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NOTE: If you have submitted 

marks and realise you have 

made an error by inputting an 

incorrect mark, then you need 

to return to the list of students 

and correct the error by 

selecting ’IC-Instructor 

Correction’ as the ‘New 

Reason’, otherwise you will 

get the following message: 

…PROCESSING 

ERROR: The reason OE 

cannot be used more than 

once. Please select another 

reason to record the change 

for record 2 (student 

D123123123)… 

Clicking on the Reset button 

before the Submit button will 

clear out any entries made. 
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➢ Avoid using the ‘Back’ button on the browser when navigating within EGB. Use the 
navigation menu at the top right hand corner of the screen instead. 

➢ Use the change codes (“New Reason”) to signify an altered mark. 

➢ Marks cannot be changed in EGB at assessment time once grades have rolled to 
Academic History. 

➢ Do not enter component marks if you believe that the component structure is incorrect 
for your module. Notify your local Examinations Office if you have any queries before 
inputting the results. 

➢ If you find that there are students in a particular group that should not be there, or any 
students omitted, please also notify your local Examinations Office immediately. 

 
➢ All “Data” related queries should be brought to the attention of your College 

management. 
 

➢ Please note that it is advised not to select a value greater than 100 as this may cause 
issues when submitting marks. 

  

Important Notes… 
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