
   

 
 
 
 
 
 

 
 
 
 
 

  

NCFE Online Assessment  

Administration System   

User Manual 
 
 

Issue 4 - Feb 12 

 

Web:   www.ncfe.org.uk 

Email: info@ncfe.org.uk                                                                                                                                                                                                                             

Tel:      0191 239 8000 

 

http://www.ncfe.org.uk/


 
 
 
 
NCFE Online Assessment - Administration System - User Manual                                

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 2 of 50 

 
 
 
Logging in and navigating the system ............................................................................................................................................................. 4 

Logging in ....................................................................................................................................................................................................... 4 
Centre roles .................................................................................................................................................................................................... 6 
Searching ........................................................................................................................................................................................................ 7 

Creating and managing users ........................................................................................................................................................................... 8 
Creating new users ........................................................................................................................................................................................ 8 
Editing users ................................................................................................................................................................................................ 10 
Resetting passwords ................................................................................................................................................................................... 10 

Creating and managing pirate candidateséééééééééééééééééééééééééééééééééééééééééé..11 
Creating pirate candidates .......................................................................................................................................................................... 11 
Editing candidates ....................................................................................................................................................................................... 13 

Creating and managing cohorts ..................................................................................................................................................................... 14 
Creating cohorts .......................................................................................................................................................................................... 14 

Scheduling and managing examséééééééééééééééééééééééééééééééééééééééééééééé.17 
Scheduling exams ........................................................................................................................................................................................ 18 
Editing scheduled examsééééééééééééééééééééééééééééééééééééééééééééééééé26 
Deleting scheduled exams .......................................................................................................................................................................... 27 
Printing invigilator paperwork ..................................................................................................................................................................... 29 

Invigilate screenéééééééééééééééééééééééééééééééééééééééééééééééééééééé.33 
Keycode screen ............................................................................................................................................................................................... 34 
Results.éééééééééééééééééééééééééééééééééééééééééééééééééééééééé    é.35 
Managing your own profile .............................................................................................................................................................................. 43 

Editing your personal details ...................................................................................................................................................................... 43 
Changing your password ............................................................................................................................................................................ 44 

 
 
 
 

 

 

 

 



 
 
 
 
NCFE Online Assessment - Administration System - User Manual                                

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 3 of 50 

 

 
 
 
Advanced Caching Assessmentséééééééééééééééééééééééééééééééééééééééééééééé..45 

Scheduling advance caching assessmentséééééééééééééééééééééééééé...ééééééééééééé.. .45 
Downloading the assessment onto a laptop    ééé..ééé.éééééééééééééééééééééééééééééééé..46 
Uploading the results from a laptopééééééééééééééééééééééééééééééééééé.ééééééééé47 

    Using Advanced caching assessments with USB data keyséééééééééééééééééééééééééééééééé....47 
    Preparing the USB data keyééééééééééééééééééééééééééééééééééééééééééééééé...48 
    Downloading the assessment onto a USB data keyéééééééééééééééééééééééééééééééééééé... 48 
    Uploading the results from a USB stickéééééééééééééééééééééééééééééééééééééééééé. 49 
    Resilience caching assessmentséééééééééééééééééééééééééééééééééééééééééééé.é 50 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
NCFE Online Assessment - Administration System - User Manual                                

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 4 of 50 

 
 
 
 
After you apply for access to the NCFE Online Assessment system weôll contact you and guide you through the process of approval and setup.  
Once this is complete youôll have user names and passwords for up to 2 of your staff and youôll be ready to start using the system to manage 
your candidate assessments. This manual will guide you through the major features and functions of the system. 
 
If youôve any questions or need any support, please contact your Centre Support Assistant on 0191 239 8000. 
 
 
 
 
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. 
               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Follow the link from the NCFE website and youôll 
see this login screen. 
Enter your user name and password and select 
Log In. 

 

Logging in and navigating the system 

 

Logging in 

 

http://www.ncfe.org.uk/
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Youôll then see the Home screen. The options you see on this screen will vary depending on the level of access you have. 
 
 

 
 
Youôll have 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. 
 

This is the Home screen for a 
Centre Admin User. The blue 
menu bar at the top of the 
screen has buttons for each 
screen that you can access. 
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The following table sets out the centre roles and the areas they can access. 
 

Primary Contact / Centre Admin 

 
Technical Contact / Centre IT Admin 

 
Exams Admin 

  

Tutor 

 

Invigilator 

 
Standard User 

 
 
As you can see, only the Centre Admin role has a userôs screen and is able to set up other 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. 

Centre Roles 
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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 filter options depending on the screen youôre searching. 
 
This is the basic search bar youôll see at the top of all screens. 
 
 
 
 
 
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: 
 
 
 
 
 
 
 
 
 
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. 
 
 
 
 

 

 

Searching 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Create User and a form will appear in the middle of the screen. 
 
Any field with a red asterisk is mandatory. 
 
 

 

 

Creating new users 

 

Creating and Managing Users 
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Donôt complete the Online ID box as it auto 
populates. 
 
We recommend that you set the Expiry 
Date for 3 years from the date of creation. 
 
Associated Qualifications will display a list 
of qualifications which youôve approval to 
offer and are available for online 
assessment.  
Tick the box next to any qualification that 
you want the new user to be able to set up 
candidates and assessments for. 
 
Associated Centre Roles lets you set the 
new userôs access. Tick the box next to 
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. 
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Once youôve set up 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; youôll be able to amend any of the information on the screen other than the user name. 
The edit screen will also have a tick box which lets you retire a user whoôs no longer active. 
 
 
 
 
You can reset a userôs password using the third button at the bottom right of the Users screen. Select the user you want to reset the password 
for and select Reset Userôs Password. The user will receive an email with their new password. 

Here you can see the completed form for a 
new Exams Admin user. 
 
Select OK and youôll set the user up and 
send them an email with their username 
and password. 
 
The new user can login straight away and 
start using the system. 

Editing users 

 

Resetting passwords 
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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. 
 
Please note: If youôve already registered your candidates through the Portal please wait until your candidate appears on the online 
assessment system, rather than creating a pirate candidate. If youôve a registered candidate and a pirate candidate this may cause duplicate 
registrations and youôll be charged for 2. 

Creating pirate candidates 

 

Creating and managing pirate candidates 
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When you select OK, the pirate candidate will be created and youôll be able to see them on the Candidates screen. 
They can be entered for assessment straight away.  
 

This shows a pirate candidate ready to be 
created. 
 
You should tick both boxes labelled ñAuto-
generateò but donôt type in the field next to 
them. 
 
Fields with a red asterisk are mandatory. 
 
Associated Qualifications lets you select 
which qualifications the candidate will be 
able to sit assessments for. Please only tick 
one qualification for each record created. 
 
You can grant the candidate 25% extra time 
at this point by ticking the Special 
Requirements box. This will grant the 
candidate 25% extra time on any 
assessment they sit. 
 
If you want to limit the candidate to extra 
time on just a single assessment you can set 
that at a later stage. In these cases leave the 
Special Requirements box empty. 
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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 
at the bottom of the screen. This removes the candidate from NCFE Online Assessment but doesnôt delete them from our database. 
You wonôt be able to edit any other candidate details on this screen. If you want to change a candidateôs name or date of birth, please contact 
your Centre Support Assistant. 
 
 

 
 

The Edit Candidate screen showing the 
Retired tick box in the bottom left. 
 
Most of the fields in this picture are 
ñgreyed outò as they canôt be edited 
except by NCFE staff. 

Editing candidates 

 



 
 
 
 
NCFE Online Assessment - Administration System - User Manual                                

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 14 of 50 

 
 
 
 
 
 
 
 
Cohorts are a feature of the NCFE Online Assessment administration system. They allow you to create groups of candidates in the system so 
that itôs easier to 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. 
 

 

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

Creating cohorts 

 

Creating and managing cohorts 
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Youôll see 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. 
 

 

A form will appear, name your cohort and give it a description then 
select OK. 

The right side of the screen is where you can 
add and remove candidates. 
 
The left list shows candidates available to be 
added. The right list shows candidates added 
to the cohort, the red asterisk means that 
theyôve 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. 
 
Please note that deleting a cohort youôve 
created, doesnôt delete your candidates, 
only the cohort. 
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Once youôve added candidates to your cohort, clicking 
the refresh button at the bottom of the screen will bring 
up a prompt screen asking you to either save your 
added candidates to the cohort or cancel. 
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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 
of ñEditableò means you can 
still amend the details of the 
assessment. ñLockedò means 
the exam has reached its start 
time so canôt now be changed. 
 
Note the key at the bottom of 
screen where it shows a green 
tick and red cross denoting if 
an exam is valid or invalid - 
these will appear next to any 
scheduled exam in the far left 
hand column. 
 
If a red cross appears next to 
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. 

Scheduling and managing exams 
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. 
 
 
 
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. 
 

 

Select your centre. 
 
Select Next. 

To begin scheduling an assessment, select the Create Exam 
button at the bottom of screen. 
 
A ñwizardò will appear which will guide you through the process 

Scheduling exams 
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Select the qualification you want to schedule an 
assessment from the top window. 
 
Once youôve selected the qualification, you can then 
select from the window below whether you want to 
schedule a live exam or a practice exam. 
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Select the date and time you want the 
exam window to be available for.  Please 
note candidates canôt log into 
assessments before the exam window 
opens. 
 
If you tick the ñMultiple day examò box, 
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 you donôt need to tick the 
ñMultiple day examò box. 
 
Select next 
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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 
youôre scheduling an 
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. 
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This system has the 
facility to set a PIN 
against the assessment - 
this is known as setting 
the assessment to be 
invigilated.  However if 
you do this, youôll require 
an Invigilator to enter the 
PIN onto each workstation 
in addition to the 
candidate then entering 
the Key Code password 
theyôll be given. 
 
This facility is not set to 
default so you donôt need 
to use it.  However to use 
this functionality you must 
tick the Schedule for 
invigilate box. 
 
Click next 

Please note the screen shots to the left.  In this section of the Schedule 
Exam wizard, there is always a message present to indicate ñThe 
candidate(s) will only need a key code for this examò.  However if you 
select the Schedule for Invigilate button this changes to ñThe candidate(s) 
will require a key code for this exam, and an Invigilator to unlock it or set a 
PIN.ò 
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Once youôre happy with your assessment, select Finish. 
The assessment will now appear on the Exams Schedules screen. 
 

The final screen lets you review your 
choices. 
 
If thereôs anything you need to change, you 
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. 
 

 
 
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 
youôre able to give using this screen, please 
contact your Centre Support Assistant. 
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Once youôve clicked finish, your exam 
shows in the Exam Schedules screen. 
 
Youôll notice at the top of the screen, 
there is an ñonly show exams created 
by meò option so you donôt have to 
view exams scheduled by other users 
at your centre. 
 
Youôll also notice there is an ñonly 
show invigilated exams buttonò - this 
allows you to only view exams that 
have been set to invigilation if youôve 
selected the ñSchedule for invigilateò 
button when scheduling the exam. 
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At the bottom of the screen, there are 2 radio buttons.  Selecting the 
ñGroup by sessionò button allows you to view assessments by exam 
and the ñshow each candidateò button allows you to view assessment 
by candidate. 

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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A scheduled assessment will have a status of ñeditableò until the start time for the assessment window has been reached. At this point the 
assessment status will change to ñlockedò. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Assessments that are ñlockedò will 
appear on the Invigilation screen, 
whereas if an assessment is ñeditableò, 
it appears in the Exams Schedules 
screen as shown in the screen shot to 
the left.   
 
To edit an assessment when ñeditableò, 
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. 

 

Editing scheduled exams 
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If youôve scheduled 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. 
 
Youôll only be able to delete an exam while itôs in an ñeditableò state before the start of the exam window when the assessment locks. 
 
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 ñDelete examò prompt asking 
ñAre you sure you wish to delete the selected 
scheduled exam(s)ò with yes or no buttons 
 
Be aware if you do delete an exam using this 
method, it deletes the exam for each candidate 
booked onto it. 

Deleting scheduled exams 
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Removing an individual candidate from 
exam: 
 
Select the radio button ñShow each 
candidateò, highlight your candidate and 
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. 
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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. 

Printing invigilator paperwork 

 




































