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PROTOCOL TO INPUT MODULE/APL CREDIT
Using Copy SMRs to SMCs
1.
If the module credit is already on ASIS under another SPR record then, from the SPR record that holds the existing credit, you can use the ‘copy SMRs to SMCs’ option under current on the drop down menu from SPR.

2.
You can copy either 
· as APL into the exempt screens, 
or 
· you can copy as module results directly into the SMR onto another student related SPR.  However you can only use this method if the SPR you are copying to has a corresponding SCE academic year to the year of the module occurrence (this is not very likely).  If you do use this method and there is no corresponding SCE year, the results will not show on the diploma supplement issued by Registry.
2.
Go to current and on the drop down menu click on Copy SMRs to SMCs, you will need to know the year the module was taken and the SPR /code you need to copy to.  Input this information into the fields and choose whether to copy records as credits (directly into exempt – preferred method) or results (directly into SMR).   It will then copy the module results or credits from one SPR into another and lodge the information where specified.
[image: image1.png]ICE on SARDINIA As Elaine

File Edit Goto Misc Help
[SPR] Student Programme Route
SHUMPEL The University of Huddersfield 20/Dec/2012
CAMO1 CAM SPR
SMR -> SMR/SMC Copy (CAM_XSPR SMC) folre = O Ve
1o Q (]
Image_
Copy or Move SMR records from one SPR record to another related SPR

SPR Code ptch plict2
e SPR to move or copy from  0666012/1 MALLINSON N |l o2
Forenames 1l | vear to move or copyfrom [ kernalRet
R Tnclude SMR's Completed v pteofBith  17MNov1987

No. of matching SMRs 6

Study Details

2at SPR to move or copy to. 06660122

S Move or Copy records? CopyRecods  ~

Mode Attend || vove or Copy as I

Eroiaming) Select records?

Route

Attend tutor @  Cancel b Copy SWR

Pers tutor Not to be included in schedule
Department

Faculty 4 EDUCATION Route switched [ v

‘Award Details ‘Marked for Process -
Year A2 Ttended  BAH  Bachelor of As with Honours

Period Programme DBA  Education & Prof Devel BA Pathways

Date T Rowe DH2  BA(Hons) Youth and Community Work

Notes
DEHI 2w 4 r





3.
If there are more than one SMR records to copy then it will list them in a further screen which is automatic and you can choose which results you want to copy over.
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4.
If you accidentally copy over any results you do not want then they can be deleted by your ASIS Manager.
5.
Once you’ve copied module results into exempt you must then:

· Go to the correct SPR record and using the drop down menu, choose other/exempt/module which opens the SMC record screen.

· The module title will show at the bottom of the screen in the title field.  Copy and paste this into the Transcript Description field (otherwise the title will not show on the student official transcript), in brackets at the end of the title put the year studied (ie 12/13).

· In the year field change this from the year the student took the module which is automatically populated, to the year you are inputting the information – this field must correspond to a year when the student has a current SCE record on the course the credit is being used against. Alternatively you can leave the year blank, the information will still print on the transcript without a year.
Inputting directly into SPR/Other/Exempt/Module
1.
In SPR using drop down menu, choose other/exempt/module (this opens the SMC record screen)
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2.
Complete the following fields:

	Module 
	module code – This can either be the actual module code, or the APL module code (ie HAPELF etc)

	Year 
	this should be the year you are inputting the information and correspond to an SCE year for the course which the credits are being used for (not the year when the credits were achieved).  Alternatively you can leave the year blank, the information will still print on the transcript without a year.



	Mark Scheme 
	this only needs to be completed if you are including a mark for credits gained at Huddersfield and Huddersfield accredited institutions (ie collaborative partners) only, you cannot use marks from other institutions.


	Credits 
	Credit rating of the module

	Mark 
	this is only included if you are recording the mark achieved for credits gained at Huddersfield only, you cannot use marks from other institutions.

	Grade 
	as above

	Scheme 
	CATS

	Level 
	module level

	Transcript Description 
	Always complete this with relevant information, i.e. APL claim approved against module ???? undertaken at Sheffield Hallam 04/05. (Note: whatever is input appears on formal Registry diploma supplement issued on completion so must be entered accurately and have meaning). There is a maximum of 85 characters which print onto the student diploma supplement so try and keep the reason succinct but meaningful.
If you are recording module exemptions then the module title must show in the reason field (use copy and paste from the title field)


3. Use File/Add or “Page Down” to add another record.

4. Store

Pathway Credit
Pathway credit should not be used for storing any APL information, it should all be recorded within Module credit, either as credits from another institution using the APELF/APELI/APELH etc module codes, or as module credit taken within this institution as above, using a new SPC record for each level.
Presentation of Information for Diploma Supplements 
Diploma Supplements (which replaced transcripts in July 2009) are becoming more important as official documents than certificates. Employers want to see what modules have been studied, the marks for each module, and when each module was undertaken.

The Diploma Supplement looks very similar to the old transcripts on the reverse, and pulls information from the same parts of ASIS.  In addition (on the front page) it is designed to provide a description of the nature, level, context, content and status of the studies undertaken and successfully completed by the student..

Therefore it is important to ensure the information added through a student’s studies is:

a. accurate

b. consistently formatted

c. well expressed

When attaching APL to a students SPR record remember that three types exist:
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The most common problems are:

APL descriptions uninformative, too informal or missing altogether:

APL must explain why credit has been awarded, so a prospective employer understands the graduate’s educational profile. 
“As per Dr Jones by email”, “Agreed at SAVP” or a blank space are not useful to anyone outside your office. A more appropriate entry might be “APL for 120 credits approved for relevant study at Batley University in 2002/3.” This should be typed in an appropriate size and font.
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In this example the Transcript Description is given as HND – this is not enough information. To make sense on the transcript it needs to say what and where and when the HND was awarded.

E.g. HND awarded by Batley University in 2008/09 (Business Studies)

General format for APL

APL must relate to the correct year.
It is important that APL is awarded for the correct year, but it must always be attached to an SCE year. If a student joins us from an external institution they may not have had an SCE for that year of study. This is why it is important that a year is put in the APL reason so an audit trail is built up.
N.B. if there is no SCE record for a year the marks will not show on the transcript. Please ensure that ARO have created an SCE record for each year of attendance – in effect this means that a student MUST have registered with the university, and paid any fees due, for every year that they are studying with us – students who are not registered in a particular year are not entitled to have results considered by an assessment board.
Module titles should now be consistent, ie sentence case, in full, no abbreviations.
APL counting
If the reason is detailed it is easier to understand what the APL was claimed against (i.e. for critical care modules undertaken at LMU (10/11)), or something like that - we need to know that the credit has been used to avoid double counting.

REMEMBER, WHAT YOU TYPE IN APL AND MOD WILL APPEAR IN EXACTLY THAT FORMAT ON THE DIPLOMA SUPPLEMENT.
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