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Entering grades as an examiner in HISInOne (HIO)  
HISInOne Release Version: 2025.12 

Last updated: 21.05.2026 

You can access the Campusportal of TU Dortmund University at the following link: 
https://www.campus.tu-dortmund.de 
 
Please note that this is not an all-encompassing user manual for HISInOne. Please also note that the 
following screenshots were taken in a test system. The pink banner with the text Sie befinden sich im 
1-Tagessystem (You are in the 1-day system) is not visible to examiners. Personal data has been 
anonymized. 
 
In migrating to HISInOne, changes were made to procedures for entering grades. One significant 
change is related to how coursework and oral examinations are dealt with. With HISInOne it is 
absolutely necessary that students registering to receive examination results (Prüfungsleistungen) also 
register for coursework (Studienleistungen) as well as oral examinations (mündliche Prüfungen). This 
means that assessment for coursework and oral examinations that is equivalent to examination results 
needs to be entered and activated. Please ensure that all entries for coursework and oral examinations 
to be assessed in a given semester is submitted in a timely manner to your respective Central 
Examinations Office contact. Please feel free to use the registration form (only German) provided. 
In case of oral examinations, please also consult the handout Oral examinations in HIO for further 
information. All handouts can be found here (Using the online services) or after logging into the 
Campusportal of TU Dortmund university.  
 
Examiners cannot retroactively register students for coursework or to receive examination results. The 
Central Examinations Office will gladly assist you with any procedural questions. 
 
From a technical perspective, entering coursework or oral examination grades does not differ from 
entering examination results. You can use the following workflow to enter grades in any of the given 
cases.  
Alternatively, you can still use the option of entering grades using the Excel templates. Further details 
about this method can be found in the following pages. Examiners cannot retroactively register 
students to receive examination results. 
If problems arise while entering grades, please get in touch with your Central Examinations Office 
contact. 
 
If your department has only partially integrated HISInOne (for example if your department provides 
assessment for a degree program in another department that has already fully integrated HISInOne), 
you will have to enter grades in multiple systems. Grades for students belonging to departments that 
have already integrated HISInOne must be entered in HISInOne. Entering grades for all other students 
can be done in the usual manner. 
 
 
 
 

https://www.campus.tu-dortmund.de/
https://www.tu-dortmund.de/storages/tu_website/Dezernat_4/Dez._4.3/Allgemeine_Vordrucke/Meldung_von_Pruefungsterminen.pdf
https://www.tu-dortmund.de/en/employees/academic-teaching/examinations/
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The following pages illustrate an example of the process for entering grades with HISInOne. 
To begin, go to the Campusportal of TU Dortmund University, click To login, and log in with your 
username and password. 

 
 
To access your designated courses and exams, select My exams/events under Quicklinks. Alternatively, 
you can use the menu in the top left screen margin, and over the menu item Course organization you 
can maneuver to the interface My exams/events. You can also use the text field Browse menu to 
directly search for and open the respective user interface. 
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Using the tab index above the input screen you can display all examinations, supplementary 
examinations and written work for which you have been entered as the responsible examiner. Please 
note that the correct semester has to be selected. If you would like to filter search results, use the 
respective text field. 

 
 
The tab Examinations displays all exams and respective exam dates to which you have been allocated 
as the responsible examiner. Here you can see the exam session and basic information (for example 
exam form, room, date, etc.) as well as current participant statistics for each session. The statistics 
consist of current registrations (Zulassungen; ZU), provisional registrations (Zulassungen unter 
Vorbehalt; ZUV), withdrawals (Rücktritte; RT) as well as the number of entered grades (Bewertungen; 
BEW). Note that withdrawal (RT) is not the same as deregistration. Deregistration is always coupled 
with deletion of the original exam registration and, as a result, is not displayed in your user interface. 
The same applies to provisional registrations (ZUV). These are also not visible to you. 
A provisional registration means that the student must still fulfill additional requirements before they 
can take the exam in question. If your faculty permits provisional registrations, please check well in 
advance of the exam, for example, after the withdrawal period has expired, to see if any provisional 
registrations are still pending. If this is the case, please get in touch with your Central Examinations 
Office contact. They can manually remove existing provisional registrations provided that all necessary 
requirements have been met. You may only enter grades for students who do not have a provisional 
registration. 
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In the example you can see the exam Marketing for 29 June 2026, from 10:00 to 12:00. This is a single 
exam sitting. As of now, there is only one person registered for this exam. 

 
 
The buttons outlined in the following screenshot present available actions. The action on the left, 
called Participant list, provides an overview of all students currently registered for the exam. The action 
on the right, named Edit grades, enables you to submit grades for your respective exams. 

 
 
In the following screenshot you can see the user interface Participant list. Lists of participants can be 
printed or exported into an Excel file. You can use the Edit table button to display further information 
about the registered students. For example, the email address or current degree program. Please note 
that the table in the standard configuration is limited to a small amount of relevant information. 
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Customize the table to your personal requirements. All changes made are retained even after leaving 
the system. 

 
 
In the screenshot below you can see the interface Edit grades. In the column Grading, you can enter a 
grade for each student that participated in the according exam session. Please note that after you 
enter grades, you must click the Save button to enter your input. 
You can find an alternative method to enter grades in the footer of this page. With the button Excel 
Export you can export an Excel template that contains all information available in the interface Edit 
grades. 
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Enter your grades for the respective student in the column Grade, save the document and then upload 
it using the button Import file. The system will then read your entries and transfer them into HISInOne. 
Saving your input is necessary for this method too. Be sure that you do not make any changes to the 
excel templates, as the system will then not be able to read or process data in the file. 

 
 
If you experience problems when entering grades, please contact the Central Examinations Office. 
Upon successful processing of your input, you will receive respective confirmation from the system. 
The student will then also be notified of grade entry. This is done directly in the Campusportal and, if 
they have activated the according option, by e-mail using an e-mail address on file. 

 
 
You also have the option to work with annotations. Enter these in the field Grading just as you would 
enter a grade. Annotations are recoded when the input is saved. To display a list of all possible 
annotations, click on the magnifying glass. If you wish to record participation in a non-graded 
assignment, please simply enter “BE” or “NB” in the Grading column. 
Please note: if you have inadvertently entered an incorrect grade or an incorrect annotation for a 
student, you can reset your entries by marking the corresponding student with “XX”. Please be sure to 
save your entries every time. 
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By clicking on the Select job button, you have the option of having an “Prüfungsprotokoll für mündliche 
Prüfungen” (Examination record for oral examinations) issued for all registered students. An 
examination record is output in a shared PDF file for each registered student. Most of the information 
on the examination record is automatically filled in with the data from the respective examination, so 
that you only have to make corrections. The date of the examination in the respective record is always 
the value entered in the previous screen. 
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Once you have finished entering grades, you can also use the system to generate a class report for the 
relevant course. To do so, click “Show grading statistics.” This will open the corresponding overlay. 

 
 
In addition, under My exams/events you have access to the tabs Supplemental exams, Achievements 
per student and Written exams. 
You can ignore the Supplemental exams tab. The associated function is not currently in use. 
Via the Achievements per student tab, you can search for students by name or student ID number for 
whom you have been designated as the responsible examiner for a particular exam. This is particularly 
necessary if, for whatever reason, no organizational record exists for the exam in question. An exam 
without an organizational record does not appear under the Examinations tab. Please note that this is 
an absolute exception. In principle, there should be an organizational record for every examination. 
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Under the Written exams tab, you will find a summary of all written assignments you have supervised, 
both currently and in the past, i.e. bachelor's and master's theses. This interface is intended solely for 
your own information and does not offer any additional functions. 

 
 
From the home page, you can also access the Grading Quicklink. This link takes you to a cross-semester 
overview of all courses for which you are assigned as the responsible examiner. Written assignments 
that you supervise are not displayed in this interface. 
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If you prefer a simplified view, feel free to use this interface. Clicking the orange pencil icon under 
Actions will take you to the same grade entry interface as the one accessed via My exams/events. 

 


