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Contact for help and support with results reporting: Ann Campbell
Email: examoff@st-andrews.ac.uk
Tel: (01334 46)2122

This document details the exam results reporting process and how to operate the MMS Exam
Reporting Facility. If you have any questions concerning the contents of this document,
please call or email using the contact information found in the document footer.

The MMS Exam Reporting Facility transfers module results from a School or Department’s
local records to the central Academic Registry database, SITS.

The starting point is a record of the student ID numbers and names of those students that a
Department believes to have been enrolled in a module.

The end point is a file that is visible from within the SITS system used by Registry staff to
maintain the University’s student database. That file is in the format required by SITS for
incorporation into the database and contains the data uploaded by the Department.

The submission process for results has changed to use electronic sign-off as of January 2012.
Schools are no longer required to print and submit hard-copy module results reporting sheets to

Registry. When module results have been submitted via MMS, the Deans will electronically sign

each submission off. Once modules have been signed off by the Deans, results will

automatically be uploaded to SITS by Registry and will be available to students via the Data

Warehouse after the next system refresh.```````````````````````````

Schools will still be required to download an exam board pro-forma, capture the actual exam
board signatures including external examiner signatures, and send these in to Registry
following the exam board meeting.

The proforma can be found at:

http://www.st-andrews.ac.uk/media/proforma_undergraduate1.pdf

http://www.st-andrews.ac.uk/media/proforma_postgraduate1.pdf

The system is designed to allow only Exams Officers, Directors of Teaching and Heads of
Schools to submit from MMS. Other staff can see the pages, but will not be presented
with the “Submit to Registry” button.
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You will find MMS at:

https://www.st-andrews.ac.uk/mms/

You will be presented with a log-in page as shown in Image 1

Image 1
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On log-in you are taken to a view of all modules for the academic year split by
semester. Please see image 2.

Image 2

This page lists module for a select year and semester.

Select the appropriate module to continue. The Final Grade option for each module will
automatically aggregate all component marks to produce a final grade for each student. It is
this Final Grade option that performs the final uploading process to Registry
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When a module is selected, this takes the user to a page listing the names and identification
numbers of all students registered on the central database (SITS) for the selected modules
(Image 3).

Image 3

Once you are happy with the results you have entered, click on the ‘Upload to Registry’
button (top right).
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From this page you can submit the final grades to Registry for upload to SITS and to the Deans
for electronic sign-off. (Image 4)

Image 4

.

You can submit final results to Registry by clicking the ‘Upload to Registry’ button at
the bottom of the screen. This sends an electronic copy for electronic sign-off by the
Deans, and then import to SITS by Registry.

Although paper is not needed for recording module results by Registry, some schools
may prefer to have paper for their exam board meetings. Both options are still available
from the ‘Upload to Registry’ screen, either the simple PDF of the numbers as the "View
Grades" page, or Preview PDF, as before, with the summary criteria.

There is another method by which you can submit results to Registry. On the ‘Upload to
Registry’ screen (see image above) point 2, there is an option for ‘School Overview’.
See Image 5.

.



Exam Results Reporting

Registry
January 2012

6

Contact for help and support with results reporting: Ann Campbell
Email: examoff@st-andrews.ac.uk
Tel: (01334 46)2122

Image 5

The School Overview screen shows you a list of all modules for the School in that
semester, the status of that module, and other relevant information relating to that
module. There is an option to submit results using this screen.

After you have submitted results to Registry the ‘Submit results’ button on this screen,
changes to ‘Re-submit results’, and you can re-submit them if you wish.

You can re-submit as many times as necessary until the point where they have been
approved by the Deans. If it is necessary for you to re-submit the results after they have
been approved by the Deans, you should contact Registry using the contact details in the
footer of this document.

.


