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From the Markbook tab for any group, click ‘Build Markbook’ 

If no markbook structure exists, the 
‘Course Structure’ tab will open 
first.  This tab is used to manage 

Units/Assessments/Criteria which 
are then available for any group(s) 

held against the Course Code 

Use this drop-down to specify 
whether new Elements are added 

automatically to all groups, just the 
current group, or no groups 

Click to see the Audit Trail, 
which shows the history of the 

Elements which have been 
created for the course 

Click to 
show 

Elements 
which have 

been flagged 
as ‘Inactive’ 

ements 
which have 

been 
created for 
the course 

Click to 
export the 

grid of 
Elements to 

Excel 

1. Create New 
Element 

 

2. Create Multiple 
Elements 

 

3. Find Ofqual Units 4. Copy from another 
                Course 

5. Move/Re-order Elements 
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1. Create New – click to create a new element at ‘level 1’ of the markbook.  This can be either a Unit or an Assessment: 
 

 

 

 

  

 

 

 

You can then continue creating Units and/or Assessments at level 1 

Or alternatively use this button to create Assessments and/or Criteria at level 2, within the level 1 parent element 

You now have the option to create at level 3 i.e. within the Assessment which is at level 2.  At level 3, only Criteria can be created 
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2. Create Multiple – this allows you to create many elements very quickly by defining a prefix and a range.  You can use this feature at any level of the markbook 
structure and for any type of Element (Units, Assessments or Criteria). 

 

Define element type, prefix and range – plus size and NVQ level (Units) or ‘Out of Points’ (Assessments).  ‘Preview’ shows what will be created when saved: 

                                     
  

The ‘Create Multiple’ 
button is available at all 

levels of the structure 
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3. Find Ofqual Units – OneGrade is regularly updated with the available units listed on the national Ofqual register.  This feature allows you to search for units 
which exist against the learning aim attached to your course code: 
 

 
 
Alternatively you can change the course code at the top of the form and then browse for units belonging to other learning aims: 
 

 

Use these selections to 
define which values are 

used for the Unit Code and 
Size, and whether the Unit is 
allocated to specific groups 

Select the Units to be 
created, check the values in 
the grid and click Save when 

happy with your selection 
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4. Copy from Course – this feature provides a pop-up where you can select markbook elements to copy from another course code: 

 

 

5. Move/Re-order Elements – allows you to drag and drop elements in order to change their order or move them from one parent element to another. 

 

Select a course (from any 
academic year) from which 
to copy markbook structure 

elements 

Select which elements you 
wish to copy across and 

which groups you want them 
to be allocated to 

In this example we’ve 
clicked on D4 and dragged it 

from U1.1-A2 into U1.1-A1 



                          OneGrade Plus Markbook User Guide Part 2 – Build Markbook         
 

GROUP STRUCTURE TAB 

 

 

 

 

 

 

 

 

 

If a markbook structure already 
exists, the ‘Group Structure’ tab will 

open first.  This tab is used to 
allocate elements to specific 

groups and to add Date Set, Date 
Expected and Staff to elements 

Use this drop-down to specify the  
group for which you are allocating 
elements and setting Dates Set, 

Dates Expected and Staff attached 
to the elements 

Click to 
export the 

grid of 
Elements to 

Excel 

Click to see the Audit Trail, 
which shows the history of the 

Elements which have been 
created for the course 

1. Allocate to 
group tickbox 

 

2. Student View   
tickbox 

3. Allocate to 
specific students 

 

4. Copy to other 
groups 
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1. Allocate to group tickbox – controls whether an element (this can be a Unit, Assessment or Criteria) appears in the markbook treeview for the group: 
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2. Student View Tickbox – this allows you to display elements in the teacher view of the markbook grid but hide them from the student’s view. 

Student view de-selected for Unit 01 but selected for Unit 02: 

 

Both units are available in the main markbook grid for staff to record marks, grades, dates etc:  

 

 

However if we log in as a student, Unit 02 is visible but Unit 01 is hidden from view: 

 

 

Student View also includes a 
button for each element where 

students can add their 
feedback on that element 
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3. Allocate to Specific Students – click this button to see a list of students in the group, where you can (de)allocate elements from/to specific students: 

 

4. Copy To Other Groups – use this to copy dates set, dates expected and staff from the current group to other groups on the same course. 

Click on ‘Copy’ for any element to copy details to other groups: 

 

The pop-up gives information on the data to be copied to which groups, so that you can check it’s correct before clicking ‘Yes’ to confirm: 
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RELATED GROUPS TAB 

You can attach ‘related groups’ from previous years to the current group, so that markbook information can be seen together in one place. 
For example, you can attach a Y1 group from last year to the current Y2 group, provided that the groups have at least one student in common. 

 

 

Academic Year defaults to last year, but you can go back further if needed

 

Search for groups to relate by course code or key words 

Move a group to the right to make it a Related Group 

Markbook elements from Related Groups 
appear at the bottom of the main 

markbook treeview.  They can then be 
viewed (read only) in the main grid. 


