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If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Logging in and navigating the system

After you apply for access to the NCFE Online Assessments y s t e Wrcontaetdou and guide you through the process of approval and setup.
Once this i sllhaveuse hammesandypasswordsforup t o 2 of vy olibe reasly tastaft usiagitie sygtenutd manage
your candidate assessments. This manual will guide you through the major features and functions of the system.

I f we any guestions or need any support, please contact your Centre Support Assistant on 0191 239 8000.

Logging in

You can access the NCFE Online Assessment administration site through our website www.ncfe.org.uk; your user names and passwords will
have been supplied during the approval process.

Please Log In

Follow the link from the NCFE website and youd |
see this login screen.

h ‘ & Secure ® Enter your user name and password and select

wilhansst Log In.

User Name: |rontest

FREERER

Password:

lLogIn‘
BISurpass’

© BTL Group Ltd, 2001 - 2012, Al Rights Reserved

Server: https://stagingr10.btlsurpass.co.uk/ncfe//secureassess/

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Youodl |l then s ee Thebpdonddousee osthigsereen will vary depending on the level of access you have.

This is the Home screen for a
ﬁ(& SecureAssess” Youare loggedinas: @ rontestt T ESUrpass’ Centre Admin User. The blue

r T Candidme ~ menu bar at the top of the

Exam Schedules nvigliation

Home

screen has buttons for each
screen that you can access.

Welcome

Y o likave 2 users set up by NCFE; a Centre Admin User and a Technical Contact. The Centre Admin User will be in control of all other user
accounts at your centre and can also set up new users with varying access. These are called Centre Roles.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Centre Roles
The following table sets out the centre roles and the areas they can access.
Primary Contact / Centre Admin
D_Er& ‘ SECU[’EASSESS@ You are logged in as: [ﬂ centre-admin m] P""E’f;: Surpass'
W
| Home s | Candidstes | Comoris | Examschedules | invigistion | Keyeodes | Resuis | Wypronie |
Technical Contact / Centre IT Admin
_h__g('& ‘ SECUFEASSESSE Youare logged Inas: | @ centre-lt-admin ] F""‘“':: SUFDESSI

Candidates Exam Schedules Invigilation . My Profile

Exams Admin

9_5(4 | SecureAssess' Youare logged In as: [ﬂ EXAMS-ADMIN ] Foreee ESurpass’
e

Tutor
D_‘.r& | SecureAssessa You are logged in as: [ﬂ tutor- m] Fowerss ESurpass”
e I B T 1.
Invigilator
M('& SecureAssessm Youare logged in as: [ﬂ invigilator- ] P""":; ESUmaSS-
Home Invigllztion
Standard User
g_&r& ‘ SECUFE‘ASSESSE You are logged in as: [ﬂ standard-user m] Fowerss BESurpass”
TR e | wwier | Rowds | Rewe | wyeone |

As you can see, only the Centre Adminroleh as a u s e andis abke toset g ther user accounts. However if your Centre Admin
wishes to amend their account, please contact NCFE and your Centre Support Assistant will be able to help.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Searching

Most of the screens take the form of data tables and there can be quite a lot of information to look through so each screen has a search bar at
the top. All of the search bars work in the same way but will have differences in the filteroption s dependi ng o mesedichingscr een Yyo

Thisisthe basics e ar ¢ h Ibsaerat thyedop &f all screens.

Search ’ Submit ‘ ‘ Show Filters ‘

Type your search criteria into the box on the left and select Submit. You can use the asterisk (*) before or after if you want to enter part of a
name.

The bottom section of the screen will then show the results of your search.

If there are still too many results to look through you can search more precisely using the Show filters button on the right hand side. Selecting
Show filters will enlarge the search bar so it looks like this:

Search LApply FiltersJ [ Reset Filt.rsJ l Close Filt.rsJ

Centre Name Surname Online ID Qualification Retired

A-D | E-H | HL | mP | QT | u-Zz | ANl | M Active
] AOoN =

(=) Contains () Exact match (=) Contains () Exact match (= Contains () Exactmatch [ ] Retired
[] BTL Paper Test
[‘_/] BTL SecureMarker

71 BTl Smoke Test Admin
M Select/Deselect All S50/50

This gives you more options to search on; you can also search for exact or partial matches. The Apply filters button starts the search, the Reset
filters button clears all the fields so you can start a new search and the close filters button takes you back to the original search screen.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Your Centre Admin user will be able to add new users for your centre and select what access they have. This is done through the Users

screen.

g_‘_f (% i SecureAssesso You are logged in as: [Q rontest2 m]

Users

Fowerts ASurpass’

Search Submit | [ ] Show candidates
Active I Forename I Surname l User Name l Centre List I Qualifications l Roles I Expiry Date

p Bob Test bobtest2 College of Ron User is associated with moret... Centre IT Admin 16/02/2022

p John Test Johntest College of Ron User is associated with more t... Tutor,Invigilator 16/02/2022

Page1(1-20f2) v

Edit User | | Reset User's Password

Select Create User and a form will appear in the middle of the screen.

Any field with a red asterisk is mandatory.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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New Centre User

new usero6s access. Tick the
your centre and then click the arrow to

open up a drop down list.

Now tick the box next to the role you want

that user to have.

|:| BTL Paper Test

[] BTL SecureMarker

AD | EH | 1L | mP | oT | uz

[] Select/Deselect all 0450

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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User Details Contact Details
User Name: s | Address Lime 1: 2 | D on 6 t co mp I et e aSht aUtOO
Forename: s | Address Line 2: | | populates_
Middle Name: Town: s
S _| I SN | ]| We recommend that you set the Expiry
. ounty: = @ lect cou A .
! 4 Date for 3 years from the date of creation.
Date of Birth: [ 1 | v] Country: m[ England | v]
[ sanuary B Post Code: | | Associated Qualifications will display a list
(112 B Email: 4 | of qualifications which youbve
offer and are available for online
Online ID: | | Phone: = | assessment
Gender: () Male: () Female: Tick the box next to any qualification that
Expiry Date: |16_.*02_.*2022 |_:é you want the new user to be able to set up
candidates and assessments for.
Associated Qualifications = Associated Centre Roles
[J AoN » [] College of Ron Associated Centre Roles lets you set the

appr
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New Centre User

User Details

User Mame: ITUmlesﬂ

Forename: s

Middle Name: |

Surname: s | Test

Date of Birth 1

¥
—
(

1912

Online ID: |

Associated Qualifications =

Gender: % () Male: () Female:

Expiry Date: 16/02/2022 ==

Address Line 1: %

Iz‘ L2 Functional Skills ICT

[[] L2 Functional Skills Maths

[¥] L2 Functional skills English

[/] Select/Deselect all

Contact Details

Citygate

Address Line 2: | 5t James Boulevard

Town: = | Newcastle

County: s [ Tyne and Wear

Country: ,.[ England

Post Code: | NE1 4JE

Email: = | ronbell@ncfe.org.uk

Phone: 5| 0191 239 8000

Associated Centre Roles

v [+] College of Ron
Tutar

Centre IT Admin
Exams Admin

Invigilator

OO0

Standard Liser

|
|
|
J
)
|
|
|

Editing users

NCré
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Here you can see the completed form for a
new Exams Admin user.

Select OK and youdl |l
send them an email with their username
and password.

The new user can login straight away and
start using the system.

On c e vg setup a user account you can edit it by selecting it from the Users screen and selecting Edit User.
Editing uses a screen similar to the one above; y o lub& able to amend any of the information on the screen other than the user name.
The edit screen will also have a tick box whi ¢ h

Resetting passwords

Youcanr es et

user 6s

| et s

s ro longeractivee. user

whoo

for and select Reset Userd Bassword. The user will receive an email with their new password.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.

Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.

set

t

p as s wo rthk battem righg of thehUserst streéem. 8elebt theé usay you eant to reset the password

he
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Creating and managing pirate candidates
Creating pirate candidates
Mr& ‘ SECUFEASSESSE You are logged in as: [ & rontest2 m] Pm'f,: SurpaSSI
Search | | Submit
Active | Online ID | Forename | Surname | Centre List

b PIRATE1928e2597cb7249b5a005201274ceb2a4 John Scone College of Ron

B PIRATE?76ca2ab6d26424db953505e01f4d cae John Smith College of Ron
Page 1(1-2 of 2) 4 Create Candidate Edit Candidate [ Upload Candidates] [Refresh]

The Candidates screen will show any of your candidates registered against a qualification with an online assessment.
Candidates registered on the NCFE Portal will appear on this screen the next working day and will be available to be entered for assessments.

If you need to enter a candidate faster than that you can enter them as a Pirate candidate using this screen. Select the Create Candidate
button and a form will appear in the middle of the screen.

Pleasenote:If youo6ve al r goardgndidatesghrosgh the Rodal please wait until your candidate appears on the online
assessment system, rather than creatinga pi r at e c a nedairadjistéresl candidhte andapidate candidate this may cause duplicate
registr at illdechargadhfat 2.y o u 6

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Associated Qualifications lets you select
which qualifications the candidate will be
able to sit assessments for. Please only tick
one gualification for each record created.

January ‘ v Post Code

e |
Online ID: 4 |Z| Auto Generate Phone ‘
Gender: »@ Male: O Female: Expiry date: | 16/02/2022 =

Ethnic Origin: [Whitn-British \v] Special Requirements: [

Date of Birth: *[:] Country:

ncfe.org.uk
[ Create Candidate ] This shows a pirate candidate ready to be
created.

Candidate Details Contact Details

Username: s [¥] Auto Generate Address Line 1: ‘ | You shou I\ d tick b 9 t- h boxe S | abel |

Fmename:*’—‘m T ‘ | ?héemn erateo but donot type in the f
Middle Name: Town ‘ | '

Sumame:  Smith County: | Selectcounty B Fields with a red asterisk are mandatory.

[England |v]

You can grant the candidate 25% extra time
at this point by ticking the Special

Associated Qualifications Associated Centres ReqUirementS box. This will grant the
candidate 25% extra time on any
assessment they sit.

[] L1 Adult Numeracy [¥] College of Ron
[¥/] U1 Functional Skills English

] Ut Functional Skills ICT If you want to limit the candidate to extra

AD J EH kL) mp ] oT | uz ap ] en [ 1] we [ o1 | vz LW time on just a single assessment you can set
Coe 0 | | st v that at a later stage. In these cases leave the
Special Requirements box empty.
When you select OK, the piratecandi d at e wi | | b ell be abée #otsee thenaam the Gandiddites screen.

They can be entered for assessment straight away.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Select a candidate from the list on the Candidates screen and select Edit Candidate. This will open the same screen as the create candidate

screen above.

The edit screen lets you add or remove the tick in the Special Requirements box. You can also retire the candidate by ticking the relevant box
from NCFE Online
edit any ot hwanttocchange a chiedidae® dane ar datesf biothy pldade icontacs c r e e n .

at the bottom of thescreen.Thi s removes the candi

You wono6t be able to
your Centre Support Assistant.

dat e

Edit Candidate

Candidate Details

Username: = | AUTO32a21c5529b04b77a539 | Auto Generate

Forename: >§=|John |

Contact Details

Address Line 1

Address Line 2

-
-
|
2 [ Select county

middle Name: | | Town
Surname: s | Scone | Counity:
Date of Birth: = | 1 Country England
January Post Code | |
1912 Email: | |
Online ID g-lPIRATE‘I 928e297cb7249b5a005201274ceb2ad Auto Generate Phone | |
Gender: Male: Female: Expiry date: |16.|"02.|f2022 =t
Ethnic Origin: [ Not Known /[ Not Provided | = ] Special Requirements:  []
Associated Qualifications = Associated Centres =
L1 Adult Literacy College of Ron
L1 Adult Mumeracy
L1 Functional 5kills English
AD | EH ] 1L A-D EH [ 1L ] m-P__ | oT u-Z Al
[»] Select/Deselectall [»] Select/Deselectall 11
Status [ ] Retired

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.

Assessment

The Edit Candidate screen showing the

Retired tick box in the

bottom left.

Most of the fields in this picture are

Agreyed ou
except by NCFE staff.

to as they
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Creating and managing cohorts

Creating cohorts

Cohorts are a feature of the NCFE Online Assessment administration system. They allow you to create groups of candidates in the system so
t h adeasiett@d@manage large numbers of candidates and enter them for assessments together.

Cohorts are very flexible so you can create groups in any way you wish, for example all of your NCFE Level 1 Adult Literacy candidates could
be grouped together or all of your Year 9 candidates.

9_.{-(’4 ‘ SecureAssess” Youare logge
R N BT cohorts ) T Seheauier |

This is the Cohorts screen before any
cohorts have been set up.

College of Ron
(M = Please select or create a cohort to see cohort det

Cohorts you create will appear on the
left.

Candidates at your centre will appear
on the right to be selected and entered
to a cohort.

You can create cohorts within cohorts,
and the same candidate can belong to
a number of cohorts at the same time.

Select Create Cohort to get started.

Creste cohort] (Dutste cohert

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Create Cohort

Cohort: . . . ..
ehert |l A form will appear, name your cohort and give it a description then

Description: select OK.

o | (cma]

Y o liske the new cohort appear on the left hand side of the screen. Click on the new cohort and the right side of the screen will display a list of
candidates at your centre.

nefe | SecureAssess® "5 @Surpass
T e T B T Conorts e L 1
v =3 College of Ron Cohort ,W‘

[ Year 1 test cohort

The right side of the screen is where you can
add and remove candidates.

Description: Year 1 learners ‘

The left list shows candidates available to be

added. The right list shows candidates added

PR — : to the cohort, the red asterisk means that

= [Forename Somame [Forsnome theybébve just been added.

You can select multiple candidates using shift
and control keys.

The arrow buttons in the centre move selected
candidates into or out of the cohort. The
double arrow will move everyone in the list.

Mo candidates removed; 1 candidate in page; 2 candidates added 2 candidates in page P I e a S e n 0 t e t h a t d e I e t i n g a

- created, doesndét del ete your
[create cahort| [ Delete Cohort | [ Refresh | Only the Cohort.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Once youdve adthgarcahatmaickinga t
the refresh button at the bottom of the screen will bring

¥ou have made changes to the cohort up a prompt screen asking you to either save your
added candidates to the cohort or cancel.

“ear 1 test cohort', but have not
applied them.

Would you like to apply the changes?
Click Cancel to abandon your changes.

(save) (Concel]

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Scheduling and managing exams

The Exam Schedules screen allows you to set an exam up and enter candidates as well as setting additional time requirements and printing
paperwork. The screen will guide you through the whole process.

The Exam Schedules screen will show you a list of any assessments you set up with the usual search bar at the top and a number of buttons at
the bottom right.

In the status column, a status

ncke ‘ ® You are logged inas: | @ rontest2 Powered [HSUrpass’ of AEditableo me ¢
nefe | SecureAssess 99 (Loson] W ESUIRASS. | o end the details of the

BTN oo R R UL Ml 2 ssessment . filock

the exam has reached its start

Search | | Submit | [¥] Only show exams created byme [_] Only show invigilated exams ti me S0 bea;lmaﬁgEd I

| Centre | Qualification | Exam | Start Date | End Date | Start Time | End Time | Number of Candidates | Date Created | Created By | Status | Invigilated
«* College of Ron L2 Adult Liter... Level 2 Certifi... 17/02/2012 17/02/202 00:00:00 23:55:00 3 17/02/202 Ron Bell2 Locked No NOte the key at the bOttom Of
, , , screen where it shows a green

" College of Ron L2 Functiona... Functional 5. 17/02/2012 1770242012 08:42:00 23:59:00 2 17/02/2012 Ron Bell2 Editable Mo tICk and red Cross denotmg If

an exam is valid or invalid -
these will appear next to any
‘ scheduled exam in the far left

(s) Group by session () Show each candidate hand column.

Pagel(1-20f2) v | Key: & ValidExam & Invalid Exam Print Invigilation Pa(k] [Craata Exam] [EditExam] [D&Ieta Exam] [Refresh] If a red cross appears next to

4 an exam when it is due to start
it means there is an issue with
the assessment and you will
need to contact your Centre
Support Assistant (CSA)
immediately.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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To begin scheduling an assessment, select the Create Exam
[ Create Exam ] button at the bottom of screen.

A fAwi zar dowhieh willguide gop #raugh the process

Scheduling exams

At each step of the Schedule Exam Wizard you select the option you want and then select Next to move on. You can always select Back to
return to previous steps or Cancel to close the window.

Schedule Exam Wizard

Select your centre.

Select Centre | Select Qualification & Exam | Set Date | Select Candidates | Delivery | Review

Select Centre: Q | | Se|eCt NeXt

College of Ron

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Schedule Exam Wizard

1. Select Qualification:

Select Centre | Select Qualification & Exam | Set Date | Select Candidates | Delivery | Review

A

Functional Skills Level 1
JCTest

L1 Adult Literacy

L1 Adult Numeracy

L1 Functional Skills English

2. Select Exam

|

Functional Skillsin English at Level 1 - Reading
Functional Skills in English at Level 1 -Writing
Practice Functional Skills in English at Level 1 - Reading

Practice Functional Skillsin English at Level 1 - Writing

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Select the qualification you want to schedule an
assessment from the top window.

Once youbve selected the

select from the window below whether you want to
schedule a live exam or a practice exam.

Page 19 of 50
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o
Schedule Exam Wizard

Select Centre | Select Qualification & Exam | Set Date | Select Candidates | Delivery | Review

StartDate: |17/02/2012|(f EndDate: |01/04/2012 |

[¥] Multiple day exam:
Note: The start & end times are times between which the exam can be taken for each day specified above.

This exam is available to be scheduled between 00:00 and 23:59

Start Time: |10 H: 00 |$|
End Time: |13 I%{: |0q |$|

' The Candidate(s) will only require a Keycode for this exam.

(—

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Select the date and time you want the

exam window to be available for. Please
note candidates canot
assessments before the exam window

opens.

Ifyout i ¢ k ulhtei pilMe day
you can set a start and end date. This
lets you make assessments available for

a number of days.

If you only want the exam to be available
for a single day vyo

Mul tiple

Select next

by examo

Page 20 of 50
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[] Year 1 test cohort

Import Unlisted Candidates

Schedule Exam Wizard
Select Centre | Select Qualification & Exam | Set Date | Select Candidates | Delivery | Review
search Online ID | Forename ‘ Surname ‘ Date of Birth | Selected
Ron Bell2 01/0m/1912 |:|
| Submit

PIRATE7 76ca2ab6d26424... | John Smith 01/01/1912 E
Cohort PIRATEAOd7307a119f439... Steve Smith 01/01/1912 E
Bab Test 01/01/1912 |

v ] College of Ron
John Test 01/01/1912 O

Page1(1-50f5) v | Selected 2 candidates.

Select all in page] [ Deselect all in page

! The Candidate(s) will only require a Keycode for this exam.

N

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Select the candidates that
you want to sit the
assessment by ticking the
box next to their name or
use Select all in page button
at the bottom of the screen.

This list will show any
candidate registered at your
centre on the qualification
youdre schedul
assessment for.

You can also select a cohort
from the list on the left and
enter candidates from there.

Select Next.

Please note: Your centre
users will also appear in this
screen - this gives you the
option to book yourself onto
practice assessments.

ng
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schedule Exam Wizard

This system has the
Salect Centre | Select Qualification & Exam | Set Date | Select Candidates |Delivery | Review faCI|Ity tO Set a PIN
against the assessment -
B ves this is known as setting
2 o the assessment to be
invigilated. However if
you do thise youbl |l r
an Invigilator to enter the
PIN onto each workstation
in addition to the
candidate then entering
the Key Code password
t heyol |l be given.

Online
Offline

[] Schedule For Invigilate

This facility is not set to
default so you donbot
L The Candidate(s) will only require a Keycode for this exam. to use |t. However ‘[0 use

this functionality you must
tick the Schedule for
invigilate box.
1 The Candidate(s) will anly require a Keycode for this exam. Click next
Please note the screen shots to the left. In this section of the Schedule
The Candidate(s) will require a Keycode for this exam, Examwi zard, there is always a message present t
.® . andan invigilator to unlock it or seta PIN. candidate(s) will only nee#owavekifegu code f or t hi
select the Schedule for Invigilate button this changestoi The candi date( s)

will require a key code for this exam, and an Invigilator to unlock it or set a
PI N. 0o

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Schedule Exam Wizard
Select Centre | Select Qualification & Exam | Set Date | Select Candidates | Delivery |Review
Exam Mame: Functional Skillsin English at Level 1 - Writing
Qualification Mame: L1 Functional Skills English
Start Date: 17/02/2012
End Date: 01/04/2012
Start Time: 10:00
End Time: 13:00
Will create a single script for each candidate.
Candidates
Online ID Forename Surname Date of Birth Duration
lohn Test 01/01/1912 60
PIRATEOd7307a119f4393a1e0bc43... Steve smith 0/0/1912 60
! The Candidate(s) will only require a Keycode for this exam.
(LA
On c e reghapppwith your assessment, select Finish.

The assessment will now appear on the Exams Schedules screen.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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The final screen lets you review your
choices.

I f therebs anything
can select Back to change it.

You can grant extra time to a candidate for
this assessment only. To do this select the

candidate and click the Edit Duration button.

Candidate Exam Details

Candidate:  John Test
Online ID:

Special Requirements:
Standard Duration: 60 mins
Max Duration: 75 mins

Duration: —_—\ 75 mins

Reason: w:l Extra time only - visual impairment | X J

Edit Candidate Exam Duration X

Adjust the slider to the duration you want,
select a reason from the drop down menu
then select OK.

If you require more time for a candidate than

youdre able to give
contact your Centre Support Assistant.
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\ Onceyouodve cl iyoukexain f
§ rontest2 MI P““'ﬁ: Surpasg shows in the Exam Schedules screen.

Youol | notice at t he

Candidati Keyeod Wy Brofil there is an fonly show exams created
LR s ML | ions o you dondt h.

view exams scheduled by other users

Search ‘ ‘ ubmit | [v] Onlyshow exams created byme. ] Onlyshow invigated exams ShowFilters at your centre.

QE( ¢ ‘ SecureAssessm Youare logged inas:

Youodl |l al so mforlyi ce th

Contre | Qualfication Exam Start Date | End Date StartTin( EndTime | Number| Date Ernat‘ Statu{ Invigilated show invigilatethis exan
allows you to only view exams that

o Collegeof Ron L2 Functional SkillsEnglishi@2)  Functional Skillsin English at Level 2-Writing ~ 17/02/2012 170022012 084200 85900 2 17L. Ron.. Loc.. No have been set to invi

selected the ASchedul

o College ofRon L1 Functional SkilsEnglishie1)  Functional Skillsin Englih at Level 1-Writing —— 17/022012 0042012 1000 130000 2 170 Ron.. Loc.. No button when scheduling the exam.

o College of Ran L2 AdulLiteracy Level 2 Certfcate in Adult Literacy 17002 1702202 000000 35500 3 17 Ren.. Loc.. No

() Groupbysession (7) Show each candidate

page1(1-30f3) v Key: ¢ Validbxam & Invalid Bxam Println\rigilatinnPack] [Crnatnimm] [’u‘inwixnm] Delote Exam | | Refresh

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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At the bottom of the screen, there are 2 radio buttons. Selecting the

AGroup by sessiono
and the Ashow each
by candidate.

E‘.‘.f e \ SecureAssess’
(Fome [~ Usen |~ Gendidates | Gohoris

Exam Schedules

You are logged in as: [ﬂ rontest2 m]
[~ Trvigiation | Keycodes | Reruits | Wy Pronte )

Fower BSurpass’

Search | | Submit | [w] Onlyshow exams created by me [ ] Only show invigilated exams Show Filters
| Centre | Qualification | Exam | Start Date | End Date | Start Ti|r| End Time | Nnmbar| Data| Craat| Statn{ Invigilated
* College of Ron L2 Functional Skills English(62) Functional Skills in English at Level 2 - Writing 17/02/2012 17/02/2012  08:42:00 23:59:00 2 17/.. Ron.. Loc.. No
4 College of Ran L1 Functional Skills English(61) Functional Skillsin English at Level 1 - Writing 17/02/2012 01/04/2012  10:00-... 13:00:00 2 17/.. Ron.. loc.. No
# College of Ron L2 Adult Literacy Level 2 Certificate in Adult Literacy 17/02/2012 17/02/2012  00:00:00 23:59:00 3 17/... |Ron... Loc.. Mo
1 . )
> Group by session (3 Show each candidate
Page 1(1-3 of 3) Key: « WValid Exam 3 Invalid Exam [ Print invigilation Pack | [ create Exam | [ View Exam | | Delete Bxam Refresh

t‘.&(’ € ‘ SecureAssess”
I T T

Search |

Exam Schedules

| Submit | [w] Onlyshow exams created by me [ ] Only show invigilated exams

Foweres ESurpass’
[~igiistion | Reyesds e [y Profie )

Youare logged in as: [ & rontest2 ]

| Centre | Qualification | Exam

A| Candidate | Online | Date of Birtl'| Start Date | End D| Start T{ End'l‘l Dataq Crn| St4 Invigilaty

«* College of Ron L1 Functional Skills ...  Functional Skillsin English at Level 1 - Writing

«# College of Ron L1 Functional Skills ...

Functional Skillsin English at Level 1 - Writing
L

Test, John 01011912 17/02/2012 01/ 100, 135 17/0.. R.. L. Mo

smith, Steve PIRA... |01/01/1912 17/02/2012 |01/.. |[100.. [13:. [17/0.. |R.. |L... No

() Groupbysession () Show each candidate

Page 1(1-7 of 7) v | Key: ¢ ValidExam & Invalid Exam

[ Print Invigilation Pack] [Creata Ex,am] View Exam

Delete Exam Refresh

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.

button all
candi dateo

OWS Yyou
button

An example of the Exam Schedules
screen viewing scheduled
assessments by assessment.

An example of the Exams
Schedules screen viewing
scheduled assessments by
candidate.
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Editing scheduled exams
A scheduled assessment will have a st at us wndowmhasdeen raachec Atthig pointithe t he st ar
assessment statuswi | | change to fAilockedbo
Mr& | SecureAssessB You are logged in as: [ﬂ rontest2 m] Fowerse BSurpass’ Assessment s t hat ar

appear on the Invigilation screen,
[ Wome — | —Users— | Gindidates [ Cohorts | Exam Schedulas [ invigitation 1 Weycodes [ Resuls [ WyProfile | whereas if an assess

Search | | Submit | [v] Onlyshow exams created by me [ ] Only show invigilated exams It appears In the EXamS SCheduleS
screen as shown in the screen shot to
| Cantre | Qualification | Exam | Start Date | End Date | Start Tima| End Time | Nnmb:{ Date Craatl{ Craata+ Status | Invigilated the Ieft
4 College of Ron L1 Functional 5.. Practice Functional Skills in ICT at Level 1 17/02/2012 17/02/212  21:00:00  23:59:00 1 17/02/2012 Ron B... Editable Nao :
[

To edit an assessmen
select your candidate and click the edit
button - this brings up the wizard and

you follow this to make the required
| ————— adjustments to the assessment.

(x) Groupbysession (7) Show each candidate

Page1(1-40f4) v Key: ¢ Validbxam & Invalid Exam [Frintlnvigilatiun Patk] [Craata Exam] [Editimm] [Daleta Exam] [Refresh]

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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{Delethg schedurliegexz’imsi ;

I f we schefluled an exam which is no longer needed you can delete it from this screen. You may find this helpful to keep your records up to
date and accurate.

Y o lidnly be able to delete an exam while it inanfiedi t abl e0 st at e bef or e whemtke asséssmentlockd. t he exam w

There are 2 methods to delete exams, these are to delete the actual exam itself or delete individual candidates from exams.

Deleting individual exams:

Select the radio button Group by session,

highlight your exam and click the Delete Button.
This brings up a fADelete
fi A yoal sure you wish to delete the selected
schedul ed with yes an hcsbuttdns

Be aware if you do delete an exam using this
method, it deletes the exam for each candidate
booked onto it.

Delete Exam

Are you sure you want to delete the
selected scheduled exam(s)?

Yes

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Removing an individual candidate from
exam:

Select the radio buttor
Schedule Exam wizard c andi dighlightyqur caAndidate and
Centre | Qualification & Fxam | Set Date | Select Candidates | Review click the Edit exam button. This brings up
the Schedule Exam wizard, which you follow
through until you come to the list of
candidates scheduled onto the assessment.
At this point you can un-tick the candidate
you wish to remove.

Centre: College of Ron ‘

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.
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Printing invigilator paperwork

To print Invigilation packs, you can either follow the wizard to print packs for a specific selection of candidates or you can actually highlight from
the Exams Schedules screen, specific exam(s) you want invigilation packs for.

Printing Invigilation packs via
wizard:

Click Print Invigilation pack
button in the Exam Schedules
screen and Print Invigilation
Pack prompt pops up.

Select Create invigilation pack
using the wizard.

If you need help with any aspect of the Online Assessment system you can get in touch with your Centre Support Assistant.
Their details can be found on the contact page of the website, or you can contact NCFE on 0191 239 8000.

Page 29 of 50






















































