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Introduction To This Manual

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

i s t o al

l ow you to reflect your

own

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.

A

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

Open

OXCORT Tutorial Office Manual v4.4.doc
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Introduction To OXCORT

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

College Roles
0xCORT ’ ]
Management Cnurs; EI)lrech:-r Tutor Role ';utor\aITOTce
Committee Role ez enior Tutors
Organising Tutar

Students

= View statistical = View basic report = Edit Tutorial ¥ View and approwe ¥ Can view reports
information information reports created reports anling once
» Authorise > View tutorial for them ¥ Release reports to E:eliased (TOWded
Course Director arrangements » Create new students alfoigihpi)g)lcy
rale = Arrange tutorials ;;ﬁginagliss ¥ Authorise Tutor
» Enter Register of {creates a blank | role
Payments Tutorial report reports )
¥ Tutorial Office role
information and emails the = Submit reports
Tuter) can authorise
» Enter payment other College roles
¥ Authorise Tutors details and Process

reports for

=Wiew payment payment

claims

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 OXxCORT 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.

OXCORT Tutorial Office Manual v4.4.doc 7



Introduction To OXCORT

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 OXxCORT, 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 avail able to all ot her
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).

8 OXCORT Tutorial Office Manual v4.4.doc
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Introduction To OXCORT

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

Repart Counts

Mot sdifed Craated Submified Approved Refused Pracessed Completad
0 0 a8 4 0 0 12

MWenu

Click on one of the links below
View or process tutorial reports
View tutorial arrangements
Arrange tutorials
Wiew tutorial hours by Qrganising Tutor
Authorise Tutors
Search for people
Bulk create user accounts
Point edit user accounts
Bulk create student records
Point edit student records
MWanage Tutor pavment data
List payments due from other colleges
IManagement information
Enter or maintain Teaching Hours Weighting data
Configure college-wide preferences
Wanage Stint Data
Calculate Payments & Teaching Hours
Yalidate Tutor Teaching Data
Change your email address
Maintain College Bank Details
Reports
Change role
Log out of OxCORT

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.

OXCORT Tutorial Office Manual v4.4.doc 9
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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 t
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

10 OXCORT Tutorial Office Manual v4.4.doc
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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

Ty
Processes the
Tutorial Office Tutorial Office
Role report for payment Role
N o

{\r

Approves the
report text and

Gives access to
other roles

Assigns students
to each

Organising Tutor payment
..... G t Ttor complees e
Organising 1Ves 8CCess 10 report (or creates a
Tutor, Senior : Tutor new report if Organising
Tutor, Tutorial } Assigns students to + : |: necessary) Tutor, Senior
1 1 Tutor Role .
Office and : i § Tutor or Tutorial
Course Director : TU:’B‘:HT(ZEE?;QS : Tutor submits report Office Role
Roles 4 report for payment

Releases report
to Student.

Student Role {
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Overview of Revision Class reports

QOrganising
Tutor, Senn_:r evnenean. Tutorial Office Processes the
Tutor. Tutorial .__..--' T, Role report for payment
Office and .t e,
Course Director - Set up screens ..
Roles - ",
. Session Length of Student ‘

Details Sessions Eela\l-:,>
Create Ruports.
Gives access to| %, </F;;_’ | R
the Tutor " Class ,

J report text and
payment.

LLLETTN

s, Reports

o, "4y,  Edtorview | Sibmi ot

.
or
- .

. Tiuinasanantt

-~
Tutor creates the Al
(o]
reports using 3 setup Lz

Tutor, Senior
Tutor Role SEES Tutor or Tutorial
Tutor submits Office Role

repoarts for paymeet

Relsases report
to Stuclent.

StudentRole

Overview of payments

| At the start of each academic year |
Vs | ' b
OxCORT Management Tutor Tutorial Office Tutorial Office Tutorial Office
Committee
Enter or Maintain Change Payment Enter or Maintain Manage Stint Data Maintain College
Register of Details Teaching Hours Bank Details
\ Payments Data Weighting Data /,

i Each term

P H""\.
/ A
/ N
| Tutorial and Revision Class reports are created, edited, submitted and approved. J \
Tutorial Office Tutorial Office Tutorial Office
Validate Tutor Calculate Payments Manage Tutor
Teaching Data and Teaching Hours Payment Data
Feport status changes from eport staus changes foa Export 3 csv file for accourts
appoved to processed processed to completed
:’ Tutorial Office \‘[ :' Tutorial Office \‘| Accounts / Payroll
1 ¢ 1 t
] List Payments Due ; H Reports i Pays all money owing to
\ | FomotherColleges {4 1| Tulors,Colleges and J
‘-\\'}\ v 9 P’V"'and o sls Y Departments > 74
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Report states

Report is created using
the Armange Tutorials
function

v

Report Status is
Mot Edited

\_/vl/ﬁ

Report is edited by the
Tutor

Report is Created by
the Tutor

¥

Report Status is
Crested

¥F

¥

Report is zant back
to the Tutor for

amendment
Report is completed and Submitted by the Tutor
F
Report Status is
1K * Subrnitted

3

Can the report be
returned to the Tutor for
amendment?

Feport iz chedied.
Can the report be approved?

Report status iz updated by Organising Tutar,
Senior Tutor or Tutarial Office to

Approwed

an the report be
corrected by the Tutorial
Office?

e

Report is werified.
Aue the payment details correct?

Decision [undone

Fayment decision is

undone or payment

details are manually
corrected

Fayment

h J

Report status is updated by Organising
Tutor, Senior Tutor ar Tutarial Office to

Report status iz updated by Tutorial Office to

Frafzad Frocessed

Tutorial Office calculate payments and stint in -:-rdelr
to produce an export file for accounts.

!

Report Status is
Completed

.\_\_\_\_\_\_\—'_'_'_'_'_'_,_,—'—'_'_'_'_'—\_\_\_‘_‘—\—\.
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Reports can be in various Ostateso.
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 i ensure all the Tutors have access to OXCORT using this
screen.

Bulk Create User Accounts 7 ensure all other College users at your College
have access to the OXCORT system using this screen.

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

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

Change Your Email Address i ensure that OXCORT holds the correct email
address for you.

Enter or Maintain Teaching Hours Weighting Data 1 check that the
weighting data set up for this year, matches that which is used by your
College.

Maintain College Bank Details T Ensure that the College bank details are
correct and up-to-date.

14 OXCORT Tutorial Office Manual v4.4.doc
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Manage Stint Data i 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 AChange Payment Detail so

Start of term procedures for Tutorial Office

Arrange Tutorials T 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 T If any new members of staff
have joined your College you will need to authorise them to use OXxCORT.

Point Edit Student Records 1 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 1 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 i Use this screen to check that reports have
been submitted.

Manage Stintdataii f necessary, enter any adj ust me

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

Calculate Payments and Teaching Hours 7 Use this screen to calculate
payments due, the report status will change from Processed to Completed.

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

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

End Of Year Procedures for Tutorial Office

View Tutorial Arrangements i 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)

OXCORT Tutorial Office Manual v4.4.doc 15
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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 7 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 i 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.

16 OXCORT Tutorial Office Manual v4.4.doc
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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.
6abcdl12346. I f vy adaWhbaAwheusemante arla 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.

A 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.

D e —— =] @6 | Liks | @ smeah | ' | [Fegon =] [Cipboard

Welcome to OxCORT

r.
welcome ta the Oxford Colleges On-line Reports for Tutorials system. These pages are here to <
give an overview of the system, links to related documentation and contact infarmation.
OxCORT
7th week: please could tutors submit all Trinity reports by Friday 6th June. Thark you! Live System
ro

Departments
Please see Departments and other units for information on departmental teaching and invoicing
Payment information for

Quick Links tutors

ad s b s P s R Y ’

N

o

v en

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.

University of Oxford Single Sign-On Login
The service you have requested is accessed via the University of Oxford Single Sign-0On systerm.

Username: e.q. abcd0123
Password: Eorgotten password?

(o] el

Please enter your Oxford username and password then click the "Login' button,

Mot yet activated? [Activate a new account]

1 don't know what to dol

Oxford University Computer Usage Rules and Etiquette

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 [Centinue to www.oxcort.ox.ac.uk| hytton.

Selecting arole

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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OxCORT-training: Welcome to OXCORT

-+ Click here for news and information about OxCORT <—

Pleasa salact a rols.

Roles

Tutorial Office at Morth
Organising or Personal Tutor at MNorth

Log out of CxCORT

If the role you require is not listed above, you are not authorised to actin that role. If you think this is an error,
contact the relevant organisation, e.g. your college ar department, the persan who asked you to teach, or the
055 Support Centre

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 wi || di splay in the browserdés def a

To change this you will need to go into the Options (usual ly on the br
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

[ Senior Tutors, Organising Tutors of Personal Tutors choose when students can see reports|
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

[F Crganising Tutors may approve and refuse a report and its hourg|

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

[V The OMC may authorise Course Directors to see report surmmary information]

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

[ The OMC may authorise Course Directors to see the full text of reports)]

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
OXxCORT.

\1) 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 [Configure college-wide preferences| from the main menu.

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

v Wiy Py Ty e e g iy, Wy g S N T vy

Preferences
I Senior Tutors, Crganising Tutors or Personal Tutors choose when students can see reports
W Organising Tutors may approve and refuse a report and its hours
¥ The OMC may authorise Course Directors to see report summary information
[C The OMC may authorise Course Directors to see the full text of reports

Sawe Changes

b

e

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

20 OXCORT Tutorial Office Manual v4.4.doc



Configure College Wide Preferences

Click the [ savachanaes | button.

The Change College Wide Preferences Confirmation screen will be
displayed.

Change College-wide Preferences - Confirmation

About to change college-wide preferences
If you click 'yes', your college-wide preferences will be set as follows:

« Organising Tutor or Personal Tutor autharisation will be required before students can see their reparts
» Your Organising Tutors will be able to approve or refuse reports
» The OxCORT management committee will be permitted to authorise Course Directors
o The OxCORT management committee will not be permitted to authorise Course Directors to see the full
text of reports

Are you sure you wish to save changes?

Yes - Change college-wide preferences | Mo -Do NOT change college-wide preferences |

0. Check the information shown is correct and click the

‘res - Change college-wide preferences | button i

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.

3 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 [Change your email address| from the main menu.

2. The Change Email Address screen will display.

- R i T Ny W G N vy,
E

Change Email Address P

¢

Email address: Iahannun@emml com .
Save f

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

Click the ===] button.
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.

A 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.

\1) All details entered into OXCORT are protected over the network using

high-grade encryption.

To enter College bank details

1.  Click the Maintain College Bank Details link on the main menu.
2. The Maintain College Bank Details screen will be displayed.
College : North
Account name |
Account number |
Sort code |
(Sort code format '99-99-99"
Building Society Reference |
Bank name |
Branch name |
Branch Address =]
=
Cheques payable to |
Cancel Save
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 1 symbol.
For example 12-34-56.

\1) 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.

\1) You must complete every field except the Building Society
Number field before attempting to save.

Click the === button.
The confirmation screen will display.

Save data

About to save bank details for College : North

Account Name © Morth College
Account Mumber : 12345678
Sort code . 12-34-56
Building Society Ref
Building Society Name - Bank of England
Branch Name . Oxford
Branch address . 1 High Street Oxdord OX1 1AB
Cheque name : Morth College
Do youwish to proceed ?

YES — Sawe data | MO — do NOT save data |

24

Check the details carefully and click the __¥es=s=ed= | pytton.

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 Tutor s stint (direct payl
Register of Payments).

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

3 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 [Enterormaintain Teaching Hours Weighting data| [ink on the main menu.

2. The Teaching Hours Weighting screen will be displayed.

Select Year IZDDEQDDE = | Retrieve

Group Weighting factor: Weighting factor:
Size Standard Higher
1 [ [io
2 J1.25 125
3 [is [is
4 [r.5a [r72
5 [1.68 [1.95
[ [r77 216
7 [t88 [238
8 [r.o8 [54
9 [os FEEE]
10 [z1a B
1 .23 [r.32

-
[+

32 [5.54
a1 B77
s [EEE
[z.5a [a.2

-
W

-
S

-
o

Standard Higher
Incremental weight factor for
Group Sizes 16 and above; 0.0 p.23
Reset Save

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.

\l) 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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7.
8.

For each weighting factor that you wish to amend, click inside the
relevant field and delete the current data, then enter your own.

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

The confirmation screen will be displayed.

Save data

About to amend new Teaching Hours Weighting Factors for Morth for 2008/2009. The weighting factars that you have entered will
apply to all OxCORT reports in respect of teaching delivered by Tutors who have a stint at North during the academic year 2008/2009
which have not already been processed for payment. The weighting factors which were applied to any reports created during
20082009 which have already been processed for payment will not be changed. Do youwish o proceed?

YES - Save data | NO — do NOT save data

Click the __¥8 ssedis | hutton.

You will be returned to the main menu.

3 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.

S A

Click the [Enterormaintain Teaching Hours Weighting data| [ink on the main menu.

The Teaching Hours Weighting screen will be displayed with the current
year 6s dat a.

Click the =] button at the bottom of the screen.

Select the year you wish to edit from the drop down.
Click the == | button.

The data for the select year will be displayed.

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

A Changes you make will only be applied to reports for the selected year

26

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 needeto enter a pers

To search for people from the main menu
1. Click the [2earch for peoplef link on the main menu.

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

Please enter the information you know about the person or people you are trying to find. You must enter at least one of
the first nams, surname, Programme of study, or usemname. Partial names are accepted: e.g 'singl'

Surname | First name |
Person fype | Student or non-student 7 College |Any College ¥
PoSIAny’ Programme of Study j Yaar ofsfudylm
Username l—

Searchl Cancell Clear criteria |

3. Complete the search fields as required.

3 Your search must include either a Programme of Study or at least part of
the name.
Click the [seen| button.
The search results will display.

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

To search for people using the Search for People bu  tton
1. Click the [ sesentsrpeasie | 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 =l 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
(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 Authaorise Tutor page.

[This page allows you to authorise yourself or ather people to actin the role of "Tutor”. The Tutor role allows users
to create, edit, submit and delete tutorial reports. This authorisation lasts for twebve months, after which it has to be 3
renewed ¥
4

r

Authorise Tutor 2

Username Show | f

3

Search for people f

P o T S » - Y e » "

3. Enter the Username of the Tutor.
4. Click the Eel putton.

\l) If you do not know the username of the Tutor, click the _seschiorpessle |
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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Authorise Tutor

Username |spri3012 Show | Expiry date |14/06/2013
Albus Dumbledore is not currently a Tutor.
Click "Authorise" to authorise Albus Dumbledore to act as Tutor until date entered above.

Authonse

6. To authorise (or re-authorise) a Tutor, click the _Au81%e | b tton

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 Authaorise Tutor page.

[This page allows you to authorise yourself or other people to actin the role of "Tutor”. The Tutor role allows users -+
lto create, edit, submit and delete tutorial reports. This authorisation lasts for twelve months, after which it has to be 7,

renewerd :
l

Authorise Tutor 3

Usemamel—ml {

Search for people i

P ¥ e - = e — - l’

3. Enter the Username of the Tutor.
4. Click the &l button.

\l) If you do not know the username of the Tutor, click the _seschforpeselz |
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

Autharise Tutar

Usermame |spri3012 Show | Expiry date [14/12/2012
Albus Dumbledore is already authorised to act as a Tutor until date entered above.
Click "Authorise” to authorise Albus Dumbledore to act as Tutor until date entered above.

Authorise

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

3/ 1f the Tutor role is to be removed, enter a past date into the Expiry date
field before clicking on _24thorise |

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.

A 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)

\l) 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 [Bulkcreate user accounts| from the main menu.

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

W g o Py P oy TS “ "N
Import ?

Data file: b
| Erowse.. ;
«

-

Export current dita, ‘

Click the __Eweteireitd=a | hytton.

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,f or exampl e AExported User Accounts
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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.

[ & [ B € D | E
1 [nortizss ITo E -
| 2 [mostz000 ST E
| 2 |aoxtz2001 5T E f
4 |non2002 5T E .
| 5 |nostz2003 5T E
| 6 |noxt2004 ST E ;
| 7 |aoxtz2005 5T E
| & |aoni394 TO E s
| 8 |acsizve TO E h
| 10 |nort1405 | TO E o
| 11 |acst1ze7 TO E J
| 12 |noxt2008 ST E i
| 13 |norta007 ST E 4
| 14 |nont2002 ST E h
| 15 |noxt2000 ST E {
| 16 |nostizme TO E 1
17 |nost1400 | TO E b
—— Y - |

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,f or example AUser Accounts for Academic Year

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.

A 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.

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

A If you do not include a current OXCORT user in this file their account will

automatically be disabled.

To import the CSV file

1.
2.

If necessary, select [Bulkcreate user accounts| from the main menu.
The Bulk User Account Creation screen will be displayed.

e g P By e “"N
L

Import 1

Datafile: b
| Browise ;
:

by

Export current data +

Click the [Eew= | button.

The File Upload dialog box will open. Navigate to the file you have
created and click once to select it, then click the __%=_| button.

In OXCORT, click the _mest | button.
You will be taken to the Bulk Account Creation screen.

Bulk Account Creation

About to replace all account information with new data supplied in the import file. This action 15 irreversible

ves - Replace all account information | Mo - Leave the database unchanged

CI'Ck the “Ves - Replace all account information I button

The data wil!/ l oad and a bar wil/
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)

\1) 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 [Point edit user accounis| from the main menu.

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

¢ O TN PRy TR Uy T ey

Account control

Usernames Show
Search for people

Frv R Loy

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

\‘) If you do not know the username of the person, click the _Searhtrpespe |
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).
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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 FAccontisenabediorioan] |S ticked otherwise the user account will not
be active.

Click the _S=echanses | pytton.

The confirmation screen will display the details of the person and the
selected role, check these are correct and click __es-Saethanges |,

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.

Select [Point edit user accounts| from the main menu.

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

Enter the username of the person and click the ‘S| button.

Untick the CAcceutis enabledorioan] field by clicking on it.
Click the __8=ethenses | hytton.

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 [ e-Saethenges |,

o g bk~ w NPk

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 [Point edit user accounts| 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 stew| button.
4

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

v T S A Chaligea | T T e
"v% :
B, and ordinarily they should never be deleted. However, recards an
br been affiliated with your college, then you may delete the accouﬁ
tton WARNING: if you delefe S @k Senior Tutar, ‘

ill be permansaseseTe d
L
COUNT WaAS CREATED IN ERROF | Dalete H

5. Click the B=&&] button.

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

3 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.

8 OXCORT Tutorial Office Manual v4.4.doc
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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.

A 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.

A 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 Bulkcreate studentrecards| from the main menu.
2. The Bulk Student Record Creation screen will be displayed.

e T Pop e P oy e “ "N
L

Import 1

Data file: b
| Browise ;
:

-

Export current data +

3. Click the __Esstareitdse | hytton.

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, f or example MAExported Student Reco
08090

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.

OXCORT Tutorial Office Manual v4.4.doc 9
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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

OXxCORT.
1 NOD?I?JG ‘Cfl'lﬂoF’lc'] a3 NOR'?!AL‘} NDR]F:B?R NOTIF'HOJ 3
e
2 ‘)jgﬁ:'f:;g’; ‘?][‘ ;:g);’][_‘l;l];; NORT2015 NORTZ013 NORT2008 o
— . ———
e ——¢
R .
:7: ﬁg'\:'lf:;:‘f gl' ﬁg;::QZQ; NORT2028 NORT023 /
fﬁoql:lzigr :$J‘§ HORTI336,7" RTL3EE A - r/

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
fle,f or example AStudent Records for Academic Ye

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).

10 OXCORT Tutorial Office Manual v4.4.doc
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3 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 [Bulkcreate studentrecards] from the main menu.

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

et g W T By TS "N
L'

Import 1

Datafile: -
| Browise ;
:

by

Export current data +

3. Click the [eewse. | button.

The File Upload dialog box will open. Navigate to the file you have
created and click once to select it, then click the __%=_| button.

In OXCORT, click the Zmeat | hutton.

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

Bulk Import Student Record

About to replace student recerds for every student whose username appears in the impert file. This action cannot be
undene. Are you sure you wish to contine?

“'es - Replace student records | Mo - Leave the datahase unchanged

7 . C“Ck the ‘v'es - Replace student records I button .

8 The data wil!/ |l oad and a bar wi
successfully completed you will be returned to the main menu.

OXCORT Tutorial Office Manual v4.4.doc 11
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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.

\19 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 [Point edit student records| from the main menu.

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

ot PR o Ty o P ST Wi L M g i TP M1 Sy

-

Student details -

username of studani | Show 3
Search for people 4
S, -

usarnamas of Organising Tufors b
Search for people -
L

4

-

%

usernames of Personal Tufors .
Search for people H
»

Save Changes b

3. Enter the username of the student.

\1) If you do not know the username of the Student, click the __szerhtrpzepe |
button and follow the instructions on page 27.

4. Click the s« | button.

3 If you do not click the _st«| 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.

OXCORT Tutorial Office Manual v4.4.doc 13
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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.

\l) If you do not know the username of the Tutor, click the __sechiorpessle |

button and follow the instructions on page 27.
Once all the Organising and Personal Tutors are linked to the student,
click the "saveChanges. button.

The Save Student Record screen will appear. Check the information
is correct and click the __¥esSaweeess | hytton.,

Save Student Record

About to save the following student record:
Student: Waisie Baltic {(nort2160)
Organising Tutors:

Jessica Asmara [nort2005)
|saac Delapre (nort1382)

Isabella Oalksey (nort1383)
Personal Tutors:

Are you sure you want to save this record?

Yes - Sawve record | Mo -Leave the database unchanged |

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

14
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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.

OxCORT-training: Arrange Tutorials

Ilain henu Help Logout

[This page allows you to invite a Tutor to teach some or all of your students. [t will create a blank report form about
sach student for the Tutor to fill in

(Once created, the forms will appear on your "View Tutorial Arrangements” page, where you can track the progress
of the teaching. Each form will include email links for the student, the Tutar, the Tutorial office, and those of your
colleagues who also hawe some responsibility for the student

Flease enter the username of the Tutor, and select the students you would like them to teach from the list below.

Tufar's usermamea Show
Search for people
Student Programme of Study Year
T Anchorage, Jack {(nort2000) Bachelar of Arts in Human Sciences (005170} MNone
™ Anchorage, Olivia (nort2001) Bachelor of Arts in Human Sciences (005170) MNone
T Ankara, Grace (nort2003) Bachelar of Arts in Human Sciences (005170) MNone
4 L Ankara Jhamas (port2002) e . Baghelgr of A¢s in Human Scignces (IRSA70) . . MNope |

3. Enter the username of the Tutor for who you wish to arrange tutorials.
4. Click the =] button.

\1) If you do not know the username of the Tutor, click the __ seacforpescle |
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.

Tufor's usamaime |notl 378 Show
Search for people f

Harry Austrey is authorised to act as a Tutor until 18/12/2008.0
—a" »—A — ' = » o r
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6. From the list of undergraduate students for your College (shown below the
student s
arranged by clicking in the field to the left of their name to place a tick .

Tutor

\l) 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

0s name) , sel ect t he

F Wiliams, Melissa (mert2210) Bachelor of Arts i
I Wiliamson, Jason (mertd228) Bachelor of Arts i
I Wilson, Sarah (mert2211) Bachelor of Arts |
C Wong, Lawrence (mert2212) Iaster of Chemisy
I Xu, Jihao rﬂertZgZZ Bachelor of Art

. “-r“hfl( o n o T

from the list.

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

the bottom

8. Ensure the correct Term and Year are displayed (use the drop down to

of the screen.

R W gy s s o ey cage W W W g N T

Select All | Deselect Al | Reverse Selection |
Terrn | Trinity ~||2007/2008 >
Subject [Histary E
Category | Stipendiary Lecturer =l

Topic |

¥ After creating the reparts, Iwish to send an email to the Tutor.

Create reportforms I

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, f o r

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

[¥ After creating the reports, I wish to send an emai to the Tutor]

an email, untick this field).
12. Click the [_Sesewepatioms | hutton.

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

exampl e
Britain 1815-1 9 8.2 dhe topic can be amended by the Tutor later if

(If you do not wish to send

Create Reports - Confirmation

About to create tutorial report forms for
Term: Trinity 2008
Topic: Imperial Britain 1815-1982

They will be created for the following students:
nort2010  James Caracas  MNorth BA History {year 0)
nortZ014  Samuel Doha MNorth  BA History {year 0)
nort2022  Joseph Kampala MNorth  BA History {year 0)

“Yes - cregte reports MNo-do NOT create reports |

14. Check that the details show are correct and click the [ Yes-oescwepots |

button.

16
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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.

R ]
Send emails .
. -
Tutors Colleges Organising Tutors  Personal Tutors  Students e P
To. W n n n 0o ¢
Cc: (] (] (] (] (] W f
E

Beo O r r r r r
4
4
Subject |Tutnr|al arrangemeants P
Dear Harry hustrey a|d
Thank you for agreeing to teach some of my students. The details are as follows: |4
4
Term: Trinity 2008 ¢
Topic: Imperial Britain 1815-1982 ‘J
Students: }
James Caracas <jamesfemail.coms 3
Sawuel Doha <sawuelBemail.coms o
Joseph Kampals <joseph@email.cons [
I have crested some blank tutorial report forms in OxCORT. The forms include 1
contact details which you might find useful during the term. You way also wish j
to use the forms to keep notes on the students' progress. Please in any event 3
£ill in end swimit the forms by the end of 7th week to ensure that we pay you 7
promptly for your work. b
=l
Send email {
> P U ey s  a .

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 s=demai | hytton to have OXCORT send the email on your behalf.

\14) 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.

OXCORT Tutorial Office Manual v4.4.doc 17
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Email Addresses

Eelow is a complete list of the email addresses of the Tutor, Organising Tutors, Personal Tutors and student
lassociated with the reparts you have selected. If your email clientis configured, you can click on a heading to
lcompose an email to one of these groups of people. Altermnatively, you can copy the addresses and paste them
into your email client or into a file

[Tutors. Harry Austrey <harmy@email com=

(Colleges. Morth office <tutorials@north.ox.ac uk>

(Organising Tutors:

Fersonal Tutors:

s A A A B i 0 B

[Students: James Caracas <james@email com=, Joseph Kampala <joseph@email com=, Samuel Doha
=samuel@amail com:s=

\1) Each email link is shown in blue with an underline e.g. [Tutors | 7o 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 [¥iew tutorial arrangements| 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.

Michaelmas 2008

Bachelor of Arts in Classics and English
Year 1

+ Madison Bangor (nort2152)
Organising Tutor(s). Henry Compton-Bassett, Thomas Ankara, Grace Ankara
Topic Tuior
Shalkespear Shannon Maidford (staf1437)

» Charlie Braunston (nort1268)
Qrganising Tutor(s). Olivia Anchorage, Harry Austrey, Jack Anchorage
Topic Tutor
Shakespear Shannon Waidford (staf1437)

+ Eleanor Bristol (nort2155;
QOrganising Tutor(s). Isaac Delapre, Joshua Asmara, Hollie Scaldwel
Topic Tutor
Shakespear Shannon Maidford (staf1437)

» Michael Bristol (nort2154)

A Oy s Tastorl ol et gt o e g Gl (e e kg - s

N T e T C L e I L

2. Tofilter 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 _iew Tutarial Arangemsnts .

In the example below we are searching for Tutorial Arrangements where
an Organising Tutor has not been assigned:

Programme af Study

Search for PoS
Subject | ~|
FYear of Study ’W
Organising/Persanal Tutar |NDne assigned ﬂ

Student | P ]

Show anly studenis with ro tutorial arrangsments this term [

{lecve Subject blank)

Wiew Tutorial Arrangemenis | Cancel |

\1.) Note, The Programme of Study field requires the programme code, which
can be typed directly into the field or use the _s==ehiorPos | gption to find the
code by searching for the programme name.
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20

The Tutorial Arrangements list is sorted into the following order:

JLIC=11 1 P Future through to previous
Programme of Study...........ccccccvvvnnnnnnne Alphabetical
Year of Study..........ooevvvieeennnnn. Starting with year 1
Student........coceeeeiiiieiiiennn, Alphabetical by surname

Under each student name will be listed:

Cl

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)
i cki

ng

on

t he student 6Search am &Selegti

screen with a list of reports relating to the student displayed.

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 I\Iiew or process tutorial reports)| from the main menu.

2. The Report Search and Selection screen will display.

Report Search

People

Student | sername
Tutor | userncine

Organising Tutor or Personal Tutor [Orgenising Tuor or Persanal Tutor =] can be [ignored =l

Subject

Selected PoS codes
| SearchforPos

Subject |Any subject 5
Topic |
Year of Study |Anyyearof study >

Report data

Report Type |Anyrepottype =
Term [Tinty ] 200872008 <]
Estimate of Term's work [Anycass |
Semior Tutor flag ™ Only reports marked Twould like to discuss this report with the Senior Tutor’
Missed tutorials ™ Only reports where tutorials have been missed

Collections |lgnore callections -
Pavment Method [AnyPaymentietod <[
Tutor Category [Any Tutor Category =~

XRNLI [xRNLRpyyy-num>
Report state

State [Alreponstates |
Stident access [Pelessedornot <]
Subinitted on or after [ddmmpyyy and on or before [ddimmiyyy
® College flag [lgnored ~]
& dcademic flag [lanored <]

Search for Reports Reset ssarch citeria
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5.

Complete the search fields as appropriate (see below).
Click the [ seahforfepsis | hutton.

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

\1) If you have performed a previous search, click the [ Resesaciztena | hytton

first to clear previous search options.

Search fields

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

People
Student | usemame
Tutor | usemamea
Organising Tutor or Personal Tuior |Orgams|ng Tutar ar Personal Tutnrj can bel\gnmed j
- - o B o - pre PP g e - e 2 .

Student T 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 7 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 i 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:

22

Subject

Selected PoS codes
| SeaschforPos

Stbject [Fawes 3l
Topic |
Year of Study [anyyearotsudy ¥|

B e a > PR S PRIV PP

Programme of Study i 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

__ seach®rPos | hyton to search for programme codes by name.
Subject i select from the drop down a Subject to search for.

Topic i 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 1 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:

Estimcte of Terin's work [Anydass =

ot g A A e . - A e PO - b e . ™ et

Report data

Report Type |Any report type =
Terin | Trinity ~| |2008/2008 ~

Senior Tutor flag ™ Only reports marked Twould like to discuss this report with the Senior Tutor'
Missed tutorials 1 Only reports where tutorials have been missed
Collections [ignorecollecions ~ +]
Pavinent Method [AnyPaymentiiethod |
Tutor Category [ Any Tutor Category ~|
XRNLI [PNLryyyy-<nums

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

Term 1 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.

Esti mate of Tie Tonrétreve \Gdyr tkose Tutorial
reports which have been marked with a particular estimate of the
termbds wor k, sel ect the rel
option is not available when searching for Revision Class reports.

evant

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

Missed Tutorials T 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 T 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 i Allows you to search for reports where the
Tutor has selected a particular Payment Method.

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

XRNLI 7 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.

markers as

OXCORT Tutorial Office Manual
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The Report State section of the search allows you to search for the following:

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

Academic Flag 7 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

\14) You may only view and edit submitted reports.

Select [¥iew or process tutorial reports| from the main menu.

The Report Search and Selection screen will display.

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.

\l) 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.
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