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Instruction for Assessment Setup 
 

Student Assessment Page 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Define Assessment Structure > Manage Assessment and 
Exam Percentage 

 http://help.ineis.moe.gov.bn/as/as_1.1.php 
 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Student 
Assessment 

2. Enter the Catalog Nbr and Campus to narrow down the search. Click Search button. 
Note: Catalog Nbr may be interpreted as: 

 
3. Select the desired Course ID link. 

4. Verify the Assessment in Percentage and Exam in Percentage.  

 

To modify, 
1. Click Correct History button. 
2. Click + button.  
3. Modify the Sub Components. 

 If user wish to add a new Sub Component, click the + button. 
4. Click Save button.  
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Define Components and Sub-Component 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Define Assessment Structure > Manage Assessment and Sub-
Assessment Types 

 http://help.ineis.moe.gov.bn/as/as_1.2.php 

 Section: Setup Assessment and Sub Assessment Types. 
 

To add a new Component, 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Define 

Components and Sub Comp 

2. Enter the Campus to narrow down the search. Click the Search button.  

3. Click on the desired Component Code link. 

4. Verify the Sub Components available for the Component.  

 

 

To modify, 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Define 

Components and Sub Comp 

2. Enter the Campus to narrow down the search. Click the Search button.  

3. Click on the desired Component Code link. 

4. Click Correct History button. 

5. Click + button.  

6. Modify the Sub Components. 

7. Click Save button.  

  

http://help.ineis.moe.gov.bn/as/as_1.2.php
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Define Cut-off Date for Primary 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Define Assessment Structure > Manage Assessment and Sub-
Assessment Types 

 http://help.ineis.moe.gov.bn/as/as_1.2.php 

 Section: Setup Deadline for Assessment Types. 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Criteria Cutoff Dt  

2. Enter Academic Organization to narrow down the search. Click Search button. 

3. Click on the desired link 

 

To Modify, 

4. Modify Cut-off Date for Criteria Setup. 

5. Click Save button. 

If No matching value were found, 

 

6. Click Add a New Value tab. 

7. Enter Academic Institution, Academic Organization and Academic Year via prompt button. 

8. Enter Cut-off Date for Criteria Setup. 

9. Click Save button. 
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Define Component Criteria 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Define Assessment Structure > Manage Assessment and Sub-
Assessment Types 

 http://help.ineis.moe.gov.bn/as/as_1.2.php 

 Section: Setup Marks and Weightages for Assessment 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Define Component 

Criteria 

2. Enter the Academic Institution and Academic Organization to narrow down the search. Click 

the Search button. 

3. Click on the desired Subject link.  

4. Verify the details in the page (Component Code, Term, Session, Maximum Marks and 

Weightage).  

 
 

 
 
To Modify, 

5. Click + button. 

6. Modify the details in the page.  

7. Click Save button. 

  

Note:  

 The Maximum Marks MUST BE 100%. 

 The Weightage in Percentage for the Components that is 
Considered for Final Exam MUST BE equal to the Assessment 
Percentage. 
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Define Sub Component Criteria 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Define Assessment Structure > Manage Assessment and Sub-
Assessment Types 

 http://help.ineis.moe.gov.bn/as/as_1.2.php 

 Section: Setup Marks and Weightages for Sub Assessment 

 

1. Navigate to Main Menu > Academic Staff >Assessment and Exams > Setup > Define Sub 

Component Criteria 

2. Enter the Academic Institution and Academic Organization to narrow down the search. Click 

the Search button. 

3. Click on the desired Subject link.  

4. Verify the details for each sub-component.  

 

 

 

 

 

To Modify, 

5. Click + button. 

6. Modify the details for the sub-component. 

7. Click Save button.  

  

Note:  

 The Maximum Marks should be the Sub Components’ full mark.  

 The Weightage in Percentage for the Sub Components MUST BE 
equal to the Component Percentage. 

 



7 
 

Instruction for Mark Entry Setup 
 

Mark Entry Cut-off Date 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Setup Mark Entry Cut-off Date and 
Security 

 http://help.ineis.moe.gov.bn/as/as_3.1.php 

 Section: Modify Mark Entry Cut-off Date 

 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Mark Entry Cut-off 

Date Setup. 

2. Click Add New Value tab. 

3. Enter Academic Institution, Academic Career, Term, Academic Organization and Session via 

prompt button. 

 

4. Enter the Cutoff Date. 

5. Click Save button. 
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Mark Entry Security Process 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Setup Mark Entry Cut-off Date and 
Security 

 http://help.ineis.moe.gov.bn/as/as_3.1.php 

 Section: Run Mark Entry Security Process 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Mark Entry Security 

Process 

2. Click Add New Value tab. 

3. Enter Run Control ID. 

4. Enter Institution, Career, Term and Organization. Via prompt button. 

 

5. Click Run button 

6. Select Mark Entry Security Process checkbox. 

7. Click OK button. 

8. Click Process Monitor link. 

9. Click Refresh until Run Status is Success and Distribution Status is Posted. 
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Mark Entry Security Access 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Setup Mark Entry Cut-off Date and 
Security 

 http://help.ineis.moe.gov.bn/as/as_3.1.php 

 Section: Modify Mark Entry Security Access 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Setup > Mark Entry Security 

Access 

2. Enter Academic Institution, Academic Organization and Catalog Nbr to narrow down search. 

Click Search button.  

3. Select the desired link. 

4. Verify that the Employee ID (Subject teacher) available to access the Mark Entry Page. 

 

If user wish to provide security to another teacher to enter marks for the specific subject, term and 

class section, 

5. Click + button. 

6. Select Employee ID via prompt button.  

7. Click Save Button. 
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Mark Entry and Comments and Review Entry 

Assessment Mark Entry 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Enter and Verify Mark Entry 

 http://help.ineis.moe.gov.bn/as/as_3.2.php 

 Section: Enter Assessment Mark Entry 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Assessment Mark Entry 

2. Enter Academic Institution, Academic Organization and Catalog Nbr to narrow down search. 

Click Search button.  

3. Select the desired link.  

4. Verify that all students in the list are correct, i.e. no missing students or wrong enrolment. If 

there are no mistakes then you may proceed else, please inform registrar to correct the 

enrolment. 

5. Fill in Student’s marks. 

 

6. Click Save button.  
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Overall Reviews and Comments 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Enter Reviews and Comments 

 http://help.ineis.moe.gov.bn/as/as_3.4.php 

 Section: Enter Overall Review and Comments 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Feedback > Overall Review 

and Comments 

2. Enter Academic Institution, Academic Organization and Catalog Nbr to narrow down search. 

Click Search button.  

3. Select the desired link.  

4. Enter Student’s Overall Comments. 

 

 

5. Click Save button.  
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Subject Review and Comments 
You may refer to the Online Help:  

 Navigate to Manage Assessment > Grade Assessments > Enter Reviews and Comments 

 http://help.ineis.moe.gov.bn/as/as_3.4.php 

 Section: Enter Subject Review and Comments 

 

1. Navigate to Main Menu > Academic Staff > Assessment and Exams > Feedback > Subject Review 

and Comments 

2. Enter Academic Institution, Academic Organization and Catalog Nbr to narrow down search. 

Click Search button.  

3. Select the desired link.  

4. Enter Student’s Subject Comments. 

 

5. Click Save button.  

 

 


