
Examiner Gup Grading Guide 
 

Prerequisites: 

Examiner must have all of the following or the examiner Tiles will not be visible: 

• An active Examiner credential 
• Been selected by the club as examiner for the grading 
• At least one person who has bought a ticket for the grading            

(nb will not update immediately – the system currently has 6 hourly refresh) 

 

Before the grading 

1. JustGo Examiner Access 

Log in and locate the three Examiner  tiles in the Administration area: 

NB these tiles will only show if there is at least 1 person in the grading list and will not show 
once the results have been entered. 

There are 3 tiles available to examiners: 

 

 

 

 

 

Bookings: You can see each person booked in the grading and requested rank . If several clubs 
are attending the grading, but each managing their own bookings, there will be  multiple 
gradings displayed . A requested double grading will only show once and at the current rank. 

Reports: This is where you can download the grading lists in Excel. You will need to format the 
data so that it can be used to write the results on.  

Credentials – to enter the results after the grading 

This is done in two stages:  

1. Every student must have either a Pass or a Fail recorded in their record. 
2. Details of the type of pass (A or Minus) are added afterwards 
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2. Creating the grading result sheets: 
Important things to note: 

• Clubs cannot print out the grading sheets – the examiner needs to take them to 
the grading themselves. 

• Examiners cannot add last minute entries nor delete any no shows  - club admin 
has to do that. 

 

 

 

Downloading the grading list(s): 

Click on reports tile, then customer reports,  
and the grading tile.  

 

 

 

Click on the Excel button, enter the Event # and download the required “Gup Grading List” 
report(s).     Open in Excel or Google Sheets. If there are several ‘events’ on at the same time, you 
need to download each one separately 

 

 

 

 

 

 

 

 

 

 

 

Printing and formatting 
the report into grading 
forms: 

Option 1: 
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Format the form to a suitable layout to use at the grading.  

Remember to note any requested doubles. These will be students listed twice – once for each  
grade, but because the list has current gup rank the entries will look identical. 

 

 

Or Option 2: 

Copy the rank, MID and 
Full Name and Age 
fields into our previous 
format using the 
Microsoft Word 
template provided. 
Grading Result 
forms.rtf 

 

 

 

 

 

 

 

 

NB 1 At present theory marks and previous grading result are not available in the report. The 
instructors should provide you with a list of theory marks for their students. 

NB 2 Instructors are unable to order students themselves, so it is advised that you send them 
the complete list well in advance of the grading, for the instructor to check and amend the order 
as required so that step sparring partners etc are together.  

NB 3: You will need to scan a copy of the completed forms at the conclusion of the grading as 
they need to be uploaded into the system  before you can be paid for your examining. 

 

Entering the Results 

Go into the Bookings tile:  

 

https://itkdnz-my.sharepoint.com/:w:/g/personal/operations_itkd_co_nz/EdCa-tSPmvBHqI7HPyjP67oBKbHKNNFlILlotHvPkXSGwg?e=YV1sJU
https://itkdnz-my.sharepoint.com/:w:/g/personal/operations_itkd_co_nz/EdCa-tSPmvBHqI7HPyjP67oBKbHKNNFlILlotHvPkXSGwg?e=YV1sJU
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You’ll see something like this:  

 

Click on each person grading and choose either pass or fail.  

Further details of the passes ( A passes, Unrequested Doubles or Pass Minus) are entered 
separately later.  

Make sure you have entered a result for both ranks in a requested double.  

E.g. Someone double grading from 10th to 8th gup needs a 9th gup credential and an 8th gup 
credential entered, with a pass or fail for each.  

If you have selected the wrong record, use 
the X at the top right to exit the record 

For “no shows” the entry needs to be 
‘cancelled’. This can only be done by the 
event organiser or National Admin as 
there will need to be refunds processed 
for those that didn’t show up. Please 
advise the organiser of any records that 
need to be removed. 

If you have entered and saved the wrong 
thing, contact National Admin to fix. 

Entering an A pass ,  Pass Minus or Unrequested Double 

These need to be done individually in a different section of the system 

Go back to the menu and click on the Credential Tile.  
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Open it into a separate browser window to make it easier to go between the bookings and 
awarding the credential. 

Copy the member’s MID number from the Bookings list 

Use the MID number to search for the student’s record by pasting it in the search field on the 
Credentials list  

Click on the correct credential for that 
person and grading date.  

Click the 3 dots and then choose the pass 
type you want to give and then click the 
save button. 

 

 

 

 

 

 

 

Entering an Unrequested Double  

At the moment you can’t add in the additional credential using the credentials screen, so 
update the first credential as usual , then contact a National Admin to put in the second one. 

 

Errors  

If you realise you have made an error in a grading result you will only be able to correct it before 
you have submitted the grading completion credential. Any discovered after that will need to be 
updated by a National Admin. 

Grading paperwork and Payment 
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You will need to fill in the grading completion credential to ensure you get paid for examining  

Login to JustGo and go to your profile, and then go to the credentials tab 

 

 

 

 

 

 

 

 

 

 

 

 

Add a Grading Completion credential to your 
own record: 

 

NB make sure you have competed all results 
before adding this credential to your record. 
You will be unable to access any grading 
records once it has been sent.  

 

 

Fill in the credential with the grading 
information   

 

And then summaries of the candidate 
numbers: 
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Number of students at the grading 

 

Total passes including A, or Pass - 

 

Total Fails (including partial requested 
double) 

 

May or may not show as cancelled on the 
result list. Advise Host of any that need 
to be cancelled.  

Total number of requested doubles  

 

Not applicable for Gup gradings 

 

 

 

 

Attach a scanned copy of the grading forms to the credential. This now replaces sending Mrs 
Pygott the results in the mail or emailing her the scan of the forms. 

Save. 

Your grading completion credential will be checked and approved by National Admin and then 
sent to ITKD Accounts for payment. 


