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Submit your internally assessed marks through Direct using one of the following methods:  
• Method 1 - submit your marks in bulk  
• Method 2 - submit your marks manually. 

 
Method 1 - submitting your marks in bulk 
 
1. Login to Direct and click ‘Administer exams’: 

 
2. Click ‘Internally assessed marks’: 

 
3. Click ‘Import marks’: 
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4. Click ‘download template’. This screen also includes instructions for completing the template: 
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5. Open the template. You will see the following columns: 

 
 
6. Complete the template by following the instructions on the ‘Bulk import internally assessed 

marks’ screen. Save the spreadsheet without changing the format of the template. If you 
change the format of the template, you will not be able to submit your marks using the 
spreadsheet. 

 
7. Return to the ‘Bulk import internally assessed marks’ screen. Click ‘Browse’, select your 

saved spreadsheet and click ‘Upload file’. 
 

All the marks in your spreadsheet will be saved to Direct. Check they are correct then submit 
them to us: 

 
Your ‘Administer exams’ dashboard will confirm your marks have been submitted.  
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Method 2 - submitting your marks manually 
 

1. Login to Direct and click ‘Administer exams’: 

 
2. Click the syllabus/component you want to submit marks for: 

 
 
 
 
 
 
 

 
 

 
3. Enter your candidates' marks or tick the box to show they were absent: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Scroll to the bottom of the page where you can either: 

• ‘Save changes without submitting': this allows you to check your marks before submitting 
them. Your marks will not be submitted. We recommend you save your marks regularly 
because you will automatically be logged out of Direct after 20 minutes of inactivity and 
you will lose any unsaved work 

• ‘Submit marks to Cambridge’. 
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5. When you have submitted your marks, you can download a spreadsheet showing all your 
candidates’ marks for your records. To do this, click ‘Download CSV’. 

 
The CSV file will show your candidates’ marks: 

 
 
Important: Do not use this spreadsheet to submit your candidates’ marks in bulk. You will not 
be able to submit your candidates’ marks by uploading this spreadsheet as it is not in the 
correct format. 
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