. As shown below, a box will appear over the register showing the number of students that have been selected. Once all the necessary students have been selected, choose the appropriate mark from the dropdown box and click the Apply Mark button.
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