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Guidance on Inputting Unit KIS data using the Online 
Approval Tool 

These guidance notes will tell you how to input unit Key Information Set (KIS) data for Methods of 

Assessment and Methods of Teaching and Student Input using the online approval tool. 

For further information on the requirements for KIS Data please see the AQPO website 

There are 5 steps to inputting the unit KIS data: 

STEP 1: Logging in to the site and setting up a new proposal 
STEP 2: Opening the existing unit  
STEP3:  Entering the KIS data onto the Unit Specification  
STEP 4: Editing more units as part of the same proposal 
STEP 5: Submitting your proposal 

STEP 1: Logging in to the site and setting up a new proposal 

To access the web screens, please go to https//:www.bris.ac.uk/esu/approvalprocess. 

You will need to login using the link in the left hand navigation bar. Please enter your University of Bristol 
username and password.  

http://www.bristol.ac.uk/academic-quality/approve/kis/
https://www.bris.ac.uk/esu/approvalprocess
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The first thing you need to do is set up a new proposal, which you might like to think of as a folder that 
contains several edits/amendments that  you want to submit together.  You will give the proposal (folder) 
an appropriate title as you would do with a folder within a shared drive.   

1. Click on ‘Create New Proposal’ in left hand navigation bar 

 

2. Name your proposal and press save. 

 

Your proposal name should be something clear and relevant. You may find it useful use the wording ‘KIS 
data’ within the proposal title so that you can easily refer back to it in future. 

STEP 2: Opening the existing unit 

The quickest way to find units, especially when you have a long list of units that need KIS data to be 
entered to work through, is by entering the unit code into the search bar of the Tool. This method will 
open the unit you are looking for directly. 

 

 

 
 

Another way to search for units is to drill down by faculty and school.  
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Once you have selected your Department / School you will be presented with a list of units in alphabetical 
order by unit title.  

If you prefer you can view your units by level ‐ please select the required level tab across the top of the 
page. Once you have found the unit you wish to edit, click on the unit code or title and you will be taken to 
the unit specification screen.  
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STEP3: Entering data into the KIS fields 

Once you have the unit you want to edit on screen, you need to open it for edit. You cannot make 
edits to the current year, you need to edit next academic year and this is done by clicking ‘edit 
next academic year’ on the left hand menu: 

 

The data you need to enter is located at the bottom of the screen, scroll down the page until you 
see the KIS data fields.  There are two sections that need to be completed; a) Methods of 
Assessment data and b) Methods of Teaching and Student Input data. 
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a) KIS Methods of Assessment Data

Click on ‘update summative assessment details’. This will take you to another screen: 

 Enter details of each summative assessment event.
 The assessment title should be entered in the ‘assessment detail’ column.
 Select the KIS assessment type, using the AQPO guidance for assistance
 Enter the weighting of the assessment. The total weighting for all assessments must

come to 100%
 Click ‘Save’

To remove assessments that are no longer running or that have been entered in error, select 
the ‘delete’ tab alongside the relevant assessment and then either click update or remove.  

http://www.bristol.ac.uk/academic-quality/approve/kis/kisinfo/tableofmethods.html
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b) KIS Methods of Teaching and Student Input Data

To edit the details here you must click on ‘edit’ which is right at the bottom of the page, beneath 
the Methods of Teaching and Student Input KIS data box.  

This opens up the edit screen and allows you to enter and edit text in the KIS data fields. 

 Enter the hours spent in each of the KIS categories, using the AQPO Guidance
 The Tool will work out the remaining hours and automatically assign these to Guided

Independent Study, ensuring that the correct number of hours (10 per unit credit point) is
in the ‘total hours’ field

 Click ‘save’

STEP 4: Editing more units as part of the same proposal 

If you have more units to enter KIS data for, follow steps 2-4 as detailed above. 

http://www.bristol.ac.uk/academic-quality/approve/kis/kisinfo/tableofmethods.html
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STEP 5: Submitting your proposal 

 Once you are happy with the changes you’ve made to your unit(s), click on the link to ‘Submit 
Proposal’. 

 

 Click on ‘submit proposal’ when the following screen appears 

 

Your proposal containing only KIS data updates will not require approval. The data that you have entered 
does not appear in the publicly available catalogue, but is used in the KIS module in SITS which calculates 
the submission to HEFCE. 

Help and queries 

If you have any technical difficulties, please email approval-help@bris.ac.uk 

mailto:approval-help@bris.ac.uk

