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Terms used in this guide
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Module Selection

Choosing Modules

Capped Modules

Pre-requisites

School Approval

Depending on your programme of study, you may be required to select modules. This enables you to focus on specific
topics and themes, that will support you to build knowledge and skills for your future career. If your programme enables
you to select modules, these are known as ‘Optional Modules'.

You will be asked to choose modules via the Student Portal at a specific time, known as the ‘Module Choice Window'

Not all modules can be chosen in the Student Portal, as they maybe modules that are applied automatically, known as
‘Compulsory Modules'

You may have a combination of Optional and Compulsory Modules, or just Compulsory.

Module Choice happens in September, mostly for First Year students, however the main Module Choice event happens in
April/May for students choosing modules for their next year of study (Returning UG students).

You will work with your school to understand what ‘Optional Modules' you can choose in support of your programme
regulations. You will use the Student Portal to view and choose your Modules, adding up to 120 or 180 credits (depending
on your programme). This will include both Optional and Compulsory Modules. You cannot choose more than the agreed
credits, which the Student Portal will prevent you from doing.

Once you have the required credits, you will submit your selected Modules, which will ‘'book’ a place on that Module.

Modules can be capped, which means there will be a limited number of places available on a Module. The Student Portal
will highlight any capped Modules to you. Once the cap has been reached you will be notified the Module is ‘Full. The
Module only becomes booked when you ‘submit’ your chosen Modules - therefore it is important you your modules
quickly when selecting Capped Modules, or the Module place may be taken and become full.

Modules may have prerequisites, which means you must comply with the prerequisite to choose the Module. The Module
information will highlight if there is a prerequisite and link you to the Module Catalogue, where you can view further
information.

Modules may require approval from the School. When you ‘'submit’ your Module Choice, the status will be ‘Waiting
Approval’. You will be informed by the School if your selection was successful or unsuccessful. This will be managed
through the Student Portal.
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Student Submitting Modules

The following section explains the student process
for selecting and submitting their module choices
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Reviewing Module Choice

EXANewcastle
= University

Welcome SIP-Direct-UG-Sixty-Seven Test-Surname

Student I1D: 240181866 Current Programme: Bachelor of Art in Combined Honours
User 1D : CSIPTEST213

Actions
Bwtimah rvry Acthons
©) o g -
My Timetable Student Union Questionnalre Careors Questionnalre My Requests
o\

Select your Modules

Manage

My Profile My Programmes. Modules & Results Library and IT Services

Once the Module Booking
Window has opened, the ‘Select
Your Modules' tile will appear in
the 'Actions’ section of the
Student’'s Dashboard.

On the tile it will highlight the
‘Module Status’, which will be set
as ‘New/Draft’ until the modules
have been submitted.
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Reviewing Module Choice

Select your Modules .
Access the ‘Select your Modules' tile.

Programm - Slage

Acaderec Yeor Student

At the top of the screen, you will be

presented with

it o ek ey ok - et « Information relating to your programme

« Important guidance

« Modules that have already been selected
(known as the Compulsory Modules).
These will be highlighted as ‘Approved,

Shiny oo o ‘ .  The number of credits within each
R e - et semester added. (The credits will have a
‘red cross' to indicate more credits need
to be added).

« It will also display the total number of
credits required to complete your
submission.
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Reviewing Module Choice

Scroll down to view your available
‘Optional’ Modules, (the list of the
modules that you can choose from with
Available Modules the associated credits and semesters).
iizle;ié list of available modules. This table shows the code, title, type, semesters, credits, availability and other relevant information about the available TO sea I’Ch for a mOdUle, SCI’OU down the

list or search using the Code or Title in
the ‘Search'’ field.

Add Selected

entries per page: 25 v

A list of all available modules. Use the search box to filter modules by code or description

il s SR Il It will also highlight if the module has any
ARA2016  Aegean Prehistory Optional (0] 20 20 (] pre'reqUiSiteS/CO‘reqUiSiteS (ShOWh as
ARA2004 Animals, Plants and People: an Introduction to Environmental Archaeology Optional 20 0] 20 O blue triangle) |f you Cl.iCk Onto th|S icon a
ARA2001  Archaeological Theory and Interpretation Optional 0 20 20 (] pop_up bOX WI[[ appear deta||.|ng the

ARA2101 Artefacts

s °© 20 =5 information.
NCL2007 Career Development for second Optional (Capped) 10 10 20 o

It will also highlight if the module is a
capped module or if it is full.

o e You can click onto the ‘Module Code'
B O“wm e also, to review further information about
= . the module, which will take you to the
- : ‘Module Catalogue'.

From Newcastle. For the world.



The Student Process (Student Portal) I'\}ﬁ‘i"x'rg?&tt?

Reviewing Module Choice (Combined Honours)

Combined Honours students will have an additional

Available Modules ‘Search' feature:

Delowisa

list of available modules. This table shows the code. title, type. semesters, credits. availability and other relevant information about the available

moddiles. You can use the subject filter below to only display modules belonging to the selected subject

To search for a module, you can;

- Add the Module Code or Title in the ‘Search’
«— field,

- Scroll down the list of ‘All' modules, ensuring the
'Subject’ field displays ‘All
- Or, you can search by ‘Subject’. Use the 'Subject’

entries per page; 2%

of all available modules Use the search box to filter modules by code or descrnption

Code Title

~AL3034 ‘Like ants or frogs around the pond” Mobility and Identity in the Greek
TUEETT Mediterranean

HIS2300 1968 A Global Moment? drop down, to choose the relevant subject and
~ERAGIS A Comparative History of German and English: phonology. morphology. synt ax Stage and CLICk ‘Apply Fllters' A USJ[ Of the
— . associated modules for that subject and stage
POL2046 A Global History of Political Thought r ) 20 z . .
, SN : will be displayed for you to choose from.
ARC2024 About Architecture: Cities, Cultures and Space 15 5 20 . . )
Academic and Professional Skill Development 10 10 20 0 - You Can Change the SUb_JeCt drOp dOWI’], to

review another subject and stage, but ensure to

click ‘Apply Filter' each time, to update the list of
available Modules.
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Capped Modules

If the Module is ‘Capped’ (meaning there are

Akl seec) limited places on that module), this will be
Available Modules highlighted on the "Type' field as ‘Optional
Below s a st of avaable modules. This table shows the code. ftle. type. semesters. credits. avallability and other relevart information about the avalabte.~~~ Cappped’
entries per page: 25 v Search: Enter tex fo searc You can select this module in the same way
s the as any other Module, but you must be quick to
Code Titie A Type S1 S2  Credis ‘Submit’.

= Once submitted, the Module will then be held
- against you. If you don't submit quickly, the
Module place may be taken by another
student and then the Module will become
‘Full’. If this did happen a warning message
would appear, and the Module would state
‘Full'. You would need to choose another
Module.
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Selecting Modules

Add Selected

Available Modules
entries per page 2 v Search
Code Tl b Type S1 s2 Credits

You will then choose the ‘Optional
Modules, by highlighting the relevant
modules (tick box).

» Total credits must equal 120 before the
modules can be submitted. Anything
less and the modules cannot be
submitted.

A semester credit value cannot be less
than 50 or more than 70. If less or
more, the modules cannot be
submitted. The only exception to this is
Part Time students where their credits
can be less.

Once chosen you will click ‘Add Selected'.
You can do this by selecting one at a time

(see next slide) or by choosing them all at
once.,
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Selecting Modules

— Modiies saded saxcesstully

Selected Modules

entries per page

Titls

-

s Type

Add Selected

Sexch

600 40© 100 ©

—

If you choose one Module at a time and then
click ‘Add Selected’, a message will be
highlighted to state, ‘Modules added
successfully’ (this will also appear if all
Modules are selected)

The Selected Modules will be added to the
‘Selected Modules' table and will be set as
‘draft’. The credits will be updated. If all the
credits have been chosen for that semester a
‘green tick’ will appear.

You can also remove any modules you may
have chosen incorrectly, by clicking ‘Remove’

If further modules still need to be added the
‘Credits To Add’ will be updated and the ‘Add
Selected' button will remain
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Selecting Modules

f you go over the maximum

Available Modules semester credit value, a
25 v entries perpage Seartic| Enter it to sear warning message will
appear.

Code Title L Type S1 S2 Credits

CAGI0O1 Beginners' Greek in Action 1 Cptionat 20 0 2 |

Y The Modules won't be

. mo— added to your Selected

S » Y _ , —— Modules table at the top

CLAI0G2 Beginners' Latin in Action 2 Optionat 0 20 20 ] .

e TR o mr— and you will then need to
e S correct and re-select the

HCA1003 Global Middie Ages Cotional 0 20 2 7]

| r Modules.

CACI015 How Should | Live? An Introguction to Ancient Phitosophy Cptional 0 20 2 ]

ARAI026 ntroducticn to Archaeologicat Science Optional 0 20 20 B
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Selecting Modules

entriesperpage: 10 v Search:| Erter e to search

Once you have selected the right
number of Modules/credits:

C“’e —jem i T"’e S‘ SZ» "m e '_ « The Selected Modules table will
S — be updated with the added

emctionathetony Remove modules as ‘draft’

SE13357 American Poetry Now Optional (Capped 20 0 20 Draft Remove ° The Credits W||_|_ ShOW a ‘green
N - tick’ for both semesters (adding
the correct number of credits)
o 0T —  And the ‘Add Selected' button

: — will now be changed to ‘Submit

Your Modules'
The student will review and then
@ o et o 20 Gt ks click 'Submit Your Modules'

Submit Your Modutes
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The Student Process (Student Portal)

Once you have submitted successfully -

The status will be:

‘Approved’ - If the Module does not need to be approved
by the School

‘Awaiting Approval - If the Module needs to be approved
by the School.

Submitting Modules

P P The Modules are now read-only and cannot be changed.
The Expression Of Interest will also appear at the top of

Selected Modules
Below s a the screen (See Expression Of Interest Guide)

v Lot of selected modules, when vou have selactad the nght amount of modules vou will e able to submit vour moduig

entries per page| 10

The 'Select Your Modules' tile will update the status to:
‘Finalised By Student’ or ‘Approved’ (if no modules are
awaiting approval)

Q
Select your Modules
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When You Do Not Select Modules

If you do not need to select your modules, as your Modules are all ‘Compulsory’, or once the Module
Booking Window closes, the ‘Select Your Modules' tile will not show.

You can view your modules in the e )
‘My Programme, Modules and Results' tile . .

My Programmes, Modules & Results

My Programmes, Modules and Results
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Module Approval

The following section explains where a school has:
* Approved

* Approved With Changes

» Declined & Requested you to choose again
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The Student Process (Student Portal)

Module Choice Approved

If your school has approved all

your choices, you will receive:

*  An email

A Dashboard Alert

* Your ‘Select Your Module' tile
will remain read-only, but
your selected modules will
state ‘Approved’

There is no further action for you
to take
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Module Choice Approved With Changes

Select your Modules

+ Espression Of interest

opuleT yOur rERet

Academic Year Stucent

Selected Modules

3
—

entnes per page - Search

Code Thse ‘¢ Type S 2 Crecits Status

If your school has approved your

choices, but has made changes,

you Will receive:

* An email, with an update to
the changes made

A Dashboard Alert

* Your ‘Select Your Module' tile
will remain read-only, but
your selected modules will
state ‘Approved’ or 'Declined’
depending on the changes
made.

There is no further action for you
to take
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Module Choice Declined - Resubmit

If your school has declined your
choices, you will be asked to
resubmit your Module Choice.
You will receive:

« An email, with an update to
why your modules were
declined and what to do next

« A Dashboard Alert

* Your ‘Select Your Module' tile
will appear for you to make
changes and re-submit your
module choice again.
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Communication ‘Alerts’ On the Student Portal

Where email alerts are sent to you, the dashboard ‘Alert’ will also be updated. The ‘Alerts’ will have a number
added when a new alert has been sent:

2 Univoersity o D et AT Sy 2
Welcome SIP-Direct-UG-Sixty-Six Test-Surname v

Student 1D: 240101068 Current Programme; Bachelor of Art in Combined Honours
User 10 - CMPTEST212

Actions
o vy befwwn

(O} - Q,
My Timstabile My Dequents Belec| pour Modules

EANowcastle

% University

You can read and close the ‘Alert’, which will remove the
alert from the list. Alerts and Actions

From Newcastle. For the world.
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