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E-coursework – DP coordinator user guide 

 

To authenticate/submit the work of your Theory of knowledge candidates, login to IBIS 

and click on the Subject tab and select the E-coursework menu item from the left hand 

side of the screen.   

 

Note*: As coordinator, you have the ability to act in absence of the teacher, should that 

be necessary. 

If you have not already done so you may arrange for your teachers to have access to 
IBIS. Please see the School person maintenance user guide available on IBIS in 
Library> Miscellaneous for further details. 

To give access, go to  

School > School persons maintenance  

This will allow you to create a new person code. This will automatically send an email to 
the person with instructions on how to set up their own IBIS login credentials. 

Teachers can be given access to a restricted area of IBIS in order to enter marks for 

internal assessment and predicted grades (IA/PG) and to the e-coursework option in 

order to authenticate candidate’s work.  Access is given in the way described above.  

The permissible file types and sizes for the Theory of Knowledge essay are as follows:- 

 

File types: 

 

.doc (Word document pre-2007) 

.docx (Word XML format document) 

.pdf (Portable Document Format) 

.rtf (Rich Text Tormat) 

 

Minimum size 1KB 

Maximum size 2000KB 

 

Once you have clicked on the E-coursework menu item you will see an overview 

screen of the submission status of your candidates’ Theory of Knowledge essays. 
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By selecting the ‘View candidates’ option you will be presented with your process 

options for Theory of knowledge. If the work of the candidate has been authenticated by 

the teacher you will be required to submit the work to the IB for marking.  To do this you 

are required to check the ‘submit for marking’ box and click Submit.  This can be 

done by candidate or for multiple candidates on the page. 

 

You are also able to indicate a candidates’ work as Non-submission if a candidate has 

not submitted work for any reason (i.e. has missed a schools internal deadline, has 

withdrawn from the subject etc.).  To do this you are required to check the Non-

submission box and click Submit. This can be done by candidate or for multiple 

candidates.  

Note*: Clicking Non-submission for a candidate will automatically award an ‘F’ mark to 

that candidate. 
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The submission status will change as the candidate/teacher/coordinator moves through 

the process. 

 “Awaiting submission” indicates that a candidate has not uploaded their work 
and the IB submission deadline has not passed. 

 “Pending” indicates that a candidate has submitted their work and that they 
are within the 24 hour grace period to remove the work before it is passed to 
the teacher or coordinator for authentication. 

 “Awaiting authentication” indicates the work has been uploaded by a 
candidate and is awaiting authentication by a teacher or coordinator. 

 “Non submission confirmed” indicates that a coordinator has confirmed that 
no work will be submitted to the IB for marking. 

 “Awaiting transfer” indicates that the work has been authenticated and is 
awaiting submission to the IB for marking. 

 “Submitted” indicates that the work has been authenticated by a teacher or 
coordinator and submitted to the IB for marking. 

 “Rejected (Possible malpractice)” indicates that the work has been rejected 
on grounds of suspected malpractice. 

 “Rejected (invalid)” indicates that the work has been rejected by a teacher or 
coordinator due to an incorrect piece of work being submitted. This work can 
be removed by the candidate and a different piece of work may be submitted. 

 

Note*: Work indicated as a possible malpractice case will not be displayed to the 
candidate. 

If it is necessary to authenticate the work of your candidates in absence of the teacher, 

click on the View candidates link to view the list of candidates and the submission 

status of each candidate.  If a candidate has uploaded their work and 24 hours has 

passed since upload, you will be able to view the work of the candidate by clicking on 

View under the Actions column. 

 

Note*: you will have to view the work of the candidate before the option to authenticate 

becomes available. 
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Once the work has been viewed the Authentication link becomes available.   

If you accept that the material submitted is the authentic work of the candidate and that 
the word count is accurate click on the Authenticate option and Submit.  

 

Note*: As coordinator authenticating the candidate’s work will automatically send the 

work to the IB for marking. 
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If you cannot confirm that the work is the authentic work of the candidate indicate reject 

and possible malpractice.  You will then be required to add comments to support your 

decision and click Submit. 

 

If you believe an incorrect piece of work has been uploaded, for example a candidate 

has uploaded their extended essay rather than their Theory of Knowledge essay, 

indicate reject and invalid.  You will then be required to add comments to support your 

decision and click Submit. 

 

Note*: if you have rejected the work as you believe it is invalid you will need to inform 

the candidate who will have the option to upload a different piece of work for 

submission. 

 

 

 

 

 

Any queries related to the process can be directed to the IB information desk 

(ibid@ibo.org). 
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