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Introduction

This guide provides information for staff who are involved in the preparation, supervision,
assessment and internal quality assurance of the Essential Digital Skills qualifications
(EDSQ) at entry level 3 and level 1. It will provide you with instructions for how to use
Surpass using the ‘Invigilate’, ‘Mark’ and ‘Moderate’ screens.

For more detailed user guides on how to use the other sections of the platform, or more
detail around the supervision, please visit our online assessment web page on QualHub
for the full user guides.

To access Surpass, copy the direct link to Surpass into your browser
https://ncfe.surpass.com.

The home screen will be presented when you log into Surpass.

Surpass@  Home Test Administration

Have you tried the trsining courses on the Surpass Learning Portal? Click here ta find out more.

Welcome to Su rpass! ‘ The market leading solution for creating and delivering summative onscreen assessments.

Deliver Test Q 'deas Portal ?=— Learning Portal €Y Knowledge Base

Click on the ‘Test Administration’ section at the top of the screen to see a list of your
learners who:

e are ready to sit the assessment (listed in the invigilate screen)

¢ have completed the assessment and are ready for marking (listed in the mark screen)

¢ have had their assessment marked and are ready for IQA (listed in the moderate
screen)

Centre roles Permissions — screens you will have permission to use

Designated person | Invigilate, Mark, Moderate and Re-Mark
(admin user)

Assessor Invigilate and Mark

IQA Moderate and Re-Mark
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https://ncfe.surpass.com/

Access the invigilation pack (supervise)

The ‘Invigilation’ screen is used to view the status of the learner’s assessment and locate
the unique keycode for a learner to sit their essential digital skills qualification
assessment. The status of a learner’s assessment is indicated by one of the icons below:

@  The assessment is ready to be taken

+  The assessment has been taken and is ready to be marked

@ The assessment is currently in progress

89 The user has disconnected from their assessment
You can see the keycode on the screen below and the designated person at the centre
can print off an invigilation pack by ticking the rows with the relevant learners and

choosing ‘Print Invigilation Pack’ from the bottom right of the screen. The keycodes
should be provided to the supervisor in advance of the assessment taking place.

) state PIN Test Name Subject Keycode  Centre Name Duration  Start Date End Date Start Time End Time Candidate

a a a a a a a a a
EL3 EDSQa

|| DXBARNY4 | NCFE Test Centre 60 07/0472021 19/06/2021 00:00:00 23:69.00 SALLY BUGS03

EL3EDSQa I | VFRNNCY4 | NCFE Te 60 07i0472021 23.50.00 SALLY BUGS08

KHTDaD KPDMTFY4
Q3BBESLY4

KHTDGD | L1 MYLLNLY4

ELIEDSQa

i | 9QCFMMY4 | NCFE Test Centrs 07/0472021 191062021 00:00:00 23:60:00

RMVD._ | EDSQ 23 Feb HNMTNYY4  NCFE Tes

&0 070472021 19/05/2021 00:00.00 235900
I | BTTAMLY4 60 07042021 191052021 00:00:00 23:59.00

TRKGLG | EL3EDSQ

AR TR T SR SRR SR YN W W ¥

I HIXTW3YA 05032021 161042021 00:00:00 23:59:00

< 1 > Salectad: 0 of 10

You can then select the information you want to include in the invigilation pack. The
packs will be available to download after you have clicked ‘Finish’.

Print Invigilation Pack x

Select information to include in the invigilation
pack:

Attendance Register
Invigilation Report
Keycode Slips

® one keycode per page

O Multiple keycodes per page
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Applying reasonable adjustments

To increase the duration of an assessment in the case of a reasonable adjustment, you
will need to go to the ‘Invigilate’ screen and select the assessment that needs to be
adjusted by ticking the box in the first column. Select ‘Modify Duration’ and enter the test
duration required in minutes (within a 20% threshold). Choose a reason for the additional
time on the dropdown and click ‘OK’.

Any amendments to the timings of an assessment must be recorded on form VOQI/IA.
These will be checked during AMR visits.

Marking an EDSQ assessment (assessment)

When a learner has completed their assessment, it will appear in the ‘Mark’ screen to
mark the assessment. To open the assessment, highlight the requested learner and select
‘Mark Script’ at the bottom of the screen. If you have any difficulty viewing the
assessment, please check the toggle at the top right of the screen which allows you to
switch between the standard (HTML) and legacy (Flash) versions of this screen. The
standard (HTML) is preferred. Both versions display the same data.

SUrpass®  soms Tmks FemAsthorng Ted Crestion  Test Admisisiration Eeporting  Sefup

.......... T o ot e @ e b b o Comteriama Y% ComtevCmte  Last b 0 Mww T8 Compleind Y0 ManMm ik Gaemd % atieg P Rsbed b Ovesl Markar © s @

2 o ) )

For each question, enter your mark into the box and then add any comments if required
by selecting ‘Marker Comments’ at the bottom of the screen and then click ‘Assign Mark’.
To navigate between questions, either use the left and right arrows at the bottom left of
the screen or select the relevant question number.

Please note that marks are automatically assigned to multiple choice questions, so you
will not be able to change these.
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file:///C:/Users/mandyr/Downloads/Form-VQ_IA%20(1).pdf

Surpassf8  Home TestAdministration  Setuj

»

Test: £L3 £05Qa > Test Form: 1 Progress:100%  Mark: n I o
L What colouris g =
T )
o [= |
‘ Gi
] B
| | |
Blue
4] (D] [ Nextromark > [ sacker comments [EFROTRAHIIY cocatnte | subimie scrioe |

The comments you enter in the text box will only be viewable by the internal quality
assurer (IQA) from the ‘Moderate’ screen and your allocated external quality assurer
(EQA). Learners will not be able to see these comments. Feedback to the learner should
be provided by the assessor after marking and IQA is complete, using your internal
assessment feedback form. NCFE templates for assessor feedback are available on our
website in the course file documents.

Questions that have not been marked have an asterisk next to the question number so
ensure you have assigned a mark to all questions. Once all questions have been
assigned a mark, and your assessment is complete, the ‘Submit Script’ button will turn
blue.

Click on the ‘Submit Script’ button and you will be prompted to make sure that you have
assigned all the required marks. You will not be able to change your marks after
submitting the script. Click ‘Submit Script’ to confirm the assessment is complete. The
assessment will no longer appear in the ‘Mark’ screen and will now be viewable in the
‘Moderate’ screen.

Allocating marks from an observation

A learner may gain marks from observations noted by the supervisor during the
assessment, even if they have not uploaded work. Supervisors must complete the
observation checklist and send it on to the assessor following the completion of the
assessment.

If a learner is to have marks awarded for observations when their work has not been

uploaded, the assessor must upload the observation record using the upload additional
files feature within the mark screen in Surpass.

File Upload - Additional Files

This will allow the assessor to assign the required marks to the question even if work has
not been uploaded.

The assessor will only have the option to upload additional files on file attach questions
where marks are available for observation.
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https://www.qualhub.co.uk/delivery-and-learner-support/learning-technologies-and-resources/course-file-documents/

Marking an assessment after an IQA review (re-mark)

The assessment will only return to the mark screen if the IQA has flagged any questions
for review. In this situation, you should get feedback from your IQA about your
assessment and review the assessment in line with the feedback provided.

When a question is flagged for remark from the IQA, the assessment goes back into the
mark screen and will show with an asterisk. The IQA can leave a comment in the marker
comments from moderate screen which will the show back to the assessor in the marking
history.

In the ‘Mark’ screen, filter for the test name and the form reference (topic name). The
search functions will appear when you click the grey arrow on the left of the screen.

The assessor can then change the mark and then resubmit script by clicking on ‘Mark
Script’ which goes back into moderation screen for the IQA to recheck.

Subject TestName T TestFor.. T CentreM.. CentreR...  LastName FirstName  Complet... Max Mar... Mark Aw... Percent Marking...  AutoVoi... Override ...  Marker Moder...

Level1Esse..  Level 1EDSQ  L1SAM NCFE TestCe... 003092 Bewick Adam 204201 50 0 0% Motstared 21043022

T
T

v i v v v|v| v v v

loderator

@

Version 1.7 June /2024 Visit ncfe.org.uk Call 0191 239 8000



Moderating an EDSQ assessment (internal quality assurance)

The ‘Moderate’ screen is used by the IQA to quality assure the assessment decisions and
marks applied by the assessor. As an IQA for your centre, you will be able to see all online
subjects, so it is important to filter for the subject and test form reference (topic) you need to
review.

To review the learner assessment and associated marks allocated by the assessor,
highlight the required learner and select ‘View Responses’ at the bottom of the screen.
This will bring up the assessment. To see the comments left by the assessor, you need to
check the marking history. This is on the right-hand side under where marks are
assigned. This will show marks assigned and any comments. To see the full comment,
just hover over the comment.

Please note that in order to see all learners in this moderate screen, you may need to un-
filter the ‘completed’ column.

BOCEPEREE

When completing your IQA process, you need to ensure assessor marks are in line with
the marking scheme and qualification specification. You can move through each question
by using the arrows or by selection the numbers on the left-hand side.

If you have identified that assessor marks are not accurate in line with the mark scheme,

select the question that requires attention, select ‘Flag for Review’ and enter notes
relating to the assessment decision.

When you have completed the IQA review, select ‘Return Script to Mark’.

You will need to send your IQA feedback to the assessor using your IQA feedback
form. NCFE templates for IQA feedback are available on our website in the course
file documents —internal quality assurance documentation.

When all questions have been reviewed and you are happy with the marks awarded by
the assessor, you should close the test form by clicking the cross next to ‘Assign Mark’.

Mark: ] @
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Release results EQA

From the ‘Moderate’ screen, select the learner or learners that you want to confirm as
complete and ready for results to be released. Select the row for your learner and hold
down the shift key to select multiple learners.

[V T ——| [y oo

Click the ‘Release’ button at the bottom of the screen and you will be prompted to confirm
if you wish to proceed. Please note that you will need to click ‘release’ for all learners
(pass and fail) regardless of whether they have been selected for IQA sampling or not.

Results should be released to the EQA as soon as IQA is complete; these should
not be held until your EQA review.

Moderater Waming | = |
!
You are about to release the selected test[s)
Onoe done, the selected test]s) will move from the Moderation screen and cannot be brought back without intervention from the System support
staff.
Are you sure you want to proceed?
n

Please ensure that you read this declaration before releasing the results as they will no
longer be available in the moderate screen. To confirm, select ‘Yes’ and the learners will
be released to NCFE for certification.

o if you have DCS for the qualification, results will be issued within 24 hours

o if you do not have DCS, then the assessments will need to be sampled by your EQA
before results are released — at this point, you should ensure you have contacted your
EQA and have a planned review booked in

o following a successful EQA review, results will be banked, and certificates issued

Please note: while assessment papers are embargoed, the result (pass/fail) which
is displayed in the moderate screen is not the final result. Results should not be
shared with your learners until our awarding process is complete and results are
issued in line with EQA reviews. Learners should not be booked for a re-sit until
results are released. This includes any ‘“fail’ result.
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Marking an EDSQ assessment after EQA review

Following your EQA review, feedback will be provided by the EQA. If assessment marks are
incorrect and the overall result is impacted, assessments will then be passed back to the
centre within Surpass for remarking.

Assessments will appear in the ‘Remark’ screen which is available to the assessor and the
IQA. You will need to decide whether the assessor or IQA will complete the remark.

Surpass®  Home TestCreation TestAdministration Setup

Lo O

To re-mark the assessment, click on ‘view responses’ to take you to the learner’'s assessment.
Amend the marks based on your EQA feedback then click ‘submit script’.

NB: once the ‘submit script’ has been pressed, this will go directly back to the EQA for
review.

Viewing results

You can view your learner results in the Portal by selecting ‘Results’ from the Portal menu.
Select the product you want to see your results for and enter a batch, product code or learner
name to search.

Please refer to the Portal User Guide for further information.
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