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1. Introduction To This manual  

This manual is aimed at the Tutorial Office role within OxCORT and covers all 
the functionality available within that role. 

OxCORT is a system that allows Tutorial and Revision Class reports to be 
created, written, read and processed for payment. 

Some of the functionality in OxCORT is available to more than one role.  This 
is to allow you to reflect your own Collegeôs processes when using the 
system, for example, reports may be approved by the Organising Tutor, 
Senior Tutor or the Tutorial Office role.  When a function is available to other 
roles, it will be indicated in the introduction to the section. 

Screens shown in this manual are taken from the OxCORT Training database 
which contains fictional Colleges, Users and Students. 

The section headings of this manual are the same as the main menu options 
shown for your role. 

Please read the sections starting on page 14 for information about which time 
of year each activity should be undertaken. 

Pre-requisites  

This manual assumes a basic knowledge of using a computer, keyboard and 
mouse and basic web browser knowledge. 

Objectives  

This manual is designed primarily as a reference guide to allow the user with 
a Tutorial Office role in OxCORT to use all the available functionality.  

 

 
Indicates additional useful information. 

 

Indicates an important piece of information, take particular 
care to read the information in these boxes. 

Bold Text Indicates menu names and window titles. 

[F4] 
Keys on your keyboard are indicated in bold text enclosed 
in square brackets [ ]. 

File > Open 
Moves through a navigation path are indicated with a >.  In 
this case you would click on the File menu, then select 
Open 
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2. Introduction To OxCORT  

OxCORT (Oxford Colleges On-line Reports for Tutorials) is a system that 
allows Tutorial and Revision Class reports for undergraduate (also M Jur and 
BCL) students to be created, written, read and processed for payment.   

The system is designed to be flexible to allow Colleges to follow their 
preferred processes as closely as possible, for example a College may 
choose whether or not to allow someone with the Organising Tutor role to 
approve a report for payment.  Some functions are available to several roles, 
again allowing flexibility, for example Tutorial Office, Senior Tutors and 
Organising Tutors may all arrange tutorials allowing each College to decide 
which role is the most appropriate to perform this function. 

 

Roles in OxCORT  

 

 
OxCORT is designed to reflect the fact that many people in the University 
have several roles.   
There are seven roles that can be assigned in OxCORT and you may be 
assigned more than one role in OxCORT to reflect your roles within the 
University.  Users with several roles will be asked to select one upon logging 

into OxCORT.  Roles may be switched at any time by selecting  
from the main menu. 
 

The roles in OxCORT are as follows: 

OxCORT Management Committee role 
The OxCORT Management Committee (OMC) role is available to those 
Senior Tutors who have been nominated by the Senior Tutors Committee to 
manage the OxCORT project. 

This role allows the user to upload the Register of Payments.  The OMC are 
also responsible for assigning others the Course Director role in OxCORT 
and authorising the Pay My Department payment method.  The OMC role 
also allows the user to create reports on OxCORT usage. 

Course Director role 
The Course Director role in OxCORT is available to those in Departments 
who have responsibility for organising teaching on behalf of Colleges. 
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This role allows the user to arrange tutorials for students who are studying a 
Programme of Study that matches those assigned to the Course Director.  
Course Directors may also assign the Tutor role to others in OxCORT. 

A Course Director may view a report only if the relevant College has allowed 
it.  The College may allow a Course Director two levels of access to a report.  
Level one allows them to see the report header only, level two allows them to 
see the whole report (provided the OMC has allowed this when creating the 
role). 

Tutor role 
The Tutor role is not College specific, therefore a user only needs to be 
assigned this role once. 

The Tutor role allows the user to write and submit for payment Tutorial and 
Revision Class reports on any student in any College. 

Through OxCORT, the Tutor can also maintain their payment details and view 
payment claims. 

Student role 
The student role is automatically assigned to any current undergraduate M 
Jur or BCL student in the university. 

A student may view the heading of a report written about them as soon as it is 
created and may view the full report once it has been released to them by an 
appropriate role within their College. 

 

College roles 

These roles are College specific.  If you require these roles at more than one 
College, each College Tutorial Office user will need to assign you the relevant 
role at their College. 

Tutorial Office role 
Within their own College, this role allows the user to perform all the 
functions available to all other óCollegeô roles.  They may also perform 
extra administrative functions, run statistical reports, and administer 
payments within OxCORT. 

The Tutorial Office role is able to assign all College roles within their own 
College. 

Senior Tutor role 
Within their own College, this role allows the user to arrange tutorials, 
view and approve (for payment) Tutorial and Revision Class reports and 
run statistical reports. 

The Senior Tutor role is able to assign the Tutor role to others. 

Organising or Personal Tutor role 
The Organising or Personal Tutor role is often referred to simply as the 
Organising Tutor role. 

The organising tutor role will be given to all those who might organise 
tutorials for a student in college and would need to see the reports for that 
student.  The personal tutor role allows for filtering of reports for end-of-
term report reading for those with that personal tutoring responsibility for 
specific students (which are likely to be a smaller group than those for 
whom a Tutor might be an organising tutor). 



Introduction To OxCORT 

OxCORT Tutorial Office Manual v4.4.doc 9 

Within their own College, this role allows the user to arrange tutorials and 
view and approve (for payment) Tutorial and Revision Class reports on 
students assigned to them by the Tutorial Office. 

The Organising Tutor role may assign the Tutor role to others. 

Main menu for Tutorial Office  

 

Report counts 

Across the top of the menu screen you will see report counts.  These 
show the total number of reports (that are relevant to you) in each state 
(see below for further information on report states).  Clicking on the 
number shown will retrieve all reports that match that state. 

View or process Tutorial reports 

This menu option will take you to the Report Search and Select screen 
and allow you to search for, view, edit and perform various tasks 
against both Tutorial and Revision Class reports. 

View tutorial arrangements 

A report style screen which shows the Organising and Personal Tutors 
assigned to each student.  Any reports created for a student (but not yet 
processed for payment) will also be listed here. 

Arrange tutorials 

This screen will allow you to make tutorial arrangements with another 
tutor for your own students and create a blank Tutorial report for the 
Tutor to complete on OxCORT. 

View tutorial hours by Organising Tutor 

Listed in order of Organising Tutor, this report shows the number of 
hours recorded on Tutorial and Revision Class reports for each student. 
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Authorise Tutors 

This menu option allows you to give a Tutor access to the OxCORT 
system. 

Search for people 

This menu option allows you to search for people and view information 
about them (for example to look up their user name). 

Bulk create user accounts 

This allows you to upload a file which creates user accounts for Tutorial 
Office, Senior Tutor and Organising Tutors in your College, allowing 
them access to the OxCORT system. 

Point edit user accounts 

This allows you to create, edit or remove user accounts for Tutorial 
Office, Senior Tutor and Organising Tutors in your College one person 
at a time. 

Bulk create student records 

This allows you to upload a file which links students to Personal Tutors 
and Organising Tutors in your College. 

Point edit student records 

This allows you to edit the student records (which links students to 
Personal Tutors and Organising Tutors) one student at a time. 

Manage Tutor payment data 

This allows you to export a file containing payment information. 

List payments due from other Colleges 

Produces a report detailing payments owed to you by other Colleges for 
exchange teaching. 

View management information 

Allows you to generate statistics on data stored in OxCORT. 

Enter or maintain teaching hours weighting data 

If your College is using a different weighting scale to that used in the 
Register of Payments, you can use this screen to enter the College 
weighting data. 

Configure College wide preferences 

This screen allows you to configure OxCORT to match your Collegeôs 
preferences. 

Manage stint data 

This screen allows you to enter core stint hours and adjustments for 
Tutors at your College. 

Calculate payments and teaching hours 

This screen allows you to enter non-standard payment amounts, 
calculate the payments and hours due to Tutors, departments and other 
Colleges.  Once run it will change the status of all reports from 
Processed to Completed. 

Validate Tutor teaching data 
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This screen allows you to check the payment information entered onto 
reports, correct any errors and bulk mark reports as Processed. 

Change your email address 

This screen allows you to change the default email address for your 
account in OxCORT. 

 

Maintain College bank details 

This screen allows you to enter and keep up-to-date the bank details for 
your College. 

Reports 

This screen allows you to view and print payment and stint reports. 

Change role 

This option allows you to switch to a different role in OxCORT. 

 

Overview of Tutorial reports  
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Overview of Revision Class reports  

 

 

Overview of payments  
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Report states  
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Reports can be in various óstatesô.  These states reflect the stage at which the 
report has reached.  These states are reflected in the Report Count shown 
above the main menu.  The seven possible states are: 

 

Not Edited Reports that have been created (by Tutorial Office, Senior 
Tutor, Organising Tutor or Course Director), but have not yet 
been edited by the Tutor.  These reports can be deleted by 
Tutorial Office users, Senior Tutors, Organising Tutors or 
Course Directors as well as the Tutor. 

Created Reports that have either been created or edited by the Tutor.  
These reports can be deleted by the Tutor or Tutorial Office 
roles. 

Submitted Reports that have been submitted by the Tutor for payment.  
These reports can have the payment information edited by the 
Tutorial Office user, if necessary, but cannot be deleted by any 
role. 

Approved Reports that have been approved for payment (reports in this 
state cannot be edited or deleted by any role). 

Refused Reports that have been refused for payment. 

 

Processed Reports that have been processed for payment by the Tutorial 
Office role (reports in this state cannot be edited or deleted by 
any role). 

Completed Reports where payment data has been generated by the 
Tutorial Office role (reports in this state cannot be edited or 
deleted by any role). 

 

Start of year procedures for Tutorial Office  

These actions can be taken just before the start of Michaelmas Term. 

Authorise Tutors ï ensure all the Tutors have access to OxCORT using this 
screen. 

Bulk Create User Accounts ï ensure all other College users at your College 
have access to the OxCORT system using this screen. 

Bulk Create Student Records ï ensure students have been matched to their 
Personal and Organising Tutors using this screen. 

Configure College Wide Preferences ï ensure OxCORT is set-up to best 
reflect the procedures practiced in your College. 

Change Your Email Address ï ensure that OxCORT holds the correct email 
address for you. 

Enter or Maintain Teaching Hours Weighting Data ï check that the 
weighting data set up for this year, matches that which is used by your 
College. 

Maintain College Bank Details ï Ensure that the College bank details are 
correct and up-to-date. 
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Manage Stint Data ï Enter the core stint data for Tutors at your College.  N.B 
Tutors will need to have recorded that they have an appointment at your 
College in their ñChange Payment Detailsò screen. 

 

Start of term procedures for Tutorial Office  

Arrange Tutorials ï If this is not carried out by a different role in your 
College, use this screen to record which Tutorials will be happening this term. 

Point Edit User Accounts / Authorise Tutors ï If any new members of staff 
have joined your College you will need to authorise them to use OxCORT. 

Point Edit Student Records ï If any students have been assigned a 
different Organising or Personal Tutor you will need to amend the student 
record here. 

 

End of term procedures for Tutorial Office  

View or Process Tutorial Reports ï View and edit Tutorial and Revision 
Class reports, and if necessary, approve them or return them to the Tutor.  
Release the reports to the students from this screen also (if your College 
allows this). 

View Tutorial Arrangements ï Use this screen to check that reports have 
been submitted. 

Manage Stint data ï if necessary, enter any adjustments to Tutorôs stint. 

Validate Tutor Teaching Data ï Use this screen to check that payment 
information has been correctly entered and mark the reports as Processed. 

Calculate Payments and Teaching Hours ï Use this screen to calculate 
payments due, the report status will change from Processed to Completed. 

Manage Tutor Payment Data ï Use this screen to export a .csv file for your 
accounts department. 

Reports ï Use this screen to view and print payment and stint reports 
including pay slips. 

 

End Of Year Procedures for Tutorial Office  

View Tutorial Arrangements ï Use this screen to check that all reports have 
been submitted and email Tutors to remind them to submit the reports if 
necessary.  You can also delete reports if necessary. 

Finalists will no longer be active on OxCORT so any reports not yet created 
will have to be done on paper, also be aware that Finalists will no longer be 
able to log into OxCORT to see their reports online. 

Students are finalized a few weeks after the end of TT.  You can check if this 
has happened through the OSS data views:   

1. Select the data view labelled "Year outcome/final awards".   

2. Search for your students (you can search by College, POS or 
student name) 
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3. If the "Date of award" column shows a date, this will be the 
Completion date and show that the student has been finalised 

4. If you want to see further detail, click on a student name to see the 
full details for that student.  The "Programme Attempt Status" will 
show as Complete if they have been finalised. 

This should then be transferred to OxCORT via the datafeed that runs 
between OSS and OxCORT.   

Remove student records for finalists by one of the following two methods, 
once this has been done these students will no longer be active on OxCORT 
(this will not delete any reports): 

Point Edit Student Records ï Enter the username for each finalist 
student and click the Show button.  Delete the usernames of all 
Organising and Personal Tutors and save the record. 

Bulk Create Student Records ï Export the data from OxCORT via 
this screen and delete all columns except the first two and save the file 
with a new name.  Import this new file.  This will remove the Organising 
and Personal Tutors for ALL STUDENTS, however you can use the 
original export file as a basis to create the new file for import at the start 
of the new academic year. 
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3. How To Access OxCORT  

OxCORT can be accessed from any computer, anywhere in the world.   

In order to access OxCORT you will need to have been issued with a 
WebAuth account (this is the Oxford University Single Sign-On system, for 
further information see:  http://www.oucs.ox.ac.uk/webauth/).  Your Webauth 
username will take the form of four characters followed by four numbers e.g. 
óabcd1234ô.  If you have not been issued a WebAuth username and password 
you will need to contact OUCS (Oxford University Computing Service), for 
further information about this visit http://www.ict.ox.ac.uk/oxford/username/. 

You will also need to have been set up with at least one role in OxCORT, this 
should be done by another Tutorial Office user in your College.  If there is no 
other Tutorial Office user to do this then you will need to email support on 
oxcort@admin.ox.ac.uk. 

 After 1 hour of inactivity, you will be automatically logged out of 
OxCORT.  When using a public or shared computer it is important that 
you log out of the system correctly, see the section headed 
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Log Out Of OxCORT on page 66. 

 

To log into OxCORT  

1. Open your web browser (internet explorer, firefox or similar). 

2. Enter the address www.oxcort.ox.ac.uk. 

3. You will be see the OxCORT website. The OxCORT website is used to 
inform you of important news and information relating to OxCORT. 

 

4. Click the  button to enter the OxCORT live system. 

5. Unless you are already signed in to the Single Sign On system, you will 
be taken to the University of Oxford Single Sign On screen. 

 

6. Enter your WebAuth username and password and click the  button. 

7. You will be shown the University of Oxford Single Sign-On 

Confirmation screen.  Click the  button. 

 

Selecting a role  

Once you have accessed OxCORT you will be taken to the Welcome screen. 
As a Tutorial Office user, you will automatically receive the roles of Tutorial 
Office and Organising or Personal Tutor. 
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1. You will be asked to select a role. 

2. Click the link, Tutorial Office at [your college]. 

3. You will be taken to the main menu for the Tutorial Office role. 

For further information see page 9. 

 

To change the font  

OxCORT will display in the browserôs default font.   

To change this you will need to go into the Options (usually on the browserôs 
Tools menu) and change the font. 

Internet Explorer has a Fonts button on the General tab. 

Firefox has a font option on the Content tab. 
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4. Configure College Wide Preferences  

The Configure College Wide Preferences screen allows you to contol how 
OxCORT behaves within your College.  These options are: 

Releasing Reports to Students 

 
If you would like the Senior Tutors, Organising Tutors and Personal Tutors 
to be able to release reports to students, tick this field.  If left unticked the 
reports will be automatically released upon submission by the tutor. 

Approving Reports 

 
If your College processes allows for Organising Tutors to approve the 
hours entered on a report for payment, tick this field.  If left unticked only 
Senior Tutors and Tutorial Office roles will be able to approve or refuse a 
report. 

Course Director Access to Report Summaries 

 
When the Course Director role is created by the OMC, they can allow the 
Course Director access to the information displayed in the heading of a 
report.  If your College would like anyone with the Course Director role to 
see this, tick this field.  If you do not wish to allow Course Directors to 
access any information on a report, untick this field. 

Course Director Access to Full Report Text 

 
When the Course Director role is created by the OMC, they can allow the 
Course Director access to the full text of a report (including ratings and 
attendance).  If your College would like anyone with the Course Director 
role to see this, tick this field.  If you do not wish to allow Course Directors 
to access full information on a report, untick this field. 

Only the Tutorial Office role can Configure College Wide Preferences in 
OxCORT.   

 If the Pay My Department Payment Method has been used, the Course 
Director will be able to see the payment information on a report (not the 
academic information) regardless of the settings in this screen. 

 

To configure OxCORT for your College  

1. Select  from the main menu. 

2. The Configuration of College Wide Preferences screen will be 
displayed. 

 

3. Tick or untick the options to best suit your College.   



Configure College Wide Preferences 

OxCORT Tutorial Office Manual v4.4.doc 21 

4. Click the  button. 

5. The Change College Wide Preferences Confirmation screen will be 
displayed. 

 

6. Check the information shown is correct and click the 
 button. 

7. You will be returned to the main menu. 
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5. Change Your Email Address  

This functionality allows you change your email address.  The email address 
you enter in here will be used to contact you about OxCORT.  It will also be 
the email address displayed as the sender of any email you send using the 
OxCORT email facility. 

 Leaving the email address field blank on this screen will cause errors to 
occur when you are using OxCORT. 

 

To change your email address  

1. Select  from the main menu. 

2. The Change Email Address screen will display. 

 

3. Delete the email address showing currently and enter your preferred email 
address. 

4. Click the  button. 

5. You will be returned to the main menu. 
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6. Maintain College Bank Details  

This screen allows you to enter and maintain the bank details for your College 
into which payments due to your College by other Colleges will be paid. 

 Ensure the information in this screen is kept correct and up to date as 
this will be the information that other Colleges will use to make payments 
to your College. 

 

 All details entered into OxCORT are protected over the network using 
high-grade encryption. 

 

To enter College bank details  

1. Click the  link on the main menu. 

2. The Maintain College Bank Details screen will be displayed. 

 

3. Enter the College bank details as follows: 

Account Name:  Enter the name as it is shown on the bank 
statement. 

Account Number:  Enter the number of the bank account.   

Sort Code:  Enter the sort code, this must include the ï symbol.  
For example 12-34-56. 

 The bank sort code will consist of a six-digit number often separated by 
two dashes into three groups of two figures.  The bank account number 
will consist of up to 8 numbers. Both of these will appear on a cheque 
book or recent bank statement. 

Building Society Reference:  If applicable, enter the Building 
Society reference or Roll Number.  Only complete this if the 
College holds their account with a Building Society. This will 
normally be found on a recent statement. Check with the Building 
Society if unsure. 
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Bank Name:  Enter the full name of the bank here. 

Branch Name:  Enter the full branch name of the bank here, this 
will normally be shown on a bank statement. 

Branch Address:  Enter the address of the branch of the bank 
here. 

Cheques payable to:  Some Colleges pay by cheque enter the 
College name as it appears on the bank statement here. 

 You must complete every field except the Building Society 
Number field before attempting to save. 

4. Click the  button. 

5. The confirmation screen will display. 

 

6. Check the details carefully and click the  button. 

7. You will be returned to the main menu. 
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7. Enter Or Maintain Teaching Hours Weighting Data  

This screen allows you to enter and maintain the weighting factors which 
apply to Undergraduate Tutorial Teaching by Tutorial fellows at your College.  
These weighting factors will have been determined locally by your College 
and allow you to set OxCORT to take into account the size of the group when 
calculating a Tutorôs stint (direct payments will be calculated using the 
Register of Payments). 

 By default OxCORT will apply the weighting factors from the Register of 
Payments to all teaching unless you amend the rates in this screen. 

 

 Changes you make will only be applied to reports which have not yet 
reached the status of Processed. 

 

To enter weig hting data for the current year  

1. Click the  link on the main menu. 

2. The Teaching Hours Weighting screen will be displayed. 

 

3. The weighting factors for the current year will be displayed, if you have 
not yet entered any weighting factors for your College, the figures 
shown will be those entered into OxCORT by someone with the 
OxCORT Management Committee role from the information contained 
in the Register of Payments. 

 The weighting factors for the Standard rate will be shown in the left 
column and the Higher rate will show in the column on the right.  ULNTF 
weighting factors will not be displayed because these Tutors do not have 
a College stint. 
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4. For each weighting factor that you wish to amend, click inside the 
relevant field and delete the current data, then enter your own. 

5. Once each field has had the figures amended to match those agreed by 
your College, click the  button. 

6. The confirmation screen will be displayed. 

 

7. Click the  button. 

8. You will be returned to the main menu. 

 Changes you make will only be applied to reports for the current year 
which have not yet reached the status of Processed. 

 

To enter weighting data for the previous or next year  

1. Click the  link on the main menu. 

2. The Teaching Hours Weighting screen will be displayed with the current 
yearôs data. 

3. Click the  button at the bottom of the screen. 

4. Select the year you wish to edit from the  drop down. 

5. Click the  button. 

6. The data for the select year will be displayed. 

7. Follow steps 4 through to 8 in the To enter weighting data for the 
current year section above. 

 Changes you make will only be applied to reports for the selected year 
which have not yet reached the status of Processed. 
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8. Search For People  

This screen allows you to search for and view information about students and 
staff.  For example, this screen can be useful when looking for the username 
of person. 

This screen can be accessed both from the main menu and via a button on 
any screen where you need to enter a personôs username. 

 

To search for people from the main menu  

1. Click the  link on the main menu. 

2. You will be taken to the Search for People screen. 

 

3. Complete the search fields as required. 

 Your search must include either a Programme of Study or at least part of 
the name. 

4. Click the  button. 

5. The search results will display. 

6. If your search has produced more than 20 matches only the first 20 will be 
displayed.  To display the next 20, click the  button. 

 

To search for people using the Search for People bu tton  

1. Click the  button. 

2. Follow steps 2 through to 6 in the To Search for People From the Main 
Menu section above. 

3. To select a person, click the  button to the left of their name. 
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9. Authorise Tutors  

In order to access OxCORT, Tutors need to be authorised to use the Tutor 
role within OxCORT.  The process of authorising a Tutor will set a default 
expiry date of one year from the date of authorisation.  However, the expiry 
date can be manually changed at any time during the year.  The Tutor role 
may also be removed at any time.   

Tutors will receive an automated email 7 days before their Tutor role is due to 
expire advising them to contact their Tutorial Office if they require an 
extension to the role. 

In order to access OxCORT, Tutors will require a WebAuth account.  
Members of Oxford University staff should receive this automatically upon 
commencement of their position.  External Tutors will require a óVirtual Cardô 
(a WebAuth account for non-staff members).  See the Further Help & 
Information section on page 71 for detail of how to apply for a virtual card. 

The Tutor role is not College specific, therefore a Tutor who is writing reports 
for more than one College only needs to be authorised once by one College 
to be allowed to write reports for all relevant Colleges. 

 

The following roles can authorise Tutors to use OxCORT: 

Tutorial Office 

Senior Tutors 

Organising Tutors 

Course Directors 

 

To authorise Tutors  

1. Select  from the main menu. 

2. You will be taken to the Authorise Tutor page. 

 

3. Enter the Username of the Tutor. 

4. Click the  button. 

 If you do not know the username of the Tutor, click the  
button and follow the instructions in the Search For People section on 
page 27. 

5. The full name of the Tutor will display.  If they have previously been 
authorised a reminder of the expiry date will also be displayed 
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6. To authorise (or re-authorise) a Tutor, click the  button 

7. A confirmation screen will be displayed for a few seconds before you are 
taken back to the Authorise Tutor screen. 

 

To amend an expiry date  or remove a Tutor role  

1. Select  from the main menu. 

2. You will be taken to the Authorise Tutor page. 

 

3. Enter the Username of the Tutor. 

4. Click the  button. 

 If you do not know the username of the Tutor, click the  
button and follow the instructions in the Search For People section on 
page 27. 

5. The full name of the Tutor will display.  If they have previously been 
authorised a reminder of the expiry date will also be displayed 

 

6. Enter a new expiry date into the Expiry date field and click the  
button.   

 If the Tutor role is to be removed, enter a past date into the Expiry date 

field before clicking on  

A confirmation screen will be displayed for a few seconds before you are 
taken back to the Authorise Tutor screen. 
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10. Bulk Create User Accounts  

In order to access OxCORT other College users need to be authorised to use 
OxCORT.  The Bulk Create User Accounts screen will allow you to create, 
enable, disable and modify user accounts for your College by importing a 
CSV (comma delimited) file containing account information for all the users in 
your College. 

These instructions are for creating/editing the CSV file using Microsoft Excel.  
You could however use Notepad to edit the file if preferred. 

 The Bulk Create User Accounts functionality should be used at the start 
of each academic year to ensure all the appropriate staff have access to 
use OxCORT.  It is therefore suggested that you start by exporting the 
account information from the previous year and amending the data 
appropriately before importing the amended data for the new academic 
year. 

The College roles are College specific, therefore an Organising Tutor who is 
associated with more than one College needs to be authorised by each 
College. 

Only the Tutorial Office role can Bulk Create User Accounts in OxCORT.  
This functionality will allow you to create the following roles: 

Tutorial Office (upon authorisation at this level the user will also be given 
the roles of Organising Tutor) 

Senior Tutor (upon authorisation at this level the user will also be given the 
roles of Organising Tutor and Tutor) 

Organising Tutor (upon authorisation at this level the user will also be 
given the role of Tutor) 

 If you only wish to add or change the accounts for one or two users, refer 
to the Point Edit User Accounts section of this guide.  See section 11 
Point Edit User Accounts on page 7. 

 

To export a list of accounts from OxCORT  

1. Select  from the main menu. 

2. The Bulk User Account Creation screen will be displayed. 

 

3. Click the  button. 

4. You will be given the option to save or open the file.  Select the option to 
Save and store the file in an appropriate location with an appropriate 
name, for example ñExported User Accounts for Academic Year 0809ò 
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To view the list of accounts previously exported from 
OxCORT 

1. Open Microsoft Excel. 

2. Select File>Open and browse the file you have saved from the export. 

3. You may see a Date Watch dialog box.  If you do click the  
button. 

4. The spreadsheet will open listing all the user accounts currently set up in 
OxCORT. 

 

Column A  will contain all the usernames for the current user accounts. 

Column B  will contain the highest role level assigned to that user. 

Column C  will contain either a letter E to show the account is enabled 
or the letter D to show that the account is Disabled. 

5. Before you start to edit the information it is advisable to save the 
spreadsheet under a new file name so that you will still have a copy of the 
export which is unchanged.  To do this select File>Save As ensure the 
file type is set to CSV (comma delimited) and enter a new name for the 
file, for example ñUser Accounts for Academic Year 0910 for Importò. 

To edit or create the list of accounts  

1. If you are creating the list for the first time open Microsoft Excel and work 
in a new worksheet.  If you are editing the exported file follow the 
instructions above. 

2. Ensure Column A contains the usernames for every member of staff in 
your College who needs to have an account on OxCORT.   

 This list MUST INCLUDE YOURSELF.  Otherwise your account will be 
disabled with immediate effect. 

3. In column B (against each username) enter the two character code for the 
highest applicable role required by the individual.  These two character 
codes are as follows: 

TO =  This code will assign the user Tutorial Office role (this will also 
give them the role of Organising Tutor). 

ST =  This code will assign the user Senior Tutor role (this will also 
give them the roles of Organising Tutor and Tutor). 

OPT =  This code will assign the user Organising or Personal Tutor role 
(this will also give them the role of Tutor). 
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4. In column C you need to show whether the account is active or not.  To do 
this: 

 Enter the letter E to enable the account for login. 

 Enter the letter D to disable the account.  You must either do this or 
remove the username from the file if a member of staff on the list no 
longer works at your College.  The user will no longer be able to log into 
OxCORT. 

5. Select File>Save As, ensure the file type is set to CSV (comma delimited) 
and enter a new name for the file (if necessary). 

 If you do not include a current OxCORT user in this file their account will 
automatically be disabled. 

 

To import the CSV file  

1. If necessary, select  from the main menu. 

2. The Bulk User Account Creation screen will be displayed. 

 

3. Click the  button. 

4. The File Upload dialog box will open.  Navigate to the file you have 
created and click once to select it, then click the  button. 

5. In OxCORT, click the  button. 

6. You will be taken to the Bulk Account Creation screen. 

 

7. Click the  button. 

8. The data will load and a bar will show itôs progress.  When the upload has 
successfully completed you will be returned to the main menu. 
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11. Point Edit User Accounts  

In order to access OxCORT other College users need to be authorised to use 
OxCORT.  The Point Edit User Accounts screen allows you to create, 
enable, disable or modify a user account one person at a time. 

The College roles are College specific, therefore an Organising Tutor who is 
associated with more than one College needs to be authorised by each 
College. 

Only the Tutorial Office role can Point Edit User Accounts in OxCORT.  This 
functionality will allow you to create the following roles: 

Tutorial Office (upon authorisation at this level the user will also be given 
the role of Organising Tutor) 

Senior Tutor (upon authorisation at this level the user will also be given the 
roles of Organising Tutor and Tutor) 

Organising Tutor (upon authorisation at this level the user will also be 
given the role of Tutor) 

 The Point Edit User Accounts facility allows you to add or edit a user 
account one person at a time.  Therefore if you need to add or edit a 
number of accounts you may prefer to use the Bulk Create User 
Accounts menu option which will allow you to create, enable, disable 
and modify user accounts for your College by importing a CSV (comma 
delimited).  See Bulk Create User Accounts on page 3 for further 
information. 

 

To create or change a single user account  

1. Select  from the main menu. 

2. You will be take to the User Account Creation and Editing screen. 

 

3. Enter the username of the person and click the  button. 

 If you do not know the username of the person, click the  
button and follow the instructions on page 27. 

4. Select the appropriate OxCORT role from the Role dropdown list from the 
following options: 

Tutorial Office Staff = This option will assign the user Tutorial Office role 
(this will also give them the roles of Organising Tutor and Tutor). 

Senior Tutor = This code will assign the user Senior Tutor role (this will 
also give them the roles of Organising Tutor and Tutor). 



Point Edit User Accounts 

 

8 OxCORT Tutorial Office Manual v4.4.doc 

Organising or Personal Tutor = This code will assign the user 
Organising or Personal Tutor (this will also give them the role of Tutor). 

5. Ensure the  is ticked otherwise the user account will not 
be active. 

6. Click the  button. 

7. The confirmation screen will display the details of the person and the 
selected role, check these are correct and click . 

 

To disable a single user account  

This option is used when a user no longer requires access to OxCORT, for 
example, someone who is no longer a member of staff at your College. 

1. Select  from the main menu. 

2. You will be take to the User Account Creation and Editing screen. 

3. Enter the username of the person and click the  button. 

4. Untick the  field by clicking on it. 

5. Click the  button. 

6. The confirmation screen will display the details of the person, the selected 
role and a message reading The account should be disabled, check 
these are correct and click . 

 

To delete a single user account  

This should only be done if the account was created in error.  Any persons no 
longer requiring a role should be disabled (see above) and not deleted. 

1. Select  from the main menu. 

2. You will be take to the User Account Creation and Editing screen. 

3. Enter the username of the person and click the  button. 

4. In the field at the bottom of the screen type the words THIS ACCOUNT 
WAS CREATED IN ERROR. 

 

5. Click the  button. 

6. You will be returned to the User Account Creation and Editing screen. 

 Only use the delete function if the account was created in error, it should 
not be used for removing members of staff who are no longer associated 
with your College.  If you delete an Organising Tutor, Senior Tutor, or 
Tutorial Office account, any reports associated with that user (either 
through a payment decision or a comment) will be permanently deleted.
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12. Bulk Create Student Records  

The Bulk Create Student Records function allows you to link students to their 
Organising and Personal Tutors.  This process allows you to import a csv file 
containing the information into OxCORT.   

These instructions are for creating/editing the CSV file using Microsoft Excel.  
You could however use Notepad to edit the file if preferred. 

Only the Tutorial Office role can Bulk Create Student Records in OxCORT.   

 The Bulk Create Student Records functionality should be used at the 
start of each academic year to ensure all the appropriate staff have 
access to use OxCORT.  It is therefore suggested that you start by 
exporting the account information from the previous year and amending 
the data appropriately before importing the amended data for the new 
academic year. 

 

 Any students omitted from the file will still be linked to their current 
Organising and Personal Tutors. 

 

 If you only wish to add or change the Organising or Personal Tutors for 
one or two students, refer to the Point Edit Student Records section on 
page 13.   

 

To export the current st udent records  

1. Select  from the main menu. 

2. The Bulk Student Record Creation screen will be displayed. 

 

3. Click the  button. 

4. You will be given the option to save or open the file.  Select the option 
to Save and store the file in an appropriate location with an appropriate 
name, for example ñExported Student Records for Academic Year 
0809ò. 

 

To view the list of student records previously exported from 
OxCORT 

1. Open Microsoft Excel. 

2. Select File>Open and browse the file you have saved from the export. 
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3. You may see a Date Watch dialog box.  If you do click the  
button. 

4. The spreadsheet will open listing all the student records currently set up in 
OxCORT. 

 

Column A  will contain all the usernames for the students.  
Each student will probably be listed twice, once 
to link them to their Organising Tutor/s and again 
to link to their Personal Tutor/s. 

Column B  will contain the role type that the student is being 
linked to, either OT (Organising Tutor) or PT 
(Personal Tutor). 

Column C onwards  will contain the username/s of the member/s of 
staff the student is linked to. 

5. Before you start to edit the information it is advisable to save the 
spreadsheet under a new file name so that you will still have a copy of the 
export which is unchanged.  To do this select File>Save As ensure the 
file type is set to CSV (comma delimited) and enter a new name for the 
file, for example ñStudent Records for Academic Year 0910 for Importò. 

 

To edit or create the list of student records  

1. If you are creating the list for the first time open Microsoft Excel and work 
in a new worksheet.  If you are editing the exported file follow the 
instructions above. 

2. Ensure Column A contains the usernames for every student in your 
College for whom you need to create or change a record.  For each 
student create one row to link to their Organising Tutor/s and a second 
row to link to their Personal Tutor/s. 

3. In column B (against each username) enter the two character code for the 
type of link you are creating: 

OT = To map the student to their Organising Tutor/s 

PT = To map the student to their Personal Tutor/s 

4. In column C, enter the username of the Organising or Personal Tutor you 
wish to link to the student.  If you wish to link more than one then enter the 
second username into column D etc. 

5. Select File>Save As, ensure the file type is set to CSV (comma delimited) 
and enter a new name for the file (if necessary). 
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 If you do not include a student in this file they will remain linked to their 
current Organising or Personal Tutor.  If you only create one row for the 
student links then the remaining information will stay the same, for 
example if you only create an Organising Tutor row then the Personal 
Tutor link will remain the same. 

 

To import the CSV file  

1. If necessary, select  from the main menu. 

2. The Bulk Student Record Creation screen will be displayed. 

 

3. Click the  button. 

4. The File Upload dialog box will open.  Navigate to the file you have 
created and click once to select it, then click the  button. 

5. In OxCORT, click the  button. 

6. You will be taken to the Bulk Import Student Record confirmation 
screen. 

 

7. Click the  button. 

8. The data will load and a bar will show itôs progress.  When the upload has 
successfully completed you will be returned to the main menu. 
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13. Point Edit Student Records  

The Point Edit Student Records screen allows you to link students to their 
Organising and Personal Tutors one student at a time. 

Only the Tutorial Office role can Point Edit Student Records in OxCORT.   

 The Point Edit Student Records facility allows you to create or edit a 
student record one student at a time.  Therefore if you need to add or edit 
a number of student records you may prefer to use the Bulk Create 
Student Records menu option which will allow you to create, enable, 
disable and modify user accounts for your College by importing a CSV 
(comma delimited).  See the Bulk Create Student Records section on 
page 9 for further information. 

 

To create or edit a student record  

1. Select  from the main menu. 

2. You will be take to the Student Record Creation and Editing screen. 

 

3. Enter the username of the student. 

 If you do not know the username of the Student, click the  
button and follow the instructions on page 27. 

4. Click the  button. 

 If you do not click the  button then any current Organising or 
Personal Tutors linked to the student will be removed and replaced. 

5. The usernames of any current Organising or Personal Tutors will be 
displayed in the relevant fields (if there are currently no Organising or 
Personal Tutors linked to the student then these fields will remain 
blank). 

6. Remove any Organising or Personal Tutors who are no longer linked to 
the student by deleting their username from the relevant field. 
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7. Add any new Organising or Personal Tutors by typing their usernames 
into the relevant field, pressing the [Enter] key between each 
username. 

 If you do not know the username of the Tutor, click the  
button and follow the instructions on page 27. 

8. Once all the Organising and Personal Tutors are linked to the student, 
click the  button. 

9. The Save Student Record screen will appear.  Check the information 
is correct and click the  button. 

 

10. You will be returned to the Edit Student Record screen. 
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14. Arrange Tutorials  

The Arrange Tutorials function allows you to enter tutorial arrangements for 
students at your College.  You would normally carry out this task at the start 
of each term.  A blank tutorial report form will then be created in OxCORT for 
Tutors to complete during the term and submit (normally in 7th week).   

The Arrange Tutorials function can be accessed by the following College 
roles: 

Tutorial Office 

Senior Tutors 

Organising Tutors 

 Course Directors can also arrange tutorials.   
 Tutors may also create their own tutorial report forms. 

 

To arrange tutorials  

1. Select  from the main menu. 

2. You will be taken to the Arrange Tutorials screen. 

 

3. Enter the username of the Tutor for who you wish to arrange tutorials. 

4. Click the  button. 

 If you do not know the username of the Tutor, click the  
button and follow the instructions on page 27. 

5. The full name of the Tutor will display, along with reminder of how long 
they are authorised to use the Tutor role within OxCORT (see the 
Authorise Tutors section on page 1. 
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6. From the list of undergraduate students for your College (shown below the 
Tutorôs name), select the students for whom the Tutorials are being 
arranged by clicking in the field to the left of their name to place a tick .   

 

 At the bottom of the screen are buttons which will: Select All students, 
Deselect All students or Reverse [the] Selection you have made (this 
will tick those currently unticked and untick those currently ticked).  You 
may find these useful if you need to select a large number of students 
from the list. 

7. When all the appropriate students have a tick next to their name, scroll to 
the bottom of the screen. 

 

8. Ensure the correct Term and Year are displayed (use the drop down to 
select the correct Term and Year if necessary). 

9. The Subject and Category of the Tutor will be displayed (as entered by 
the Tutor on their Payment Details screen).  Change these if necessary. 

10. Enter the topic of the tutorials into the Topic field, for example ñImperial 
Britain 1815-1982ò.  The topic can be amended by the Tutor later if 
necessary. 

11. If you wish OxCORT to send an email to the Tutor to let them know you 
have arranged their Tutorials on OxCORT, leave the tick in the field 

.  (If you do not wish to send 
an email, untick this field). 

12. Click the  button. 

13. You will be taken to the Create Reports ï Confirmation screen. 

 

14. Check that the details show are correct and click the  
button. 
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If you did not choose to send an email to the Tutor you have now finished the 
Arrange Tutorials process. 

Emailing the Tutor using OxCO RT 

1. If you chose to send the Tutor an email, you will be taken to the Send 
Emails screen. 

 

2. Use the fields at the top of the screen to select recipients of the email. 

3. You may edit the subject and the main text of the email if you wish. 

4. Click the  button to have OxCORT send the email on your behalf. 

 It will appear to the recipient of the email as though the email has been 
sent from your email address, see the Change Your Email Address 
section on page 22 for further details. 

 

Emailing the Tutor using your own email client  

1. If you chose to send the Tutor an email on the Arrange Tutorials screen, 
you will be taken to the Send Emails screen. 

2. If you would prefer to use your own email client (rather than have 
OxCORT send the email on your behalf), scroll to the bottom of the Send 
Emails screen.  There you will find a section entitled Email Addresses, 
this section contains the email addresses of all people associated with the 
report. 
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 Each email link is shown in blue with an underline e.g. .  To the 
right of this the email address of the person/people is shown. 

3. Click the appropriate link, and a new email will open in your email client, 
with the address of the recipient show in the To: field. 

4. Copy and paste any further recipients from OxCORT to your email client 
and compose and send the email in the usual way. 
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15. View Tutorial Arrangements  

The View Tutorial Arrangements screen allows you to view which 
Organising and Personal Tutors have been assigned to a student.  It also 
allows you to see if a report has been created between a Tutor and the 
student and the topic of this report.  The list may be filtered using the 
parameters provided at the top of the page. 

To view tutorial ar rangements  

1. From the main menu, select  and the Tutorial 
Arrangements screen will be displayed. From the Tutorial Arrangements 
screen you may view the entire list, which is displayed below the filter 
options box or use the filter options to narrow the list. 

 

 

2. To filter the list, choose one or a combination of the filter options provided 
which include, Programme of Study, Subject, Year of Study, 

Organising/Personal Tutor, and/or Student and click . 
 
In the example below we are searching for Tutorial Arrangements where 
an Organising Tutor has not been assigned: 

 

 

   Note, The Programme of Study field requires the programme code, which 

can be typed directly into the field or use the  option to find the 
code by searching for the programme name. 
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3. The Tutorial Arrangements list is sorted into the following order: 

Term ............................... Future through to previous 

Programme of Study ............................. Alphabetical 

Year of Study ............................. Starting with year 1 
Student ............................. Alphabetical by surname  

4. Under each student name will be listed: 

Any Organising Tutors assigned to that student 

Any Personal Tutors assigned to that student 

If any Tutorial reports have been created, the Topic and Tutor will 
display (if these are shown in grey, the report has a status of Not 
Edited) 

5. Clicking on the studentôs name will take you to the Search and Select 
screen with a list of reports relating to the student displayed. 

6. Previous terms will display with students who have unsubmitted reports 
created about them.  This is to allow you clearly identify any reports which 
have not yet been submitted. 
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16. View Or Process Tutorial Reports  

The View or Process Tutorial Reports screen allows you to search for, 
select and perform various functions on both Tutorial and Revision Class 
reports. 

From this screen you can select reports to: 

View 

Edit 

Print 

Delete 

Email those connected with the report 

Export data 

Approve or refuse for payment 

Release to students 

Return to the Tutor for correction 

Undo a payment decision made in error (either approve or refuse) 

Mark as processed for payment 

Set and clear academic and administrative markers (dots) 

 

To search for reports  

1. Select  from the main menu. 

2. The Report Search and Selection screen will display. 
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3. Complete the search fields as appropriate (see below). 

4. Click the  button. 

5. A list of matching reports will show in the Report Summaries area of the 
screen. 

 If you have performed a previous search, click the  button 
first to clear previous search options. 

 

Search fields  

The People section of the search allows you to search for the following: 

 

Student ï To find reports for a particular student, enter the 
Surname of the student in the first field or enter their username in 
the Username field. 

Tutor ï To find reports written by particular Tutor, enter the 
Surname of the Tutor in the first field or enter their username in 
the Username field. 

Organising Tutor or Personal Tutor ï To find reports with a 
particular Organising or Personal Tutor, select the type 
(Organising or Personal) from the drop down on the left and the 
name of the Tutor from the drop down on the right. 

 

The Subject section of the search allows you to search for the following: 

 

Programme of Study ï To search for reports relating to students 
studying a particular Programme of Study either enter the 
relevant Programme of Study Code into the field or click the 

 button to search for programme codes by name. 

Subject ï select from the drop down a Subject to search for. 

Topic ï To search for reports relating to a particular topic enter 
one or all the words from the topic into this field.  If you do not 
know the exact wording of the topic then only enter one word 
from the topic (as soon as more than one word is entered into this 
field OxCORT assumes you only want to find reports which 
exactly match this wording). 
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Year of Study ï To find reports relating to students in a particular 
year of study, select the relevant year from the drop down. 

 

The Report Data section of the search allows you to search for the following: 

 

Report Type ï To find only Tutorial or only Revision Class 
reports select the relevant report type from this drop down. 

Term ï This field will default to the current term and year, to 
change to a different term or year or to retrieve reports from any 
term or year, select the relevant option from the drop downs. 

Estimate of Termôs Work ï To retrieve only those Tutorial 
reports which have been marked with a particular estimate of the 
termôs work, select the relevant mark from the drop down.  This 
option is not available when searching for Revision Class reports. 

Senior Tutor Flag ï To retrieve those reports which have been 
flagged for the attention of the Senior Tutor, tick this field. 

Missed Tutorials ï To retrieve those reports where a figure has 
been enter to indicate the student missed some of the Tutorials 
during the term, tick this field. 

Collections ï To retrieve reports where the Collection marks are 
at a particular status, select the relevant option from the drop 
down field.  You can select from the following options:  No 
Collections Marked, Collection Marks Not Yet Known, Collection 
Marks Known But Not Final, Collection Marks Finalised. 

Payment Method ï Allows you to search for reports where the 
Tutor has selected a particular Payment Method. 

Tutor Category ï Allows you to search based on the category of 
the tutor, for example Tutorial Fellow, Professor, or Reader.  

XRNLI ï Each report has a report number which begins XRNLI, 
followed by the year, followed by the unique number.  If you know 
the XRNLI number for the report you wish to retrieve entering it 
here will return an exact match.  The number must be entered in 
the following format:  XRNLI-yyyy-<num>  where yyyy enter the 
year, where num enter the number.  You must include the ï
markers as shown. 
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The Report State section of the search allows you to search for the following: 

 

State ï To retrieve reports which have reached a particular status 
select the relevant option from the drop down.  You can also search on 
status using the Report Count shown above the main menu. 

Student Access ï To search for only reports which have or have not 
been released to the student, select the relevant option from the drop 
down. 

Submitted Date ï To search for reports submitted between two 
particular dates, enter the dates in these fields.  You may need to 
change the Term search fields to Any Term and Any Year if the term 
shown does not match the dates you have entered. 

College Flag ï To search for reports where the College flag has been 
set or cleared, select the appropriate option from the drop down. 

Academic Flag ï To search for reports where the academic flag has 
been set or cleared, select the appropriate option from the drop down. 

 

To view or edit a report  

 You may only view and edit submitted reports. 

 

1. Select  from the main menu. 

2. The Report Search and Selection screen will display. 

3. Search for the reports as described in the Search for Reports section 
above. 

4. Scroll down to the Report Summaries section of the screen to see the 
search results. 

 

 You can sort the search results by clicking on the column headings, for 
example to sort the results by Report Type, click the  column 
heading. 
































































































