[image: image42.png]Salts Wharf, Ashley Lane,
Shipley, West Yorkshire,

I :
btl learnlng & assessment BD17 7DB

tel: 01274 203 250
fax: 01274 203 251
email: info@btl.com

www.btl.com




[image: image43.jpg]key: @ Locked @Resdy @InProgress & Finished X voided @ Printable

state

Key Code

First Name

surname

scN

Qualfication

Exam Name

oslo

PacanFaz

Jamaz

Bond

a007007

BTL Test

Induction 1

[raee— Karim Maconi sesess oL Test Inducton 1
PrewnAS Candidatet cess BT Test Inducton 1
EE] oo ( Ti | ([Print Keycodes ] ([ select Allin Page

Refresh





Copyright © 2007 BTL Group Limited

Disclaimer 
Whilst every effort has been made to ensure that the information and content within this user manual is accurate, up-to-date and reliable, the information provided is on an “as is” basis.  BTL shall have neither liability nor responsibility to any person or entity with respect to any loss or damages arising from the information contained in this manual or from the use of the software accompanying it.
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Preface

This User Guide explains the functionality available in BTL’s SecureAssess™ XE "SecureAssess"  product.  SecureAssess is the system used to manage the delivery of online assessments of qualifications which are defined in BTL’s ItemBank™ XE "ItemBank"  product (IB3.1).  Question content is developed using the Content Producer 3™ (CP3 XE "CP3" ) authoring tool.  The diagram below illustrates this context for the SecureAssess product in the overall flow from question authoring to online delivery of assessments.  For information on either CP3 or the IB3.1, you should refer to the appropriate product documentation.
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The SecureAssess documentation set comprises the following:

· SecureAssess Essentials

· SecureAssess Guide for Centres

· SecureAssess Board Guide

· SecureAssess System Administrator Guide

1. 

How To Use This Manual

This manual is designed to support users who have received SecureAssess XE "SecureAssess"  training and is therefore presented as a reference guide.  If you have not received training, you should raise this with your Administrator or line manager before using the system.

First make sure you have read the SecureAssess Essentials guide and familiarise yourself with how to login to the system and ensure you understand the user role XE "user role"  you have been granted since this will dictate the functionality available to you.  It also explains the general layout of the screens and how to search for information on the screens.
The main chapters of this manual are structured around the functional areas of:

· Centre Users Management XE "Centre Users Management" 
· Candidate Management
· Cohort Management XE "Cohort Management" 
· Scheduling Exams XE "Schedule Exam" 
· Obtaining Keycodes XE "Keycodes"  To Run Exams

· Marking Exams

· Reporting
You should read those chapters which are relevant to the user role XE "user role"  you have been granted.  The permissions available to each role are described in Chapter 2.
The chapter, ‘What the Candidates See’ covers the screens which are launched when a candidate takes an exam.

At the end of the guide you will find Frequently Asked Questions (FAQs), error messages and a glossary of terms.

Please note that screenshots may differ slightly in graphical style from those of your system.  This is due to the system graphics having been customised for the client by BTL.  The layout and functionality of the screens in this manual will be consistent with your system.

2. 
Centre Users Management XE "Centre Users Management" 
The Centre Users Management screen lists all users currently in the system to which you have access. Use this section to create new centre users, edit the details of existing centre users or upload a list of user details from a file. 
 

To access this section, select the ‘Centre Users Management’ tab from your SecureAssess homepage.
By default, the screen only shows centre users and not candidates.  To view candidates, select the ‘Show Candidates’ tick box.
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Picture shows Centre Users Management Screen.

Creating a New User

To create a new user, click on the Create User button.  This will launch the ‘New Centre User’ dialogue box, allowing you to enter the details of the new user.
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Picture shows ‘New Centre User’ dialogue box.

Enter the user’s personal details, such as user name
 and address, in the text fields provided. Select the correct options for the date of birth and country from the drop down lists. The red star indicates which information is mandatory.
If the user needs to access a live exam, they must be given a unique candidate number (SCN), see SecureAssess Essentials: User Roles and Permissions for details of this. If you create a user with an SCN and do not choose a specific role for the user, then the system will consider them to have only candidate access. This will cause problems at later stages. Since, by default, this screen is for centre users - not candidates, the system will warn you about this.
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Picture shows warning box saying, ‘You are about to create a user with an SCN & without any roles. Users created like this are considered to be candidates by the system.

You will not be able to view this user in the Centre Users Management interface unless you check the box 'Show Candidates' in the search area.
In addition to the user’s personal details, this page also allows you to define the qualifications associated with that user.  This is important, since centre users can only schedule an exam if they are associated with the exam’s qualification. To associate a user with a qualification, select the tick box next to the qualification name. Repeat to un-tick the box. 

You should also assign the user’s centre role, see User Permission & Roles in SecureAssess Essentials. To set the centre role, tick the box next to the appropriate centre
 and then tick the box next to the appropriate role
. Repeat to un-tick the box
To create the new user select ‘OK’. Select ‘Cancel’ to quit this operation without saving any details you may have entered onto this page.
Editing An Existing User

You may need to change the personal details of an existing user, for example if they change their name or if you wish to change their user roles. 

From the Centre Users Management section, select the user from the list and click on the ‘Edit User’ button.  This will open the ‘Edit Centre User’ dialog box.  Refer to Creating a New User (above) for details on this page.  The additional option on the edit user screen is the ‘Retired’ tick box, which you can use to retire a user from the system, as opposed to permanently deleting them.
Reset User Passwords
If a user has forgotten their password to the system, then select the user from the list and click the ‘Reset User’s Password’ button.  The system will display the following confirmation of the password being reset:
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3. 
Centre Candidate Management XE "Candidate Management" 
The Centre Candidate Management screen lists all the candidate details, to which you have access. Use this section to create new candidates or edit existing candidates. It also provides a facility to upload the details of a group of users from a file. 
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Picture shows Candidate Management screen

Creating a Candidate XE "Creating a Candidate" 
To create a new candidate, select the “Create Candidate” button.  This will launch the ‘New Candidate’ dialogue box, allowing you to enter the details of the new candidate.
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Picture shows ‘New Candidate’ dialogue box.

Enter the candidate’s personal details, such as user name and address in the text fields provided. Select the correct options, for the date of birth, country and ethnicity, from the drop down list. The red star indicates which information is mandatory in order to create a new candidate.  It is not mandatory to supply an email address for candidates since the system does not currently email candidates any information.  This has been implemented to support additional candidate functionality in the future.  Candidates are not sent an email containing a username and password.
In addition to the candidate’s personal details, this page also allows you to define the qualifications associated with that candidate.  This is important, since candidates can only be schedule for an exam if they have been associated with the exam’s umbrella qualification. To associate a candidate with a qualification, select the tick box next to the qualification name. Repeat to un-select. 

Editing An Existing Candidate
You may need to change the personal details of an existing candidate, for example if they change their name.
From the Centre Candidate Management section, select the candidate from the list and select the ‘Edit Candidate’ button.  This will open the ‘Edit Candidate’ dialog box. Refer to ‘Creating a New Candidate’ (above) for details on this page.  The additional option is the ‘Retired’ tick box which you can use to retire a candidate from the system – as opposed to permanently removing them. Tick the ‘Retired’ box to do this. 
Upload Candidates
This facility allows centres to upload a list of users rather than adding them manually, one at a time.  For this you need to prepare a .CSV file with the following fields:
*SCN
Ethnic Origin
*Forename
*Surname
Middlename
*Date of Birth
*Gender
*AddressLine1
AddressLine2
*Town
*County
*Country
Postcode
Telephone
Email

Special Requirements
The fields marked with an asterisk are mandatory fields.

Below is an example .csv file.
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*Date
*sCN Ethnic Origin “Forename *Sumame Middlename of Birth *Gender *address Line1
66557496236 White-British Tim Dodd  Daniel 21.08.86 M Lark Street
66557496237 White-British Tom Hodds 200687 M 12 Park Terrace
56557495238 White-British Henry  McDonald Harry 01.0285 M 22 Quees Road
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Username is not specified since for candidates created in this way, the system generates a username by appending the Unique Candidate Ref to the text “user_” i.e. a user with candidate ref “A23456 would create a username of user_A23456.
The values for county, country and ethnic origin must match a set of allowable values (the same set of values which are supplied in the drop down lists in the user interface).  A spreadsheet is supplied alongside this user documentation which contains a list of these values (Lookups for CSV Upload Candidates.xls).
To upload a file, click the ‘Upload Candidates’ button in the ‘Centre Candidate Management’ section. You will then see the ‘Upload Users’ dialogue box.
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Picture shows ‘Upload Users’ dialog box.

Select the centre from the drop down list, to which the users are to be uploaded. 
Select the qualifications to which these users are to be associated, by selecting the tick box next to the qualification name. 
Select the ‘Browse’ button to open the standard Window’s ‘Open File’ dialog box.  Navigate to your .CSV file. Select the file and click ‘Open’. 
The file name and location will now appear in the text field. Select the ’Upload’ button and the file will be uploaded to the system. 
The file upload bar will indicate the progress of the upload to the system.  
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Picture shows ‘File Upload’ dialogue box.

You may click the ‘Cancel’ button to stop this process.

After you have uploaded the candidates’ details, you will receive some information regarding the success of the upload.
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Unsuccessful uploads will also be reported, along with details of the error.  To avoid errors, ensure that all fixed ‘lookups’  match the allowed values in the system. For example, the format in which you type the County, such as West Yorkshire should match the format in which it has been entered into the system, do not type W. Yorkshire or any other variation, otherwise no match will be found. 
4. 
Cohort Management XE "Cohort Management" 
The Cohort Management Section gives details of candidate cohorts. Each centre has one or more cohorts into which candidates are organised. The cohort management page allows you to add new cohorts to existing cohorts.  

The cohort is a grouping mechanism  with which you can make the scheduling of exams for multiple candidates easier.  Use it within schools, for example, to setup up cohorts for each year and classes within that year.

Upon first entering the cohort management screen, you will see a list of high level cohorts down the left side.  There will be one cohort for each centre that you have access to. The right hand side will show details of a selected cohort. 
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Picture shows a section of the Cohort Management screen.

Navigating the Cohorts
Any cohort which has sub-cohorts will be shown by an arrowhead, as shown below:
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In this example, clicking on the arrowhead next to the ‘Shipley College’ cohort will expand to show the cohorts ‘Year 1’ and ‘Year 2’ which are sub cohorts of cohort ‘Shipley College’. Cohort ‘Year 1’ can itself be expanded to show it has two cohorts for class 1a and class 1b.
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Select a cohort in the hierarchy to display the name and description of the selected cohort in the top right hand side of the page. Members of the selected cohort will appear in the user list headed ‘Current Users’.
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Picture shows a section of the Cohort Management Screen

Creating A Cohort
You can create a new cohort by assigning a new cohort name, then associating candidates to that cohort.  

To do this, select the existing cohort - under which you want the new cohort to appear. Select the ‘Create Cohort’ button.  In the ‘Create Cohort’ dialogue box, type the new name and a description in the text fields provided. Select ‘OK’ when you have finished.  
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Picture shows ‘Create Cohort’ Dialogue box
You should then select the candidates that you want to assign to that cohort from the ‘Available Users’ list. See below for details on adding and removing a candidate  to and from a cohort
Adding & Removing Members of a Cohort
To modify the list of users who belong to a cohort, select the cohort in the cohort hierarchy list.  
The ‘Available Users’ list on the left hand side contains the available candidates. The right hand side contains this cohort’s current list of candidates. Use the buttons in between the two lists, to move candidates from one side to another; as detailed below:

To add one candidate to the cohort: Select the candidate from the available candidates list. Select the single ‘greater than’ arrow button. This will move the candidate to the ‘Current Users’ list. 

To add all available candidates to the cohort: Select the double ‘greater than’ button. 
An asterisk indicates any candidate that you have moved from one list to another but whose changes have not been saved. Select the ‘Apply’ button to save these changes. 
Use the ‘less than’ arrows to remove candidates from the cohort.
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Picture shows ‘Available User’ and ‘Current User’ cohort lists. 

Each candidate list has its own set of text filters. Use these filters to search by user surname or candidate reference (SCN). Enter the text in the field provided then select the ‘Submit’ button.
To clear the search, delete all text from the text field and select ‘Submit’.
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Picture shows search text field and search submit button.
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Picture shows summary of cohort amendments and page navigation buttons. 

Look below each list for a summary of changes made since selecting and editing this cohort.
Use the page controls when the associated list is too large for all users to be shown at once. Select the forward and back arrows or click the page number to navigate through the pages.
To make the changes to the cohort membership permanent, select the ‘Apply’ button.  If you select a different cohort or menu, without having applied changes, your changes may be lost. The system will warn you of this. 
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Delete a Cohort

To delete a cohort, select the cohort you want to delete. Select the ‘Delete Selected Cohort’ button. A dialog box will appear, to request confirmation. Select, ‘OK’ to continue. 


Schedule Exam XE "Schedule Exam" 
The Schedule Exam section list all the exams currently available to you.
 It gives information about the exam, such as its start date, number of candidates and status. Use this section to create new exams or edit the details of existing exams. You can also delete exams from this section. 
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Picture shows section of Schedule Exam screen. 

This screen lists the following information for each currently scheduled examination:
	Centre
	The centre where the scheduled examination will take place.

	Qualification
	The qualification which this examination in whole or part leads to.  Qualifications are defined within the ItemBank XE "ItemBank"  system.

	Exam
	The Examination defined in ItemBank XE "ItemBank"  which is to be sat at this scheduled time.

	Start Date
	The start date for the exam schedule.  If the exam is to be scheduled on only 1 day, then this will be the date of the exam.

	End Date
	Used for exams which have multiple sittings across several days.  This is the last scheduled sitting day.

	Number of Candidates
	The number of candidates currently scheduled to take this exam.  If the exam has been scheduled as a ‘Shared Instance’, then more than 1 candidate may be listed per exam.  If the exam was scheduled using the ‘Separate Instance’ option then there will only be one candidate per scheduled exam.  (See Exam Scheduling Wizard Step 6.)

	Date created
	The date on which the schedule was created.

	Created By
	The user who scheduled the exam.

	Status
	The current status of the exam.  Scheduled exams will show up here as being either:
· Editable   - Candidates and times can be edited.

· Locked   - Exam cannot be edited since a candidate has started taking the exam.



Create A New Exam 
Scheduled exams are defined in terms of:

· The centre at which the exam will take place

· The qualification, to which the exam content belongs

· The name of the exam being taken

· The candidates assigned to that exam

· The associated exam dates

· Type of exam distribution; either shared or separate content

You can schedule a new exam, by entering the above information in the Scheduling Wizard. Details of this are shown below: 

To schedule a new examination, select the ‘Create Exam’ button.  This will launch the exam scheduling Wizard.  There are six steps to scheduling an exam, described below:
Exam Scheduling Wizard Step 1: Select Centre

Step 1 of the wizard is to choose the centre at which the examination will take place.  Select the centre from the drop down list then select the ‘Next’ button.  Search for centres by typing directly into the ‘Select centre’ text field. The available centres will vary as you type.
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Picture shows section of the ‘Select centre’ text fields and lists.

Exam Scheduling Wizard Step 2: Select Qualification and Exam
In Step 2 of the wizard you will choose the qualification and exam being assessed during this scheduled examination.
  
Select the appropriate qualification from the list on the left. Selecting a qualification will automatically update the list of available exams. Select the appropriate exam from the list on the right hand side. 
Search for qualifications by typing directly into the ‘Select qualification’ text field. The exam options will vary as you type.
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Picture shows section of the ‘Select qualification’ and ‘Select exam’ text fields and lists.

Exam Scheduling Wizard Step 3: Select Candidates

In Step 3 of the scheduling wizard you will select the candidates that will sit the examination.  
The table on the left lists candidates associated with the selected qualification.  
To add an individual candidate to the examination list, tick the ‘Selected’ box next to the candidate name.  
To select all candidates in the visible list use tick the ‘Select all in page’ button.  To remove all candidates on this page from the examination, click the “Deselect all in page” button. 
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Picture shows available exam candidates list
Use the cohort hierarchy list to filter candidates belonging to specific cohorts. From the ‘Cohorts’ box, select the arrow next to the centre name to expand the list of cohorts. Select the appropriate cohort from the list. This will update the available exam candidates list; from which you can now select the candidates (as above).  
[image: image25.jpg]Cohort

v S BT Academy
@ BTl Level 1

@ BT Level 2





Picture shows cohort hierarchy list. 

You can also search by surname and candidate references. Enter the text into the search box, select submit. To clear the search results, delete the text from the field and select ‘Submit’. 
Exam Scheduling Wizard Step 4: Set Date & Times

In Step 4 of the scheduling wizard you can set the date and time for the examination.  You can input one date, for a single sitting or a range of dates, for multiple sittings.
If the exam is to be sat on a specific date; Select the calendar icon, next to the ‘Start Date’ field. Select the appropriate date on the calendar.
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Picture shows exam wizard start date calendar.

If the exam has several sittings, across a range of days; Select the ‘Multiple Day Exam’ tick box. This will reveal an ‘end date’ field option. Select the dates on which the first and last scheduled exam will be sat.
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Picture shows section of the Exam Wizard with multiple day exams selected. 

Set the times during which the exam can be taken in the ‘Start time’ and ‘End Time’ fields. Adjust the hour and minutes shown using the up and down arrows or alternatively type the times in directly. The clock is set in 24 hours. 
Click ‘Next’ once you have set the date and time. 

Exam Scheduling Wizard Step 5: Select Exam Type
Use Step 5 of the scheduling wizard to define how the exam is generated.  There are two options:
· Shared Instance

· Separate Instance

To issue each candidate with a variant of the exam, select ‘Separate instance’ from the exam type options. 
To issue all candidates with a duplicate exam, select ‘Shared instance’ from the exam type options.
Exam Scheduling Wizard Step 6: Review

Step 6 of the wizard gives you the opportunity to review your selections, before committing to scheduling the exam.
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Picture shows Scheduling Exam Wizard review page. 

Click ‘Finish’ to schedule the exam and close the wizard. Details of this exam will appear on the ‘Scheduled Exams’ screen, with an initial status of ‘Editable’.

Deleting A Scheduled Exam

To delete a scheduled exam, select the exam from ‘Scheduled Exams’ screen. Select the ‘Delete Exam’ button. You will not be able to perform this action if the exam’s status is ‘locked’. 
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Exam shows section of the ‘Schedule Exam’ screen with exam details selected. 

Editing A Scheduled Exam

You may need to edit a scheduled exam’s details. You may view all the details of the scheduled exam but only the date/time and list of candidates are subject to changes.
Select the exam, from the list of scheduled exams and select the ‘Edit Exam’ button.  This will open the ‘Schedule Exam’ wizard. Enter the new information
. Select ‘Finish’ once you have made the appropriate changes.
To change other details of an examination, it will be necessary to delete the scheduled examination and schedule a new exam.

5. 
Keycodes XE "Keycodes" 
The Keycodes XE "Keycodes"  section contains all the keycodes, generated by SecureAssess , for use by the candidate in the examination.  The keycode uniquely identifies the candidate and the exam content for that candidate. The candidate will need to have a keycode in order to log in to the exam. Use this section to view or print keycodes. You can also void exams directly from this screen.

Picture shows section of the Keycodes XE "Keycodes"  screen.
The screen shows the following information for each scheduled exam for each candidate.
	Exam State
	Each exam will be in one of the following states:
· Locked – Content is being downloaded, the exam cannot be edit.

· Ready – The exam is ready to be taken by the candidate.

· In Progress – The exam is currently being taken by the candidate.

· Finished – The candidate has finished taking the exam.

· Voided - The exam has been voided by a member of staff.
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In addition, exams are marked as to whether they are printable. (See Print Exam)


	Keycode
	Candidate’s personal keycode. This uniquely identifies the candidate and the exam they are to take.

	Candidate First Name
	The candidate’s first name.

	Candidate Surname
	The candidate’s surname.

	Candidate Ref (SCN)
	The candidate’s unique reference number (SCN).

	Qualification
	The name of the qualification which is associated with this exam.

	Exam Name
	The Examination defined in ItemBank XE "ItemBank"  which is to be sat at this scheduled time.


Print Keycodes XE "Keycodes" 
Use the print keycodes option to generate a printout of candidates’ keycodes. Each keycode will print separately, so they can then be handed out to each candidate individually. 
To print all the keycodes for all exams, select Print Keycodes XE "Keycodes" .  
To a print specific exams, select the exam from the list then select the ‘Print Keycodes XE "Keycodes" ’ button. Hold down the ‘Shift’ key to make multiple selections.
Void Exam

To void an exam, select the exam in the main table and select ‘Void’.
Print Exam

In addition to printing keycodes, this screen also supplies the functionality to print an exam.  This option generates a paper version of the exam questions, in PDF format, for those exams which have been defined as being printable.  
The ‘print exam’ only works for exams which consist entirely of multiple choice questions. To print an exam, select the exam from the list, then select ‘Print Exam’.
6. 
Marking Scripts
Some exams may require human marking, for example, if the exam contains an extended response question
. Rather than being automatically marked, these exams remain in the ‘Mark Scripts’ section, to await inspection. Use this section to view the human marked question and answers and award a mark for that answer. 
Marking An Exam
When an exam contains questions which require human marking, it will appear in the list
. 
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To mark the exam, select the exam in the list and select, ‘Mark Selected Exam’.  This will open the exam marking screen, as detailed below:
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This screen shows the exam content as seen by the candidate. It also shows their responses. The top part of the screen contains various controls you can use to navigate through the exam and assign marks to candidate’s responses.
Note: If a candidate did not provide an answer to a question requiring human marking, then the marker screen does not allow a mark to be awarded.  If a candidate does not answer any question items which require human marking, then the exam can simply be submitted by the marker.

7. 
Reporting
This screen provides access to the reporting element of SecureAssess.  Reporting allows you to access results information for exams which have been taken and submitted by candidates.
 The screen shows the exams taken and the percentage achieved by each candidate along with a pass/fail indication.  It also shows the date on which the exam was completed.
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The Print button can be used to obtain a printout of the results currently shown on screen.

8. 
What the Candidates See

This section of the manual describes the system from the candidates’ perspective. 
A candidate takes an exam by following these steps:
1. Enter Keycode

2. Confirm personal details

3. View the Exam Introduction Page

4. Answer Questions

5. Submit exam

Step 1 Entering The Keycode

The keycode entry screen, used by all candidates, looks like this:
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The candidate enters their unique keycode and clicks ‘OK’ to start the exam.

The Preferences button is used to change the colour settings used to display the assessment.  The different options are designed to improve accessibility for candidates with a visual impairment.  This same preferences buttons is available on every screen so the options can be changed at any point.  The available options are shown below.  Each option text is shown in the style to which it represents.  Candidates should select the option on the list which they find easiest to read.
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The Restore Defaults option is used to reset the display back to the default style.
Step 2 : Confirming Details

The candidate is then presented with their details, which they must confirm in order to take the exam:
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The candidate clicks ‘Confirm’ to confirm their details are correct and start the assessment.  Cancel if the details are incorrect.  The Preferences button is again available to change colour options as described on the previous keycode entry page.

Step 3: View the Introduction Page

The introduction page to the exam will then appear which the candidate can read prior to starting the exam.  The exam timer does not start to count down until the Start Assessment button is clicked.
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Help will launch a short tutorial which explains the interface to the candidate.  This help is also available once the assessment has started.
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Step 4: Answering the Questions

The candidates are presented with a screen, like that shown below, which allows them to answer each question and navigate their way through the exam. 
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If an exam has only one section then the section buttons will not be displayed which allows more room for question buttons.  In the case where the exam has sections and a section has more than 20 questions, then scrollbars will be used to navigate to additional questions. 

The Next and Back buttons can be used to navigate between questions.  

The candidate can also click directly on a question button to jump to that question.  

The Flag button can be used to flag questions which the candidate wants to go back to before submitting the exam.

Zoom is used to obtain an enlarged view of a graphic in the question.

The Introduction button can be used to view the introduction screen again (however the timer will continue to count down).
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Step 5: Submit the Exam

When the candidate has finished the exam, they click the ‘Exit’ button.  The system will then display a request to confirm that they wish to finish the exam.
Depending on how the exam has been defined, the candidate may get immediate feedback on their result.  Immediate feedback is available only if the exam has been set to give feedback such as score and pass/fail and additionally, the exam contains no questions which require human marking.

Loss of Internet Connection

SecureAssess Online relies on a live internet connection in order to deliver the assessment.  If this connection is lost during the assessment, you will see an error as shown below:
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If this happens it is recommended that the browser window is closed and the keycode is re-entered on the login screen (step 1 above).  Any answers will be remembered up to the point at which the connection was lost.

9. 
Frequently Asked Questions
1. What do I do if I forget my password ?

You should ask your administrator, or nominated user manager, to reset your password.  A new password will then be assigned to you, and you will be notified of it by an email - according to the address specified in the Centre Users Management
2. I added a new user but after clicking ‘OK’, the new user does not appear on the screen.

It is likely that you created a user with no role allocated at a centre and you also gave this user an SCN.  Users of this type are classified as candidates.  Use the “Show Candidates” tick box option and click submit to see candidates as well as users on the Centre Users Management Screen.

3. On the Reporting screen, an exam shows up with a result but has no completion date.

The exam has been voided.

4. I have uploaded candidates and the error quotes the candidate reference code with a ‘database error’.
This indicates a problem with data which does not match the allowed range of values.  Check that fields such as County and Country are spelt correctly and are valid values when entering a candidate manually.

Glossary

Centre

This is usually a physical location where candidates sit examinations.  However the delivery of examinations online allows for a centre to be virtual.  Exam candidates are registered with centres which in turn have been associated with specific qualifications.
Cohort

A group of candidates.  Example cohorts would be: all candidates registered at a centre; all pupils in Year 1 at a school; class 1a in Year 1 at a school.

Exam/Examination
A set of pre-defined content, associated with a particular qualification. 
Scheduled Exam 
Examination that has been assigned to a candidate for a particular date/ range of dates.

Permission
Granted by board members. Permission levels determine the level of access the user has to the system. 
User
Somebody with access to the system.
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Submit the marks for this exam.  Can only be done when marking progress is 100%.





Indicates the percentage of questions that have been marked.





Marking scheme defined for the question on view.





Enter marking comments here.





























Shows the question and the candidate’s response.





Close mark window.  Exam will not be submitted





Enter the mark to assign to the question response here.





Navigate to Exam Sections and Questions by selecting the correct options from the drop down list. 





Click to view a history of marks and comments made on this question.








� Please note: You will only be able to see information for users and centres with which your user account has been associated.  You are restricted to only creating new user accounts for centres at which you have been granted user management permission.  It is important to note that the permission is granted on a per centre basis.  You may be able to create users for one centre but not for another, even if you have access to that centre for other purposes e.g. to invigilate exams.





� The username must be unique to the whole system and not just the centres you have access to.  Contact your system administrator for details of username conventions. 


� If you wish to assign a particular role for this user at a specific centre that is not listed then either your user account is not associated with the centre, or the centre has not yet been created.  The user account can still be created and the roles for the user assigned at a later stage.





� If you need to assign particular roles to a user and this role does not appear as an option for you, you will need to raise this with your system administrator.





� You will only be able to see information for candidates and centres with which your user account has been associated.  You are restricted to only creating new candidate accounts for centres at which you have been granted candidate management permission.  It is important to note that the permission is granted on a per centre basis.  You may be able to create candidates for one centre but not for another even if you have access to that centre for other purposes e.g. to schedule exams.





� It is important to note that when you delete a cohort, you only delete the cohort itself and not any users within the cohort.  Deleting a cohort will also delete any sub-cohorts. So, as in the previous example screens, deleting ‘Year 1’ cohort would also delete cohorts ‘class 1a’ and ‘class 1b’.





� This screen displays a list of the exams currently scheduled for centres and qualifications to which you have access.  You must be associated with both the qualification and the centre in order for the exam to appear in this list.





� Qualifications and exams are defined in the ItemBank system. Centre users are granted access to specific qualifications and exams by board administrators. Please speak to a Board Administrator or Line Manager if the Qualification you require is not available. For more information on created qualifications, please see IB3.1 User Guide – Section 5 Qualification Management, Section 6 Exam Management. . 


� Note that the list of candidates may extend overall multiple pages, which you can access by the page controls beneath the list of candidates.  To add all available candidates, you are required to view each page in turn and use the ‘Select All In Page’ button for each page of candidates.





� Refer to above sections ‘Exam Scheduling Wizard Step 3: Select Candidates and Exam Scheduling Wizard Step 4: Set Date and Time, for details on how to do this. 





� Human-marked questions are defined when content is created in CP3. The marking type is set to indicate human marking when published to the ItemBank system. Exams with no human-marking element will not appear on this screen.





� Providing you have the appropriate user-permission. For example, ‘Invigilator’.  


� You will only be able to see the results of qualifications and centres to which you have been granted access.
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