
Mark Entry by Bulk  

Mark entry by bulk utilises CSV (Excel) files to upload results against the 
student record in bulk.  

This process will require you to use: 

- MyTSD
- Excel
- Marksheet

Below you will find a guide on how to download and upload the CSV files 
with the results to MyTSD. To test the process you can use MyTSD Testing 
Environment located here: 
https://mytsdtest.uwtsd.ac.uk/urd/sits.urd/run/siw_lgn. The testing 
environment enables you to utilise the system without affecting actual 
student results.  

Note: uploaded results via spreadsheet can be changed via traditional 
Mark Entry process.  

Note: the uploaded results need to be submitted after the upload. 

Note: currently we are only using it to enter first take results, but during Jan 
26 we will look at how to upload reassessments.  

1. Finding “Mark Entry by Spreadsheet”

- Log in into MyTSD
- Select “Mark Entry” from the tabs above
- Select “Mark Entry by Spreadsheet” (please see the screen below)

https://mytsdtest.uwtsd.ac.uk/urd/sits.urd/run/siw_lgn


 
 
 
 

2. Export the spreadsheet 
 

- Select the module with correct occurrence you would like to enter 
marks for. We will be using LCBB4009 as an example.  

- Click “Select” 
 

 
 

- Choose Component you want to enter marks for, sort students in a 
way you hold your results record (by name, stu number etc.).  

 



 
 

- You will find new options on the screen (Export/Import) 
 

 
 

- Click “Export” 
 

- You will be welcomed by a new screen – please select “Assessment” 
to enter first take results, “Re-assessment” for retakes and “Both 
Assessment and Re-Assessment” for both options to be available.  
 



 

 
 

- This action creates spreadsheets that you can download.  
 
NOTE: Each Component will create a separate sheet. 
 

 
 
 

- Once you click “View File” the download will start, and the file will be 
stored in your download folder. 

 
IMPORTANT: Please do not change the name of the file in any way, this 
will affect the import.  
 
NOTE a copy of the exported files will be also available in the directory 
set to \\fs023sv.uni.local\LIVE\Marks_Import\ for the LIVE MyTSD 
environment. ( \\fs023sv.uni.local\TEST\Marks_Import\ for TEST) 
 
 

file://///fs023sv.uni.local/LIVE/Marks_Import/
file://///fs023sv.uni.local/TEST/Marks_Import/


3. Prepare the Spreadsheet 
 

- Open the Mark Entry spreadsheet in Excel, which will look something 
like that: 

 

 

 

Notes: 

- Column G will include student numbers with a “#” symbol in front of 
it.  

- In Column K & L you will see grades records already entered (such as 
0 WM, 0NP).  



- In Column K you will be entering numerical mark (for late 
submissions please enter 40) 

- In Column L you will be entering a grade by using P for Pass, F for Fail, 
LS for late Submission and PL for Academic Misconduct. Please use 
capital letters when entering grade.  

IMPORTANT: please do not change other columns, the CSV files are 
“sensitive” regarding the way they present and hold data.  

 

 



 

 
Above is an example of completed sheet. Please note the last line in the 
data containing incorrect grade classification – done here on purpose to 
explain how to correct the errors.  

 

4. Import Files 
 

- Return to the below screen on MyTSD: 



 

 

- Select “Import Marks” 
- Select “Initial Assessment” or “Re-Assessment” (depends on which 

marks you would like to enter. 

 

 

 

- Click “Choose File” 
- Choose the matching CSV File to the Module & Component you are 

working on 
 
 
 
 
 



NOTE: The name of the file can help you identify the module & component 
you are working on. “25_26” refers to Academic Year, “SEM2” refers to the 
occurrence in which the module was taken by the student, 
“LCBB4009_BM” refers to the module code and location of the delivery (BM 
standing for Birmingham), “001” refers to “Component 1” and “704695” is 
your staff number.  

 

 

 

- Once selected your screen should look something like that: 
 
 

 

 

- Click “Import Marks” 
- Wait for the Import to complete.  
- Read the pop-up message (this will on errors within data input) 

 



 

 

- The Import is completed, but the message mentioned an error. We 
can utilise traditional Marks Entry to fix it. 

- Click “Go Back” on the bottom of the screen.  
- Select “Enter Assessments” on the previous screen. You will be able 

to correct the record via manual mark entry and click “Store”.  

NOTE: At this stage the results are changeable via traditional Mark Entry or 
via another upload.  

 

5. Submitting Marks to Registry 
 

- Once stored and checked – the results can be submitted as part of 
the prep for Examining Board.  


