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[bookmark: _Hlk84592022]How to update a Module Leader in SITS online

The process of updating a module leader is completed in SITS online (same access as My Student Record). You can access the system direct SITS Online or via the Staff Intranet sites and systems.
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[image: ]Once you have logged in, select the 'Curriculum and Fees Data' tab at the top of the screen.


[image: ]Then under 'Staff Roles' select 'Update Module Leader'.  Please note that your screen will look slightly different to the one shown here depending on what level of access you have. 

On the ‘Select Module’ section, insert either the module name or module number and click ‘Next’.
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Select the academic year from the drop-down list that you want the change to relate to.  If it’s a permanent change, select the current and future academic years. Click ‘Next’.
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You will then be asked of the Module Leader is the same for all occurrences of the module. Select:
· Yes - The Module Leader is the same for all occurrences.
· [image: ]No - You have different Module Leaders for different occurrences.  Please note that two people cannot be entered in the same field.  You will have to input each Module Leader against the relevant occurrence.



Start typing the name of the new Module Leader in the box and named options will appear.
A 6-digit number beginning with P will populate the box, this is the staff ID number.  Select 'Store' when you have found the new Module Leader.

[image: ]

Please note:
· The updates will be visible on the various systems after 24 hours/overnight.
· If you cannot find the person you want, there might be an issue with their record (e.g., they’re a new staff member). To resolve this email the SITS team ! SITS Help 
· [bookmark: _Hlk40703001]If you see multiple staff members with the same name - check with the member of staff what their staff ID number is to ensure the correct staff member is entered. Staff numbers can be located on your SHU card.  
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SITS Online

SITS Online provides access to SITS, the student and curriculum management system here at SHU.
As a member of staff you can use SITS Online to view and maintain SITS data. If you have any queries about the use of SITS

Online please contact SITS Help in the first instance Email SITS-Help@shu.ac.uk Tel. 0114 225 4475
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To find the module you wish to update start typing either the name OR the module code in the box below. As you type the possible options will appear and gradually narrow. When the module you wish to update appears
tab out. The module code and the name will then both be displayed.

From the 2017/ academic session the new module model has been introduced into SITS. You will therefore only be able to update either old model modules in 2016/17 or new model modules from 2017/18 onwards. If
‘and 17/18 you will need to make the changes by retrieving the old model and new model codes separately and selecting the relevant year.

Note: some modules will appear more than once with different suffixes e.g. 00S o 00N relating to the delivery pattern of the module.
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Select Criteria

‘You have chosen to update the following module

Module Code 66-700129
Module Name ADVANCED PHYSICAL ASSESSMENT AND CONSULTATION SKILLS

Select the academic year that you wish to update from

Year(s) v ‘

The previous academic year will normally remain available to select until after the completion of September/October assessment boards. Modules for the future +5 years will normally be created in November and can then be updated
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Academic Year Module Code Module Name Occurrence Period of Delivery 2 Location Current Module Leader
2019/0 66700129 AADVANCED PHYSICAL ASSESSMENT AND CONSULTATION SKILLS AF SEM1 SHU Rachel Allen-Ashcroft
2019/0 66700129 AADVANCED PHYSICAL ASSESSMENT AND CONSULTATION SKILLS BF SEM2 SHU Rachel Allen-Ashcroft
2019/0 66700129 AADVANCED PHYSICAL ASSESSMENT AND CONSULTATION SKILLS CF NS2 SHU Rachel Allen-Ashcroft

Begin typing the name of the module leader in the field below, select the required name and then click store. All occurrences listed above will be updated

Module leader* ‘

‘Staff details are updated from the HR system on a weekly basis. For new members of staff, please allow 2-3 weeks following appointment for etails to be available. I staff details are then not available contact I SITS Help.





