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Departmental Process for Supplementary and Deferred Results 
 
1.1  Downloading a Course List 
 
Download the UCT Course List (Curriculum Management>Grading>UCT Course List) 

 

 
 
• Select an existing Run Control ID by clicking on Find an Existing Value, Search and selecting an 

existing Run Control ID 
 

 
1.2  Enter Course List Information 

• The Academic Institution will default as UCT01 

• Lookup the relevant Term 

• Lookup the correct Session 

• Lookup the relevant Subject (Department Code) 

• Lookup the relevant Catalog Nbr 
Depending on the course list you are downloading for SUPP and DE lists, you 
are required to tick one of the checkboxes 

- Tick the “Only show Students with Supplementary Exams granted” checkbox for a Supplementary 
course list. 
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-  Tick the “DE results only” checkbox for a DE course list.  

The course list for Supplementary and DE lists must be sent separately to the Exams Office and not on 
the same spreadsheet. 

 
 

• Click on the Run button 
 

 
• Select PSUNX as your Server Name 

• Report *Type should be Web 

• Report *Format should be CSV 

• Click on the OK button  
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1.3  Accessing the Process Monitor 
 

 
• A unique Process Instance Number is assigned to the report automatically 

• Click the Process Monitor hyperlink 
 

 
 

• Click on the Refresh button. The Run Status must read Success and the Distribution Status must 
read Posted 

• Click on the Details hyperlink 
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1.4 Calling up, viewing the UCT Course List 
 

 
• Click on the View/Log Trace hyperlink 

 

 

• Click on the UCTU0024 (ProcessInstanceNumber).csv hyperlink 

• Click on the Open button 

• Click on the Yes button 
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Only students who have been awarded supplementary exams will be listed in the 
course list. 

• Very Important: Add a tenth column “J” to your Course List in Microsoft Excel and name the 
heading as “SUPP Results” for the new supplementary mark or “DE Results” for the new deferred 
exam mark.  

• Enter supplementary or deferred exams marks next to each student’s record in column “J”. Refer to 
the Grade Base when capturing marks.  

• Save the spreadsheet 

• Print the spreadsheet  
 

The hard copy spreadsheet for SUPP and DE course lists must be signed by the 
Course Convenor, External Examiner and the Head of Department. The Exams 

Office, Head of Department (HOD) and External examiner needs to cross reference what they are 
signing off. You are therefore adding the “SUPP Results” or “DE Results” column to the excel 
spreadsheet. 
 

 
 

 
 
 

 The Head of Department (HOD) and External Examiner must sign the spreadsheet. 
 

1. E-mail the spreadsheet to the Exams Office. Email address: ExamsOffice@uct.ac.za 
2. The signed copy must then be scanned and emailed to the Exams Office.  
3. Send the hard copy with the relevant signatures to the Exams Office via registered mail within  

       two days of e-mailing the results to the Exams Office. 

mailto:ExamsOffice@uct.ac.za
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