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1 Getting Started 

1.1 About MAPS 

MAPS (Managed Assessment Portfolio System) is a secure online e-portfolio system, developed 

by Digital Assess, which can be used for the entire evidence collection, assessment and 

moderation process. 

With a social network style user interface it can be used by your students to upload and securely 

store their digital evidence, link it to their allocated OCR qualification units and once complete 

hand it in to their teachers for marking. The teachers can then mark their students’ work on-

screen, using the innovative Red Pen Tool, to confirm it meets all of the mandatory 

assessment/grading criteria before submitting it electronically to OCR for moderation without 

needing to print, email or send the evidence on CD, DVD or other external media.  

1.2 Minimum systems requirements 

As an online system you can use any modern web browser with MAPS.  

For the best experience in MAPS we recommend using one of the supported browsers listed 

below. Some site features may not function as expected if you use an unsupported version:  

 Firefox: 29.x (Windows, Mac OS X). 

 Safari: 5.1.x, 6.1.x, 7.x (Mac OS X). 

 Chrome: 33.x (Windows, Mac OS X). 

 Internet Explorer: 9.x, 10.x (Windows). 

To use the Red Pen Tool on the desktop you will require the Adobe Flash plugin version 11 or 

later installed in your web browser. Most modern web browsers now come with this installed but 

you can check this by navigating to the following web address https://helpx.adobe.com/flash-

player.html and then click the Check Now button. 

1.3 Initial set up 

Digital Assess set up your centre in MAPS and create a user for your Centre Administrator using 

the details provided by OCR. The Centre Administrator will then be sent their login details with 

information on how to access MAPS.  

It is very important that the OCR have your correct email address and it would be preferable if 

this was your centre email address. You can update your email address from the personal 

section in your ‘Profile’ page. Should you have any concerns – or have not received any of this 

information - please contact OCR using the contact details in section 1.4.  

https://helpx.adobe.com/flash-player.html
https://helpx.adobe.com/flash-player.html
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This user guide explains how to use the functionality available in MAPS from the perspective of 

teachers and centre administrators in your centre. To get started and to understand the workflow 

for using MAPS with OCR qualifications see section 1.5.  

1.4 Help and assistance 

There are several ways of obtaining support when using MAPS for OCR qualifications. 

In the Help section within MAPS there are user guides for both teachers and students. 

There are also a number of short videos that demonstrate how to use the key functionality 

required when delivering OCR qualifications using the workflow in section 1.5.  

You can also refer to the Centre Handbooks, for the specific qualification you are delivering, 

available from the OCR website. 

Please be sure to use these resources before contacting OCR with any support requests. If, 

after looking at these resources, you still have questions or require support then make contact in 

the following ways. 

For qualification support relating to the OCR qualifications or technical support relating to the 

functionality of MAPS or to report issues contact OCR: 

 By telephone 024 7685 1509 (8:30am – 5:30pm Monday - Friday) 

 By email etest@ocr.org.uk 

 By completing the support request form within the Help section within MAPS 

1.5 Workflow 

This flowchart provides a workflow for using MAPS when delivering OCR qualifications in your 

centre. Each step in the workflow links to: 

 Who – which roles within MAPS can carry out the step 

 How – which sections cover the functionality on how to carry out the step 

 Video – link to a video that demonstrates how to carry out the step. 

 

mailto:etest@ocr.org.uk
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Set up your users 
– teachers, heads of department, 

quality assurer

Set up your students and add to class

Assign OCR unit tasks to classes and set 
hand in deadline

Import OCR unit tasks from the OCR 
subscription bank

Mark student’s evidence to confirm all 
mandatory assessment criteria have been 

met

Upload evidence on behalf of students and 
hand in for marking

Review student’s progress on OCR unit 
tasks

Submit student’s marked evidence to OCR 
for moderation

Set up your classes

Who – Centre Administrator or Teacher

How – Sections 3.1, 3.2, 3.3, 3.4

Who – Centre Administrator or Teacher

Video

How – Sections 4.1

Who – Centre Administrator or Teacher

Video

How – Sections 5.1, 5.2, 5.3, 5.4, 5.5

Add resources to the imported OCR unit 
tasks

Who – Centre Administrator or Teacher

Video

How – Sections 6.1, 6.2

Who – Centre Administrator or Teacher

How – Sections 6.3

Who – Centre Administrator or Teacher

Video

How – Sections 6.4

Who – Centre Administrator or Teacher

Video

How – Sections 7.1, 7.2, 7.3, 7.4, 7.5

Who – Centre Administrator or Teacher

Video

How – Sections 8.4, 8.5

Who – Centre Administrator or Teacher

Video

How – Sections 9.1, 9.2, 9.3, 9.4

Who – Centre Administrator or Teacher

Video

How – Sections 11.1, 11.2, 11.3

Carry out internal quality assurance to 
ensure marking to the required standard

Who – Quality Assurer

How – Sections 10.1, 10.2
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1.6 Who’s who in MAPS? 

Users of MAPS are set up with different roles which determine their level of access and 

functionality available. Digital Assess set up the Centre Administrator user for your centre 

(section 1.3) but you can set up all other users or ask them to register themselves. 

Students upload work by posting to their journal and can tag the work against their assigned 

OCR units. They can optionally mark their work against the assessment/grading criteria in the 

mark schemes for the OCR units and once evidenced can hand in to their teacher. 

Teachers supervise students’ use of MAPS. They have access to the journals and the work of 

every student in each class they teach. They monitor the progress of their students online and 

offer them guidance as they complete their OCR units. Teachers as assessors must also mark 

their student’s work against the assessment/grading criteria in the mark schemes for the OCR 

units. 

Heads of Department monitor all centre activity on the system for their particular subject area. 

A Head of Department can view the work of all students in classes that are assigned to his or 

her subject area. 

Quality Assurers can moderate the marking of other teachers in their centre and indicate which 

student’s units have been subject to this internal standardisation.  

A centre’s Centre Administrator monitors all centre activity on the system, irrespective of 

subject. The Centre Administrator is the only user who can set up and import student data from 

a csv file. Centre Administrators can also submit student work to OCR for moderation. 

A Centre Administrator may also be a supervising teacher, using their Centre Administrator 

account. 

Teachers and Heads of Department might find it useful to read the sections of this guide that 

apply to Centre Administrators, but will not be able to access their additional tools.  
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2 Login and setting up your workspace 

2.1 Login and alternative options 

To login to MAPS browse to the website address https://three.maps-ict.com/, enter your login 

details and click the Sign in button.  

If you already have an OpenID account you can use it instead to sign in. OpenID is an open and 

decentralized identity system. If you already have a Facebook account you can use it instead to 

sign in. In either case you will still need to have a MAPS account. 

2.2 Your profile 

One of the first things you will probably want to do is to check and update your profile. 

Click on Profile in the top toolbar.  

Check that the Centre information is correct. You can register with an additional centre if you 

teach at more than one institution. 

In the Avatar tab you can add your photo that you can change at a later date. 

In the Privacy tab you can choose whether to keep your journal private or to allow it to be 

viewed by others including registered users or anybody on the Internet. Click Make My Journal 

Public and you will then be provided with your journal’s public URL.  

In the Personal tab you can update your personal details or add a unique identifier. 

In the Password tab you can choose to change your password. Enter your existing password 

and then your new password in the boxes provided.  

Note: A password has to contain eight characters including a capital and a number. 

In the Quota tab you can see the amount of space used and available in your portfolio. 

In the Mobile Number tab you can add your mobile number so that you can send SMS and 

MMS messages, photos, audio and video to your MAPS portfolio from your mobile phone. Once 

you have registered your number, simply send your messages to 07860 032 222. Alternatively 

any evidence captured on your mobile phone can also be uploaded to your MAPS portfolio by 

downloading it to your computer first. 

The Preferences tab allows you to choose which page you will see when you initially login. 

Currently this is either iMAPS, Newsfeed or Tasks. 

 

https://three.maps-ict.com/


Login and setting up your workspace 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 9 

2.2.1 iMAPS homepage 

iMAPS is a homepage that integrates ‘drag and drop gadgets’ that can be imported from the 

Google gadgets library. You can customise your homepage with the gadgets that you want.  

To access the iMAPS homepage click Home on the top toolbar and click the Browse gadgets 

link in the left hand toolbar.  

 

Click the green icon to add gadgets to your iMAPS homepage and the red icon to remove 

gadgets you no longer want. You can move the gadgets to different positions on your iMAPS 

homepage and minimise them if desired.  

Note: To make iMAPS your homepage select this in the Preferences tab in your Profile.  

2.2.2 Newsfeed homepage 

Newsfeed is a homepage that displays a continuous list of activities in MAPS based on your 

role. So as a Centre Administrator you can view all activity within your centre whereas as a 

Teacher you can view the activity of the students in your classes.  

 

You can view a wide range of activities in the newsfeed however the most common ones 

include: 
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 When teachers assign units to their students 

 When students post to their journal, upload assets and hand in their units. 

You can filter the newsfeed to view a particular type of activity only. 

You can also click on the title of a post to view the content of that post and click on the students 

name to view their journal.  

Note: To make Newsfeed your homepage select this in the Preferences tab in your Profile.  

2.2.3 Tasks homepage 

Tasks is a homepage that displays a list of units imported by the teacher, from the OCR 

subscription bank, to their Task List. 

 

You can filter your task list to view a particular unit and see which classes have been assigned 

that unit.  

Note: To make Tasks your homepage select this in the Preferences tab in your Profile.  
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3 Setting up your users 

A Centre Administrator can register Head of Departments, Teachers and Quality Assurers in 

MAPS. Head of Departments and Teachers can register other teachers in MAPS.  

Users can also register themselves to your centre from the login page and a Centre 

Administrator can activate their account and set their role.  

All users set up in MAPS, regardless of their role, appear in the Users screen. You can filter 

these users by role and enter search criteria to find specific users. 

3.1 Setting up your teachers 

As a centre administrator click Users in the top toolbar and then click Add Teacher in the left 

hand toolbar. Enter a username, email address, password (twice), firstname and lastname. A 

password has to contain eight characters including a capital and a number. Make a note of the 

password entered as you will need to advise each user of their password.   

 

 
 

Then click the Register MAPS 3 account button to register. A notification will be displayed in 

the top right hand corner.  

An email will be sent to the user with their username and a link to activate their account. They 

should click the link to activate their account and a success notification will be displayed. They 

can then navigate to the login page for MAPS from where they can login. 

The teacher is now registered at the centre and can be viewed in the list of registered users.  
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Repeat these steps for all teachers to be set up at the centre including those who will take the 

role of head of department and quality assurer. In MAPS all centre users are initially set up as 

teachers and then their role changed to Head of Department, Quality Assurer or Centre 

Administrator.   

3.2 Changing a teacher to a head of department 

To change a teacher to a head of department first filter the centre user list to find all teachers set 

up at the centre. To do this select ‘Teacher’ from the role drop down list and click the Filter 

button.  

 

Then for the teacher to be changed to a head of department select ‘Head of Department’ from 

the role drop down list and the subject from the ‘Choose subject’ drop down list.  

Note: For the OCR Level 3 Cambridge Technicals in Engineering choose Engineering as the 

subject. For other qualifications refer to the subject list in section 3.2.1.  
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Click the Update role link to complete the process. A notification will be displayed in the top right 

hand corner.  

The teacher will disappear from the filtered centre user list as their role has been changed to 

head of department. To find them again select ‘Head of Department’ from the role drop down list 

and click the Filter button.  

 

The head of department will now be able to monitor all centre activity for their selected subject.  

3.2.1 Subject list 

The choice of subject will depend on the qualification as given in the table below.  

Qualification Subject 

Creative iMedia iMedia 

Employability Skills Preparation for Work 

Being Entrepreneurial Entrepreneurship 

Digital Employability Preparation for Work 

OCR Level 3 Cambridge Technicals in Engineering Engineering 

OCR Level 3 Cambridge Technicals in Business Business Studies 

OCR Level 3 Cambridge Technicals in Digital Media Digital Media 

OCR Level 3 Cambridge Technicals in Health and Social Care Health and Social Care 

OCR Level 3 Cambridge Technicals in IT ICT 

OCR Level 3 Cambridge Technicals in Performing Arts Performing Arts 

OCR Level 3 Cambridge Technicals in Laboratory Skills Science 

OCR Level 3 Cambridge Technicals in Sport and Physical Activity Physical Education 

3.3 Changing a teacher to a quality assurer 

To change a teacher to a quality assurer first filter the centre user list to find all teachers set up 

at the centre. To do this select ‘Teacher’ from the role drop down list and click the Filter button.  
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Then for the teacher to be changed to a quality assurer select ‘Quality Assurer’ from the role 

drop down list and the subject from the ‘Choose subject’ drop down list.  

Note: For the OCR Level 3 Cambridge Technicals in Engineering choose Engineering as the 

subject. For other qualifications refer to the subject list in section 3.2.1.  

 

Click the Update role link to complete the process. A notification will be displayed in the top right 

hand corner.  

The teacher will disappear from the filtered centre user list as their role has been changed to 

quality assurer. To find them again select ‘Quality Assurer’ from the role drop down list and click 

the Filter button.  

 

The quality assurer will now be able to moderate the marking of other teachers in the centre for 

their selected subject and indicate which student’s units have been subject to this internal 

standardisation. 

Note: If a centre user is taking the role of quality assurer for their selected subject and is also a 

teacher for this subject they should have two user accounts. The first as a teacher for the day to 



Setting up your users 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 15 

day supervision of their classes and the second as a quality assurer to moderate the marking of 

other teachers at the centre. These accounts will need to use different usernames and email 

addresses when there are set up. So for example if Gavin Price is set up as a teacher with the 

username gavin_price then you could set up Gavin Price as a quality assurer with the username 

gavin_price1.  

3.4 Teachers – self register 

Teachers can register themselves to a centre by clicking the Register new account link on the 

login page and then entering a firstname, lastname, username, email address, centre name and 

password (twice). A password has to contain eight characters including a capital and a number.  

As the username and email address are entered they will be validated against existing data as 

these fields are unique in the system. If a teacher enters a username or email address that 

already exists in the system they will be prompted to change their entry.  

As the centre name is entered it will be validated against existing data and a list of possible 

centres presented on screen for the teacher to select from.  

 

Then click the Register account button to register. A notification will be displayed in the top 

right hand corner.  

The teacher’s account is created in MAPS but with a status of ‘Awaiting centre activation’. A 

Centre Administrator has to activate the teacher’s account before they can login.  

From the Users screen first filter the centre user list to find all users ‘Awaiting centre activation’ 

by selecting ‘Awaiting centre activation’ from the status drop down list and click the Filter button.  
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Then select ‘Teacher’ from the role drop down list and click the Update role link.  

 

A notification will be displayed in the top right hand corner. 

 

Then click the Activate link to activate the teacher’s account.  

The teacher will disappear from the filtered centre user list as their status is no longer ‘Awaiting 

centre activation’. To find them again select ‘All’ from the status drop down list and ‘Teacher’ 

from the role drop down list and click the Filter button.  

 

The teacher’s account status is now ‘Active’ and they can be viewed in the list of registered 

users.  
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4 Setting up your classes 

As well as curriculum and year-specific classes, groups can also be set up. Groups are used to 

manage activities or create other groupings of students and staff whom it might be convenient to 

communicate with through the system, for example, school societies or sports groups. These 

groups can be added in addition to the curriculum classes set up at the beginning of the year. 

Classes and groups can be added manually or by using the csv file import (section 5.2) at any 

time during the year, as and when required.  

Centre Administrators, Head of Departments and Teachers can create classes in MAPS.  

4.1 Setting up your classes manually 

As a Centre Administrator click on Classes in the top toolbar and then on the Add Class link in 

the left hand toolbar. Enter a name for the class or group, select the year group, select the 

teacher and the subject.  

 

Note: If you are a Centre Administrator or Head of Department you can select a teacher when 

creating a class. If you are a Teacher you will only be able to select yourself. 

Note: For the OCR Level 3 Cambridge Technicals in Engineering choose Engineering as the 

subject. For other qualifications refer to the subject list in section 3.2.1.  

Then click the Create class button to register. A notification will be displayed in the top right 

hand corner.  

The class is now registered at the centre and can be viewed in the list of registered classes. 
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5 Setting up your students and add them 

to a class or group 

Students are users of MAPS and can be registered individually one by one or in bulk by 

importing their details in a csv file. They can also register themselves to a centre from the login 

page and a Centre Administrator can activate their account.  

Centre Administrators, Head of Departments and Teachers can register students in MAPS. 

However only Centre Administrators can register students in bulk by importing their details in a 

csv file.  

5.1 Setting up your students individually 

As a Centre Administrator click Users in the top toolbar and then click Add Student in the left 

hand toolbar. Enter a username, email address, password (twice), firstname, middlename 

(optional), lastname, gender and date of birth. A password has to contain eight characters 

including a capital and a number. Make a note of the password entered as you will need to 

advise each student of their password.   

 

Then click the Register MAPS 3 account button to register. A notification will be displayed in 
the top right hand corner.  

An email will be sent to the student with their username and a link to activate their account. They 

should click the link to activate their account and a success notification will be displayed. They 

can then navigate to the login page for MAPS from where they can login. 

The student is now registered at the centre and can be viewed in the list of registered users.  



Setting up your students and add them to a class or group 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 19 

 

Repeat these steps for all students to be set up at the centre.  

5.2 Setting up your students in bulk 

If you have many students to register in MAPS then the quickest way is to import their details in 

a csv file.  

As a centre administrator click Classes in the top toolbar and then click Import in the left hand 

toolbar to launch the Data Import Wizard. Use the csv template, available from this page or from 

https://three.maps-ict.com/templates/import.csv, to prepare your data for import. An example is 

shown below.  

 

Note: Remember to include all mandatory fields including forename, surname, date of birth, 

gender, email address, username, year and class. Make sure that the name of the class is the 

same as the class previously set up otherwise a new class will be created by the import. Be sure 

to save your file as a csv file. 

Once you have prepared your data for import browse to and select the csv file from the Data 

Import Wizard.  

 

https://three.maps-ict.com/templates/import.csv
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Then click the Upload button to proceed and accept the confirmation pop-up. The import wizard 

validates the data and assigns the column names. If your data was in a different order in the csv 

file uploaded you can change the column names from the drop down lists.  

 

Note: If your csv file has no data in a particular column (in this case UPN) be sure to select N/A 

as the column name from the drop down list.  

Then click the Next button to continue.  

MAPS will identify the class names from your data and you can import students into more than 

one class in the same file. For each class select the subject to be taught from the drop down list.  
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Note: For the OCR Level 3 Cambridge Technicals in Engineering choose Engineering as the 

subject. For other qualifications refer to the subject list in section 3.2.1.  

Click the Create classes button to complete the process. Your csv file will be queued for import. 

A notification will be displayed in the top right hand corner.  

Repeat these steps for all csv files to be imported.  

5.3 Check the status of a queued csv file 

You can check the status of your csv files that are queued for import.  

As a Centre Administrator click Classes in the top toolbar and then click Import queue in the 

left hand toolbar.  

 

The time that csv file was added to the queue is shown in the ‘Created at’ column. Once the 

import process has completed the status will be shown as ‘success’ in the ‘Status’ column.  

 

5.4 Students – Self-register 

Students can register themselves to a centre by clicking the Register new account link on the 

login page and then entering a firstname, lastname, username, email address, centre name and 

password (twice). A password has to contain eight characters including a capital and a number.  

As the username and email address are entered they will be validated against existing data as 

these fields are unique in the system. If a student enters a username or email address that 

already exists in the system they will be prompted to change their entry.  

As the centre name is entered it will be validated against existing data and a list of possible 

centres presented on screen for the student to select from.  
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Then click the Register account button to register. A notification will be displayed in the top 

right hand corner.  

The student’s account is created in MAPS but with a status of ‘Awaiting centre activation’. A 

Centre Administrator has to activate the student’s account before they can login.  

From the Users screen first filter the centre user list to find all users ‘Awaiting centre activation’ 

by selecting ‘Awaiting centre activation’ from the role drop down list and click the Filter button.  

 

Then click the Activate link to activate the student’s account.  

The student will disappear from the filtered centre user list as their status is no longer ‘Awaiting 

centre activation’. To find them again select ‘All’ from the status drop down list and ‘Student’ 

from the role drop down list and click the Filter button.  
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The student’s account status is now ‘Active’ and they can be viewed in the list of registered 

users.  

5.5 Assigning users to a class or group 

Any students imported in a csv file will automatically be assigned to their class. However any 

students that have been set up individually or have self-registered can be manually assigned to 

a class.  

To do this click Classes in the top toolbar and then click the name of the class that you wish to 

assign the students to. You will see a class overview and the students that have already been 

assigned to the class as shown below.  
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Click the Assign student button to open a list of users in the centre that can be assigned. Filter 

by a role of student and select any students to be added to the class by ticking the checkbox 

next to their name.  

 

Click the Assign to class button to complete the process of adding the student to the class. A 

notification will be displayed in the top right hand corner. 
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To add additional teachers to the class click the Assign teacher button to open a list of teachers 
in the centre that can be assigned. Select the teacher from the drop down list and click the Add 
teacher button to complete the process. A notification will be displayed in the top right hand 
corner.   
 

 

5.6 Changing student passwords 

Users can reset their own password by clicking the Forgot Password link on the home page and 

then following the prompts. Alternatively if a user, such as a student, has forgotten their 

registered email address their password can be reset by a user with a higher level of access.  

To do this click Users in the top toolbar and type the name of the student, whose password you 

want to change, in the ‘Quick find’ search field. Students who match the name will be listed.  
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Click the name of the student to view their journal. Then click the Profile and Password tab. 

Enter the new password twice making sure the format is at least eight characters with a capital 

and number.  

 

Click the Reset password button to complete the process.  
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6 Importing tasks 

6.1 OCR subscription bank 

The OCR subscription bank contains the units for the supported OCR qualifications that your 

centre is eligible for. These are set up to be identical to the units available on the OCR website 

with a title, description and mark scheme containing the learning outcomes, assessment/grading 

criteria and teaching content.  

For OCR’s Level 3 Cambridge Technicals the units have been grouped under each qualification 

they can be claimed against to ensure you only import those units that are valid for the 

qualification being delivered. However the equivalent units are the same regardless of which 

qualification they are grouped under. Therefore if you are teaching a mixed cohort you can 

import the unit from either qualification.   

Use the subscription bank to import OCR qualification units to your own task list. Once you have 

imported an OCR qualification unit into your own task list you are then able to assign it to your 

class. 

With the OCR qualification units the mandatory assessment/grading criteria have to be 

evidenced in the work before being submitted to OCR for moderation.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability this 

means that all of the assessment criteria have to be evidenced.  

For OCR’s Level 3 Cambridge Technicals this means that at least the pass grading criteria have 

to be evidenced.  

6.2 Import units 

Click on Tasks in the top toolbar, then on Subscription bank from on the left hand toolbar.  

You can filter the unit by the OCR qualification that you intend to teach with your students.  
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To import a specific unit into your own task list click the shopping basket icon for the particular 

unit. A notification will be displayed in the top right hand corner.   

Once in your task list you can add resources to the unit and assign it to individual students or the 

whole class.  

 

To view the unit description and add resources to the unit click the unit name.  
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6.3 Add resources to units  

To add resources to the unit click Add resource in the left hand toolbar. Then browse to and 

select the resource, import the resource from the resource library, copy the resource from your 

assets library or add a website address.  
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Some examples of resources you may want to add to a unit include centre set assignments you 

want to distribute to your students or candidate authentication forms to be completed for every 

unit. Any resource linked to a unit will be distributed to all students allocated the task in MAPS.  

Note: Students should complete a candidate authentication form for every unit they take and a 

MAPS version, that can be completed electronically, is available from the OCR website. The 

completed forms should be kept at the centre and can be stored in each student’s portfolio in 

MAPS if desired. OCR may ask to see a completed form which must be made available on 

request.  

To preview the mark scheme click the mark scheme name.  

 

6.4 Assigning units 

Once you have imported a unit into your task list and have added any resources you want to 

distribute to your students you can assign it to your class.  

Click on Tasks in the top toolbar. From the My Task List screen click the Assign button next to 

the unit that you wish to assign.  

 

The system will display any classes that have the same subject as the unit.  
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Select the class that you wish to assign the unit to. 

 

The assign task to class screen will be displayed and you can set the following parameters: 

 Select the start date for the unit. This determines when it will appear to the students when 

they login to MAPS. If you select a start date of today or in the past then the unit will be 

immediately available to the students when they login to MAPS. If you select a start date in 

the future then the unit will only become available to the students at that date.  

 Select the end date for the unit. This determines when the student must hand in their work. 

Be sure to set a realistic hand in date as the unit will show as overdue to the student as 

soon as the hand in date has passed.  

 Select the check box for each student you wish to assign the unit to.  

Click the Assign task button to complete the process. A notification will be displayed in the top 

right hand corner.  

You should now see the class assigned to the unit task in your My Task List.  
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You can click on the class name to see the students in the class, the number of files, the hand in 

date, the status of the unit, a link to view their marksheet and upload files on their behalf.  

 

All of the students you have assigned the unit to will be notified in their newsfeed and will have 

one open unit in their task widget on the ‘Newsfeed’ and ‘Journal’ pages in their portfolio.   
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7 Monitoring progress 

7.1 Accessing a student’s portfolio 

The main way to monitor a student’s portfolio is to view it via the ‘Classes’ page.  

 

Click Classes in the top toolbar, then on the name of the class and finally click on the name of 

the student. You will be taken directly into the student’s journal as they would see it when logged 

into MAPS. 

You can also view their portfolio by clicking on a message they have sent, a newsfeed entry that 

relates to them or a post they have made.  

When you go to a student’s journal you will see a screen like the one below.  

 

You can view the posts the student has made and if they have made many you can: 

 Click Timeline in the left hand toolbar to locate and view previous entries. 

 Click on the page numbers at the bottom of the screen to move rapidly through the entries.  

You can use the toolbar at the top to view the other areas of their portfolio.  

7.2 Adding comments 

When you have read a student’s post you can leave a comment on it. The student will see this 

comment the next time they logon. To make a comment click Add Comment shown towards the 

bottom right of the post. This adds a new section below the post. Enter a heading and type your 

comment into the message area.  
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Once complete click the Add Comment button to finish. The comment will appear in the 

student’s journal under the post.  

7.3 Sticky notes 

As well as making comments you may wish to direct a student’s attention to a particular part of a 

post, especially if it is lengthy. To do this it is possible to create a Sticky Note that will appear at 

a location you choose alongside the post. 

Click Add Sticky Note shown towards the bottom right of the post to open an ‘Add Sticky Note’ 

window.  
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Type the comment in the note and drag the note to a position near to the specific area of text to 

which it refers. The note will appear in the same position on the student’s post. Click the Save 

button to add the note to the post.  

Be aware that if you are viewing a student’s post in their journal window it is not possible to 

directly add a Sticky Note. To do so you will need to click on the title of the post to open it in a 

separate window.  

7.4 Viewing class progress 

To monitor the progress of a class through a particular unit task click Tasks on the top toolbar to 

view your My Task List. Then select a class that you have assigned the unit to.  

 

Click the name of the student to view their journal.  

Click Show marksheet to view the mark sheet for the student and the unit.  

Click Upload work to upload work on behalf of the student.  

Note: Use the tasks widget on your newsfeed, journal and homepage to see summary activity on 

units that you have assigned, that are awaiting marking or are overdue.  
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7.5 Coursework summary 

The coursework summary screen shows all of the units for a qualification alongside each other 

so that you can see at a glance what progress your students are making. This is particularly 

useful for qualifications with multiple units and to get an overview of your students’ progress. 

To see the coursework summary screen for a unit click Tasks on the top toolbar to view your My 

Task List. For any units that are part of a qualification you will see an All cwsk link underneath 

the assigned classes for the task. Clicking this will then take you to the coursework summary 

screen for the selected unit.  



Monitoring progress 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 37 

 

You can filter by level, status and the class.  

The key shows the status of each student’s unit as indicated by a different number of coloured 

circle or star symbols and a different coloured number link. The number link reflects the 

teacher’s marking of the student’s work for the unit and has a slightly different meaning 

depending on the qualification.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability the 

number link shows the number of outstanding assessment criteria that have yet to be evidenced 

in the student’s work for the unit. For these qualifications all of the assessment criteria have to 

be evidenced before the student’s work can be submitted for moderation hence the number 

should be zero (0) at the point of submission.    
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Note: The indication of the outstanding assessment criteria evidenced in the work is based on 

the teacher’s marking of the student’s work. Therefore if the student self-assesses their work 

before handing it in to their teacher it will show the maximum number of assessment criteria as 

still being outstanding.  

For OCR’s Level 3 Cambridge Technicals the number link shows the number of pass (P), merit 

(M) and distinction (D) grading criteria evidenced in the student’s work for the unit out of the total 

number possible. The marked grade will be emboldened. For these qualifications at least the 

pass (P) grading criteria have to be evidenced before the student’s work can be submitted for 

moderation.  

 

Note: The indication of the number of pass (P), merit (M) and distinction (D) grading criteria 

evidenced in the work is based on the teacher’s marking of the student’s work. Therefore if the 

student self-assesses their work before handing it in to their teacher it will show zero (0) pass 

(P), merit (M) and distinction (D) grading criteria as having been evidenced.  
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8 Uploading work 

8.1 Adding a journal post 

As a teacher you can create your own posts to share with other Heads of Department and 

Teachers. However adding a post is the main way for students to upload their work and tag it to 

the unit assigned by their teacher.  

Note: It is preferable to allow students to upload their own work to their MAPS portfolio to give 

them ownership of the process. However you can decide whether you want them to do this or 

whether you want to upload on their behalf. Bear in mind that it will take you longer to upload the 

student’s work on their behalf as opposed to letting them upload their own work.  

Click on Journal in the top toolbar and then on Add new post in the top right or in the left hand 

toolbar. The following screen will appear.  
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Give your post a title and date. The title could be the name of the unit or an event. The date 

could be the date the post was created or the date the work was created.  

A student can add a reflection on how they approached completing the evidence being uploaded 

for the unit. A teacher can add the information they want to share with Heads of Department or 

other Teachers.  

In the ‘Tag Task’ section click the checkbox next to the unit that you wish to tag your post 

against. Each post must be tagged against the unit for it to be considered for that unit.  

Note: Tagging a post against a unit task will link the post and any files attached to the post with 

the unit when it is handed in to the teacher for marking.  

A unit will only be shown if it has been assigned to the student at the point the post is created. A 

teacher will not see a unit here.  

In the ‘Add Assets’ section it is possible to add assets to the post from different sources. Click 

the Upload a new file link to browse to and select a file from elsewhere on your computer.  

 

Click the Browse Assets link to select a file that has already been uploaded to your Assets 

(section 8.2).  

When completed, click on Save at the bottom of the screen to ‘publish’ your post to your journal. 

A notification will be displayed in the top right hand corner. The post will now be visible in your 

journal (student’s post shown) and any file attached will be saved to your Assets.  

For most files uploaded a Flash version of the file will be created for marking in the Red Pen 

Tool. Section 13.2 lists the compatible file types that can be converted for marking in the Red 

Pen Tool.   

 

The posts display in date descending order with the most recent at the top of the journal. Each 

post, tagged against a unit, is displayed in the student’s mark sheet for the unit in a ‘My Work’ 
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area within a blue box. As more posts are added they are displayed in further blue boxes in the 

sequence they are added. So the ‘My Work’ area in the mark sheet acts as a collection point for 

all of the posts tagged for the particular unit.  

 

8.2 Uploading files 

You (or a student) can upload a file directly when posting to your journal or you can upload a file 

at any time to your assets and then attach it to a post later.  

To upload a file, either attach it to a post (section 8.1) or click on Assets in the top toolbar and 

then the Upload a New File link from the left hand toolbar.  

There are three different uploaders that can be used. The default one (shown below) requires 

the Adobe Flash browser plugin to be installed.  

 

Click the Browse Files link to browse to and select a file from elsewhere on your computer. You 

can browse to and select multiple files to be uploaded at the same time. Once you have selected 

all of the files to be uploaded click the Upload link to complete the process.  

To change to the second uploader click the Switch Uploader link. This requires the Java plugin 

to be installed. If you choose to use this uploader you can drag and drop the files onto the 

upload window from your desktop or other open folder and they will automatically be uploaded. 
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The first time you use the drag and drop uploader you may be prompted to run the Java plugin. 

Your browser security settings may prevent you from using this uploader. 

To change to the third uploader click the Switch Uploader link again. This uploader doesn’t 

require any plugins and allows you to browse to and select files for upload one at a time.  

8.3 Managing files 

Usually you (or a student) will upload files by attaching them to a journal post. However you can 

also upload them in advance and manage a complete list of all the assets you have uploaded.  

Click Assets in the top toolbar to view the uploaded files.  

 

In managing your uploaded files you can: 

 Sort by name, date or size and filter the results if required. 

 Select all or deselect any that have been selected. 

 Delete a file by selecting the checkbox for the file and clicking the Delete button or by 

clicking the no entry icon to the right of the file.  

 Click on the file name to either download it to your computer or to open it in a new browser 

window.  

When you click on Browse Assets in a post, you will be able to see all of the files you have 

uploaded to your ‘Assets’ page. You will also be able to select and attach any of those files when 

you create a new post.  
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Note: It is unlikely that you will run out of your allocated 350MB space on the server. If you do 

first check the number and size of video files you have uploaded.  

8.4 Uploading student’s work 

To upload work on behalf of a student click Tasks in the top toolbar to view your My Task List.  

 

Then select a class that you have assigned the unit to. You will see the students in the class and 

an Upload work button for each.  
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Click the Upload work button, for a particular student, to launch the uploader. Browse to and 

select the files to be uploaded on behalf of the student.  

 

Once you have selected all of the files to be uploaded click the Upload link to complete the 

process.  
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The page will refresh and the number in the files column will increase by the number of files 

uploaded for the student.  

 

Any work uploaded on behalf of the student appears in the ‘From my teacher’ area of the 

student’s mark sheet. This allows you to distinguish between files you have uploaded on the 

student’s behalf and files the student has uploaded from a journal post themselves.  

 

Navigate back to the class and upload work for the next student. 

Note: Uploading work can take a significant time depending on the file size and upload speed. It 

is best to allow your students to upload their own work to share the load.  

Note: When uploading work that needs to retain a certain structure, such as websites, zip all of 

the files together before uploading.  

8.5 Hand in student’s work 

As a teacher you can hand in your student’s work once you have uploaded it on their behalf or 

you can allow your students to hand in their work to you as their teacher.  

Note: It is preferable to allow students to hand in their own work to give them ownership of the 

process. They would normally do this having uploaded sufficient work in their journal to meet all 

of the mandatory assessment/grading criteria required by the unit. At the point that the student 

hands in their work it is locked to them and no further work can be added for the unit. As their 

teacher you can mark their work and if you agree that it meets all of the mandatory 

assessment/grading criteria it is ready for submission to OCR for moderation. If you find that the 

work does not meet all of the mandatory assessment/grading criteria you can re-open the unit so 

that the student can add further work.  
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It is possible to hand in work on behalf of a student in two ways: individually or in bulk. Both 

options are covered here.  

8.5.1 Individually 

Click Tasks in the top toolbar to view your My Task List. Then select a class that you have 

assigned the unit to. Then click Show marksheet to view the mark sheet for the student and the 

unit you want to hand in.  

 

The status of the student’s unit task is ‘Open’.  

Click Hand in in the left hand toolbar and then confirm that you want to hand in the student’s 

work in the pop-up displayed. A notification will be displayed in the top right hand corner.  
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The status of the student’s unit task is updated to ‘Handed in’.  

The student’s work is locked and no further work can now be added to the unit task by the 

student or the teacher on their behalf. It is now ready for marking by the teacher.  

The student will see a complete task in the tasks widget in their journal.  

 

As the teacher you will see an awaiting marking task in the tasks widget in your journal and will 

see a newsfeed entry showing that the student has handed in a mark sheet.   

 

8.5.2 In Bulk 

Click Tasks in the top toolbar to view your My Task List. Then select a class that you have 

assigned the unit to. 



Uploading work 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 48 

 

Click the checkbox for each student with unit that you want to hand in. These will have a status 

of ‘Open’.  

Click the Hand in button above the list of students. The student’s unit will be handed in and the 

status is updated to ‘Handed in’.  
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The tasks widget is updated to show you have the corresponding number of additional units 

awaiting marking and fewer units open.  
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9 Assessing work 

If your students are using MAPS to upload their own work then they may also self-assess their 

work before handing it in to you for marking. This is a purely optional step that you may 

consider worthwhile in getting your students to identify where the assessment/grading criteria 

are evidenced in each of their files.  

As the teacher you are responsible for marking the student’s work for the unit and ensuring it 

evidences at least the mandatory assessment/grading criteria before it is submitted to OCR for 

moderation.  

If you decide that the students should self-assess their own work then they should do so when 

the status of the mark sheet is open and before it is handed in to you for marking.   

Once your students have handed in their work or you have handed in the work on their behalf it 

is ready to be marked.  

As a teacher you know that you have work to be marked through your monitoring of student’s 

progress and through notifications within MAPS.  

 From the tasks widget on your newsfeed, journal and homepage you can see the number 

of units awaiting marking (section 9.4).  

 From your monitoring of class progress you can see which students have handed in work 

for specific units (section 7.4). 

 From your monitoring of the coursework summary screen, for one or more classes, you 

can see which students have units with the status awaiting marking (section 7.5).  

9.1 Assessing student’s work 

To assess your student’s work first view their mark sheet. To do this click Tasks in the top 

toolbar to view your My Task List. Then select a class that you have assigned the unit task to. 
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Then select the Show marksheet link for any student in the class with a status of ‘Handed in’ in 

the Status column.  
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On the mark sheet each blue box in the ‘My work’ area represents a different post in the 

student’s journal and any work uploaded on behalf of the student appears below in the ‘From my 

teacher’ area. 

From the left hand toolbar you can: 

 Click Send message to send a formative message in respect of the student’s progress.  

 Click Messages to see all of the messages sent in relation to the activity.  

 Click Task Timeline to see a visual representation of the portfolio building over time.  

 View the ’Progress’ indicator to see how many of the assessment criteria have been 

evidenced to date.  

Before any marking takes place the status of the student’s unit task is ’Handed in’ and the 

‘Progress’ indicator in the left hand toolbar shows zero (0) assessment/grading criteria tagged.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability the 

‘Progress’ indicator will show zero (0) assessment criteria tagged overall.  

For OCR’s Level 3 Cambridge Technicals the ‘Progress’ indicator will show zero (0) grading 

criteria tagged overall and zero (0) pass (P), merit (M) and distinction (D) grading criteria tagged 

out of the maximum possible for each grade.  

Note: If the student’s mark sheet has not been handed in and has the ‘Open’ status you may see 

assessment/grading criteria tagged in the ‘Progress’ indicator if the student has self-assessed 

their work. Once the student has handed in their work or you have handed in the work on their 

behalf the ‘Progress’ indicator will reset to zero (0) to allow for your marking. 
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To assess your student’s work hover your mouse over each file in the mark sheet to view the 

pop-up.  

 

Click the View/Mark link to open the work in the Red Pen Tool and tag the assessment/grading 

criteria (section 9.2) evidenced in the file.  

Click the Checklist link to open the checklist and tag the assessment/grading criteria (section 

9.3) evidenced by the file.  

9.2 Using Red Pen Tool 

The Red Pen Tool is a module in MAPS that can be used for marking the student’s work. It uses 

the Adobe Flash Player plugin which means that you don’t need to have the application with 

which the work was created in order to view, mark and comment on the work.  

Any file that is uploaded will have a Red Pen Tool version created (see section 13.2 for a list of 

compatible file types). In addition there are two versions of the Red Pen Tool, the main one for 

the majority of files and another one for audio/video files. The system will use the appropriate 

version of the Red Pen Tool for the file being viewed and marked.  

To view a single file in the Red Pen Tool, in a separate browser window, click the View/Mark link 

from the pop-up.  
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9.2.1 Red Pen Tool for the majority of files 

 

This version of the Red Pen Tool has three sections:  

 A toolbar at the top 

 The open file being viewed in the centre 

 The assessment/grading criteria at the bottom. 

The toolbar contains a number of icons that give access to functionality in the Red Pen Tool as 

follows: 

Icon Name Function 

 

Layers Click to show the colour pen used by the student (blue), 
teacher (red) and quality assurer (green). The default colours 
are given in brackets. Click on a layer to toggle on or off its 
display on the file. 

 

Note Click to create a note, position it on the file and save or delete. 

 

Comment Click to create an extended note, position it on the file and save 
or delete. 

 

Audio Click to record an audio annotation, position it on the file and 
save or delete. 



Assessing work 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 55 

 

Highlight Click to enable a highlighter in your pen colour, highlight on the 
file and click the green tick to save or the red cross to delete. 

 

Edit Click if you want to edit, move or remove any annotations you 
have added to the file. Click, hover over the annotation then 
edit, move, re-save or delete. 

 

Zoom Click the appropriate magnifying glass to zoom the file making 
it smaller to fit the page or larger to view the detail.  

 
Page 
navigation 

Click the forward, back, first page and last page navigation 
controls to navigate through the pages in the file. Each page is 
streamed as you navigate to it so should display quickly in the 
Red Pen Tool window.  

 

Pages Click to view a thumbnail of all pages in the file. Navigate 
forward and backward through the pages and select one to 
view that page. 

 

 

Save & Exit Click to save any annotations added to the file and close the 
Red Pen Tool window.  

If you use the Red Pen Tool to view the file and want to close 
the Red Pen Tool window without saving any changes then 
click the X in the top right corner of the screen.  

 

Print Click to open the print dialogue and print the file with any 
annotations present.  

 

Help Click to open a Red Pen Tool tutorial in a new window.  

The open file is displayed in the centre section. You can see the total number of pages in the file 

and the current page in the page navigation in the toolbar.  

To navigate around the current page simply click and hold your mouse button over the page and 

drag it in the direction you want to move. Use the zoom options in the toolbar to increase or 

decrease the magnification of the page. Click the resize handle  in the top left corner of the 

assessment/grading criteria section to collapse this section and view more of the current page.  

To move between pages in the file use either the page navigation or pages options in the 

toolbar. Use the page navigation option if you want to navigate through the file page by page or 

move to the first or last pages. Use the pages option if you want to see thumbnails of all pages 

and then select the page you want to view.  

The score  in the top left corner of the page shows the number of 

assessment/grading criteria tagged in the file and the total number of assessment/criteria for the 

unit.  

The assessment/grading criteria are displayed in the bottom section six at a time. Those 

currently being displayed are shown in the bottom left hand corner . You can 
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view the assessment/grading criteria not being displayed using the navigation arrows above and 

below the centre of the display.  

It is possible to navigate to the points in the file where particular assessment/grading criteria 

have been evidenced. To do this click the search symbol  for the particular 

assessment/grading criteria in the assessment/grading criteria section and then click the 

forward/back navigation.  

 

Each time you click the forward/back navigation the system will move to the next point in the file 

where the assessment/grading criteria has been tagged.  

If your student has annotated and/or self-assessed the work you will see their annotations 

displayed in a separate layer to your own. You can see the colour of pen they have used in their 

layer by clicking on Layers in the top toolbar. Unless they change the colour of their pen the 

student’s annotations are shown in blue and the teacher’s annotations are shown in red.  

To mark the work drag the assessment/grading criteria from the list at the bottom of the screen 

to the place where you believe they have been evidenced in the work.  

 

Continue to mark the work by navigating from page to page until complete. When you have 

finished click Save & Exit from the top toolbar to save your marking.  

The ‘Progress’ indicator refreshes to show the number of assessment/grading criteria tagged 

overall and for OCR’s Level 3 Cambridge Technicals the number of pass (P), merit (M) and 

distinction (D) grading criteria tagged out of the maximum possible for each grade. 
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By saving your marking the assessment/grading criteria tagged using the Red Pen Tool are 

marked as tagged in the evidence checklist.  

 

By clicking on the assessment/grading criteria link from the evidence checklist you can see in 

which document the criteria have been tagged and by what means.  

 

Continue marking all of the student’s work until the ‘Progress’ indicator shows that all of the 

mandatory assessment/grading criteria have been evidenced in the student’s work.  
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For OCR’s Level 3 Cambridge Technicals the ‘Progress’ indicator will need to show all of the 

pass (P) grading criteria as having been tagged as a minimum before the work can be 

submitted to OCR for moderation.  

When you have finished marking the student’s work click the Close link in the left hand toolbar 

and confirm that you want to close the student’s mark sheet in the pop-up displayed.  

The status of the student’s mark sheet for the unit is updated to ‘Closed’ and the grade is shown 

against the score.  

 

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability the 

‘Progress’ indicator will need to show all of the criteria as having been tagged as a minimum 

before the work can be submitted to OCR for moderation. In this case the status of the student’s 

mark sheet for the unit is updated to ‘Marked’ and the score is shown as zero (0). For these 

qualifications the status remains at ‘Marked’ rather than ‘Closed’ with Cambridge Technicals.  

Note: As a teacher you can leave comments on the student’s work, using the note, comment or 

audio tools, to support your marking of the assessment/grading criteria evidenced and your 

judgement of the grade achieved. These comments will be visible to your moderator and can 

substitute for the teacher comments on the unit recording sheet for the unit. Therefore if you use 

the Red Pen Tool to mark your student’s work by tagging the assessment/grading criteria and 

leaving comments then you do not need to complete the unit recording sheets as well.  

However if you use the file and checklist option for marking (section 9.3) you will still need to 

complete the unit recording sheets and submit these as submission documentation (section 

11.2.1) with each batch.     
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9.2.2 Red Pen Tool for audio/video files 

 

This version of the Red Pen Tool has five sections:  

 A toolbar at the top 

 An audio/video timeline below the toolbar 

 A list of tags/annotations on the timeline to the left of centre 

 The audio/video player to the right of centre 

 The assessment/grading criteria at the bottom. 

The toolbar contains a number of icons that give access to functionality in the Red Pen Tool as 

follows: 

Icon Name Function 

 

Layers Click to show the colour pen used by the student (blue), 
teacher (red) and quality assurer (green). The default colours 
are given in brackets. Click on a layer to toggle on or off its 
display on the file. 

 

Note Click and drag onto the audio/video timeline at the point you 
want to add the note. Once added you will see the note on the 
timeline and in the tags/annotations on timeline section. You 
will need to click to edit the note in this section, add your 
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comments and save or delete. 

 

Audio Click and drag onto the audio/video timeline at the point you 
want to add the audio annotation. Once added you will see the 
audio annotation on the timeline and in the tags/annotations on 
timeline section. You will need to click to edit the audio 
annotation in this section, record your comments and save or 
delete. 

 
Zoom Click the appropriate magnifying glass to zoom the audio/video 

timeline to change the time divisions between graduations and 
give finer control when adding notes or audio to the timeline.   

 

Video 
controls 

Click the play control to listen to the audio/video recording. A 
vertical red line moves along the audio/video recording at the 
point being played. Once clicked the play control changes to a 
pause control which you can use to pause the audio/video at a 
specific point. The fast forward and fast back controls move the 
vertical red line forwards or backwards on the timeline in 
specific time frames.    

 

Save & Exit Click to save any annotations added to the file and close the 
Red Pen Tool window.  

If you use the Red Pen Tool to view the file and want to close 
the Red Pen Tool window without saving any changes then 
click the X in the top right corner of the screen. 

The audio/video player is where the audio/video plays back. In the case of an audio recording 

you will see the playback progress throughout its duration. In the case of a video recording you 

will see the video playback and can pause it as required.  

The audio/video timeline is a graduated timeline with a vertical red line at the point the 
audio/video is being played and where you can see any annotations added by the teacher (and 
possibly the student). 
 

To the left of the timeline you can toggle on or off the display of notes , audio comments  

and assessment/grading criteria  on the timeline by clicking the appropriate icon.   
 
The tags/annotations on timeline section gives the detail of the annotations added to the 
timeline. This includes the type, content and the start/finish times of each annotation.  
 
As you play the audio/video recording the annotations at the point in the timeline will come to the 
fore in this section.  

The assessment/grading criteria are displayed in the bottom section four at a time.  If there are 

more than four assessment/grading criteria for the unit a scroll bar will appear to the right of the 

section and this can be used to view the assessment/grading criteria not being displayed.   

It is possible to navigate to the points in the file where particular assessment/grading criteria 

have been evidenced. To do this click the search symbol  for the particular 
assessment/grading criteria in the assessment/grading criteria section and then click the 
forward/back navigation.  
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Each time you click the forward/back navigation the system will move to the next point in the 
audio/video recording where the assessment/grading criteria has been tagged.  

If your student has annotated and/or self-assessed the work you will see their annotations 

displayed in a separate layer to your own. You can see the colour of pen they have used in their 

layer by clicking on Layers in the top toolbar. Unless they change the colour of their pen the 

student’s annotations are shown in blue and the teacher’s annotations are shown in red.  

To mark the work drag the assessment/grading criteria from the list at the bottom of the screen 

to the place where you believe they have been evidenced in the work.  

 

Continue to mark the work by listening to the audio/video recording and drag the 

assessment/grading criteria onto the timeline at the point they are evidenced. You can change 

the length of assessment/grading criteria you drag onto the timeline so they span the duration 

they evidence. When you have finished click Save & Exit from the top toolbar to save your 

marking.  

The ‘Progress’ indicator refreshes to show the number of assessment/grading criteria tagged 

overall and for OCR’s Level 3 Cambridge Technicals the number of pass (P), merit (M) and 

distinction (D) grading criteria tagged out of the maximum possible for each grade. 
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By saving your marking the assessment/grading criteria tagged using the Red Pen Tool are 

marked as tagged in the evidence checklist.  

 

By clicking on the assessment/grading criteria link from the evidence checklist you can see in 

which document the criteria have been tagged and by what means.  

 

Continue marking all of the student’s work until the ‘Progress’ indicator shows that all of the 

mandatory assessment/grading criteria have been evidenced in the student’s work.  

 

For OCR’s Level 3 Cambridge Technicals the ‘Progress’ indicator will need to show all of the 

pass (P) grading criteria as having been tagged as a minimum before the work can be 

submitted to OCR for moderation.  

When you have finished marking the student’s work click the Close link in the left hand toolbar 

and confirm that you want to close the student’s mark sheet in the pop-up displayed.  
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The status of the student’s mark sheet for the unit is updated to ‘Closed’ and the grade is shown 

against the score.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability the 

‘Progress’ indicator will need to show all of the criteria as having been tagged as a minimum 

before the work can be submitted to OCR for moderation. In this case the status of the student’s 

mark sheet for the unit is updated to ‘Marked’ and the score is shown as zero (0). For these 

qualifications the status remains at ‘Marked’ rather than ‘Closed’ with Cambridge Technicals. 

Note: As a teacher you can leave comments on the student’s work, using the note, comment or 

audio tools, to support your marking of the assessment/grading criteria evidenced and your 

judgement of the grade achieved. These comments will be visible to your moderator and can 

substitute for the teacher comments on the unit recording sheet for the unit. Therefore if you use 

the Red Pen Tool to mark your student’s work by tagging the assessment/grading criteria and 

leaving comments then you do not need to complete the unit recording sheets as well.  

However if you use the file and checklist option for marking (section 9.3) you will still need to 

complete the unit recording sheets and submit these as submission documentation (section 

11.2.1) with each batch.     

9.3 Using the file and checklist 

If you can’t use the Red Pen Tool with the evidence, for example when the file is a website or is 

in a format that cannot be converted, you can simply tag the whole file against the 

assessment/grading criteria using the evidence checklist.  

Click Checklist from the pop-up to open the evidence checklist. You will need to open the file in 

the application or application viewer so that you can mark it against the assessment/grading 

criteria for the unit. Where the evidence is present in the file tick the corresponding checkbox for 

the assessment/grading criteria and click the Process tags button to save. A notification will be 

displayed in the top right hand corner.  

Note: If the student has self-assessed their work you will see ticks in the checkboxes against 

their name.  
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The student’s mark sheet will refresh and the ‘Progress’ indicator in the left hand toolbar is 

updated with the number of assessment/grading criteria tagged overall and for OCR’s Level 3 

Cambridge Technicals the number of pass (P), merit (M) and distinction (D) grading criteria 

tagged out of the maximum possible for each grade. 

 

By clicking on the assessment/grading criteria link from the evidence checklist you can see in 

which document the criteria have been tagged and by what means.  
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Continue marking all of the student’s work until the ‘Progress’ indicator shows that all of the 

mandatory assessment criteria have been evidenced in the student’s work.  

 

For OCR’s Level 3 Cambridge Technicals the ‘Progress’ indicator will need to show all of the 

pass (P) grading criteria as having been tagged as a minimum before the work can be submitted 

to OCR for moderation. In this case the pass (P) grade will be emboldened to show all of the 

pass (P) grading criteria have been evidenced in the work. If all the pass (P) and all the merit (M) 

grading criteria have been tagged the merit (M) grade will be emboldened. If all the pass (P), all 

the merit (M) and all the distinction (D) grading criteria have been tagged the distinction (D) 

grade will be emboldened.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability the 

‘Progress’ indicator will need to show all of the criteria as having been tagged as a minimum 

before the work can be submitted to OCR for moderation.  

When you have finished marking the student’s work click the Close link in the left hand toolbar 

and confirm that you want to close the student’s mark sheet in the pop-up displayed.  

The status of the student’s mark sheet for the unit is updated to ‘Closed’ and the grade is shown 

against the score.  

Note: If you use the file and checklist option for marking you will also need to complete the unit 

recording sheets and submit these as submission documentation (section 11.2.1) with each 

batch. These allow you to record comments in support of your marking of the 

assessment/grading criteria evidenced and your judgement of the grade achieved.  

However if you use the Red Pen Tool (section 9.2) to mark your student’s work by tagging the 

assessment/grading criteria and leaving comments, to support your marking/judgement of the 

grade achieved, then you do not need to complete the unit recording sheets as well.   
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9.4 Batch marking 

From your Newsfeed, Journal or Home page you will find a tasks widget with shortcuts to open 

unit that you have assigned, that are open, awaiting marking or overdue.  

  

By selecting one of these tasks links you will see the ’All Marksheets’ page filtered by the status 

‘Open’, ‘Awaiting marking’ or ‘Overdue’.  

By clicking the open link you can see the mark sheets that are still open and have not yet been 

handed in by the student.  

By clicking the awaiting marking link you can see the mark sheets that have been handed in by 

the student. Where there are multiple mark sheets that have been handed in you can select 

some or all of the student’s work and click the Mark selected button.  
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You will be taken to the first student’s mark sheet for the unit which you can mark using the Red 

Pen Tool or file and checklist. Once you have finished the marking click the Close link to close 

the mark sheet and move onto the next one. In this way you can mark all of the selected work, 

one student at a time.  

By clicking the overdue link you can see the mark sheets that are overdue and have not been 

handed in by the student.  

9.5 Re-open student’s work 

Whilst marking student’s work for a unit you may find that there is insufficient evidence in the 

work handed in to meet the mandatory assessment/grading criteria. In this case you can re-open 

the student’s unit, which in effect hands it back to them, so that they can add more work to 

evidence the missing or incomplete assessment/grading criteria. You may also want to send 

them a message in MAPS to let them know what is missing or where their work needs to be 

improved.   

It is possible to re-open a student’s unit in two ways: individually or in bulk. Both options are 

covered here.  

9.5.1 Individually 

Click Tasks in the top toolbar to view your My Task List. Then select a class that you have 

assigned the unit to. Then click Show marksheet to view the mark sheet for the student and the 

unit you want to re-open.  
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The status of the student’s unit is ‘Handed in’.  

Click Re-open in the left hand toolbar. The student’s unit will be re-opened and the status is 

updated to ‘Open’ in their mark sheet. A notification will be displayed in the top right hand corner. 

The unit is now accessible to the student again.   
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The tasks widget on your newsfeed, journal and homepage is updated.  

9.5.2 In Bulk 

Click Tasks in the top toolbar to view your My Task List. Then select a class that you have 

assigned the unit task to.  
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Click the checkbox for each student with a unit that you want to re-open. These will have a 

status of ‘Handed in’.  

Click the ‘Open’ button above the list of students. The students’ units will be re-opened and the 

status is updated to ‘Open’. The units are now accessible to the students again. 
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The tasks widget on your newsfeed, journal and homepage is updated.  
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10 Internal quality assurance 

It is the responsibility of the centre to ensure that the students’ work is marked consistently and 

to the required standard. This responsibility is outlined in the centre handbook and is referred to 

here as internal quality assurance.  

In MAPS it is possible to set up a user as a quality assurer who can review a sample of the 

marking undertaken by other teachers in the centre. The quality assurer can also mark the 

sampled students’ units as quality assured to provide the evidence that internal quality 

assurance has taken place. Alternatively the quality assurer may decide that the students’ work 

has not been marked to the required standard and may ask the teacher to modify their marking.  

Internal quality assurance should be carried out on students’ work that has been marked but not 

yet submitted to OCR for moderation. The centre should determine their own sampling regime to 

ensure that their internal quality assurance responsibilities are met.  

Each user set up as a quality assurer will be linked to a subject and will be able to see all of the 

classes for that subject.  

Note: For the OCR Level 3 Cambridge Technicals in Engineering choose Engineering as the 

subject. For other qualifications refer to the subject list in section 3.2.1.  

10.1 Carry out internal quality assurance 

As a quality assurer click Classes on the top toolbar and then click the name of the class in 

which you wish to sample student’s work. You will see a class overview showing the teacher and 

students in the class. Where the teacher has marked the student’s work for the unit task you will 

see a grade in the ‘Awarded’ column.   
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Click the grade link for the student’s work you want to sample to view their mark sheet.  
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To determine how the teacher has marked the students work click on the Overview link to view 

the Checklist overview.  

 

Then for each learning outcome click on the assessment/grading criteria link to see which files 

have been tagged and whether they have been tagged using the checklist or Red Pen Tool.  

 

If the teacher has used the Red Pen Tool you can also use the Red Pen Tool to view their 

marking and annotations.  
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If the teacher has used the checklist you can either open the original file or open the file in the 

Red Pen Tool to view the evidence. If you do open the file in the Red Pen Tool there will be no 

marking or annotations present. 

10.1.1 Using Red Pen Tool 

A quality assurer can either open the files individually in the Red Pen Tool or all at the same time 

in the Red Pen Tool. 

To open a file individually hover your mouse over the file in the mark sheet and click the 

View/Mark link from the pop-up.  

To open all of the files at the same time click the RedPen Tool link in the left hand toolbar.  

 

Note: The Red Pen Tool option can currently only be used for files that open in the same version 

of the Red Pen Tool. As such it is not possible to open audio/video files with other file types as 

they would normally open in different versions of the Red Pen Tool.  

You will see the teacher’s marking and any annotations they have made. If the student has self-

assessed their work you will also see their marking and annotations. You can see the colour of 

the pen the teacher (and student) has used by clicking on Layers in the top toolbar. Unless they 

change the colour of their pen the student’s annotations are shown in blue, the teacher’s 

annotations are shown in red and the quality assurer’s annotations are shown in green.  



Internal Quality Assurance 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 76 

 

To navigate around the current page simply click and hold your mouse button over the page and 

drag it in the direction you want to move. Use the zoom options in the toolbar to increase or 

decrease the magnification of the page. Click the resize handle  in the top left corner of the 

assessment/grading criteria section to collapse this section and view more of the current page.   

To move between pages in the file use either the page navigation or pages options in the 

toolbar. Use the page navigation option if you want to navigate through the file page by page or 

move to the first or last pages. Use the pages option if you want to see thumbnails of all pages 

and then select the page you want to view.  

It is possible to navigate to the points in the file where particular assessment/grading criteria 

have been evidenced. To do this click the search symbol  for the particular 

assessment/grading criteria in the assessment/grading criteria section and then click the 

forward/back navigation.  

 

Each time you click the forward/back navigation the system will move to the next point in the file 

where the assessment/grading criteria has been tagged.  

As a quality assurer you can add annotations to the file to provide feedback to the teacher and to 

support your internal quality assurance processes as follows:  

 Click Note to create a note, position it on the file and save.  

 Click Comment to leave an extended note, position it on the file and save.  

 Click Audio to record an audio annotation, position it on the file and save.  

 Click Highlight to enable a highlighter in your pen colour, highlight on the file and save.  
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 Click Edit to edit, move or remove any annotations you have added to the file  

You should not re-mark the student’s work but determine whether the teacher has marked 

consistently and to the required standard. 

 

When you have finished click Save & Exit from the top toolbar to save any annotations that you 

have added.  

Note: As a quality assurer you can leave comments on the student’s work, using the note, 

comment or audio tools in the Red Pen Tool, about your internal quality assurance activity. 

These comments will be visible to your moderator who can use them as evidence that internal 

quality assurance has taken place. 

10.1.2 Using the file and checklist 

If the teacher has used the checklist you will need to open each file to view the evidence and to 

confirm that the assessment criteria have been met in the file they are tagged against. You can 

do this in two ways, either: 

 Open the original file by clicking on the file name link to download the file and then open it 

in the application or application viewer.  

 Open the file in the Red Pen Tool following the steps in section 10.1.1. 

If you use the Red Pen Tool then as a quality assurer you can add annotations to the work to 

provide feedback to the teacher and to support your internal quality assurance processes as 

outlined in section 10.1.1 above.  
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You should not re-mark the student’s work but determine whether the teacher has marked 

consistently and to the required standard.  

10.2 Mark the student’s unit as internally quality assured 

If you find that the teacher has marked the student’s work consistently and to the required 

standard then you can mark the unit task as internally quality assured. Do this by clicking the 

Mark as internally quality assured link in the left hand toolbar and accept the confirmation pop-

up. A notification will be displayed in the top right hand corner.  

 

The status of the student’s mark sheet for the unit is updated to show ‘Quality Assured’ in 

brackets after the grade.  

In addition the Mark as internally quality assured link in the left hand toolbar is updated to 

Remove quality assured status. This link should only be used by the quality assurer if the unit 

has been marked as internally quality assured by mistake or the status has to be removed.  

In the class overview the fact that the student’s unit has been quality assured is indicated by a 

silver star and number in the ‘Completed’ column. The number signifies the number of unit tasks 

the student has had quality assured.  
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11 Submit work for moderation 

Once you have marked your students’ work for a given OCR unit and have confirmed that all of 

the mandatory assessment/grading criteria have been evidenced you are able to submit that unit 

to OCR for moderation.  

With Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability you 

can submit your student’s work to OCR for moderation at any time. However with OCR’s Level 3 

Cambridge Technicals you have two planned ‘remote’ moderation sessions each year. You 

should aim to submit your students’ work (for one or more units) approximately two weeks prior 

to each ‘remote’ moderation session. 

You submit your students’ work from the coursework summary screen (section 7.5) and you can 

get there in two ways depending on your role. 

As a centre administrator you can view all classes in the coursework summary screen by 

clicking Tasks in the top toolbar and then clicking the Cw summary link in the left hand toolbar.  

 

Then finally by clicking the Choose button.  

 

The coursework summary screen can be filtered by ‘Status’, ‘Class’ and ‘Level’. With the status 

set as ‘Available for submission’ filtering by class will show all of the students’ units in the class. 

Filtering by level will show all of the students’ units at a particular level or for OCR’s Level 3 

Cambridge Technicals in a particular qualification. You can combine the filters to filter by level 

and class at the same time.  

The students with units that can be submitted will have a checkbox to the left of their name and 

have one or more units with a marking status of Marked  or Quality 

Assured . If the student’s unit has been sampled as part of the 

internal quality assurance process it will be highlighted with three silver stars with the marked 

grade emboldened. 
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As a teacher you can view your classes in the coursework summary screen by clicking Tasks 

in the top toolbar to view your Task List. For every unit imported into your Task List you will see 

an All cwsk link underneath the name of the class you have assigned the unit to. 

  

Click the All cwsk link to open the coursework summary screen for the selected unit.  
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You can decide within your centre who submits the student’s work to OCR for moderation. This 

may be the same person that submits the claim in OCR Interchange.  

For OCR’s Level 3 Cambridge Technicals, each student’s unit shows the number of pass (P), 

merit (M) and distinction (D) grading criteria evidenced in the marked work out of the total 

number of these grading criteria in the unit. For these qualifications the pass (P) grading criteria 

have to be evidenced as a minimum before the work can be submitted to OCR for moderation. 

In this case the pass (P) grade will be emboldened to show all of the pass (P) grading criteria 

have been evidenced in the work. If the student has evidenced all of the pass (P) and all of the 

merit (M) grading criteria the merit (M) grade will be emboldened. If the student has evidenced 

all of the pass (P), all of the Merit (M) and all of the distinction (D) grading criteria the distinction 

(D) grade will be emboldened.  

Note: The indication of the number of pass (P), merit (M) and distinction (D) grading criteria 

evidenced in the work is based on the teacher’s marking of the student’s work.  

For Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability, each 

student’s unit shows the number of outstanding criteria that have yet to be evidenced in the 

student’s work for the unit. For these qualifications all of the assessment criteria have to be 

evidenced before the student’s work can be submitted for moderation hence the number should 

be zero (0) at the point of submission.    

Note: The indication of the outstanding assessment criteria evidenced in the work is based on 

the teacher’s marking of the student’s work.  
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11.1 Create a claim in OCR Interchange 

When you are ready to submit your student’s work to OCR for moderation you should submit a 

claim in OCR Interchange. By submitting a claim in OCR Interchange you are informing OCR of 

which units you want to claim for each student for a particular qualification. 

Note: Be sure to have sufficient valid entries, for all students to be included in the claim, before 

starting. Only submit a claim when you are ready for the claim to be moderated and processed.  

There are step by step guides for creating claims available on the OCR website and there are 

also instructions in the specific qualification Admin guides.  

11.1.1 OCR’s Level 3 Cambridge Technicals 

For these qualifications you should submit a claim approximately two weeks before your planned 

‘remote’ moderation session. You should create a claim for those students with units at a 

marking status of Marked  or Quality Assured 

 with at least a pass (P) grade in MAPS.  

As Cambridge Technicals use named entries you will need to create your claim in OCR 

Interchange first and then within 24 hours submit your students’ work in MAPS following the 

‘named’ submission option in section 11.2.  

If you need to claim units for students for different sized Cambridge Technicals qualifications, 

e.g. Foundation Diploma and Diploma, you will need to submit a claim for each qualification for 

the respective students. Once you have created the claim/s you will need the claim number to 

submit your students’ work in MAPS. To find the claim number click on the View claim history 

link to view a list of previously submitted claims. Identify the claim you have just submitted and 

make a note of the claim number (6 digit number in the first column of the table).  

Your allocated moderator will receive an email from OCR Interchange notifying them that a claim 

has been submitted by your centre and is ready for sampling. They will select an initial sample of 

students’ units they plan to moderate and you will receive an email informing you of this. Please 

ignore this email as all of the students’ work will be submitted in MAPS you do not need to 

prepare a sample for the moderator to view. They can simply view the students’ work for the 

initial sample selected in MAPS and can even widen their sample if necessary.  

11.1.2 Creative iMedia, Employability Skills, Being Entrepreneurial and 
Digital Employability 

For these qualifications there is no specific time when you should submit a claim but you should 

be sure that your students have met the requirements for the unit/s before doing so. You should 

create a claim for those students with units at a marking status of Marked  

with no outstanding assessment criteria in MAPS. 

Depending on the type of valid entries you have you may have the option to submit your claim 

directly from MAPS at the same time as submitting your students’ units for moderation. This 

‘unnamed’ submission option is only available if you have made unnamed entries and is 

covered in section 11.3 below.  

If you have made named entries you will need to create your claim in OCR Interchange first and 

then within 24 hours submit your students’ work in MAPS following the ‘named’ submission 
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option in section 11.2. Once you have created the claim/s you will need the claim number to 

submit your students’ work in MAPS. To find the claim number click on the View claim history 

link to view a list of previously submitted claims. Identify the claim you have just submitted and 

make a note of the claim number (6 digit number in the first column of the table). 

Your allocated moderator will receive an email from OCR Interchange notifying them that a claim 

has been submitted by your centre and is ready for review.  

11.2 Submit student’s work in MAPS using named entries 

This option is applicable to Cambridge Technicals, Employability Skills, Being Entrepreneurial 

and Digital Employability where named entries have been used.  

From the coursework summary screen tick the checkbox, to the left of the student’s name, for 

each student with work to be submitted for moderation.  
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Note: When submitting student’s work for moderation be sure that you select the same 

combination of students and units that were included in the claim created in OCR Interchange.  

Note: When ticking the checkbox for each student the work for all units with a marking status of 

marked or quality assured will be submitted. Therefore if you are not ready to submit the work for 

a particular unit or it has not been included in the claim then be sure to change the status of the 

unit to ‘Open’ or ‘Handed in’ so the work is not submitted inadvertently in MAPS.   

Then click Submit to display the ‘Select submission type’ page.  

 

Click the Named button and accept the confirmation pop-up to display the ‘Submission 

confirmation’ page.  
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Read the centre declaration, then add a tick into the checkbox to confirm you agree with and 

accept the centre declaration. Then enter your MAPS password and the claim number, from the 

claim submitted in OCR Interchange, into the appropriate fields.  
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The summary shows the students and units included in the submission. If you are submitting 

multiple units for each student they will be shown here.  

Then be sure to attach any submission documentation by following the steps in section 11.2.1.  

Finally to complete the submission click the Submit to Awarding Body button and accept the 

confirmation pop-up. Leave the submission to complete and do not refresh the page. Once 

complete a ‘Submission successful’ notification will be displayed.  

 

If desired you can click the here link to return to the coursework summary screen and filter by 

the ‘Pending submission’ status to see the students’ work pending submission.  
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Your students’ units will be submitted to OCR for moderation in batches every fifteen minutes 

and your allocated OCR assessor will be emailed advising them that you have submitted work 

for moderation.  

Once submitted the status of the student’s units will change to ‘Submitted’ and be shown in 

black with four red dots in the coursework summary screen. The students’ units in the 

submission will be locked and no further work can be added.  
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11.2.1 Upload submission documentation 

With Cambridge Technicals the ‘remote’ moderation session replaces the centre visit. As such 

you need to submit certain documents that would have been viewed by the moderator during 

their visit. These include: 

 Completed Unit Recording Sheets (URS) for all students if your teaching staff have used 

the checklist to tag the students’ work when marking. These can be completed manually 

and scanned or can be completed digitally. If they have used the Red Pen Tool when 

marking and have left annotations in the students’ work to justify the grades awarded 

then they do not need to complete the URS. 

 A completed centre plan for meaningful employer involvement if submitting students’ 

work for any of the following qualifications: 
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Qualification 

OCR Level 3 Cambridge Technical Foundation Diploma in Digital Media (05845) 

OCR Level 3 Cambridge Technical Diploma in Digital Media (05846) 

OCR Level 3 Cambridge Technical Foundation Diploma in Engineering (05824) 

OCR Level 3 Cambridge Technical Diploma in Engineering (05825) 

OCR Level 3 Cambridge Technical Introductory Diploma in IT (05840) 

OCR Level 3 Cambridge Technical Foundation Diploma in IT (05841) 

OCR Level 3 Cambridge Technical Diploma in IT (05842) 

OCR Level 3 Cambridge Technical Foundation Diploma in Sport and Physical Activity (05828) 

OCR Level 3 Cambridge Technical Diploma in Sport and Physical Activity (05829) 

 Any documents relating to the internal standardisation carried out in relation to the 

students’ work being submitted. This could include forms, meeting notes and details of 

subsequent changes to marking. Any comments made by the quality assurer on the 

student’s work in the Red Pen Tool can be used as part of this evidence.   

With Creative iMedia, Employability Skills, Being Entrepreneurial and Digital Employability you 

can submit a copy of any centre set assignments used by the students as the basis for their 

work if a copy has not been included with one of the student’s work.  

Any documentation you include with the submission will be available to the moderator to view 

when moderating the students’ work submitted. 

To include any documentation with the submission it needs to be attached to the ‘Submission 

confirmation’ page. Click the Upload document button to open the ’Upload a document to 

support this submission’ page.  

 

Then click the Choose File button to open a file browser page. You can now browse to and 

select a document to be uploaded before returning to the ‘Upload a document to support this 

submission’ page.  
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Finally click the Upload submission related document button to upload the document and 

attach it to the ‘Submission confirmation’ page.  

 

Repeat these steps for each document to be attached and then be sure to tick the checkbox in 

the ‘Active’ column to indicate that you want to include that document with the submission.  

 

In the event that you need to remove a document from the submission simply click the no entry 

icon to the right of the file and accept the confirmation pop-up. 

11.3 Submit student’s work in MAPS using unnamed entries 

This option is only applicable to Creative iMedia, Employability Skills, Being Entrepreneurial and 

Digital Employability where unnamed entries have been used.  

From the coursework summary screen tick the checkbox, to the left of the student’s name, for 

each student with work to be submitted for moderation.  
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Then click Submit to display the ‘Select submission type’ page.  

 

Click the UnNamed button and accept the confirmation pop-up.   

MAPS will send a request to OCR Interchange to determine whether you have any unnamed 

unit or unnamed qualification entries available for the qualifications that the units can be claimed 

against.  
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The results are displayed on the ‘Pre-claim OCR Interchange check’ page where MAPS shows 

any qualifications that the units can be claimed against along with the number of unnamed unit 

entries and unnamed qualification entries required for the submission and available in OCR 

Interchange. 

 

Where there are insufficient unnamed unit or qualification entries available in OCR Interchange a 

red cross ( ) will be displayed.  

Where there are sufficient unnamed unit or qualification entries available in OCR Interchange a 

Select button will be displayed.  

So in the example shown above unit 3 can be claimed against two qualifications (10343 or 

10344). The submission of unit 3 for the two students requires two unnamed unit entries or two 

unnamed qualification entries. There are nine unnamed qualification entries for 10343, five 

unnamed unit entries and two unnamed qualification entries for 10344 available.  

If you wanted to use unnamed unit entries for 10343 then you would need to cancel the 

submission and buy these entries in OCR Interchange before proceeding.  

If you have sufficient unnamed unit or unnamed qualification entries in OCR Interchange for the 

qualification you want to claim the students’ units against you can click the Submit button and 

accept the confirmation pop-up to proceed.  

MAPS will send the qualification, unit and student data to OCR Interchange to create and submit 

the claim. The claim number will automatically be populated in the ‘Submission confirmation’ 

page by return.  

Note: If you use unnamed unit entries the number of entries required will become ‘used’ and the 

number of available unnamed unit entries will be reduced by the number used. If you use 

unnamed qualification entries then they will remain ‘available’ until the qualification is achieved 

by the student. Therefore if you select to use unnamed qualification entries when submitting the 

students’ first unit then be sure to select to use unnamed qualification entries again when 

submitting their next units for the qualification in MAPS.  
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Read the centre declaration, then add a tick into the checkbox to confirm you agree with and 

accept the centre declaration. Then enter your MAPS password.  

The summary shows the students and units included in the submission. If you are submitting 

multiple units for each student they will be shown here.  

Finally to complete the submission click the Submit to Awarding Body button and accept the 

confirmation pop-up. Leave the submission to complete and do not refresh the page. Once 

complete a ‘Submission successful’ notification will be displayed.  

 

If desired you can click the here link to return to the coursework summary screen and filter by 

the ‘Pending submission’ status to see the students’ work pending submission.  
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Your students’ units will be submitted to OCR for moderation in batches every fifteen minutes 

and your allocated OCR assessor will be emailed advising them that you have submitted work 

for moderation.  

Once submitted the status of the student’s units will change to ‘Submitted’ and be shown in 

black with four red dots in the coursework summary screen. The students’ units in the 

submission will be locked and no further work can be added.  
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In OCR Interchange the claim has been submitted as though it were created directly in OCR 

Interchange.  

 

Your allocated moderator will receive an email from OCR Interchange notifying them that a claim 

has been submitted by your centre and is ready for review.  



Submit work for moderation 

MAPS e-portfolio – Teacher User Guide 
© OCR 2016 97 
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12 Keeping in touch 

12.1 Latest messages 

Click Inbox in the top toolbar to see the latest messages left for you by your students.  

 

Click on the name to view the message content and to reply to the student.  

You can compose and send messages to individual students or to whole classes.  

12.2 Timeline 

The timeline is a visual overview of all the journal entries that you (or your students) have made 

over time. Click Journal in the top toolbar and then click Timeline in the left hand toolbar to 

open a screen similar to the one below.  

 

Click in the timeline, hold your mouse button down and scroll left and right to view when 

progress has been made.  
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Click on the timeline entries to see a summary of the journal entry and thumbnails of any files 

that have been attached.  

12.3 RSS Newsfeed 

Clicking Newsfeed in the top toolbar and then RSS subscribers in the left hand toolbar to see a 

screen where you can give other people access to your RSS newsfeed. For students this may 

include their parents or guardians who can then see anything that appears in their newsfeed 

from their own newsreader. 

 

To add a user enter a name and then click Add user. An RSS URL will be created which you 

can forward to the user you want to access your newsfeed. You can then see the number of 

times the user views your newsfeed.  
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13 Reference Data 

13.1 File types supported by MAPS 

The following list of file types can be uploaded.  

adp, aif, alb, avi, aws, aww, bld, bmp, ckt, cpt, csv, cw, cwk, cxc, cxi, cxp, cxt, cyp, cyt, db, des, 

doc, dot, dra, dtd, et, fla, flo, flp, fws, gif, gop, imr, ins, isa, isc, isf, iw2, iws, iwt, jpg, kid, lfl, logo, 

mdb, mdw, mid, mmm, mms, mov, mp, mp3, mpeg, mpg, mpp, nb2, nbx, od2, paws, pdf, pe, 

pgs, png, ppf, ppp, pps, ppt, prj, psd, pss, pte, ptt, pub, rar, rtf, ses, sls, spx, stk, swf, td, te, tga, 

tif, tre, tre, txt, upf, vpf, wav, waw, wks, wma, wmf, wmv, wps, xbk, xls, xlt, zip, 3ds 

The file types below may cause a security risk if uploaded directly. As such these files must be 

zipped and then uploaded to avoid security problems. 

.css .htm .html .asp .xml 

13.2 File types that can be marked in the Red Pen Tool 

The following list of file types can be converted and marked in the Red Pen Tool:  

Microsoft Word – doc, docx, dot, txt 

Microsoft Excel – xls, xlsx, csv  

Microsoft Powerpoint – ppt, pptx  

Microsoft Publisher – pub, pubx 

Image – jpg, jpeg, gif, png, bmp, pcx, tga, targa, tif, tiff 

PDF – pdf  

Video – mp4, avi, wmv, asf, flv, mkv, mov, mpg, mpeg, qt, rm, vob 

Audio – mp3, aif, aac, wav 

Mindmap – xml 

13.3 Space allocated to each student 

A total of 350MB of space is allocated to each student registered in MAPS.  

13.4 Maximum file size 

The maximum file size that can be uploaded to MAPS is 100MB. This is to encourage good 

practice regarding the compression of videos and images and to also ensure that it is as easy as 

possible for the OCR assessor to download and view the work. 
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