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Welcome & Introduction 

 
Welcome to this User Guide, which is designed to help School Quality Administrators 

through the process of accessing new module proposals submitted to your School, giving 

them initial scrutiny; making amendments and communicating with the proposer; sending 

proposals on through the process to the Approval Panel; receiving Panel Chair decisions; 

and finally instructing OPAMA to upload the approved data to SITS and notify all 

interested parties of the outcome. It also includes a section on keeping OPAMA up to date 

with the groups of staff in your School who play a part in the approval process. 

 

The Project Team is keen to receive your feedback on the usability of the system, on the 

OPAMA process, and on this User Guide, so that we can improve OPAMA in the months 

and years to come. Please do get in touch with us at opama.support@kcl.ac.uk with any 

comments, compliments or problems you may experience in using OPAMA. 
 
 

1. Role of the SQA using OPAMA 
 

1.1 WHAT’S IN A NAME? 

 

The School Quality Administrator (SQA) is a generic title used by the OPAMA Project 

Team when designing the online processes, for the person or team which deals with the 

administrative aspects of module approval for their School. OPAMA has been built using 

the assumption that in each School, the role of the SQA will include the following activities 

related to OPAMA administration: 

 

 On behalf of the College’s Quality Assurance function, to ensure that College 

Regulations, Policies, Guidelines and best practice are followed in respect of the module 

approval process using OPAMA 

 To maintain the Personnel Collections (SQAs, Panel Members and Chairs) records on 

OPAMA in order to ensure that the process flows smoothly and all participants can play 

their roles fully 

 To act as first-line scrutineer of all module proposals to ensure they are fit to be 

submitted to the Module Approval Panel, and, with appropriate consultation, to amend 

or edit proposals as necessary to make them so 

 To be responsible for ensuring that any information entered on OPAMA which is SITS 

data is accurate 

 To be responsible, following sign-off from the Approval Panel Chair, for ensuring that 

the final process of transferring data on OPAMA to SITS is completed in a timely way 

and that any interested parties outside the automated process are informed of the 

outcome 

 To provide advice and support for module proposers in their School on quality assurance 

and SITS issues when they are drafting a new module in OPAMA 

 To provide advice and support to the Chair and Members of their local Approval Panel 

in getting the best use out of OPAMA for their School 

 

mailto:opama.support@kcl.ac.uk
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1.2 PLEASE PROVIDE FEEDBACK 

 

The project team also need the SQA ‘teams’ to champion the use of OPAMA for module 

approval, and to play a leading role in ensuring that your School gets the best out of this 

online tool. As with any new system there will inevitably be teething difficulties, and we do 

appreciate that there are also bound to be elements of the system that could work better. We 

will be relying on you to help us gather constructive feedback from your School community 

and to help us improve OPAMA in the months to come. 

 

 

2. Working with OPAMA 
 

2.1 PROFESSIONAL SERVICES STAFF ACCESS TO OPAMA 

 

To be able to use OPAMA, all Professional Services staff who act as School Quality 

Administrators need so-called ‘academic’ access to Student Records, including access to the 

OPAMA tab. ‘Academic’ access is based on your SITS PRS record; like your academic 

colleagues, you need to (a) make sure you have one of these; and (b) make sure that it 

accurately reflects your School, Department, and email addres. If you work across a number 

of academic units the Department code on your PRS record is likely to be a generic, 

School-wide code such as AAY, BBB etc. If you have previously only had ’administrative’ 

access to ‘Student Records’ you’ll need to apply for a change of access to SITS to add 

‘academic’ access in order to be able to take part in the OPAMA processes. The form to 

complete is available via https://mykcl.kcl.ac.uk/evision_help_staff.htm - it will need to be 

signed off by your line manager and by a SITS authorised signatory, and submitted to 

8888@kcl.ac.uk (the IT Service Desk). 

 

2.2 MAINTAINING THE PERSONNEL COLLECTIONS 

 

As an SQA, you will be responsible for ensuring that the ‘SQA’, the ‘Approval Panel 

Members’, and the ‘Panel Chair’ Personnel Collections held within OPAMA are kept up to 

date; i.e. if someone is replaced in any of these roles you will need to ensure their name is 

deleted from the list and the new name added. There is a separate Guidance document1 for 

setting up and maintaining the Personnel Collections within OPAMA.  

 

2.3 MANAGING THE WORK VOLUME WHEN THERE IS A TEAM OF SQAS 

 

If there is more than one person in your School who performs the SQA function, when 

setting up the SQA Personnel Collection on OPAMA you will need to decide who is going 

to be the ‘principal’ SQA and be at the top of the Collection list. This person only will 

receive the emails from OPAMA notifying them that a new module is ready for scrutiny 

(although all on the SQA PRC list will be able to access all proposals from their OPAMA 

task list). The principal SQA may wish to distribute work for the team by actively 

forwarding specific emails to team members; or you could set up an automatic forwarding 

arrangement to the addresses of others on the list based on criteria such as the module code 

(which is in the email title); alternatively you could consider setting up an ‘owned’ email 

                                                             
1
 See OPAMA Module Approval User Guide 7: Managing the Personnel Collections 

https://mykcl.kcl.ac.uk/evision_help_staff.htm
mailto:8888@kcl.ac.uk
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account to take care of all OPAMA business, and set up an automated forwarding facility 

from a folder in your inbox to the communal address.   But most importantly, if there is a 

team of you, you’ll need to decide on a system that means that ensures that only one person 

works on a module at a time, with the proviso that in an emergency it would be possible for 

another team member to take over. 

 

2.4 USING OTHER USER GUIDES AS REFERENCE 

 

It is really important that the SQAs are as familiar with the online form as you were with the 

paper form, and to be aware of what each piece of information collected on OPAMA is used 

for. The User Guide for module proposers contains a lot of detail about in order that the 

rationale for collecting the information is transparent to all. You too will need this 

information when scrutinising module proposals to ensure they are fit to be submitted to the 

School, so please make sure you have the full Guide to completing the online Module Proposal 

Form to hand when you need to understand or change anything on the online form. 

 

 

3. Accessing a new module for SQA scrutiny (stage 2 

of the OPAMA process) 
 

3.1 HOW TO LOCATE AND VIEW A MODULE PROPOSAL 

 

There are two ways of accessing a new module proposal: either via the link to the Student 

Records login page in an OPAMA notification email (Fig. 1) or by directly accessing 

Student Records and clicking the OPAMA tab (Fig. 2). In each case all members of the 

SQA team for each School will see the list of modules in their task.  

 

 
Fig. 1 

Link to Student 

Records 
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Fig. 2 

  

 

Clicking on                                        will take you into the task. 

 

 

 

 

4. The process 
 

4.1 THE PROCESS DIAGRAM 

 

The process diagram shows you where the module is in the approval cycle. There are links 

from here to various reference websites/contact details if you need to seek advice (Fig. 3): 

 

Click here to enter the 

SQA scrutiny stage 

Task list with alerts 

for 2 modules 

needing scrutiny by 

the SQA 

View the module 

proposal 
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Fig. 3 

Click                           to continue. 

 

 

4.2 CHECK YOUR DETAILS 

 

 

Proceed 
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Last chance to check that your PRS details are correct. Assuming that they are, click                                             

 

5. Module Proposal Details 
 

This is where you can scrutinise and if appropriate, edit the module proposal. The details of 

the module proposal come in two parts: 

 

5.1 FIRST SECTION - THE EDIT BUTTONS 

 

See Fig. 4 

 

 
Fig. 4 

 

 

There is an edit button for each of the steps on the online form. Clicking the button takes 

you directly to the step you have edited – but first you need to see an overview of the 

information currently there. Scroll down further…. 

 

 

 

Confirm 

‘Edit’ button for step 5 
‘Departmental 
Contribution’ 
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5.2 SECOND SECTION  - THE MODULE PROPOSAL SUMMARY FORM 

 

For ease of scrutiny, the module proposal summary has been designed to look like a written 

form.  Below is a screenshot of the first part of the proposal (Fig. 5): 

 

 
Fig. 5 

 

5.3 CHECKING AND AMENDING THE FORM 

 

How you personally look at and assess the form is entirely up to you and will depend on 

your local procedures. This Guide assumes that any offline or informal scrutiny has already 

taken place and the module proposer has taken account of the feedback s/he has been given, 

so that the version of the proposal you’re seeing now should be the one which is intended to 

go through the online process via OPAMA. 

 

You can read the whole form first, make notes of anything that needs changing (using 

WordPad is useful for this) and then go into the relevant fields via the Edit buttons. Or you 

can look at each section and edit it one by one. The instructions below illustrate the process 

you might follow if you wished to edit the Department Contribution information (step 5) 

illustrated in Fig. 5 because it has transpired that some of the teaching will be done in the 

Department of Digital Humanities. 

Current values in 

step 5 (Department 

Contribution) 
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(a) Click the Edit button opposite Step 5 - Department Contribution (see Fig. 5 above). 

This takes you into the online form at the step you wish to edit. 

(b) Click the ‘Delete’ button next to the current information held on the system. This 

will return the screen to its original condition with no department contributions 

listed. 

(c) Leave the Department name as the default value (German), but change the 

‘contribution to teaching’ value from 100 to 90 (percent) 

(d) Click ‘Add department’ to put these values on your list 

(e) Remove ‘German’ from the Department field and replace with ‘Digital Humanities’ 

(begin typing slowly the name of the department until you see its code and name 

appear, then click on the code to select it) 

(f) Replace current value in the ‘contribution’ field with 10 (percent) 

(g) Click the ‘Add department’ button to add this to your list 

(h) You can now either‘save and return to summary’, or, if you know that something 

needs to be modified in the following screen (step 6) you can click on Save and 

continue. Either way, make sure you save the change! 

(i) The summary now displays the amendment you’ve made (see Fig. 6 below). 

 

 
Fig. 6 

 

New values for 

Step 5 saved in 

OPAMA by the 

SQA 
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Repeat the editing process for any field for which it is appropriate to make changes yourself. 

This will depend on your personal role in the local School approval arrangements. 

 

When you have finished editing or making notes on the form you need to decide on the 

most appropriate course of action – this again will depend on your local procedures and 

protocols. 

 

5.4 OPTIONS FOR THE NEXT STEP 

 

At the bottom of the summary document there are 3 options: to discard the proposal 

altogether, to return it to the proposer with an invitation to re-submit the module; and to 

send the proposal to the Approval Panel for a School decision on the module’s suitability 

(Fig. 7). You can also email the proposal to yourself – if you wished to check the suitability 

of the module offline with the Panel Chair, for example, you could use this facility to get 

feedback before sending it on through the online process. 

 

 

 
Fig. 7 

 

 

4 

3 2 

Next actions: Email a copy 

of the pdf to yourself (1); 

Return to Proposer (2); Send 

to Panel (3); Discard (4) 

1 
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5.4.1 The  ‘Return to Proposer’ button is appropriate if 

 Your local procedures require you to agree any edits you have made with the 

Proposer 

 You need the Proposer to provide further information before the proposal can go 

forward to the Approval Panel 

 

Note: if you return the proposal at this stage the Proposer will not be able to edit it directly 

but should provide any required information to you in order that you can enter it – for this 

reason it’s best to get any iterations requiring the proposer’s input sorted out before s/he 

submits the module in the first place.  

 

5.4.2 The ‘Additional comments’  box [free text field] Clicking on ‘Return to Proposer’ will 

take you to a page where you can make additional comments on the proposal or write a 

message for the proposer before sending it back to him/her (Fig. 8). 

 

 

 
Fig. 8 

 

Text box for SQA comments 

to the proposer (1). To enlarge 

the text area, drag the shaded 

corner of the box with your 

mouse (2). 
1 

2 
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If you need to enlarge the notes area, put your cursor on the shaded area in the bottom right-

hand corner and drag the field to the size you need. Then click on                     to send the 

form and an email alert to the Proposer. You will then be invited to exit the system. 

 

5.4.3 The ‘Send to Panel’ button: Clicking this will take you to a new screen where you can 

specify whether the proposal is to be sent to the entire Approval Panel or a subset, and 

whether or not this should include the Panel Chair (Fig. 9) 

 

 

 
Fig. 9 

 

Questions: 

 

1. Do you wish to send the proposal to all panel members including the chair? [Yes/No] 

Clicking ‘No’ will cause the following supplementary question to appear: 

 

1a  Please select the members of the panel you wish to send the proposal to. NB Please include 

the panel chair. Tick each panel member you wish to receive a notification to assess the 

module proposal. Check your local procedure to see whether your Panel Chair should be 

included at this stage. 

 

Submit 
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When you have selected your Panel members, click                                   to send the proposal 

to them. 

 

 

5.4.4 The ‘Discard’ button: this will terminate the approval process and the module code 

will be released back into the pool for future use. The SQA should only use this option: 

 

 at the request of the proposer, if s/he wishes to abandon the proposal altogether 

 if the information provided on the form, even after iteration, does not meet the 

basic standards for King’s College London modules, and the proposer would 

need to start again from scratch in order to make it acceptable to the Panel 

(whether or not you have the authority to make this decision is dependent on 

your local School procedures and protocols – you will probably need to consult 

the Panel Chair first using the ‘email a copy to yourself’ link). 

 

 

5.5 STAGE 2 COMPLETED 

 

This completes the SQA activity in Stage 2 of the process. If you have returned a proposal 

to the proposer s/he will re-submit it in due course and you repeat the process until the 

proposal is complete enough to be sent on to the Panel for formal scrutiny. On submitting to 

the Panel, you will be invited to exit the system (Fig. 10). 

 

 

 

 
Fig. 10 

Submit to Panel 
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6 Implementing the Panel’s decisions (Stage 5 of the 

process) 
 

6.1 SQA OPTIONS AT STAGE 5 

 

Following scrutiny by the Module Approval Panel (stage 3), the Chair’s final decision on the 

module (stage 4) will be communicated to you via OPAMA. If the decision is approval, it is 

your responsibility to upload the information held in the OPAMA onto SITS. If the 

proposal is not approved, you will need to liaise with the proposer to re-submit or abandon it 

as appropriate. 

 

6.2 APPROVED MODULE: TRANSFERRING DATA TO SITS AND ISSUING NOTIFICATIONS 

 

On accessing OPAMA, you will see a new task in your tray. Click                                               

to enter it. Proceed through the process diagram screen as in stage 2 until you reach the 

screen entitled ‘New module proposal approved (Stages 5/6)’, as illustrated below (Fig 11). 

 

 

 
Fig. 11 

View module proposal 
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OPAMA will automatically notify several individuals and departments within King’s that 

the new module is live. This includes the module proposer, Timetabling, your local 

Research and Learning Liaison member and the Quality & Academic Support Office. If you 

want anyone not listed on the screen to receive a notification, add their email address in the 

box provided. If there is more than one addressee, separate their addresses with a semicolon 

(;) as you would on Outlook. 

 

Then click on                                . You will see a ‘Thank you’ screen confirming that the 

data has been transferred and notifications sent, and be invited to exit OPAMA. 

 

6.3 MODULE NOT APPROVED 

 

If the module is not approved and sent back to the proposer by the Panel Chair, you will 

receive a copy of the email sent to the proposer, which will detail the Chair’s reasons for 

non-approval. The proposer will then need to liaise with you to make the necessary 

amendments before the module can be re-submitted. At the point of re-submission you will 

be able to choose whether to send the module to the full Panel again, or if it can go directly 

to the Chair for approval. On the assumption that the Chair’s instructions have been 

followed and the module is now fit for purpose, you should shortly receive confirmation of 

the Chair’s approval and be empowered to upload the data and issue notifications as detailed 

in 6.2 above. 
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