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Schedule a test (HTML)
1. Click the Test Administration tab.

2. Now click on the Schedule tab. (The filter should be on ‘Standard’ for this tab)

3. Click the Schedule Test button.

4. Select your Centre (this should be the default selection).

5. Select the subject (this includes all the subjects which are attached to your centre). This can
be selected by using the drop-down arrow or found by typing directly into this box and then
selecting.
6. Select the test. This can be selected by using the drop-down arrow or found by typing
directly into this box and then selecting.

7. Set the date range for the test. You can either schedule for one day only or click the Multiple
day test option to set a date range of up to 6 months.
8. To set the start date, accept current or use calendar to edit.
If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen. (Keycodes are
only able to be used once. When a test is finished if a candidate requires re-assessment
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this has to be re-scheduled. Candidates cannot be scheduled for multiple tests at one time.
Centres should review this as scheduling multiple candidates for one test at a time.)
If the start date is more than 5 days ahead, your test will remain editable and no Keycode
will generate yet.
9. You can also edit the times for the test or leave this at the default option (full day). However,
we do not recommend setting specific times as this will restrict tests to be taken between
these times each day. This will not give any leeway to any unforeseen issues which may
delay assessments.)

10. Click the Next button.
11. Select candidate(s) for this test. If you wish to select all candidates, click the tick box in the
first column next to the headings or alternatively you can select candidates individually.
Depending on the number of candidates associated to your centre/this subject, there may
be several pages of candidates, use arrow buttons at the bottom of the screen to scroll
through these pages.

12. Click the Next button.
13. You can select an additional option of security called Invigilation (Prior to selecting this
option, please refer to the Invigilation guide for further information).
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14. Click the Next button.
15. This screen is your summary page showing the tests scheduled, for which candidates and on
which dates.

16. On the Review page, you can also edit Reasonable Adjustments (Assessment Arrangements)
for candidates, giving candidates extra time if required (Please review SQA guidance on
this). This can also be selected when creating a candidate. To do edit this on the Review
page, click Modify Duration.

17. The following box will then appear, edit duration as required and select a reason for the
additional time given. Then press OK. (You do not have to give the candidate the full
allocation.)
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18. This will update the Duration column, showing the additional time requested.

19. Once you are happy with the details on the Review page, click the Schedule Test button.

20. In the schedule tab your test will show a different result depending on the start date you
have chosen.
If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen.
If the start date is more than 5 days ahead, your test will remain editable and no Keycode
will generate yet.
Please note, you may have filters set on this page, you can click Reset Filters to restore page
to the default listing or use filters under relevant column e.g. Candidate ref. (Scottish
Candidate Number or SCN) to find relevant test(s).
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HTML page filters
There are 3 types of column filter –
•

The ‘spy glass symbol’ is a search option by typing in text.

•

The ‘Funnel symbol’ click to select and then use tick box or type text.

•

Date filter range symbol before dates provides option to either limit to specific date or list by
range. Clicking on the dates themselves allows you to set the range by clicking the calendar
icons. (Three dots may be shown on the second date if your column is too small to display.)

The Invigilate screen is where you will find your test(s) once locked and the Keycode(s) created to
either record or to give to candidates.
You can either select these individually using the filters or use the Print Invigilation Pack option. This
gives you a register, each candidate’s Keycode and an Invigilation Report. Please note, when
generating/printing the invigilation pack, you can only select candidates on the same page in the
Invigilate screen, if you have multiple pages of candidates then you will have to print multiple
reports.
The test State is important to review to show if the test(s) you are looking to use are available. ‘R’
shows ready to use. Tests which are still locked have a padlock symbol. A tick shows a completed
test. A cross means the test has been voided.
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Bulk schedule of a test (HTML)
1. Click the Test Administration tab.

2. Now click on the Schedule tab. (The filter should be on ‘Standard’ for this tab)

3. Click Bulk Schedule.

4. The following screen will appear:
Please note, the PO Number field cannot be hidden, this field should be left blank. SOLAR is
a free service, and your centre will not be charged for this.

5. Select Download Sample CSV, this will open an excel document.
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6. Only the Candidate Reference (Scottish Candidate Number or SCN) needs to be completed.
Please make sure this matches the reference numbers listed in SOLAR, if you use a SCN
which does not match the record in SOLAR, this will fail. This information can be found in the
Candidates page under the Setup tab.
Please do not put more than 100 candidates on this file.

7. Excel has a problem with numbers that start with zero. Depending on candidates SCN, you
may need to format the cells to allow for zeros at the start of the SCN. To do this highlight all
cells in the column excluding the heading, right click, select format cells in the menu item,
select the Text item and then click Ok.

8. Type candidate(s) SCNs under the Candidate Ref column.
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9. You now need to save this document on your system. Select File > Save As > the Save As
window will open, save file in your in Documents or Selected location. You can change the
file name to one that you will recognise for selection (e.g. Monday morning class) and click
save. Document is now saved to your device, the following steps will detail how to upload
this to the Surpass system.
Once you have saved, do not open the document again before it is uploaded to the Surpass
system, as Excel will change these cells and you will lose any edits you have done.

10. After file is saved click back to the Surpass system.
11. Select your Centre (this should be the default selection).
12. Select the subject (this includes all the subjects which are attached to your centre). This can
be selected by using the drop-down arrow or found by typing directly into this box and
selected.
13. Select the test. This can be selected by using the drop-down arrow or found by typing
directly into this box and selected.
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14. You can select an additional option of security called Invigilation (Prior to selecting this
option, please refer to the Invigilation guide for further information).

15. Set the date range for the test. You can either schedule for one day only or click the Multiple
day test option to set a date range of up to 6 months.
16. To set the start date, accept current or use calendar to edit.
If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen.
If the start date is more than 5 days ahead, your test will remain editable and no Keycode
will generate yet.

17. Click Browse, select the appropriate file, and click open.

18. Tick box Register candidates against a Subject if they are not associated. By ticking this
option, candidates already listed in SOLAR and not already associated to this subject, will
automatically be permanently associated to the subject after scheduling the test.
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19. Click Schedule Test.

20. A report will generate and will provide information on successful tests scheduled and if any
test scheduled failed. This will also be sent as an email. (Review our FAQ guidance on
failures.)

21. In the schedule tab your test will show a result depending on the start date you have
chosen.
If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen. (These are a
one time use only please see Schedule a Test for more information.)
If the start date is more than 5 days ahead, your test(s) will remain in the Schedule tab as
editable and no Keycode will generate yet.
Please note, you may have filters set on this page, you can click Reset Filters to restore page
to default listing or use filters under relevant column e.g. Candidate ref. (Scottish Candidate
Number or SCN) to find relevant test(s).
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The Invigilate screen is where you will find your test(s) once locked and the Keycode(s) created to
either record or to give to candidates.
You can either select these individually using the filters or use the Print Invigilation Pack option. This
gives you a register, each candidate’s Keycode and an Invigilation Report. Please note, when
generating/printing the invigilation pack, you can only select candidates on the same page in the
Invigilate screen, if you have multiple pages of candidates then you will have to print multiple
reports.
The test State is important to review to show if the test you are looking to use are available. ‘R’
shows ready to use. Tests which are still locked have a padlock symbol. A tick shows a completed
test. A cross means the test has been voided. (See the Schedule a Test guide.)
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Edit, delete, or void a test (HTML)
Edit a test
1. Click the Test Administration tab.

2. Now click on Schedule. (The filter should be on ‘Standard’ for this tab)

3. The column at the right-hand side of this page headed Status, will tell you if you are able to
edit(editable) or not (Locked).
You can also use the filter symbol next the Status heading to filter to show all locked tests or
all editable tests.

4.

Select your test (by clicking the tick box on the left-hand side of the screen). It will highlight.

14

5. Now click on Edit Test at the bottom of the page.

6. You cannot edit the centre, subject, test or candidates. Please refer to delete a test if you
wish to edit these.
7. Edit the start and end dates, if required. You can also edit the start and end time, if required.

8. Click the Save Changes button.

9. In the schedule tab your test will show a different result depending on the start date you
have chosen.
If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen. (These are a
one time use only please see Schedule a Test for more information.)
If the start date is more than 5 days ahead, your test will remain editable and no Keycode
will generate yet.
Please note, you may have filters set on this page, you can click Reset Filters to restore page
to default listing or use filters under relevant column e.g. Candidate ref. (Scottish Candidate
Number or SCN) to find relevant test(s).
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Delete a test (New to HTML Schedule)
1. If you wish to amend the subject, test or candidates for an Editable test, the test will need to
be deleted and then rescheduled.
2. Select your test (by clicking the tick box on the left-hand side of the screen). It will highlight.

3. Now click on Delete Test at the bottom of the page.

4. Follow the Schedule a test guide to reschedule test.
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Void a test
1. When an assessment is locked this means that the Keycode has been created. If you need to
amend the test details, you will need to void and reschedule test.

2. Go to the Invigilate screen.
3. Highlight the test, this will activate the functions buttons at the foot of the page.
4. Click Void.

5. You will need to input a reason for Voiding the test. Select relevant option. Depending on
when test is being voided, you may receive different options in this drop-down list.

6. Click Void.

7. The state of your test is now void. Follow the Schedule a test guide to reschedule test.
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Invigilation (HTML) (Schedule tab – filter set to Standard)
During Scheduling of a test, you can add an extra level of security by including Invigilation. This
means that the test becomes locked and must be released by an Invigilator.
1. If a test is set for automatic Invigilation this box will be pre-selected. For all other tests
please tick the box for Invigilation during scheduling then click Next.

2. This screen is your summary page showing the tests scheduled, for which candidates and on
which dates.

3. If you are happy with the details, click the Schedule Test button.

4. In the schedule tab your test will show a result depending on the start date you have
chosen.
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If the start date is within 5 days of the date you have scheduled, your test will lock and the
Keycode will generate – Keycodes can be obtained from the Invigilate screen. (These are a
one time use only please see Schedule a Test for more information.)
If the start date is more than 5 days ahead, your test(s) will remain in the Schedule tab as
editable and no Keycode will generate yet.
Please note, you may have filters set on this page, you can click Reset Filters to restore page
to default listing or use filters under relevant column e.g. Candidate ref. (Scottish Candidate
Number or SCN) to find relevant test(s).

The Invigilate screen is where you will find your test(s) once locked and the Keycode(s) created to
either record or to give to candidates.
You can either select these individually using the filters or use the Print Invigilation Pack option. This
gives you a register, each candidate’s Keycode and an Invigilation Report. Please note, when
generating/printing the invigilation pack, you can only select candidates on the same page in the
Invigilate screen, if you have multiple pages of candidates then you will have to print multiple
reports.
5. Next, open the SOLAR website homepage. (Please use the Chrome browser or the Safari
browser.)
6. On the right-hand side of the homepage, click the ‘Enter Keycode’ button.
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7. This will open a separate tab on your browser where you can enter the candidate’s
Keycode.

8. Candidate will now press the Ok button.
9. Select confirm if the details match the test required and the candidate taking the test.

10. On the next screen candidate should tick box to confirm they accept terms and conditions
of the SQA test and then press Continue.
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11. A screen will then pop up stating that the test is locked by the invigilator.

12. The invigilator will need access to Surpass. Click on the Test Administration tab then
Invigilate.

13. Click on the candidate’s assessment (Once the assessment has been selected the Unlock
button will become available at the bottom of the screen).

14. The invigilator should click the Unlock button.

15. The candidate’s assessment will then be released (this may take up to 1- 2 minutes
depending on the internet connection speed) and then candidate will be able to begin their
test. Test state will also update in the invigilate screen as per below screenshot.
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Human marking (HTML)
1. Click the Test Administration tab.

2. Now click on Mark. (The filter should be on ‘Standard’ for this tab)

3. Select the test you wish to mark. Either by display or using the filter option(s) (found by
clicking on the left side arrow) to display correct tests.

4. Now click on Mark Script at the bottom left of your screen.

5. If your first question is not human mark, select ‘Next to Mark’ at the bottom of your screen
until you come across Human Marked questions.
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6. To view attached Marking Instructions please click the Download Mark Scheme, this will
open and you can view the attached instructions.

NB – Please DO NOT use the Escalate option.
7. To mark comments on the candidate’s responses, select Marker Comments at the bottom
right of your screen. (Marker comments can be seen by all please be respectful.)

8. After you make any changes, Assign Mark should be clicked before you move on to next
item.

9. Depending on the test, there may also be different annotations tools available to highlight
and insert symbols on candidate’s script.
10. Select the marking box (this will be set to the default of ‘0’ before amended) to edit and
select assign mark to make any changes. As you continue the percentage progress changes.
Once you have marked all questions the progress will reach 100%.

11. To save and allow access for other users click the cross button (this will close script).
12. Internal Verification should be done prior to submitting these scripts for Result – this is an
optional process depending on your centres requirements. Please ensure to have these done
and submitted before the system Voids them. (This will normally happen after 90 days,
please check our list of available assessments to confirm.)
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13. Once all processes are complete you should click Submit Script to result the script.

14. Please confirm you want to submit the script. Please note, you will not be able to access the
script or make any changes after submitting this.
15. The test will now move to Results unless this has been set for Moderation. If so, results will
be updated in due course.

Please note, you may have filters set on this page, you can click Reset Filters to restore page
to default listing or use filters under relevant column e.g. Candidate ref. (Scottish Candidate
Number or SCN) to find relevant test(s). The Completed column will auto default to the last
30 days, this can be amended by clicking on dates listed and then editing the range using the
calendar icons. (Three dots may be shown on the second date if your column is too small to
display.)
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Results, reporting and candidate breakdown (HTML)
Please Note:
You will need to ensure that your machine has Adobe Reader installed and ‘Pop Ups’ are not
restricted. There is no longer a filter to switch between Flash and HTML so all users must use the
HTML functions.
1. Click the Test Administration tab.

2. Now click on Results.

3. Select the test you wish to view results for.

Please note, you may have filters set on this page, you can click Reset Filters to restore page
to default listing or use filters under relevant column e.g. Candidate ref. (Scottish Candidate
Number or SCN) to find relevant test(s). The Completed column will auto default to the last
30 days, this can be amended by clicking on dates listed and then editing the range using the
calendar icons. (Three dots may be shown on the second date if your column is too small to
display.)

4. Once a test is selected and highlighted, the report options become available at the bottom
right of your screen.

5. View Responses
A new section showing candidate responses for computer marked tests is available. Although
you can see a variety of functions on the screen these are not able to be used.
This is a returning feature that you can check answers quickly in the Results tab if a candidate
has closed a test and you cannot see the summary of their answers. You should check the marks
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applied for correct and incorrect answers. You should request re-marking if applicable through
the Helpdesk Form on the SOLAR website.

6. Candidate Report
Please note you may get a screen asking you to open Adobe Reader, depending on how your
machine is configured. Otherwise, the pdf will open straight away. (You should also have pop
ups allowed and check where this window opens on your device.)

Candidate Report provides an individual candidate results and also details of their test
breakdown (when finished click the grey cross at the top right of the report to close).

7. Summary

Summary is as suggested, a report of the results of the candidates (when finished click the
grey cross at the top right of the report to close).
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8. Candidate Breakdown

You will now see results and a breakdown of the test for the selected candidate(s) and
assessment (when finished click the grey cross at the top right of the report). Please note,
depending on the metadata provided for the assessment, the format for this report may
vary.

(This can provide comparison on how a range of candidates have performed).
9. Test Breakdown

Test reports provide a breakdown of performance (when finished click the grey cross at the
top right of the report). Please note, depending on the assessment, the format for this
report may vary.
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10. Test Breakdown can also be produced to show how multiple candidates who have
completed the same assessment performed, this will give you an overall breakdown (of
candidates selected). This can only be generated for candidates who have taken the same
exact assessment, this affects version (Flash or HTML). The same process should be followed
however instead of selecting an individual candidate, select all relevant candidates by
clicking on the tick box for each (first column on the left).

11. Results Slip

12. Results Slip can be used if a candidate requires proof of a pass – this is not an SQA
certificate, (when finished click the grey cross at the top right of the report).
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Create a single candidate (HTML)
1. Click the Setup tab.

2. Now click on Candidates.

3. Click Create Candidate button (You should first check if the candidate is already on SOLAR
before trying to add them. Candidates can either be retired or their record expired).

4. Enter the following information:
o First Name
o Last Name
o Gender
o Candidate SCN (Please enter zeros if they apply. Do not attempt to create a
candidate without a SCN, this will invalidate their results. Any record
with 'auto' at the start of a SCN is not a valid record and should not be used.
These candidates will be retired by the SOLAR team unless candidates are
dummy candidates and set up in this format).
o Date of birth
o Email address can be entered (Optional).
o You should NOT enter candidates telephone number. Please leave this field
blank.
o You can also set Assessment Arrangements if extra time is needed using the
Reasonable Adjustments tick box (Please review SQA guidance on this).
o If required, you can also set an expiry date for the candidate (Candidate will
not appear on scheduling list after this date).
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5. If candidate is already set up in the system, you may receive this error message ‘Candidate
with provided Candidate Ref already exists’. If you receive this message, please refer to the
guidance at end of this section.
If you do not receive an error message, please move onto step 6.

6. Once finished click Continue button.
7. Next click on the centre you wish to connect the candidate to and then click Continue.

8. Finally select the subjects that you want to attach to the candidate.

30

9. Finish by clicking the Create Candidate button.

Dummy candidates
If your centre would like to practice running through the assessment process prior to students
undertaking their assessments, you can do this by creating a dummy candidate.
Follow the same steps as above however the name of the candidate should be centre name and
include the word ‘test’ so that this is clear it is not a real candidate. Please note the SCN must be left
blank for a dummy candidate. You will be able to schedule a test, sit the test and see the results
using your dummy candidate. (Any candidate found with auto generated without this naming
convention will be retired.)

Unsuccessful creation of candidates
If you have any unsuccessful candidates, this will detail what the missing/incorrect
information relates to – If the candidate’s is already in use, please check that they are not already
linked to your centre. Candidates may be associated to your centre but sitting as retired or expired.
To check this, select and change the filter on the right-hand side of the screen to ‘Show all’. Then,
search for candidate in the main search box using their name or Scottish Candidate Number.
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If candidate is associated to your centre but is expired or retired, click Edit in the Candidate
Details box. From here you can un-retire candidate, (untick Retired tick box) or amend the
expiry date by selecting the calendar icon or typing a new date Then press Save Changes. (You
may also need to update their subjects list.)

If there is no record, then they may already be on SOLAR linked to a previous centre. Please use
the SOLAR website helpdesk form to request a candidate transfer.
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Mass upload of candidates (HTML)
1. Click the Setup tab.

2. Now click on Candidates.

3. Click the Upload Candidates button (You should check that the candidates are not already on
SOLAR before adding them).

4. Click Download Sample CSV (The file will then download and ask to open in Microsoft Excel,
click Open – It is advised that you open and use the form attached to SOLAR each time, instead
of saving a copy to your files).
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5. This CSV file has been set up in the correct format so the column headers should not be moved.
If the format is edited in any way, this will not upload correctly into the Surpass system.
6. Enter the following information:
o SCN (Format this column for text to allow SCNs with zeros at the start)
o Forename
o Surname
o Gender
o Date of birth
o Email address can be entered (Optional).
o You should NOT enter candidates telephone number. Please leave this field
blank.
6.

7. Excel has a problem with numbers that start with zero. Depending on candidates SCN, you may
need to format the cells to allow for zeros at the start of the SCN. To do this highlight all cells in
the column excluding the heading, right click, select format cells in the menu item, select the
Text item and then click Ok.

8. You now need to save this document on your system. Select File > Save As > the Save As
window will open, save file in your in Documents or Selected location. You can change the file
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name to one that you will recognise for selection (e.g. Monday morning class) and click save.
Document is now saved to your device, the following steps will detail how to upload this to the
Surpass system.

9. Select your Centre (this should be the default selection).
10. Select the chosen subject by ticking the box beside the name (You can also select multiple
subjects to attach to candidates if required using the tick boxes).
11. Click Browse, select the appropriate file.
12. Double click the file to select.
13. Click Upload.

14. An update message will appear showing successful/unsuccessful candidates at the bottom righthand side of the screen.

15. If you have any unsuccessful candidates, this will detail what the missing/incorrect
information relates to – If the candidate’s is already in use, please check that they are not
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already linked to your centre. Candidates may be associated to your centre but sitting as retired
or expired. To check this, select and change the filter on the right-hand side of the screen to
‘Show all’. Then, search for candidate in the main search box using their name or Scottish
Candidate Number.

If candidate is associated to your centre but is expired or retired, click Edit in the Candidate
Details box. From here you can unretire candidate (untick Retired tick box) or amend the expiry
date by selecting the calendar icon or typing a new date. Then press Save Changes. (You may
also need to update their subjects list.)

If there is no record, then they may already be on SOLAR linked to a previous centre. Please use
the SOLAR website helpdesk form to request a candidate transfer.
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Candidate review
Please note a Candidate Review can be scheduled for both Flash and HTML assessments however
the Surpass Viewer is required to open and view Candidate’s script. Guidance on downloading the
Surpass Viewer can be found on our website. (Please check the Chatbot on the website Homepage if
you have any issues.)
1. If you require to view candidate’s responses and/or work with the candidate for reassessment you would use Candidate review option.
2. Click the Test Administration tab.

3. Now click on Candidate Review.

4. If your centre has not previously scheduled a candidate review, we may need to schedule
your first candidate review. To check this, click the filter icon and use the drop-down arrow
under Centres, if your centre appears on this drop down, select this and move onto step 5. If
your centre does not appear on this drop down, please contact us using the helpdesk form
on the SOLAR website.

5. Click the Schedule Review button.

6. The standard period of selection for tests is 30 days, this can be edited to a previous date
range by changing the start date or end date, but the maximum allowed will always be 30
days.
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7. Select the Subject, the test, and the version of the test that the candidate sat.
8. Once selected, click the arrow button to continue.

9. You will now get the option of selecting all the candidates who sat this test during the period
selected or choosing individual candidate(s) to review.

10. For this example, we have chosen to select the candidates.

38

11. Once finished making your selection click the arrow button.

12. You will now see your security passcode (you may wish to take a note of this although this
can be obtained from the Candidate Review screen once scheduled), an option to schedule
this for multiple dates to access more than once and a tick box option to allow candidates to
see the script(s) with the human marker comments. (This option is NOT available and should
not be selected.)
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13. Once ready you can either click Schedule Review or Schedule Review & Print Keycodes. By
clicking Schedule Review, you will not get the PDF pop up shown in step 14.

14. If you click Schedule Review & Print Keycodes, a new window will open a PDF that you can
save or print.
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15. Once scheduled you will see icons that allow the option to print keycodes, edit scheduled
review(s), view your previous schedules, or delete your scheduled script(s).

16. You can edit the information displayed using the calendar option. The filter option allows
you to filter by Subject or Centre.

17. If you require a quick summary of a candidate script you can use the Additional Candidate
information button.

18. Next, go to the SOLAR website and click on the Candidates tab.
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19. Click Access Candidate Review to enter candidate’s script, you will require the Keycode and
passcode generated. This will remain open for the duration you have scheduled for.
Please note, this will open in the Surpass Viewer, guidance on downloading the Surpass
Viewer can be found on our website.
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Create a user (HTML)
1. Click the Setup tab.

2. Now click on Users.

3. Click Create User button.

4. Select Centre User type, please do not select either of the other two options available as this
can cause future issues. We now only have one User type and all users will have access to all
of the centres subjects. This means that every user has the same permissions and can make
a request for new subjects for their centre. (You cannot edit to specific subjects.)

5. Click continue.
6. Input required data for Users – First name, Surname, User Name and Email address. You
must use the format initial+surname+last 4 digits of centre number to create the username.
Do not use other options as this can cause future issues.
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7. Click continue.
8. Click Manage Centres.

9. Your centre should be the only option to select by default. (Select the centre)
10. Click the arrow button pointing right to move centre into Selected Centres table.
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11. Click confirm.
12. All the boxes shown here should be selected.
To do this tick Setup, both Setup and SOLAR Centre Setup will be selected and then tick Test
Administration, both Test Administration and SOLAR Centre Administrator will be selected. Tick
the top Assignable box for both Set Up and Test Administration and the box underneath is
selected.

13. Click create User

14. User is now created and they will receive an email with a link to create their password. They
should check their spam folder, ensure to access this within 3 hours and review guidance on
HTML and Flash access.
15. You will receive a message to ask if you want to create another user with the same
permissions. This allows multiple users to be set up a one time. You are still required to
enter name, username and email address. These must be done following the previous
guidance.
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Using your Keycode to access a test (HTML)
1. Open the SOLAR homepage. (Please use the Chrome browser or the Safari browser.)
2. On the right-hand side of the homepage, click the Enter Keycode button.

3. This will open a separate tab on your browser where you can enter your Keycode, provided
by your centre.

4. Now press the OK button.
5. Select confirm if the details match the test required and the candidate taking the test.

46

6. On the next screen candidate should tick box to confirm they accept terms and conditions of
the SQA test and then press Continue.

7. The test will now begin.
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Using your keycode with an invigilated test (HTML)
If a test is set to Invigilation the centre is required to release this once the candidate enters their
Keycode.
1. Open the SOLAR homepage. (Please use the Chrome browser or the Safari browser).
2. On the right-hand side of the homepage, click the Enter Keycode button.

3. This will open a separate tab on your browser where you can enter your Keycode, provided
by your centre.

4. Now press the Ok button.
5. Select confirm if the details match the test required and the candidate taking the test.
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6. On the next screen candidate should tick box to confirm they accept terms and conditions of
the SQA test and then press Continue.

7. A screen will then pop up stating that the test is locked by the invigilator.

8. Once your Teacher or Tutor has released the test you will be able to continue. This may take
up to 1-2 minutes depending on the internet connection speed. It does not affect the timing
of your test.
9. The test will now begin.
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