RESULT LIST GUIDANCE NOTES

Result Lists will now be electronically transferred and amended using Adobe Acrobat.

RESULT LIST BUSINESS PROCESS

PAB/Chairs Action
Report produced for
PAB/CA by School
A 4
PAB/CA takes place ...
T e R
Copy of PAB/CA Original PAB/CA Report sent
Report sent to Student to Student Records by post
Records (may take up to 4 days)
y ___ e
Student Re_cords update | Original PAB/CA Report
Banner with PAB/CA |~ » sent back to School by post

decisions (new cohort
created for CA students)

A 4 d

(may take up to 4 days)

Student Records PDF file should be named e.g.
generate Result List as a »| “X200401632.pdf”
PDF file and e-mail to Cohorts created for CA should be
School for checking named “X200401632-CA.pdf”
(CA=Chairs Action)

A 4

School check Result List
against PAB/CA

Result List correct Amendments needed
A 4 A4
School add signatures and School make amendments PDF file name to remain as
rename PDF as on the PDEF file and e-mail o  “X200401632.pdf” or
“X200401632-final.pdf” or back to Student Records “X200401632-CA.pdf” for
“X200401632-CA-final.pdf” (stg02@gre.ac.uk) CA cohorts
for CA cohorts and
e-mail to Student Records
(stg02@gre.ac.uk), v New PDF file name to be
Conferment’s and other Student Records make any “X200401632-2nd copy.pdf” or
relevant parties necessary amendments on “X200401632-CA-2nd copy.pdf”
Banner and create a new [ for CA cohorts
Result List as a PDF file If more corrected Result Lists are
and e-mail back to the created then they will be named
School “3rd copy, 4th copy” etc

Key: School responsibility

Student Records responsibility
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Student Records Staff — Creating original Result List as a PDF file.

Run SZR0059 from GREPORT. You should run the report exactly as normal, i.e. Destype

set to the ‘Preview’ mode.

When the report appears on screen select the print option from the preview window then
select Adobe PDF from the list of available printers and click OK. If this doesn’t show as an

option you will need to add the software to your PC. (See appendix A)

ﬁﬂ enter parameter form title

Bl Vigw Help

228 @Ex|®] [ [ 06 6| reel | 2

Select the print option from the
preview window then select Adobe
PDF from the list of available printers
and click OK.
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— Printer
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Name:  |AdobePDF  «—

Statuss  ITeMD Labeharieer 220 Tubo-LISE
Type: EPSOM Receipt Printer
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™ Print ta file

j Properties... |
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Lo
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b |1

Copiez

Murmnber of copies:
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o]

Cancel |

Select Adobe PDF
from the list of
printers and click
OK

Once you have clicked OK the report will be converted into a .pdf format file and you will be
prompted to rename the file and choose the correct location where the file is to be stored.
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The naming convention for the Result Lists is as follows:

1. All original Result Lists should be named using the cohort number only i.e.
X200401632.pdf

2. If amendments have been requested and actioned and a new Result List is being created it
should be named using the cohort number and adding “-2nd copy” i.e. X200401632-2nd
copy.pdf. For subsequent amendments being requested and actioned they should be
named 3rd copy, 4th copy etc.

3. If the cohort has been created for Chairs Action students then the Result List should be
named using the cohort number and adding “-CA” i.e. X200401640-CA.pdf

4. If amendments have been requested and actioned for the Chairs Action cohorts and a new
Result List is being created it should be named using the cohort number and adding “-2nd
copy” i.e. X200401640-CA-2nd copy.pdf. For subsequent amendments being requested
and actioned then they should be name 3rd copy, 4th copy etc.

Please ensure you name the file correctly including spaces i.e. “2nd copy” to minimise
any duplicates.

Sawe int | = NT5 [D:) \ - e @k E-
Clisnt49sp2 I3 . ;
docs CaTEmp Using the naming
Documents and Settings [:I TempEI4 Conventlons
Drsoldat CaTEMPIE mentioned above,
JURK (awinnT | overtype the file name

My annl-:ads and save to the correct
My Music

_INALCache folder and drive. (See
NOWELL appendix B)

Praqran Files

rptEemp

Save

[ s
Cancel /L

File name:

Lef Lo

Save as type: IF'DF files [*.FDF)

Once you have changed the File name and directory click OK. A .pdf file will then be
created. If the cohort is quite large it may take a little while for it to be created.

Once it has finished creating the file it should automatically open in Adobe Acrobat.
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& Adobe Acrobat Standard - [#200401247.pdf]

ﬁFiIe Edit Miew Document * Tools - Advanced ‘Window Help

; QOpen P [—i Save :\ Print @4 Email ﬁSearch E _/IJ‘_ Create PDF =

4 Review & Comment

- ﬂ Secure  «

WITZSeledTenvﬁ:Qv F Dﬁ@aa% - ®
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~ HoteTool P, TextEdts - & -T2

o Showe -
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£ Ma current selection
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University of Greenwich
RESULT LIST

SOCIAL CARE
Mode: Part Time Academic Stage 1
Entry Cohort: E119960301 {S2p %6 entry-curriculum 1)

Date of Progression and Award Board:  22/06/2005

The Progrezsion and Award Board has agresd the following decisions in respect of the candidates lised below

Term 200400 & of
College: Health & Social Cars N GREENWICH
Degartment: Health Development Site  Awery Hill Campus

Program: P09522 Undergraduste credit ASSOCIATE STUDENT - HEALTH CARE & Asseesment Cohort: 200401247

%, the
=2 UNIVERSITY

l Pages\l Layers\l Signatures \l Bookmarks

You can close this and e-mail the file to the relevant school.

Candidate Result Honours Degree Holds
000045546 HASSALL Rumn ‘Complsts - Credit Gained Ungesgraduate credit sU
Total Students: 1 Total Results: 1 Total Awards: 0

School Staff — Adding comments and amending the Result List using Adobe Acrobat

Open the file using Adobe Acrobat. Click “view” if using Pegasus e-mail and it will
automatically open the file in Adobe Acrobat. You will need Adobe Acrobat installed on
your PC to add comments and amendments. (See Appendix A)

There are tools that can be used to indicate any errors or amendments needed.

Before starting ensure that you have the following Toolbars showing — Advanced

Commenting, Basic, Commenting, File and Properties Bar.

£&- Adobe Acrobat standard - [x200401247.pdf]
'@File Edit | wiew Document Toaols Advanced ‘Window Help

=) Open Mavigation Ta0s 4 |Search

Click on View and
select Toolbars
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(" Actusl Size Cirler [ ¥ ] Commenting
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x
5
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B Eit Visible Chri+3 iz e ticked.
= . .
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Aukornatically Scroll Shift+Ckrl+H
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i Read out Loud 4
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a
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These toolbars should then show at the top of your screen.

E=- Adobe Acrobat Standard - [#200401247.pdf]

ﬁFile Edit View Document Tools Advanced Window Help
'&Open @'ﬂ' ESave L:\. Print %Email ﬁSearch

S TTiselectTed - [@f |- moteTool T, Temedts - P

2w RE IR YR
TH -[= = =] S -IB I U F S S,

V*_l | Showe -

Cross-Out Text Tool

#&: Adobe Acrobat Standard - [x200401247.pdf]
I@File Edit Wiew Document Tools Advanced Window Help

‘bOpen @G E Save L-:\, Print %Email ﬁ Search

%WI’ESBIE&TBH - {@ i noteTool F, TextEdts - B - W ¢ Lishow -|F T M j,| = - VAR
%T.vl:;E = [anal - -IB I U % 8 S5,
Click on the icon to activate the tool
then click and drag over the text you
want to cross out
Text Box Tool

The default font size may be too big when using text boxes. You will need to change it to
size 6 to ensure the text lines up with the text on the Result List.

E&: Adobe Acrobat Standard - [k200401247.pdf]

@File Edit Wiew Document Tools Advanced Window Help

fa’Open ";'G E Save L:\ Print %Email ﬁ Search

%W]:T]saecﬂen - {@ = noteTool B, TedEdts - # - W - L oshow -0 T "_!)| o - s & -
gT..Ez = [an -l -IB I U F S s,

You can change the font of Click on the icon to activate the tool then
your text here. position the curser where you need the box
and click and drag to create the text box.

The best colour to use for text boxes is yellow as this prints well and is easy to see.
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Stamps
To ensure your name shows on the stamp the correct details need to be entered into the

Preferences option. From the Edit drop down menu select Preferences then choose the
Identity option and enter your details. This is where the stamp takes the name from.

%

accessibility A[ — Identity —
Color Management Login Mame:  [j17 ThIS IS the

Comrmenting
Conwert Fram POF Mame: I Julie Lockwood \ name that
Conwvert To PDF -

Digital Signatures Organization Mame: I oG Wi I I appear
Farms

Full Screen I on the Stamp.

Organizational Unit:

General

Identity .
Internet Ernail Address: | lj17@gre. ac. Uk
Javascript
Multirmedia
Page Display
Reading
Reviewing
Search
Smoothing
Spelling
Skartup

Trusk Manager
LUnits

Updates

‘Web Capture

‘four identity information is used with comments, reviews, and digital signatures, Information entered here
is secure and not transmitted bevond this application without your knowledge.

oK I Cancel

To add a stamp click on the Stamp Tool icon.

j & T Fvw TP L iE TS S
Cyniamic w Approved 4
- Sign Here 4 Canfidential 4
Signature L4 Received L4
Stamp 4 Reviewed [REUJEWID
By Julie Loskwood at 71:02 am, & 7008
Skandard Business L4 Revised \ L4 )
Create Custom Stamp... -k t}"—'—
add Current Stamp To Favotites UNIV

Manage Stamps...

Click on the Stamp Tool icon and select Dynamic then Reviewed. Click on the stamp that
shows and your curser will change to show a Stamp icon. You can now drag and drop this
to the place you want the stamp to be.

The FINAL stamp can be found via the Standard Business option and the LETTERS TO
BE WITHHELD can be found via the Stamp option.
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Signatures

To add a signature to be used to sign off the Result List you will need to scan the signature
and save it as a .jpeg file.

Once it has been saved select the Create Custom Stamp option via the Tools drop down list as
shown.

& Adobe Acrobat Standard - [X200401247.pdf]

'@File Edit Wiew Document | Tools Advanced Window Help

Do @ oo [ e o

[0 Treres & L e— o T
Mo current selection ;o;m 3 Highlighting » Sign Here 3
Adwanced Editir 4 . Signature 4
. ! g Show Commenting Toolbar stga.mp .
g Standard Business r
E University of Greenwich i
RESULT LIST &dd Current Skamp To Favorites
§ - Manage Stamps...
This box will then appear. Click select and type in the file
name and path of the signature or
x| locate the signature using the

browse button. Click OK.

\
For the first signature you add type

| )|
Cakeqary: il
Name: | v\‘\\\ in Signature. After that you can

Once selected, the signature will
show here.

select signature from the drop-
Hep | o | Ew\|

down menu.

Name the signature i.e. Julie
Lockwood. Click OK.

Once your signatures are set up you can add them to the result list as follows.

e Be PR R|E-E S-S
Crynamic L4

Sign Here

Stamp

Standard Business

Create Custam Skamp. ..
#dd Current: Stamp To Favorite

Manage Skamps...

AN

Click on the Stamp Tool icon and select Signature. Choose the signature you require and
your curser will change to show a Stamp icon. You can now drag and drop this to the
place you want the signature to be.
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HOW TO AMEND THE RESULT LIST IN ADOBE ACROBAT

The tools to use to show amendments etc. are as follows.

Amendments
Use “Cross-Out Text Add a “Text Box” showing
Tool” to put a line through the change needed

the incorrect data

Candidate \ Result Honours / Degree

000285815 ANNAN Richard Effah Pass Ac Stge 1 M3c

000323531 ARJUNA Chinu Pass Ac Stge 1 M3c

000243487 BANKOLE Richard Akinwunmi Pass Ac Stge 1 MSc

000246867 HADJAH Gaorgiete Aba Fat—RepeatPermtited [changs to Fail | MSc
FIN& 0026

Add reviewed stamp when amendments have been indicated — the stamp should only be

added to the top of page 1

PLEASE NOTE - The date is US format
MM/DD/YY and not UK format DD/MM/YY
— we are unable to change this at present.

University of Greenwich

the

RESULT LIST REV’EWED v g O -:‘_;‘I,__ .

Term: 200400 By Julie Lockwood at 3:20 pm, 3/22/06 =3 ENIVERSITY
College: Business " GREENWICH
Department: Accounting & Finance Site:  Greenwich Maritime Campus

Program: P10424 MSc/PGDip INTERNATIONAL BANKING AND FINANCE (180) Assessment Cohort: X200401789

Mode: Full Time > 24 wks Academic Stage 1

Entry Cohort: Standard

Date of Progression and Award Board:  16/09/2005

The Progression and Award Board has agreed the following decisions in respect of the candidates listed below

Candidate Result Honours Degree Holds
000285815 AMMAN Richard Effah Pass Ac Stge 1 Msc
000323531 ARJUNA Chinu Pass Ac Stge 1 MSc
000243487 BAMKOLE Richard Akinwunmi Pass Ac Stge 1 Msc DADT
000246887 HADJAH Georgiette Aba Fail—RepeatPermitted Msc

FINA 0026

Save the .pdf file as the same file name i.e. X200401789.pdf.
If this is the 2" copy (i.e. the second time this cohort has had to have amendments made)

then it should still be saved as the same name as you received it as i.e. X200401789-2nd
copy.pdf
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Final Copy

Once the amendments have been actioned by Student Records a new Result List is sent to the
School. If everything is correct a FINAL stamp is to be added on the first page only. Also if
any letters are to be Withheld for any reason then a LETTERS TO BE WITHHELD stamp
needs to be added to the first page and a text box next to the student indicating this.

FINAL stamp LETTERS TO BE WITHHELD stamp

/

University of Greenwich £

RESULT LIST F’NAL LETTERS TO BE Dy, the
WITHHELD 2%, UNIVERSITY

Term: 200400 e of

College: Health & Social Care GREENWICH

Department: Health Development Site:  Avery Hill Campus

Program: P09922 Undergraduate credit ASSOCIATE STUDENT - HEALTH CARE & Assessment Cohort: X200401247

SOCIAL CARE

Mode: Part Time Academic Stage 1

Entry Cohort: E119960801 (Sep 96 entry-curriculum 1)

Date of Progression and Award Board:  22/06/2005

The Progression and Award Board has agreed the following decisions in respect of the candidates listed below

Candidate Result Honours Degree Holds

000045546 HASSALL Ruth Complete - Credit Gained \ Undergraduate credit su

Total Students: 1 Total Results: 1 Total Awards: 0 Text bOX ShOWing

letter is to be Withheld

The List then needs to be signed using scanned signatures and sent on to the appropriate

parties, Records, Confy \

Oplwd,

Signed: Chair of the Progression and Award Board Secretary of the Progression and Award Board

After the signatures have been added save the document as “Final Copy” by using the Save
As function i.e. X200401789-final copy.pdf. Please remember to rename the document
before sending on.
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Appendix A

You will need to purchase the latest version of Adobe Acrobat Standard (not the reader
version) from your software supplier and install onto your machine.

Appendix B

Drive and folders
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