EXAMS ASSIST USER GUIDE

D LloydGeorge & M Thirkell
V2.0




Exam Assigt User Guide V2.0

Contents
€Ty ui] a0 IR £= T (=T o T PP PPPPRTPP PRI 8
(D= 1e= IS =L [T TR PO TP PPPPP PP 8
DIFFEIENT IMIS ...ttt ekt e ook b et e ek b et e e e b e et e e b b et e e e ab e e e e e nre e e e nnres 8.
Xporter ON DemMaNd (SIMS).......ccocii it e e e e e et e e e aeaaeaaaaaaaeaaeesasaassassaasaaaaasnansnnsenrreresssnnnnneeees 8
Wonde (ISAMS and TeaCher CENIIE EIC.).......coiiiii i e e e e e e e e e e e e e aaeaaeaaaaeeaeeeaaeaseaasaaaaans 9
Y oL PP PSP PRPPPRPPPRPPPRPPT 9
2 0] o [0 o o PP PPPPPPPPPR 9
Understanding the EXams ASSIST TahS.....coiiiiiiiiiiiiicc e e e e e e e e e e e e e aaaaaaaaaaaeeas 10
EXams ASSISt CONFIQUIALION............ooii i e e e et e et e e e e e e e e e e e e aeeesseaassaeaaaaasensenresarenrrneees 11
Y=Y U] a0 ES T 1= o PP PPPPRPPPPPPPPPPN 11
TrAINING TAD. ..ot e e e et e e e e et e e e e e e e e b e e e e e e e e e e nbrnreeeeeeane 12
F ] g o FoT g Lol I o PP P TP PPPP PP 12
RESUILS & EMDBDAIQQ. ... ... e e e e e et et e e e e e eaaaeeeeeeeeesaeesasasssaaa s nsssnsnnnennresressensnns 13
(70T o1 1] o T=T {03V 7= Y= 13
INVIGIIATOIS CRECKIIST. ...t e e e e s e e e e e e s e r e e e e e e e nnnrnees 14
AdMINISTrAtioN IN EXAMS ASSIST........iiiiiiiiii ittt e e e e s e e e e s s s bbb e e e e e e e s anbbereeeeeeaannbnnreeeeeaanns 15
AllOCALING ACCESS 10 STAT......ceii it e e e e e e s et e e e e s s r e e e e e e s nnrnreeeeeaann 15
Setting up TweFactor Authentication for iNCreased SECULILY..........ccccccciiiiiiiiiiiieeer e e e e e 16
WHhIteliStiNG AN [P AGAIESS. .....cco oo e e e e e ettt e e e e e eaaaaaaaaeeeeeeeeeesaasaassassnsnnnsnnennnes 16
Staff setting up théVlulti-Factor AUTNENTICATION. ..........ocuuiiiiiie e 16
Multi-Factor AUtNENTICALION RECOVEIY.......ocoi it e e e e e s e e e e e e e e ennrnnes 16
e\ o 1 F= (o] gl T T o U PP PPPPRRPR 17
SASON SEIINGS .. uuuvtutiiititiiiieee e eer e e et e e ettt eeeeee et eeaeeetsttssaasaaasaa s asaaeteatesaestsasaaeseeeeseeeeeeeeeaeaaaaaaaaaaaaaeesssssnsannanns 17
Managing Exam Entries in Exams Assist (ReVIEW Of ENLHES).........oooi oot 18
Uploading Entries and Access Arrangements (Arbor and BromeCom)............eeeeeeiiiuiirieeeeennniiinieeee s 18
Uploading Entries and Access Arrangements (SIMS)......ooui oot e e 18
TaaToToTaulaTe I = a1 (YA 1 1= TSP 19
T oo Lo e T ST FT o O 19
(O3 (o1 g o Jr= TS T=T Yo o F PO PPR PP 19
(D7) [ 1T I BT T= Lo ] o PRSP PPPPT PP 20
AllOCAtING ENTHES 10 STAM. ..ot e e e e s s e e e e e s s bt rr e e e e e e e aann 20
Adding the teaching group column t0 the ENTIES...........eiiiiiiiiiiiiee e 20
External Candidates (SIMS ONIY) ... . ettt e e e e e et e e e et e e e e e e e e s et e e eeeeeeeeeeeeeas 21
RELAKE CANUIALES. ..ottt e e ettt e e e e e skt e et e e e e s s bbb e et e e e e e e s bt e neeeeeesannbbneeeeeeans 21
Setting the DUE DAteS fOI @ SEASON......ciiiiiiiiiiiiee e ittt e et e e e e s e e e e e e e e e e e e s saabb b e e e e e e e s ansbneeeaeeas 22
How to view an individual Candidate Entries and Timetable in SchoolWorkSpace............ccccvveeiiiiiieeeennnn.. 22



Exam Assigt User Guide V2.0

Managing the JCQ APPICALION. .........uuiiiiiiiiiiee et e e et e e e s s eeseeeeeeteeeaaaaaaaaaaaeeens 23
How to download the Applications from the JCQ PoOrtal............ccooeereee e 23
Allocating Access tilne Applications iN EXAMS ASSISL........uuiiiiiiiiiiiiiieeee e 23
HOW t0 iMPOrt the @PPIICALIONS. ... et e e e e e e e e e e s r e e e e e e e nnnnreeaeean 23
HOW tO VIEW AN APPICALIONS ... uuiiiiiiiiiiiii ettt e e e et e e s e e e s e e e e e e e e eeeeeeaeaaeaaaaaaaanns 23
Managing Access Arrangements in EXAmS ASSIST....u e 24
l RRAY3I | /FTYRARFGS GKFG .R2SAaY.Qi... .NBl.dzZA.NBK....L....W/.v....24 JLI}
Adding a Candidate that has a JCQ APPHCALION............ueiiiiiiii e 25
(=g o] (=T Y o] o] o= 14 (o] 4 FO PR PRRPPP PP 25
HOW tO ATACH DOCUMENTS ...tttk e e e e bt e e s et e e e e s e e e e e bt e e e e nbb e e e e s nne e e s 25
e TV T Ao T S AN = Ta o (=T 4 1= ) =PRI 25
Emailing Access Arrangements t0 Candidate/Parents............couioiiiiiiiieieiiiiiei e 26
Removing Access Arrangements from a Group of Selected Candidates...........ccccvvvvveviiiiiiiiiiiieeiieeceeeeeeeenn 26

Managing Access Arrangements iN EXAMS ASSIST.......uiii i a e e 27
Access Arrangements from EXAMS ASSISL......uuuuuiiiiiiiiiiiiieiier et e e e e e e et a e e s r e e s e raesaraereeeees 27
Importing Access Arrangements (Arbor/Bromcom ONIY).....eeeeeeeeeiiiiiiiiiiee e 27
Importing Access Arrangements (SIMS QNIY).....ooviiiiiiiiiiiee e e e eas 27
ACCESS AITaNGEMENT SEUINMGS ... etteeeeiee ettt e e e e s e e e e e s e e e e e e e e e sb b e e e e e e e s s nbbbe e e e e e e s annbrereeeeas 27

How to allow selecting a Colour for Access Arrangement TYPE.......cccuuurrrriiuiriiirirrrierrrrrrrereereeeereaaaaaaaaaaens 28
HOW tO ChaNQE the SOM OFURL........uuiuiiiiiiiiiiiee et e et e et s e e e e e e e bbbt b b e e b eereeseeeeeeeeeeeeees 28
How to change the Access ArrangemeENt ICOMNS........ovviiiiiiiiii i 28
HOW 10 PEINT TN LISL....ceieiiieieieiee ettt e e e et ee e e e sttt e e e e e e bbb e e e e e e e e e nnnrnees 28
Candidates that require Modified Paper, Laptop or Computer REadEer............ccooiiiiiiiieiieeiiiiiiieeee e 28
= T T LIRS T = 1] o LU 30
Access Arrangements lcon Key (Default AlloCation).............ooooo i e e e e e e 31

Managing the INVIGIATOLS. ..........ooi i e e e e e e e et e e eeeeeaeeeeeeeseeeesssassaaa s s anssnsesssesrseassernssansenes 32
Allocating Staff/INvigilators t0 the SCREAUIET............c.ueiiii e 32
10V Lo 11 F= Uo ] g Y o[ PP PP O PP PPPPP PP 33
AV To L= 0T ST =3 L] o S PTRPPP 33
Copying Invigilators from a different SEASOM.......cooi i e e e aeaeas 35
Sending MesSSages 10 INVIGIATALS . .......oiiiiiiiiiiie et e e e e s b e e e e e s e bt ee e e e e e e anees 35
Recording INVIgIlator TraINING. .........eeeieeie ittt e e e e e e s s bbb e e e e e e s s anbb b e e e e e e e annnnbnereaeeas 36
F e (o 10 o I I =Vl a1 g o T I =P EP PRSPPI 37
Identifying Lapsed Training RECOIS. ... ...t e e e e e e e e e e e e e e e e e e e e e e e e e e s e s e e e eneeeeeeeeeees 37
Removing Selected INVIGIALAL. ..ot e et e et e e e et e e e e e e e e e e e aaaaeaaeaaeaaaaaaaaaaaaannnnnnnnnes 38
RESEttiNG GlODAl SEIINGS.....ceii i e e e e s e e e e e e st r e e e e e s s anbrnneeeeeeaann 38



Exam Assigt User Guide V2.0

F o 1T 10y Y] - PP EESEPRPPRRR 38
Invigilators Availability Tah..........ooiiiiii e e e e e e e e e e e e e e e s e e s s s e s s e e e e —a—r b aarnraaaaes 38
(€1 o] oL UM 01V o1 F= 1 (o] (T O 0 LS £ PP PP PP PP PPPPPPRRP 38
INAIVIAUAL INVIGIALOIS COST......ceiiieiiieeii et e et e e e e e e e e e e e et n e e e e e e e s nnnnneeeaeeas 39
Managing the Timetable / SEALING........ccocci i e e e e e e e e e e e e e e e e e e e e s e e s e e a e e ar e b b ereraeseeseeeeeees 40
How to switch to creating Seating in EXams ASSISL.........iiiiiiiiiiieiiieiiiriieeiieeeeeeeeeeeeeeeee e 40
Setting the SESSION STAIM TIMIES. .. uuuuiiiiiiiiiiiiee et e e bbb et e e eesaeeeeereeeeeeeaaaaeaaaaaaeeesd 40
Managing the Extra Time CanUIOALES. .........cuuii ittt e e e e e s r e e e e e s annnrrrreeeeeeans 40
Populating the Timetable Tab............ooiii e ee e e snnnnneeee e AL
RESOIVING ClASNES......uuiiiiiiieeeeeeee e et e e e e e e e e e e e e e e e e e e aaaaaaaaeaad 42
Setting up the Rooms to use when Timetabling/Seating............ci e 45
PaYo o1 g e T4 =To 11T aTo I T {0 Te] o s NN PP PP PEP PP PPPPPPP 45
EXAM ROOM DISPIAY.....ceiiieiiiiiiiiiiie ettt e e e s e e e e s s s snnnnneeeesssnnnnnnnneeeesnnnen s BT
Allocating Candidates t0 ROOMS/SEALS.........uuuiiiiiiiiiiiiiee et e e e e e e s e e e e e s r e e e e e s snnnbrneeeeeeaas 48
Allocating Multiple Examinations to an EXam ROOM...........oiiiiiiiiiiieie e 49
Allocating a Single EXaminations t0 ROOMIS. ........uuuiiiiiiiiiiiiieiieiiieeieeeeeeeeeeee e ses s ssnnennssssssssssssssseeee s 49
=V D= L 1= Lo DO PO P PP PPPPPTPPPPPPR 50
Seating AllOCALION RUIBS ......cooiie e e e e e s s et e e e s s b e e e e e e e e s snnrrreeeeeeend 51
AMENdING SEAtING AlIOCALIONS. .......uuuuiiiiiiiiiiii et e e e e e e e e e e e e e e e e et e et s e s e s s e s ae s aa—aasearrebessressaesenereereeees 51
CoPpYING @ SEALING PlAN......ooiiiiiiiiiee e e e et e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaanas 52
Manually Assigning Candidates t0 @ SEAL...........ccciiiiiiii e e e e e e e e e e e e e e e e e s s e e e s e e e e e e eaaannes 52
AllOCatiNG the LApIOP SEALS.......ceiiieiiiiiiiiit ettt e e et e e e e s e r e e e e e e e s bbb r e e e e e e e anbbnneeeeeeans 53
MUIEI-SEIECHING SEALS. ... . .ueiiiiieei ittt e e e e ettt et e e e s e bbb e e e e e e e e s bbb et e e e e e e as bbb e e e e e e e aannnnreneeeeeas 53
RESEtiNG the SNAKING OFOEE. .. ..uuuiiiiieiiiiiiee ettt e et r b e e s e e s s e e e e e e eeeeeeeaeaaaaaaanaaaeas 54
Removing Candidates from a Seating Plan..............ooiii e 54
Resetting TIMetable / SEALING...........coiiiii i e e e e e e e e e e e eeeaaaaaaaaaaeaaaeaaaeaaeaassaasaanaaasnnsnnnnnnes 54
Manually Adding Exams t0 an EXIErnal SEASON.........coiiuiiiiiiieiei et 55
(O0] o) Lo I g T == 11 ¢ IO PP PP PPPPP R PPPPPPPPPR 56
Publishing the Timetable t0 EXIEINAl SILES......ccoi oo e e e e e e s 57
Restoring/Backup of Timetable and Seating............e e i 58
Emailing Exam Reminder Parents / CanQidates...........oocuuuriiiieeeiiiiiiiiee ettt e s 58
Schedule Emails to Parents / CanUIOALES ... ......uuuiiiiiiiiiiii et e e e e e e e e s eeneeees 58
Creating Internal EXaminations iN EXAMS ASSIST.......ciiiiiiiiiiiiiee it r e e e s snnee e 59
Creating @ NEW SEASQIN.......co ittt ee e et e oottt ettt ee et e et eeeeeeeeeeeeaaaaaaaeaaaeeaeaaaaaaaaaaaaaaaaannns 59
Y=o S0 S Y] 1] o USSR URRRRP 59
Creating @ TIMEtabIEa EXAIM...........oiiiiiiiiiiiiiee ettt e e e e et e e e e e e e s s bbb e e e e e e e e snnbbeneeeenenann 60



Exam Assigt User Guide V2.0

Creating @ SINQGIE EXAML........uuuiiiiiiiiiiieiieeeee e e e e e et e e e e ae e e e e e e e et aet e e s s s s s s e s s s e aeaatas e eaarabessaasseeeereeeeeaeaaeaaaaaaeaaaeens 60
Add exams for a group Of SUDJECTIS ... ... e reraee ] 61
Creating @ HEIEO EXAIMIS. .. ..ciiiiiiiiiiieee ettt e e e e s s e e e e e e s e e e e e e e s aanb e e e e e e e e e s snnereeeeeesannrnneeeeesnnnd 62
Creating SCIENCE PraCtiCal EXAINIS. ........iiuiiiiiiie ettt e e e e e e e e e e e e e e e e e s annrneeeeeeeaannns 64
CreatiNg OFal EXAMLS......uuuiuiiiiiiiiieeeeeieeeeeeeeeeeeeetaaeaaaeaaaaaaaatasaatastssaaaaaasassastesteaaeeseessassanssrseretaeeaeaaaaaaeaaaeaeaeeeeeens 66
Y ETat=To T le IRt g Lc I OF=Ta T o F= 1= P 69
' YSYRAY3I GKS / LYy RARLASQA..DAZY.0.S NI 69
L' YSYRAY3I (GKS [ LY RARLOSQA..DEY.Seeeeeeeeeeeee e 69
Adding an EXternal CanOIOALE. ..........cooiiuiiiiieeee it e e e e e e e e e s re e e e s s nnnnrreeeeesnnnnnes) 69
How to turn a Candidate into an External Candidate...............ccoiiiiiiiiiiiiiiiii e 70
Assigning Candidates to @ ROOM @Nd SEAL.............coooiiiiiiiiiic e e e e e e e e e e e e e e e e e e e e e e e s e aasaaaaa 70
CategOry OF RISK. ... it e e e e s er e e e s e s nnnrnneeeesssnnnnnnnneeesssnnnnnnneid O
+ASGAYI /FYRARI G.S.Q&. . ¢ AY.SOLQL.S. . 1.2L3d2L e 71
O9RAGAY3I I Ol yRARF (.5.04...1.00Sa4.  LANNLY.ASY.SY. 0.4 ... 71
Remove Candidate from an EXAm SEASQM...........uiiiiiiiiiiiiiie ettt e e snnee e e 71
OYIATfAYT /I YyRARLASQA . .OELY. .CAXSOLOL.S e, 71
RELAKES TaD. ... ittt e et e e e e e e e e e e e e e e e e e e e e n e e e e e e e e e b rn e e e e e e aane 72
Managing the SCREAUIET............oooi e e s e r e e e s snnnrn e e e e e e s snnnnneeeees e d O
Y= T a1 To I N7 T 11 = LE=TH AN o PRSPPI 74
Excluding Exams on the PUBIIC WERSILE. .........uuuiiiiiiiiiiieeeeeeeeeeee e 74
RESIONNG fromM @ BaCKUD.....cooeiiiiiii e e e e e e e e e e e e e e e e e e e e e e e e e s e e e s eaesaasanaanns 75
Downloading the INVIgilator SCREAUIE...........coo i e 75
Printing the SCREAUIET ... e e e e e e snnrrn e e e e e s s snnnnnees ] D
Viewing Attendance Register/ Seating Plan..............uuueiiiiiiiiiii s eeccrrrrrereeneeeeenn d D
(O F T o I (oo 1 L= TP TSP OP PP PTPPRN 77
L B 711 NV o = 1o T o TOPTOPPPPPPY 4. |
== T 0 T 1= o OO PP PP PP PPPPPTPPPPPRRPPN 79
Started and ADSENCE TaAD........ooi e e e 79
Access Arrangement ReqUIremMENtS Tab.........cooi oot e e et e e e e e e e e e e e e e e e e e e e e e e e e s e e e e aannnnnnes 81
EXam ROOM DELAIIS Tl ...eeiiiiiiiieiiiee ettt e e e s e e e s e e e e e e e e s s nnn e e e e e e ann 81
(N0 (=2 I o PSP P PPPPPOTPPPPRRP 81
LT lo FoT g Lot 1= o R PP PPPPPPPPPPPPP 81
Attendance Write DACK (SIMS ONIY)......uuiiiiiiiiiiiiieee et e e e e e s s r e e e e s st e eeeeeeeanneed 81
(€10] 0L ST =T 1 (o] o F PP PP PRI 83
D F= 11\ N[ 1 o= o To T= 1o B =T oL ¢ SOOI 83
Download EXCel DaIlY PIANMEL...........oeiiiiiiiiiiieie et e e e r e e e e e s s s bbb r e e e e e e aanebberraaeeas 83



Exam Assigt User Guide V2.0

MANAGING RESUILS......uuuiiiiiiiiiiie ettt e e e e e e ettt e e et e e et e s e e e e e e e et e aee e b ee b essseesaeseeeeeeeeeeaaaeaaaaaaaaaaaaaaaaeeaenns 84
L= L I = 0] o= T o o T 84
IMporting RESUIES Vid &N EDI FIE.......coi et e e e s e e e e e e e aanes 84
Importing Component RESUILS File (XML FIl&) ... 85
Adding Manual Results by CandidateS)............ccoeiiieiiiiiiii e e e e e e e e e e e e e e e e e e e e e e e e ea s e s e s sa s e assannnes 85
Adding Manual RESUIS DY GrQUP.........ooiiiiii e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaeaaeaaaaaas 86
Adding ReSUILS Via @ CSV EIB......coc e e e e e e e e e e e e e e e e e e e e e e e e s e s e e s s e s eanaanes 86
EdItiNg EXAM RESULLS........oeiiiiii ittt e e e e e e e e e s e e e e e e e e s as e e e e e e e e aannnnneeeeeeas 86
Viewing abSENt CaNIdATES. .........uuiiiiieii e e e e e e e e s e e e e e e e s s s e e e e e e e e e annrnneeeeeeans 87
Viewing Results in the Staff POMaL. ... 87
Creating & Recording NEA RESUILS.......ccooii it e e e e e e e e e e e e e e e aaaeaaeaaeaaeeaeesssassasannaannns 88
Creating & Recording MOCK RESULLS............ooiiiiiiiiiiiie et e e e r e e e e annnes 89
How to download and upload & SPreadShEEL..........cooiiiiiii e 90
How to Upload a SIMS SOR for MOCKS (SIMS OINLY)......c..iieeiureeeeeeeseseesesesesssesstssesesesnesessenesensessenesd 90

MANAGING EVENLS... ... e e e e e e e et e e aaaeaaeeeeaeeeaeasssasssaa s e aaasaasaaeeabeebesssassessseeeeeeaeeeeaaaaaaaaaaaaaaaans 91
[ [0 1V VA (o 10X (o [T T = N[ ] /= U P PSP URRRRPRUR 91
HOW 10 DEIBTE AN EVEIL ...ttt e e e e et e e e e e b e e e e e e e e e bbb e e et e e e s e nnbreneeaeeeannnnees 91

Configuring the Candidate POFAL............c..uiiiiiie e e e e s s s e e e e e e s nn e e e e e e e s annnes 92
Creating LOGIN COOES. .....ooviiiiiiiiiiee et e e e e e e e et et e e e e e e aaeeaeeeeeeeeseeaessassaassaennsnnsnnnes 92
1Y =] (0] 92
Allowing Candidates and Parents to CONfirm ENLHES...........oooi i e e e e e e e e e e e 92
Adding a message to the portal fOr RESULLS..........c.uiiiiiiie e 93
Candidate allowing Parents t0 VIEW theilr RESULLS..........ooooiiiiiiiie e 93
Emailing RESUILS t0 CaNAIOALES.......oviiiiiiiiiiiiie e e e e e e e e e e e e e e e e eaaaaaaaaaaeens 94
Allowing Mock Results and NEA to display onthe Portal...........c.ccccoo e 94

Creating @ TraiNING SEASQ.........uuuuiiuiiiieeiireeeerrrr e rretttetaaaaaaaaaaaaaaattsaaasaaaaaaaaassstaastrstrrtrrrrssanrrrrrrrrrretrrtereaeaaeeens 96

MANAGING BASEUALA. ......eeeeiiiiitiii e ettt e e sttt e e e e et e e e e e e e s s bt e e e e e e e abbe et e e e e e s annn e e e e e e e e e nnnnrreeeens 97
Viewing/Managing and importing BaS@UALaA. ...........ccouiiiiiiiiiiiieiiiiee e 97

Y =T at=To [T Te T €] = To (=T oo o ) a8
HOW 10 Edit @ Grad@BOOK. ... e e e e e e e e e 98
How to add Exam Codes 10 @ GradebOOK. ........c.coiiiiiiiiiiie e ee e 98
How to view a result for an individual PUDIL..........ouiiiii e 98
HOW t0 edit @ COIUMN NEATING. ... ..uiiiiii ittt e e e e e e e e e e s nnnrrneeeeeeean 98
HOW 10 AEIETE 8 COIUMIL ...t e et e e e e e e e e e e e e e s e e e e e e e e e e e e e e e e nnnnnes 99
How to dOwnIoad @ SEt OF FESUILS..........oeiiiee e e e s 99
(T E= ol aTe €T o To ST =] £ RSO PPP T OTPPPRPN 99



Exam Assigt User Guide V2.0

HOW tO AQD NEW GIaO@SEIS......cciiiiiiiiiiiie ettt ettt et e et e e et e e e e e e e nnnes 100

Y 0] 01T T 1 PSPPSR 102
ACCESS ArrangemENTS ICON KBY .. ..coiiiiiiii i r e et e et e e et e e e e e e e e e e e e eeeasssas s s e s s aann i nnnnnnnnnes 102
Printing Examination Materials (Cards, Seating Plans and REQISIELS).........cooiiiiiiiiieiiiiiiieeee e 103
ROOM QR COOB. . utttiiiiiie ettt ee e et et e e e e et e e e e e bt et s e eeeaeeeeese s s e b b e e seeaeeseseess st abaanasaeeeeseesessrrrns 103
Examination REQISIErS PrINIQUL...........ooiiiiiiiiiie e e e e e e e e e e e e e e e e e e e e e e e e aaaeeas 103
SEALING PIANS PIINTOUL.........uiiiiiiiiiiiiiiiiiie e e e et e e et e e e e a b ae e bt e b easeesseereeeeeeeeaaaaaaaaaaaaeaeens 103
A Guide to Staff 0N USING EXAIMS ASSISL......uuiiiiiiiiiiiiiiiee et e e e e e e e s s e e e e e e e s sn e reaeeassannrnreeeeesaane 105
€Ty ui oo [ oo [ [=To [N o FO PP P PP PRRRPPP T PPPPPPPPPPR 105
Y= 11 (0] 1= o =T = PP EPREPPSRPRRR 105
REVIEWING The ENIIIES. ... . ittt et e et e e e e e e e e e e e e et e e e s s e e e s e e e et aae e e bee b e seaassaeseeeeeeeeeeaaeaaeaaaaaaaanns 105
Viewing the ENriesS DY SUDJECL.........o e 107
VIEWING ACCESS AITANGEIMEILS. ...eeeeiiieitieeeee e e ettt e e e e st e e e e e e e e s e e e e e e e e s s s bb e et e e e e e aaassrae e e e e e e aasbbrneeaeeeaannrrnnes 107
VIBWING RESUIES..... ettt e e e e ettt e e e e e e et et e e e e e e s b e et e e e e e e e anrae e e e e e e e s annnbrneeaeean 108
Viewing Internal/External Exams assigned t0 YOUIr GrOUPS......c.ivviiiiiiieiiee e vee e 109
Additional Functionality for Staff.............oi i e a e ——— 109
HOW t0 aSSign Groups 10 @& HOMEPAGE ......ccceiiiiiiiiiiieeeeiiite et e e st e s s e e e e e e s r e e e e e s e snnbneeeeeeeaans 109
ASSIgNING LEVEIS 10 TEACNING SEIS.....coiiiiiiiiiiiiii ettt e e e e e e e r e e e s e s e e eeee s 109
ACCESSING GradebOOKS.........cco i e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e raaa e aaaa—e 110
EditiNg Grad@BhOOKS..........uuuiiiiiiiiiiiiiieeiee e a e e e e e e e e e e aaaaaaaaaaaaaas 110
Adding Exam Codes to a GradebOokS. ... 111

F N1 To [ (o I 11V [1F= 10 = TP PP TPPTPPPP 112
INVIGIIATOrS FUNCHONGAUILY. .....eeeeiieiiiie ettt e e e e s s e e e e e e s e e e e e e e e s nnnnneeaeeas 113
PN el o T AN g =V [0 T 0 =T o] £ (o] o 1 116

(O =T o N (oo o L= PP PPPPPN 116
AAITIONA] ACTIONS. ...ttt ettt e ekt e e ek bt e e e st et e e e bt et e e aabb e e e e ennne e e e annreeeennnes 117
INVigilators SPEEC (OPLIONGL)........eeiii e e e e e e e e s e e e e e e e snnber e e e e e eanes 117
Starting and ENdinNg the EXAM.........ooo e 117
Ending an individual CaNQIOALe............ooviiiiiiiiieeeee e e e e e e e e e e e e e e e e aaaaeeaaeeas 118
Signing off the Exam R0OOM (OPLIONAL).........oooiiiiiii e e e e e e e e e e e e e e aaeeens 119
Recording Supervised Rest Break (SRB).........couiiiiiiiiieiiiiiiie et e e 119
RECOIrdING TOIEE BrEaKS.....cciiiiiiiiiiiieee et e e e e e e e e e e e e e e e e nnnneeee s 120
Yo (o 1 g o Jr= T 0] 1011 4 1=T 0 | PP TPPP PP 120
EXAM ROOM VIBWEL ...ttt ettt e e e e e et e e e e e e et e e e e e e s e e e e e e e e s annnnreeeeeeane 120

Y To)VA o I W @F= T (o [0 =1 (I (ST 1= | PP 121
Moving @ Candidate (ROOM).........uiiii ittt ee ettt e e e e e e e e e e e bbb e e e e e e s e et b b n e e e e e e e annbnbreeeaeeas 121



Exam Assigt User Guide V2.0

How to Pause an Exam (EMErgenCy SIOM)......uuuuiiiiiiiiiiiiiieeiieeeee e e e e ee s s e eaeseeseeeeees 121

A Guide for the Parental / Candidate OnliNg POKAL............oooiiiiiiiiiiiiie e 123
[ [V (o I oo N o TP PP PRI 123
What can | see as a Parent or Candidale?............ouuiiiiiiiiiiiieeeeiiie e e e er e e e e nnnees 123



Exam Assist User Guide V2.0

Getting Started

Wedbd | i ke to thank you for purchasing the Exams AsS
modules provided by SchoolWorkSpace for school/colleges,t hese i ncludes the Paren
Tracking, Messaging, Room Bookings, Gradebooks, Homework and Seating Plans.

Once you have approved the data share with SchoolWorkSpace (SWS) you will be able to get started.

Visit the following site: schoolworkspace.co.uk

Selecti Login / Register

Login / Register

@) Login With Groupcall IDaas

If you use Groupcall for login

Login with your email address

=+ Register with SchoolWorkSpace # Login to SchoolWorkSpaoce

IT your emaill Is entereda In tne sCnool adtapase

Selecti Register with  SchoolWorkSpace

Enter the email address that is recorded in the MIS, then you will be emailed a 6 -digit code as part of the
verification process. Enter this into the SWS and you will be asked to create and confirm a hew password.

Once logged in, you will have been assigned as an Admin user so that you can manage and add other users
to SWS.

Data Sharing

Different MIS
Depending on your schools MI'S some data/features ma)
yet implemented that feature or it may be that we cz¢

data is https://schoolworkspace.co.uk/help/MIS

Xporter On Demand (SIMS)

Schools/Colleges that use SIMS will use Xporter for sharing data as it includes some Exam data not available

via Wonde. The signup process is quite simple, the information is extracted on your order (following agreement

of the data share) i do some checks and then call the Xporter API to send a data sharing invite to your data
contact. They can then either click on the link in the invite or login to https://xporter.uk and authorise the data
sharing request. Some data items are optional so they can enable them if required. Once authorised Xporter

calls back to SchoolWorkSpace and we start to provision your account with the school data. Once finished we
sendyouanemailt o i nform you itbés all ready and you can | g

To see what data is being shared between the centre and SchoolWorkSpace, selectSchool Settings | Data

| Xporter on Demand Settings. You will be able to view the data items that are being shared, but also
other possible data items that could be shared for other modules available for purchasing from
SchoolWorkSpace.


https://schoolworkspace.co.uk/
https://schoolworkspace.co.uk/help/MIS
https://xporter.uk/
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Items that need to be shared for the purposes of using Exams Assist:

Enable Attendance Read & Write I The ability to write attendance data back into the MIS (write back only
for SIMS currently) for candidates that were present in the exam.

Exam Timetable " To enable you to get the invigilatorsé avi
schedule them to the Exam Room.

Wonde (ISAMS and Teacher Centre etc.)

For Wonde the process is similar to Xporter we check the information on your Order and call the Wonde API
to request access to your school data. Your school Wonde admin will get a notification and once authorised
we get a call back so we can provision your school with data.

For Wonde only core school data is covered, no exam data is included. Please include DOB and UPN in the
data so we can use these data items for matching students to exam entries.

You can check/change the options for data sync by visiting School Settings | Other Settings | Wonde
Settings.

Arbor
For Arbor we have a custom integration with the Arbor graph API. This allows us to fetch the student data and
candidate / exam entries from Arbor.

There is a bit of manual setup required by us to create the data sharing request via Arbor, once done and your
school grants the request we get sent an email, we can then setup your school. Once authorised you data
syncs in about 15 minutes.

You can check/change the options for data sync by visiting School Settings | Other Settings | Arbor
Settings.

Bromcom

For Bromcom we have custom integration with the Bromcom API. Setup is a little different as your Bromcom
admin enables us as a Partner rather than we initiate the request. Instructions on how to do this are
https://schoolworkspace.co.uk/help/Bromcomonce done | et us know (Bromcom
then setup your school account with the Bromcom settings and it provisions in a minute or so (the Bromcom

api is nice and fast)

You can check/change the options for data sync by visiting School Settings | Other Settings | Bromcom
Settings.


https://schoolworkspace.co.uk/help/Bromcom
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Understanding the Exams Assist Tabs
Exams Assist consists of a number of Tabs that sits within a season and has been developed to follow the
process of a season from the Entries to Running the Exam on each day.

Overview 1 This tab will appear when you first log into the module. Once the entry/access arrangements file
and the data has been syncdéd then this tab wiiMallablg i
Season Deadline Dates, Entries and Access Aangements Statistics. If your MIS is SIMS and the season is
seated in SIMS then there is a button to request a refresh of the exam timetable data from SIMS Exams.

Exam Entries 1 This tab will appear when the Statement of Entries  file has been uploaded into Exams
Assist and will show the entries that have been made for candidates within your centre.

Access Arrangements 1 This tab shows the exams for each student with Access Arrangements and allows
switching on/off Laptop, Computer Reader etc. per component.

Results - This tab will appear when the Exams Officer has imported a results file for that season (this tab is
optional, it will not display automatically).

Invigilators T This tab will appear when the Statement of Entries  file has been uploaded into Exams Assist.
This is created as this time as Exams Officer may need to obtain their availability early. It will also appear
when a new season is created such as an Internal Season.

Candidate 71 This tab displays all the candidates that have an exam in that specific season as well as displaying
all the entries that they have.

Timetable/Seating; Rooms; Schedule and Daily Planner T This tab will appear when the EO builds the
timetable from the Overview Tab. Once the timetable has been created the Exam Officers are able to assign
rooms to examinations, once assigned to a room these will be populated in the scheduler ready for scheduling
the invigilators.

Events T This will display any events that occurred during an exam, such as Toilet Breaks, SRB etc.

1C
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Exams Assist Configuration

To configure Exams Assist, navigate to School Settings | Subscriptions | Configure Exams Assist

or

alternatively, Overview Tab | Configure Exams Assist (these are generic settings that applies to all
seasons) . The configuration page is broken down into a variety of tabs i Settings, Training, Attendance,

Results & Embargo, Contingency Days and Invigilators Checklist.

Configure Exams Assist

‘ Settings | Training Attendance Results & Embargo  Contingency Days  Invigiltor Checklist
Centre Mumbei
68221

Alternative Centre Numbers for Exam Boards

Board Centre Number

(@ Show seconds on invigilator clocks

E Allow selecting highlight colours for Access Arrangements

D Allo (SRB) functions for any candidate

D Do not display Access Arrangements on the Student Portal

Settings Tab
Centre Number

Additional Centre Number Tl f the centre is

to record these such as NCFE.

Show seconds on Invigilator Clocks I Check this boxt o
and digital clock on the Exams Viewer Screen.

Allow colours for the Access Arrangements T Select thi

accredi

di spl ay t

I Enter the Centre Number as registered with each Examination Board.

ted with a

he

s option if

the seating plan. Once the electronic register is completed this box (seat) will chang e to the attendance colour

(See

Allow SRB functions for all Candidates

for more details).

available to candidates that have this arrangement in the AA tab. However, check this box if the centre would
like this functionality to be available to all candidates i.e. for Internal/M ock Examinations.

Do not display Access Arrangement on the student portal i Sel

ect this option

for Parents and Candidates to see the Access Arrangements Tab on the portal.

Do not list candidate name if only 1 or 2 in a room

T By default in the schedule tab, if there are one or

two candidates assigned to a room, their names will appear on the schedule. Select this option if you do not

wish for these names to appear.

Show Reg Groups when editing exam seating plan

T Select this option if you require the reg groups to

appear next to the candidates name when creating seating plans, beneficial for mock exams when candidates

are potentially seated by registration groups.

Highlight the first exam in the seating plan if there are multiple

T By default, the first exam on the

seating plans, attendance registers do not have a colour around the set. If you require a colour to appear to

distinguish exams in a room select this option.

11

secondso

youdd
the access arrangements in Exams Assist. These colours will appear on the paper and electronic version of

T Normally the Supervised Rest Breaks (SRB) functionality are only

n

f

L
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Show laptop icon on seating plans if laptop AA (rather than requiring it to be selected in the AA

Tab) T By default, a staff member would need to select if a candidate has requested a laptop for each exam
they are siting. However, if the policy of the centre is that if a candidate is entitled to a laptop then they get
this for every exam, then select this op tion.

Show Year Group on invigilators candidate list i To display the Year Group in the Attendance Register.
Show Reg Group on invigilators candidate list i To display the Reg Group on the Attendance Register.
Show Category of Risk Icon on invigilators candidate list T If candidates need to be identified on

seating plans for behaviour issues then select this option. There are three categories to choose from, High,
Medium and Low. This is an attribute of the student record in SchoolWorkSpace and needs to be entered by
a staff in the Safeguarding role.

Enable retake tracking for entries T This option will allow schools to scan their entries this season and
previous seasons to identify candidates that are resitting any examinations. If a centre charges all candidates
who resist exams then this is a great function to help with this process.

Enable QR Code Scanner 1 By default the QR Code Scanner Tab will not appear on the invigilators portal.
If the scanner is required then select this option.

Publish Exam Timetable visible on public site I This option will enable the public to view any timetabled
exams both internal and external on their school website, using an iframe. Copy and Paste the URL below this
option to the schools website to embed the timetable into the website.

Use Invigilators Forename and Surname T By default invigilators names will be the staff display name
e.g. Mr J Smith. With this option the name will be Forename+Surname e.g. John Smith

Edit invigilator names 1 By default invigilator names will sync with the staff that are imported from the MIS.
With this option selected you can edit the invigila

Training Tab

Additional Invigilator Training Items T To display additional training needs from the ones identified in the
Access Arrangements Settings, these can be added here and then they will appear in the invigilator training
records popup box.

Attendance Tab

PM Attendance Pe
PM Session

[@ Record Exam Attendance by lesson/period.

Attendance Code for Write back T Select the attendance code that would appear against each exam code
within the Actions menu in the Attendance Tab in the Daily Planner.
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Note T Lesson Attendance will automatically be enabled and synced back (SIMS Only), there is no separate
setting to enable this.

Results & Embargo

It is possible for the Candidates (only) to view their results on their portal (Parents are unable to view these
unless the student selects the option to Share Results with Parent ). For these to display then the results
file will need to be imported into Exams Assist.

Configure Exams Assist

Settings Training Attendonce | Results & Embargo | Contingency Days  Invigilator Checklist

Exam Results

D Results Embargo - Only Exams Officers / SMT can see results.
This overides the resu =

1y embargo below.

E,/Stuce"ts can see results in Portal when they login
tequires Result Files to be imported into SchoolWorkSpace.

E,/Stuce"ts can see results from the link in an email

iequires Resuit Files 10 be imported into SChoolWorkspace.

Edit Message For Results
Embargo Until Embargo Staff Until

1200 (© 0g:00  (®

Embargo Message
Results will be available from 12:00 on the 9th of January 2025
To display when Embargo is active

Results Days

09/01/2025

Results Embargo i Only Exams Officer/SMT can see results T When this option is selected, only staff
with Exams Officer Access Rights will be able to view results in Exams Assist (this applies to all seasons).

Students can see results in the portal I Select this option if the candidates should view their results on
their portal, the results will be visible unless any embargo are in place.

Embargo Until/Embargo Staff Until I This is the date that the embargo will be valid too, after this date

the results wild.l be available for the staff and ca
times for each).

Embargo Message 1 Enter the message the candidates should see when the embargo is in place. This
message will be visible in the portal under the Result Tab.

Results Days 1 By entering the results date, the results will not be available for the candidates to view until
the Thursday of that week.

Contingency Days
Enter the dates and a description for the continge
timetable andonthe school 6s published timetable on the websi:t

[EY
(@8]



Exam Assigt User Guide V2.0

Settings Training Attendance Results & Embargo | Contingency Days | Invigiltor Checklist

Contingency Days

06/06/2024 Afternoon
13/06/2024 Afternoon
26/06/2024 Full Day

Invigilators Checklist

Configure the content that needs to be displayed as the checklist on the invigilators portal. It is possible to
copy the JCQ checklist and then amend, great for reducing the amount of paper used per exam room.

End Exam Signature Declaration

| declare that these exams were done in accordance to the JCQ Regulations

)
Wi Copy standard JCQ checklist

(O Include standard "Warning to Candidates has been read out' checkbox

Close

14
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Administration in Exams Assist
Allocating access to staff

Navigate to Schools Settings | Staff Roles

11 Sep 2022 D D D B D

Teaching 1 For staff to be able to login to exams assist and view their entries, access arrangements and
results for candidates, they will need to be assigned to the Teaching security group. For teaching staff to be
able to view candidate information and assign them to a level for the purpose of creating tiered exams they
will need to be in this group.

SMT i Staff assigned to this security group are able to view all entries and the candidates with access
arrangements. They can Authorise or Decline any changes requested by teaching staff. Once the entries have
been authorised by the Head of Department (Faculty), a member of SLT is able to approve these by selecting
SLT Approve.

Exam Officer 1 Staff assigned to this security group are able to manage the settings for this Module, upload
entries, upload access arrangements, allocate and manage invigilators, schedule the invigilators/staff and
manage the printing of candidate cards which will allow the invigilators to mark the registers electronically
using the QR code.

Exam Aid 1 Staff assigned to this security group will be able to view the Daily Planner tab. This tab gives
them the ability to view exam details, missing candidates and complete the AM and PM attendance registers.

SEN Staff assigned to this security group will be able to access and manage the Access Arrangements Module
within EA, they will be able to import the applications from the JCQ Portal.

Note i Staff Emails need to be set in the MIS as Work and in SIMS also marked asPrimary .

IMPORTANT 1 Invigilators do not require to be in a security group. They will be able to access their portal
without a security group.

Log-in Options

There are a number of options available to centres
Navigate to School Settings | Staff Roles | Staff Login Settings and select the most appropriate for your
centre.

\
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Staff Login Settings

D Staff Can Login with any email

‘Work Email (if present) only if not selected

D Staff Logins regure Multi Factor Authentication
Using

g an Authenticator App

D Require staff to login daily
Session Timeout 12 hours

D Require invigilaters to login

nvigilation Magic Links will expire after 12 hours

D Enable MyLogin
Allow Students & Stoff to legin using the MyLogin.com service from Wonde

(W Enable Student Dashboard

Attendance gauge student doshboard visible for Parents, Students and Staff

IP address Whitelist

No Mufti Factor challenge if originating from Whitelisted IP oddress

Password Policy - The password policy has been increased, so staff members will need to use a strong
password (At least 8 characters, one lowercase, one uppercase, one number, and one special char (I*@#$
%~"&+=,."), and not include (<>).

Setting up Two -Factor Authentication for increased security

Navigate to School Settings | Settings | and select Staff Logins require Multi Factor
Authentication
Multi Factor Authentication. This will mean that when a member of staff tries to log into Exams Assist and

following entering their password, they will need to obtain the 6 -digit code from the Authenticator App and
enter it into Exams Assist when prompted.

Whitelisting an IP Address

To enable staff to use Exams Assist in a |ocation t
Address so a member of staff will not need to use multifactor authentication in that location. Navigate to
School Settings |Settings and ask the IT department to enter the IP Address of the safe location.

Staff setting up the Multi - Factor Authentication

Each member of staff that access Exams Assist will be required to setup the Multi-Factor Authentication, this
is a very simple process, follow the steps below:

Step 1 1 Download the Microsoft Authenticator App from the app or google play store.
Step 2 T Log into Exams Assist and Navigate to the main menu and selectSetup Two Factor Authenticator.

Step 3 i Scan the QR Code into the Authenticator App, it will then add your account details into the
authenticator app. Then select add this Two Factor Authentication to my Account. You will then need
to provide the 6 -digit code to link the authenticator with your user, once verified the setup process is complete.

Step 4 T You will be asked to provide a 6-digit code from the Authenticator App to log into Exams Assist.

Multi -Factor Authentication Recovery
I f a member of staff is unable to |l og in as they ar
school admin to email the member a recovery code to get them into Exams Assist. Navigate to School
Settings | Staff Roles and search for the member of staff that
on the QR Icon and select Email Two Factor Reset Code, the recovery code will be emailed to the address
stored in SchoolWorkSpace. The member of staff will need to enter this code into t he Verification dialog box.

1€
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Once the member of staff has gained access to the software, they will be able to set-up the multi-factor
authenticator again later.

Invigilator Log  -in

If this option is selected, then the magic link sent to invigilators to access their portal will expire in 12 hours
and therefore they will require to log into exams assist to view their schedule. Invigilators can set their own
password by selecting Regider with SchoolWorkSpace and then following the prompted instructions. Once
logged in they will remain logged in unless the centre has opted to require staff to log in daily.

IMPORTANT i Invigilators DO NOT need to be allocated to any Security Groups within
SchoolWorkSpace, their magic link will just work.

Season Settings
To manage the settings for a season, navigate to the Overview | Edit Season . These are broken down to
Details , Invigilators and Portal .

Note T These settings are season specific, whereas Configure Exams Assist is applicable across ALL season*s.

Details Tab

Season Start/End Dates i This is the date that the season starts and ends, exams will not be able to be
scheduled if the end date has past.

Date 1 Set the date to ensure that deadlines/key dates are not missed.
Candidate Seating 1 Select this option if seating will be done in EA and not in the Schools MIS System.

Season Type 1 Identify if the season is an Internal or External Season. If internal is selected then clash flags
will not appear in the timetable tab.

Season hasresits 1 This will allow schools to scan the entries to identify candidates that have been previously
entered for an exam.

Note TEnsure that al/l previous yearsbd6 entry files h+1ve

Show Results Tab 1 The ability to turn off the ability to see the results tab, as this will not be applicable to
all seasons.
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Managing Exam Entries in Exams Assist (Review of Entries)
The purpose of this tab is to give staff the ability to view/check and confirm their entries. This has been
created as the review process, entries are initially made in the MIS.

Uploading Entries and Access Arrangements (Arbor and Bromcom)

For these MIS systems SchoolWorkSpace can interface direct with the MIS rather than go via a data aggregator
like Wonde or Xporter. This allows data such as entries and access arrangements made in these MIS can be
directly accessed without requiring a manual export/impo rts like SIMS.

Uploading Entries and Access Arrangements (SIMS)

In SIMS once the entry marksheets are marked as Data Entry is Complete  the amendments can all be
managed in Exams Assist so all changes can be audited in one location. To upload the Entries and Access
Arrangements for a season, navigate to the Exams Assist Module select theExam Entries Tab | Actions |
Upload Statement of Entries or Exam Entries Tab | Actions | Upload Candidate Special
Arrangements.

@ Upload Statement of Entries
@ Upload Candidate Special Arrangements

@® Download Excel Exam Entry Student Status

Locate the TSV file that you have previously exported from SIMS Exams, select the file and then submit.

IMPORTANT Note 1 Ensure that when you create the entries file that you select Fee Information 1 All
and Include Component Information as this is required for the Access Arrangement Tab.

Fee Infarmation " Private Fees  (+ All " Mone

Save as Default [~

Feport Footer

Include Companent [~ Print on Headed Stationeny
Infarmation

Detailed instructions can be found: https://schoolworkspace.co.uk/Help/ExamEntries

Once the file is uploaded and Component information is contained, the build timetable popup box will appear.
By rebuilding the timetable any amendments made in the file will be reflected in the attendance
registers/seating plans etc.

Build Exam Timetable from Entries

1€
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Importing Entry Files

Electronic entry/amendment files (EDI) that are sent to the exam boards (from any MIS exams module) can
also be directly imported into Exams Assist instead of importing the SIMS Statement of Entry TSV file or direct
import from Arbor or Bromcom. You can im port the initial entry file and then subsequent amendment file for
any examination board.

Firstly, create an exam season in Exams Assist and add the candidates that are contained within the entry file.
Navigate to the Overview Tab | Create New Season , then the Candidate Tab | Actions | Add a Group

of Candidates . Once the season has been created and the candidates added, navigate to the Overview
Tab | Actions | Upload and select EDI Registration, Entries, Amendment files (E*.X*, A*.X*) from
the file type dropdown and browse for your entry/amendment files.

Note i Itis possible to select a number of entry/amendment files, Exams Assist will import these in the correct
order.

REMINDER 1 As schools usually create an entry file for the exam boards once all checks have been carried
out i.e. departmental check and parental checks, this method of importing the entries is not suitable if you
want to use Exams Assist for the entry checking process.

File upload

Upload a file - select the file type to upload

File type:

SIMS Statement Of Entries (Tab Separated *.tsv) hd

SIMS Statement Of Entries (Tab Separated *.tsv)

SIMS Candidate Special Arrangements (Tab Separated *tsv)

SIMS Candidate Timetable Report (Tab Separated *.tsv)

Exam Timetable Csv (Comma Separated *.csv)

Exams Basedata (Zip file Z*.zip)

Exam Results file (R*.X*)
EDI Registration,Entries, Ammendment files (E*.X* A*X*)

not be withdrawn

Change the file type to EDI Registration, Entries, and Amendment Files and select Submit . The files
will be imported into Exams Assist and an import log popup box will be displayed.

Multiple Exam Seasons

If you wish to import entries for multiple seasons i.e., September Entries, November Resits, January Entries,
Internal Exams and June Entries, this is possible, just import each file and they will appear as different option
in the seasons drop down menu. To set which season is to be viewed as the default, navigate to Actions |
Set as Default Exam Season.

‘ January Exams 2025 - ‘ [ ]

‘ Science GCSE Practical Exams
Mational Testing F
Year 12 & 13 Internal Exams
January Exams 2025 I
June Exams 2025
Movember Exams 2024

September Entries 2024

Closing a Season
Once a season has come to an end and you no longer wish to make any further amendments you are able to
close the season. By closing the season, you will be taking a Snapshot of the current season, and it will be

1€
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flattened so data is visible but no longer editable. To close a season, navigate to Overview | Edit Season
| Close Season.

Note T A Season can only be closed when the season date has come to an end. It is not possible to close a
season in the future.

Deleting a Season

If a season has been created by mistake or you no longer need to keep the data held within that season, it is
possible to delete this. This option is non-reversible so care should be taken when selecting this option. To
delete a season, navigate to Overview | Edit Season | Delete Season

Allocating Entries to Staff

To allocate the entries to the teaching staff for authorisation navigate to the Entries tab and select the elements
that needs to be checked by the teacher. Once selected, select Actions | Assign Staff to Selected. Search
for member(s) of staff in the system and allocate them to these entries. Staff will now be able to view both
entries and access arrangements in their account.

The entries tab is split into five sub tabs T Exam List, Queries, Incorrect, Withdrawn and Additional.

Exams List T This displays all the entry elements that need to be checked by the members of staff. If the
Exam Officer selects an element, they are able to view the candidates entered for that specific element.

Queries T This tab will filter out all the candidates that have been identified by the classroom teachers as a
Query. When a teacher selects this option, they are prompted to provide a reason for this selection. This tab
is able to be reviewed by the SLT so they can approve or decline this request.

Incorrect T This tab will filter out all the candidates that have been identified by the classroom teachers as
Incorrect. Again, when this is option is selected, the teacher is prompted to provide a reason for this. Again,
SLT will be able to approve or decline this request.

Withdrawn i This tab will display all candidates that have been withdrawn from any entries. When a member
of the SLT approves an incorrect entry and this is removed in the MIS, when imported into Exams Assist (For
SIMS when a new entry file is imported; For Bromcom/Arbor when data is synced), and this entry will move
from the incorrect tab to the withdrawn tab. This is a great tool for auditing withdrawn candidates as all
messages written by the teaching staff and SLT will remain against the removal.

Additional 1 This tab will display all the candidates that have been added by classroom teachers. The Exams
Officer will be able to view all these additional candidates. Once approved by the SLT, and a new file is
imported, the candidates name will be removed from the Additional tab and will appear as a normal entry in

the Entries tab for the classroom teacher to mark as correct.

Adding the teaching group column to the Entries

To assist departments with the checking of their entries it is possible to map the entries to a subject in the
MIS so that the Class Identified is displayed in the table. To map these, navigate to the Link this Exam to a
Teaching Subject box and select the subject you'd like the Class Identifier to display within the entries.

Note T Once the group column is populated this is not automatically refreshed each time the member of
staff opens the entries. To refresh this data the member of staff will need to select the Refresh button
within that box.

2C
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External Candidates (SIMS Only)

ltds possible to import the entries for the externa
the internal candidates. When exporting the entries from SIMS, just remember to export all instead of Int .

On import they will appear in the entries with all the internal candidates and will be identified as External .

Note i The External Candidate MUST HAVE a UCI number in SIMS Exams, or the candidate will not be
imported into Exams Assist.

Retake Candidates

To assist schools with managing the resit candidates, Exams Assist can scan previous exam seasons and
identify any entries that are retakes. Navigate to the Entries Tab | Actions | Scan for Retakes , once
selected all previous seasons will be scanned to see if any elements in the scanning season have been entered
previously in a different season.

Note i Make sure that you have enabled this functionality in the Exams Assist Configuration  page.

@ Upload SIMS Statement of Entries

® Upload SIMS Candidate Special Arrangements
@ Download Excel Exam Entry Student Status
Q, Scan for Retakes

Once the scan has been completed any subjects that have a resit will appear with the number of resits and
the total cost (this cost comes from the entry fee from the statement of entries).

B | Board Level Code Name Subject Status Assigned To Correct Incorrect Query Blank Retakes Total Fees
O DOM GCSE/9FC  CC Adison Allen For Review 0 0 0 1 1@£17.23 1 £12.23
=£17.23
O DOM GCSE/9FF  FF Sabrina Anderson For Review 1 0 0 0 1@£2845 1 £23.45
£28.45

On selecting the subject, you will be able to view the candidates that have been identified as having a resit.

CandNo Name Reg Groups Retake
B 5016 | 1300801 |
- ° ?; Jamie Bar nett (Jamie Barnett) J - @
I't is also possible to add a fee on to the exam cos

possible to add this manually by selecting a subject, Actions | Retake  price is Exam Fee Plus and then enter
the amount in the Retake Fee Box.

Note i If exam fees are added manually and a subsequent retake scan is carried out, all manual changes will
be lost.

Set Retakes Flag and Price

O Exam is a retake

D Retake price is Exam Fee plus

Retake Price £
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Setting the Due Dates for a season
To assist Exams Officers to keep track of the various deadlines they have to adhere to, Exam Officers are able
populate these dates into each Exam Season. To enter these dates, navigate to Overview | Edit Season |

Details. The I nternal Entries Review Due Date wild/l appee
Season Start: Season End:
03/02/2023 | 09/02/2023 m
Internal Entries Review Due Date: Modified Papers Deadline Date: Entries Deadline Date:
10/02/2023 | 31/01/2023 | 21/02/2023 i
Amendments Deadline Date: Very Late Deadline Date: Hide Staff Entries Review After Date:
15/03/2023 o 31/03/2023 0 10/02/2023 O

It is also possible to add a due date to an individual entry or a group of entries, these will also display on the
teacher's homepage, but next to the entry rather than next to the season name. Navigate to the Exams Entries
tab, select the entries the Actions | Set Entries Review Due Date

DOM GCSE/9FC  FRE French For Review

B In For Review
® Upload Statement of Entries

@® Upload Candidate Special Arrangements | Maths For Review

® Download Excel Exam Entry Student Status
+ Assign Staff to selected

& Set Entries Review Due Date

To hide these entries from Teaching Staff/HOD, navigate to Overview | Edit Season | Details and enter a
date for these entries not to be shown to the members of staff.

How to view an individual Candidate Entries and Timetable in SchoolWorkSpace

Any member of staff with access to SchoolWorkSpace are able to view an individual candidate, they can use
the global search at the top of the software. Search and select a candidate and any member of staff will be
able to view the candidates Entries, Timetable and Access Arrangements.

@ Mary Turner w
= Candidate Details | Entries | Timetable Access Arrangements

Exams
June Exams 2023

L : WJEC/GCSE
Meetings 312008 RS Option 18 Christianity & Islam £26.96
15/05/2023 09:00 3120UB0-1  Religious Studies Uit 18: Written 120m
3125QT RS (Short Course) Cash-in
3300PH Mathematics Higher £4140
23/05/2023 09:00 3300U50-1  Maths UNIT1 Higher Noncalculator 105m
14/06/2023 09:00 3300U60-1  Maths UNIT2 Higher Calculator 105m

Note 1 For the Entries; Timetables and AA information to view on the candidate's homepage, you need to
select Published to the Parental & Students Portal - Exam Entries and Timetable can be viewed
when they login to SchoolWorkSpace . This option can be found Overview | Edit Season.
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Managing the JCQ Application

Access Arrangements can be fully managed in Exams
the Access Arrangements application created in the JCQ portal by the SEN Department. This area can help
schools manage their applications centrally.

How to download the Applications from the JCQ Portal

1. Log into the JCQ Portal and select Access Arrangements Online

2. Select Find Application and then Search All Categories

3. All applications will appear in the list, scroll to the bottom and select Export as CSV to Download

Allocating Access to the Applications in Exams Assist
In Exams Assist, navigate to School Settings | Staff Roles and allocate the SEN access rights to the
member(s) of staff managing Access Arrangements Applications at the school.

Note T This will mean that the SENCO and their team will be able to manage the Access Arrangements for
the school. This information can then be shared easily with all staff within the school.

How to import the applications
1. Select Access Arrangements  in the main menu.
2. Navigate to the Application Tab | Actions | Upload JCQ Applications CSV

Note TAs all applications will be imported, itbés pos
left the school. Navigate to Actions | Archive old Applications

How to view an applications

S i

Once the applications have been imported, itds pos:

application reference number.

Details tab - The details tab will show the whole application as it appears on the JCQ portal (It is not possible
to edit any part of the application).

Note - Leavers i If your school allows ScoolWorkSpace to access Student Leavers then these will appear in
the Leavers Tab under Students.

XoD Settings

[ Data-Sync daily

[ Include Pre-Admission Students
check to include accepted pre-admissions from Xparter

[ Include Student Leavers

N
(@8]
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These will continue to appear until they are permanently deleted automatically by SchoolWorkSpace, this is
set by the school in the Data Retention Settings

Data Retention set to 3 Years,
Deleted Person or Group Entities older than this will be permanently deleted.

Data Retention Settings

Access Arrangements tab - the access arrangements tab will display any arrangements that the candidates
currently has in Exams Assist. If the school is new to Exams Assist then no arrangements will be displayed,
arrangements will need to be assigned to the candidate by selecting Add (See below).

Applications tab - the applications tab will list all applications that the candidates has on the JCQ portal. If
a candidate has multiple applications (current or expired) these will show here on this tab.

Managing Access Arrangements in Exams Assist

To fully manage Access Arrangements in Exams Assist and not in other MIS, navigate to the Overview Tab

| Configure Exams Assist  and enable Manage Access Arrangements in Exams Assist . Once selected
any future exams created in Exams Assist or Entries imported, all Access Arrangements will be populated from
the information contained in this area, there is no need to import a file from the MIS.

The Students Tab will list all the candidates that have Access Arrangements at the school. However, if the
school is new to Exams Assist then this list will be empty, but their applications will show in the Applications
Tab.

Adding a Candidate that doesndét require a JCQ A
I f a candidate needs access arrangements but doesnhi¢
Student Tab and then select Actions | Add Student , then Search and select a candidate.

Once a candidate has been selected you will be able to add an arrangement(s).

Start Date 1 Allocate a start date to the arrangement.

End Date 1 If the arrangement is temporary then apply an end date, however, if the arrangement is
permanent then leave the date blank.

Type i There are different types of arrangements available - Temporary; Long-Term; Emergency and Medical.
Select the one that most applicable for the arrangement.
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Subjects i If the candidate is allocated an arrangement for specific subjects then select the subjects the
candidate should have the arrangement for. This list is linked to the subjects pulled from the Timetable and
also linked to the subjects assigned in the entries tab.

Note T If a start date an end date (or if the end date is blank) then the arrangement will appear in green. If
the arrangement expires then it will change to red, helping schools to manage and ensure all access
arrangements are in date.

Adding a Candidate that has a JCQ Application
If a candidate has an application on the JCQ Portal then navigate to the Applications Tab and then select a
Candidate.

If the candidate already has any Access Arrangements in Exams Assist, then these will appear in the list. To
apply the Start and End Date and Type in accordance to the application, simply deselect the arrangement and
select again. This will then automatically populate the start/end date and also the type (if there is an application
then the type will also be set to long -term).

Note i1 f the application doesndt have an end date of
not applied to the Access Arrangements start and end date. A Start and End Date will need to be added
manually.

Expired Application

When an application has expired then the Access Arrangements will be highlighted in Red, this will indicated
that the End Date has lapsed. A new application will need to be done in the JCQ Portal and a new file will
need to be uploaded. Once uploaded two applications will now appear within the candidate record. As there
will now be a new End Date, there will be an option to apply this new End Date to all Arrangements that the
candidate has.

Access Arrangements  Applications 0

-10

8]

Set End Date to 2027-0

W © 25% extra time
Starting End Type Subjects
| Si

16/09/2022 a 10/03/2027 i Long-term ~ All Subjects hd

How to Attach Documents
To attach documents to a candidate such as the J8 Form or Evidence of needs, navigate to the Students Tab,
select a candidate, then attached a document.

Printing Access Arrangements
To print a selection of Access Arrangements, navigate to the Students Tab, filter on the group of candidates
to include in the report. Navigate to Selected | Print Selected | Access Arrangements List
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Emailing Access Arrangements to Candidate/Parents
To email a selection of Access Arrangements, navigate to the Students Tab, filter on the group of candidates
that needs to be emailed.

Navigate to Selected |Send email to Parents/Students . To include a list of the candidates Access
Arrangements include the following token - [[ExamArrangmentsList]]

Removing Access Arrangements from a Group of Selected Candidates
To remove access arrangements from a group of Candidates, select a group of candidates from the students
tab, then Selected | Clear Access Arrangements for Selected

4 Print Selected
I — ]
m Clear Access Arrangements for Selected
t - Send Email to Parents
d - Send Email to Students

Selected -

2€
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Managing Access Arrangements in Exams Assist

It is possible to view the candidates with Access Arrangements within an Element Entry List. Furthermore, it
is possible to record the papers that have been ordered from the JCQ portal; the modified papers. It is also
possible to record the candidates that wish to use a laptop for a specific exam and the candidate that use
computer readers in an exam. These are recorded against the Component information so you can identify by
the exact paper the modified papers that are required per exam.

Access Arrangements from Exams Assist

If the Access Arrangements are being managed in Exams Assist, then the data will be automatically populated
once the Entry File has been imported, or for Internal/Mock Exams as soon as the exams has been created
within the Timetable/Seating Tab (See Managing Access Arrangements in Exams Assisfor more details).

Importing Access Arrangements (Arbor/Bromcom only)
For Arbor and Bromcom Schools the direct API implementation means that the Access Arrangements in the

MIS are imported with the rest of the school data so there is no need for a manual export / import.

Importing Access Arrangements (SIMS only)

Firstly, you must upload the candi datesd Speci al
way as uploading the statement of entries by uploading a TSV file containing the Special Arrangements data.
Navigate to the Access Arrangement Tab | Actions | Upload Candidate Special Arrangements, locate

the file and upload. More information can be found in the dedicated help page
https://schoolworkspace.co.uk/Help/ExamEntries

® Upload Candidate Special Arrangements

(® Access Arrangement Settings

Access Arrangement Settings

Once the Access Arrangements file is uploaded (or managed in Exams Assist), there is a need to indicate which
arrangements require an ordering of Modified Papers. Navigate to the Access Arrangement Tab | Actions

| Access Arrangements Settings (these setting will save across all seasons)

Access Arrangements

Icon Required  Paper Laptop  Reader arARA  Time Highlight Highlight
. é;\;;x-"secl Rest 370 O O O O O D . D .
' 25% extra time 4 0 O O (] (] ) D B D'
E' Separate Room 70 O O O O O D' I:"

Select the arrangements that require a modified paper order, laptop, computer reader and a separate room.
These arrangements will only be the ones that appear in the appropriate Tab in the Access Arrangement Tab.

January Exams 2025« :]

Overview Exam Entries

Access Arrangements

Results  Invigilators  Timetable and Seating C

All @  Modified Paper (10] Laptop (1] Computer Reader (15 Staff Required © ExtraTime ©
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Exam Officers will also need to identify the arrangements that require a staff member to be assigned to the
exam room i.e., a Scribe, Reader etc. This will be used later in the invigilator / scheduling tab.

Alternative Rooming Arrangement (ARA) T As JCQ has now identified candidates that require a smaller
room rather than a separate room to be ARA an icon has now been added to identify this in the Access
Arrangements Tab.

How to allow selecting a Colour for Access Arrangement Type

To allow colours to be allocated to an access arrangement type, navigate to School Settings | More
Settings | Exams Assist Configuration and enable Allow selecting highlight Colours for Access
Arrangements. Once selected the EO6s wildl be able to allo
types and also assign a different colour to the AA name.

Note T Only one colour can be displayed in a seat (box) on the seating plan. Also, on the electronic register
once the attendance has been taken, then the attendance colour will be displayed in the box.

2 Staff BModified 0 3 Computer ®Extra Name
lcon Arrangement Count Required  Paper Laptop  Reader arARA  Time Highlight Highlight
Supervised Res 37
[E]- Br:.ak e O O O O O O ‘ [ ‘ L.
' 25% extra time 40 O O O | || H || H | D'
I e
IE' Separate Room 70 O O O I:H:H:I '

How to change the Sort Order
Select the following icon 3 and drag the arrangements into the order of choice.

How to change the Access Arrangement Icons

Select the arrow down to select the most appropriate icon for an arrangement (most are set automatically by
default i See Access Arrangements Icon Key (Default Allocation).

How to Print the List
Select the Print option at the bottom of the settings screen, to print a printable version of the list.

Candidates that require Modified Paper, Laptop or Computer Reader
Within each element it is possible to record if a modified paper is required and then if the paper has been
ordered from the JCQ portal.
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Overview | Access Ammangements | [nvigilators Timetable and Seating  Candidates Rooms  Schedule  Daily Planner  Events

All @ Modified Paper © Laptop € Computer Reader @  Staff Required @  Extra Time ©

Show | 25 +|entries S

© B
Cand Cand Access =0 Modified =]
No Name Code Name Component Armrangements Date Duration Time Paper Laptop
0001 BIO Biology BIO1 Biology 1 wn O Reader 05/11/2024 60m @
Laptop 09:00
0001 COM Computer COM1 we 0 Reader 05/11/2024 60m ®

Science Computer Laptop 13:30

Science 1

All 7 This will display all the candidates with Access Arrangements in that season, it will display the component
code and the arrangements that they have.

Modified Paper i This will display the candidates that require a modified paper for a specific component

(Unless the Subject has been excluded from requiring this arrangement in Manage Access Arrangements).
Only component information will be displayed in this tab, the element information will not display. You are

able to select Not Required, Modified Paper Required, Modified Paper Ordered and Modified Paper N/A.

Note 1 Only Candidates that have Modified Paper Ordered  will have the appropriate icon displayed in the
seating plans, attendance register and candidate's cards.

Laptop i This will display the candidates that have been identified in the AA settings as requiring the use of
a laptop in an exam room (Unless the Subject has been excluded from requiring this arrangement in Manage
Access Arrangements).

Note 1 Only Candidates that have Laptop required  will have the appropriate icon displayed in the seating
plans, attendance register and candidate's cards.

However, there is an option in Exams Assist Configuration to bypass this option, that when selected all
candidates that are entitled to a laptop will be assigned the icon. There is no need to go through the above
process.

Computer Reader i This will display the candidates that have been identified in the AA settings as requiring
the use of a computer reader in an exam room. (Unless the Subject has been excluded from requiring this
arrangement in Manage Access Arrangements)

Note i Only Candidates that have Computer Reader Required  will have the appropriate icon displayed in
the seating plans, attendance register and candidate's cards.

Staff Required i This will display the candidates that have been identified in the AA settings as requiring a
member of staff in the room i.e. a reader or a scribe.

Note i Only Candidates that have a Staff required will have the appropriate icon displayed on the seating

pl ans, attendance register and candidateds <car ds|.

both of these arrangements are assigned to staff required in the settings, if staff required is selected then
the reader and scribe icon will be displayed.

Extra Time 1 This will display the Extra Time that each candidate is entitled to in each exam. This can be
manually amended per exam in this tab.
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Note T By default these % are automatically calculated by the arrangement i.e. If a candidates has 25% Extra
Ti me then they will get that %, I f a candidateds ¢
25% Extra time in each Exam.

Extra Time Settings
To add additional Extra Time into EA the drop down menu, navigate to Overview | Configure Exams Assist
and add the required %6s required.

- CSV of Extra Time % in dropdown

10, 25, 50, 75, 100

Extra Time Other Setting

When selecting the appropriate Extra Time % for a component, if the required % is not available, schools
cannot select the Other option and the school can either enter the exact Extra Time % or alternatively they
are able to enter the actual Extra Time for the exam.

Extra Time Chris Aaron for ENG1 English 1

Exam Duration 105 Minutes

Extra Time %

8

Duration With Extra Time Minutes

135
| sove |
IMPORTANT 1 If a candidate has been identified as not requiring any of the above arrangements for a specific
Subject then that exam will not appear in the list for you to select Yes or No.

Example T If a candidate is entitled to a Reader, however they are not entitled to this for English Language,
due to the nature of the paper.

Mo B e e e e
ACCESS Arrangements

(W W= Reader
Starting En Type Subjects

23/12/2024 B 30/11/2025 B Long-term v Not Selected Subjects v | G~ (_Ergnn |

Any exam that has the subject English assigned to it, either in the Exams Entries Tab or Timetable and Seating
(for internal) then their name will not appear in the Staff required list and the icon will also be greyed out
when viewing the ALL tab.

Show | 25 v:|entr|'es Seurch:
E 7]
Cand Cand Access Computer A Staff
No Name Component Arrangements Date Duration Required
5001 George ENG English ENG1English1 =xtra Time 01/12/2024 105m
Adams 10:30 AM

Tip - Spending time going through the AA and excluding candidates from subject they are not entitled to have
an arrangement for could save time during an exam season.

3C
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Access Arrangements lcon Key (Default Allocation)
For the icons to appear in the access arrangements section the arrangements in the MIS need to be identified

as:
Reader ws | Scribe # | Practical Assistant O
Supervised Rest Breaks = Signer & | Computer Reader G
Prompter 7 | Note LJ | Medical B
ARA 2+ | Dictionary E | Separate Room 2
Reading Pen & | Extra Time ® | Mobile Device  for ]

Medical Reasons

Green Paper ] Blue Paper E | Purple Paper (]
Green Overlay B | Blue Overlay B | Purple Overlay B
Yellow Paper Grey Paper E | Pink Paper B
Yellow Overlay Grey Overlay " | Pink Overlay O
Red Paper B | Orange Paper [® | Coloured Paper o
Red Overlay L Orange Overlay I | Coloured Overlay 4

Visit https://schoolworkspace.co.uk/Help/ExamsAccessArrangementsto find a downloadable printable version

of the above table.

NOTE-The above

ar e

mapped on

t he

above names

(Overl a

therefore IMPORTANT that you use these descriptions in Exams Organiser if you want the icons to display
correctly. The modified paper, laptop and computer reader icons are only displayed if these have been selected
for a candidate from the Access Arrangement Tab.

Modified Language Paper

2

Laptop

a

Computer Reader

1)
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Managing the Invigilators

Allocating Staff/Invigilators to the Scheduler

I f a school doesndbygi ratorddétdetails in the school
will need to be added into SchoolWorkSpace manually so they can be assigned to rooms in Exams Assist.

Navigate to Invigilator Tab| Add New Invigilator

] Agency Agent-5 Aljeiice
+ New Invigilator

Edit Season | Copy Invigilators From ...+ =+ Add Staff as Invigilator =

Enter the Invigilator Name  and Email Address .

New Invigilator

Name
Joe Bloggs

Email
jbloggs@hotmail.com

Once the member of staff is created the invigilator popup box will appear.

New Invigilator

Details = Availability Training Schedule

Email

@® jbloggs@hotmail.com

O | other Email - Please specify

Mobile

Mobile
Email and Mobile for the staff are copied from the staff details
Note

Invigilator Type
Invigilator v

Assign To Room

- none - >

D Auto Schedule To Selected Room

Tab 1 - Details

Invigilator Type T Assign the invigilator/staff as a Lead Invigilator, Invigilator, Staff, Roaming Invigilator or
SLT. Thesedifferent types will give the invigilator/staff different access in the magic link to what they are able
to view/do when managing an exam room.
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Invigilator Type

Invigilator/SLT/Lead Invigilator/Staff - They will have the ability to view the exam room that they are
invigilating. They have the ability to start and end the exam, complete the attendance register and add any
required actions such as SRB, Toilet Breaks etc.

Exams Officer 1 When assigned as an Exams Officer in the security group you will automatically be assigned
as a roaming invigilator for all season. The Exams Officer will have all functionality as a roaming invigilator,
but an Exams Officer will also be able to assign a malpractice and special circumstances and move candidates
from one room to another.

Roaming i The roaming invigilator has the ability to view all exam rooms and all days within the season they
have been allocated too. They will be able to select a room and then have the same functionality as an
invigilator. The roaming invigilator has the abili t y t oi mé hte@a ka room to i ndicat
on a room to make sure everything is going ok.

IT Support T This type has the same functionality as the roaming invigilator but the only rooms that will be

displayed for them are the rooms that contain ICT equipment. Any rooms that have a candidate using a laptop
or computer reader these will be listed for them , so they know which room they need to check -up on during
the day of the exams.

Assign to Room

By assigning a member of staff to an exam room, this will speed up the scheduling process as every time a
member of staff or invigilator is available and there is an exam in that room they will be auto -scheduled in
there. Once assigned to a room select the Auto Schedule to Selected Room and the Save.

Tab 2 7 Availability
These are the dates that the invigilators have said they are available during the exam season. Itis also possible
to set an Invigilator/Staff as always available to be used in the scheduler.

Tab 3 1 Training

I n order to help EOs with managing training records
on Exams Assist. Select the appropriate type of training they have received and the date they carried out of

the training.

Note - Only when a member of staff/invigilator has been trained that they can be assign that
role within the exam room. The Trained Types that appear here are the ones that have been
selected as Staff required in the Access Arrangements Settings.

Tab 4 - Schedule
This will show the room allocations of the invigilator/staff. It will also display the attendance of the
invigilator/staff too.

Invigilator Settings
To edit the settings, navigate to Invigilator Tab | Edit Season | Invigilators

There are two ways in which Invigilators availability can be collected the first is by using the dates used when
seating the candidat e. I f, however, youbdve yet to
specifying the dates. The dates selected will be dates that will display in the availability email.

w
(@8]
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Invigilator Availability Dates
() Use the exam timetable definition to determine the Dates
@ Specify the Exam Dates For Invigilator Availability Reguest

November 2022

M T w T F S S

1 2 8 4
000006 : =
14 il 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

Once the invites have gone out to the invigilators asking for their availability, it is possible to set the date that
these are editable. Once the date has past the invigilators will no longer be able to amend their availability,
but they will be able to view their bookings as the EO assigns them to a room.

Note i If an invigilator has been assigned to a room, they are no longer able to amend their ability for that
day. They would need to contact the school for this to be amended.

Invigilator Booking Open From: Invigilator Bookings Close:

05/03/2022 [ | 23:00 @ dd/mm/fyyyy O - @

It is also possible to add a note and attachments to the invite that goes out to the invigilator. The note at the
top could give them basic instructions of how to make their bookings and EOs could also attached the ICE
booklet for the invigilators to read .

Invigilator Note

Summer Exams Season 2022
Please find below the dates for the forthcoming examinations, could you provide us with the dates that you are available to Invigilate this season.

n Examplepdf &%

Add Attachments

Choose Files | No file chosen

Here is a screenshot of what the invite to the invigilators looks like.
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Training January 2024

Dear Invigilator,
Please provide us with your availability for the Summer 2024 Exam Season.
Regards,

Exams Officer

ICE_23-24_FINAL pdf &8

Q

Invigilater schedule for Agency Agent-1

I

Current/ Upcoming | Post

Date Availability / Schedule Note

Monday 08/01/2024 ®None CAM COPM O AllDay

Copying Invigilators from a different Season

To assist Exams Officers, itbés possible to copy t
to the current exam season, then the Invigilators Tab, select Copy Invigilators From and select the season
youdd |l ike to copy from.

| Copy Invigilators From ... » | + Add Sta

December 2023
Mar-24

Cambridge Exams June 2023 (Closed)
January Exams 2023 (Closed)

June (Summer) Exams 2023 (Closed)
MNovember 2023 (Closed)

Tip 7 Copy from a large exams season and then remove any invigilators/staff that are no longer required.
Select the invigilators/staff required to be removed and remove selected invigilator.

| & Print Invigilator Schedule for Selected

- Send Email to selected
E Send Email of schedule to selected
Send Email requesting availability to selected

T Remove selected invigilators

| ) Set Selected Invigilators as Always Available
@ Set Selected Invigilators as NOT Available

| @ Selected Invigilators Clear Always or NOT Available
@ Reset Availability for Selected Invigilators

Selected « Edit Season Copy Im

Sending Messages to Invigilators
There are different messages possible to send to the invigilators; 1. Email to Select; 2. Email of Schedule to
Selected and 3. Email requesting availability.

he
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Email Selected

To send out messages to the invigilators or staff, select the individuals that needs to receive the message the
Selected | Send Email to Selected.

-A Send Email to selected
& Send Email of schedule to selected
E Send Email requesting availability to selected  jlinator.c

@ Remove selected invigilators

Edit Season Copy Invigilators From ... =

When composing the message t o bMailBMeaegng tagafromihe dakenp os
Menu. The link to view the booking form is always included at the bottom of the message.

Email Subject

Invigilator in [[season]]
Email Body

Tokens -

< « ~ 1_B ) {} A_@A

H
1"
1]
hl
]
i

R S T TR

Dear [[salutation]],

Kind Regards,

[[SchoolName]]

The same process applies to each of the other two options.

Recording Invigilator Training

The types of training records that are available to record a training against are the ones that have been
identified as Staff required in the Access Arrangements Settings. Navigate to the Access Arrangement
Tab | Actions | Access Arrangement Settings and select the Access Arrangements that the
invigilators/staff need to be trained in to undertake that role.

Access Arrangements

Details  Availability = Training | Schedule
Amangement Count_StaffRequired
r 29 Invigilator
Reade 2 ~ 9 & |o1/09/2023 O

Scribe 10 v
E’ Saofeguarding

dd/mm/yyyy O

Reader

# |o1/09/2023 O

& |01/09/2023 O

Scribe

3€
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It is also possible to update the training records for a staff member from their homepage, this is a great

function if a member of staff has been training but

Search for the member of staff in the global search at the top of the page and then select the member of staff.
Once select, navigate to Actions | Training , and update their details as required.

To record training for more than one staff members, navigate to the Invigilators Tab and select the staff
members that require their records updated. Once selected, navigate to Selected | Add Training for
Selected .

[ & Print Invigilator Schedule for Selected ]
A Send Email to selected

£+ Send Email of schedule to selectad

Send Email requesting availability to selected

T Remove selected invigilators

@ Selected Invigilators Clear Always or NOT Available
@ Reset Availability for Selected Invigilators

£2 Add Training for Selected

Edit Season I I Copy |

Adding Training Types

If school specific training records are required to be recorded, then these can be added manually. Navigate
to Overview Tab | Configure Exams Assist | Training . Add the additional invigilator training record
needs in this popup box.

Configure Exams Assist

Settings | Training | Attendance  Results & Embarga  Contingency Days  Invigiltor Checklist

Additional Invigilator Training

Safeguarding

Once all the training options have been added, select each invigilator/staff member in turn and navigate to the
Training Tab and enter the training and the date each invigilator/staff member received it.

Identifying Lapsed Training Records
In the list of invigilators table, the training records for each invigilator/staff member is identified in the trained
column. Any which are coloured Green are current and any which are in Red have lapsed and need renewing.

Overview  Access Arrangements | Invigilators | Timetable & Seating Candidates Rooms  Schedule  Daily Planner

Details W/C 05/02/2024 W/C 12/02/2024 All Dates

B | Name Emaiil Type Trained
O  Mrs Anita Abel Abell.3284096@mailinator.com Roaming [ invigiiator |



Exam Assist User Guide V2.0

Removing Selected Invigilator
Select the invigilators/staff that need to be removed from the table and then navigate to Selected | Remove
Selected Invigilators

Note 71 If an invigilator has been scheduled to a room a warning will appear to notify the user of this when
trying to remove the invigilator(s).

Resetting Global Settings
® Set Selected Invigilators as Always Available
l @ Set Selected Invigilators as NOT Available
Selected Invigilators Clear Always or NOT Available

. @ Reset Availability for Selected Invigilators _
el | || Copy I

Set Selected Invigilators as Always Available i This will change the status of the selected group of
invigilators/staff from needing to provide their availability to being always available for the Exam Officers to
schedule.

Set Selected Invigilators as NOT available T If you have been made aware of a member of staff or
invigilator that will not be available that season, then select the invigilator and select this option. This is a
great tool to remember that they have been invited to invigilate this season but are u nable to.

Selected Invigilators clear Always or Not Available I This will clear both of the above setting for the
selected invigilators.

Reset Availability for Selected Invigilators T If you get informed by an invigilator that they have provided
the wrong information or need to change their availability. Select the invigilator and select this option and this
will reset all their availability for that season back to none .

Note i These settings will carry over from one season to the next, hence the need for the above quick tools.

Agency Staff

It is possible to add to agency staff to the exams
could be allocated in the scheduler. In Overview | Edit  Season enter the amount of Agency Staff that you
think you will require, when these are added they will be allocated as an Agency Staff and marked as Always
Available to be used when scheduling.

Invigilators Availability Tab

As the invigilators complete their forms and submit, this information will be displayed in a week commencing
(w/c) tab to assist EO with scheduling. It is also possible to download the invigilators available by navigating
to the All Dates | Download

Global Invigilators Costs
To work out the rough cost of the invigilators for the school for a season, navigate to the Overview Tab |
Configure Exams Assist . On the setting tab enter the cost of both the Lead Invigilator and Invigilator in
the Invigilator Hourly Rate

3€
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Invigilator Timings (For Overview Tab) :
Mumber of minutes to arrive before the exam Number of minutes to stay after the exam

45 45

Minimum session duration (minutes)

180
Invigilator Hourly Rate Lead Invigilator Hourly Rate
12.65 15.36| :

IMPORTANT 1 This is a rough cost and doesnot distingui
teacher, who is assigned as a staff member is invigilating an exam, then if they are scheduled to a room then
they will add to the cost at the above set cost.

Individual Invigilators Cost
To work out a more accurate cost for invigilators in a season, record an hourly rate per staff member instead
of globally. Navigate to the Invigilators Tab, Select a Staff Member and enter the hourly rate for that member

of staff.

Hourly Rate

12.39

Close Staff Details m

L
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Managing the Timetable / Seating

Allocating candidates to rooms and a seat is a very quick and simple process, there are a number of steps that
you are required to follow, and these are outlined below. The data required to populate the timetable is

contained in the Statement of Entries import file (for an External Season), therefore it is essential that you
include the Component Details when exporting this file from SIMS. The component details contain the date
and the session for each exam a candidate is sitting.

IMPORTANT Note 1 Ensure that when you create the entries file that you select Fee Information 1 All
and Include Component Information as this is required for creating the timetable tab.

Fee Infarmation " Private Fees  (+ All " Mone

Save as Default [~

Fieport Footer

Include Companent [~ Print on Headed Stationeny
Infarmation

To complete the seating allocation, you will need to follow these steps in the following order:

How to switch to creating Seating in Exams Assist

To create the seating plans in Exams Assist you will need to navigate to Overview | Edit Season  and select
Candidate Seating i Room, Seatand Timetable allocation done in Exams Assist

E,/ Candidate Seating - Room, Seat and Timetable allocation done in ExamsAssist

Feature in develoment - Check the box to disoble Exaom Timetable import from SIMS and enable in SchoolWorkSpace

Setting the Session Start Times

When the statement of entries is imported the start times allocated to an exam comes from the session

information i AM, Mid-Morning or PM. Therefore, these starting times needs to be identified in Exams Assist.
Navigate to Overview | Edit Season | Invigilator  and then confirm these times. It is therefore possible
to change these times centrally per season, so if the start times are different in an Internal/Mock season, then

these can be amended here.

AM Start Mid Morning P Start

09:00 @ 10:30 ® 1330 @

Note - The default times in Exams Assist will be the official starting time stated by the
examination board.

Managing the Extra Time Candidates

Once the school has opted to create seating plans in Exams Assist an additional sub tab will appear inAccess
Arrangement tab called Extra Time.

In order to reduce setup, exams assist will automatically map an Access Arrangement calledi Extra Time as

having a default value of 25% . If, however, a school records a % amount with the arrangement then this
percentage will be added to the duration of the exam.

4C
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Examples:

If a candidate has an arrangement called Extra Time, they will have the default value of 25%. If a candidate
has an arrangement called 10% Extra Time, then they will automatically have 10% added to the length of
each scheduled exam. If a candidate has 100% Extra Time, then they will automatically have 100% added to
each scheduled exam.

cm A ry A A (Dmn A M

Fy A A s A
No 7| CandName ' Code *| Name Y| Component Y| Access Amangements ' | Date Y| Duration” Time Y| Duration Y
x7035 Sawyer Ross 1100U8  History Nazi Germany 1100U80-1 History Unit 4 ®rr B 09 Jun 2023 105m eon 131m
1933-45 Option 8: Written Supervised Rest Break 1:00 PM =2

Prompter
25% extra time
Separate Room

x7035 Sawyer Ross 1100UF  Histo 1100UF0-1 History Unit 3 ®are> B 24 May 2023 105m o, 210m
i Option 6: Written Supervised Rest Break 900 AM U
Prompter

25% extra time
Separate Room

x9431 Mike Harrison 120003 Power and 1200U30-1 Sociclogy Unit @®© 3: B 25% extra 22 May 2023 120m 132m
3: Written time 9:00 AM U
Modified Language
Paper

Note i To add additional Extra Time %, navigate to

Editing/Removing Extra Time

If a candidate is allowed a different % of ET to the default exams assist assigns of 25% then this can be edited

within the Access Arrangement | Extra Time Tab. I f a candidate isnot ent
ités possible to search for the candidate and then
new duration to be the same as the duration of the exam.

Extra Time 1 Other T To set either a specific Time or % of Extra Time , this can be done by selecting
Other , this is a great function if the time works out

Populating the Timetable Tab

Once the above steps have been completedi Import Statement Of Entry and Access Arrangement File

(If Applicable), confirm start times and confirming the candidates with extra time , When importing
the Statement Of Entry file and component information is included the build timetable popup will automatically
appear (this will appear every time a new upload is done).

Build Exam Timetable from Entries

Rebuild the Exam Timetable and seating from the settings

Options O Help

Once selected this will create a new tab called Timetable / seating  within this tab you will see a list of the
timetabled exams in date and time order. This tab will also display if any exams contain a clash, the room that
the exam has been allocated too and the number of candidates entered for the exam.
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Filter by Subject = Filter by Date « Filter =
Show 25~ |entries Search: |
Date #| Times | Duration # Clash§| Subject % Room # Board & [Elementy| Componenty| Condidatesy Seated §

02/05/2023  09:00 3h Om EDEXL/KSQ  31555H 31555H01 1 G
4
3

03/05/2023  09:00 1h 30m - 3h Om Law EDEXL/KSQ  20168K 20168K01 15 G ]

04/05/2023  09:00 2h30m-3h7m M EDEXL/KSQ  31525H 31525H01 15 It

Resolving Clashes

After populating the timetable, you will be able to filter and see any exams that contain Clashes, these will be
identified with a Red Flag . Each of these clashes need to be resolved by allocating a new Start Time and
Date to a candidate or a group of candidates that have an exam at the same time.

Clash Examples

a) Language Exams 1 Listening and Writing

To resolve a clash for an exam such as French, German or Spanish that have a listening and reading where
the start times for both exams are in the session. This clash will need to be resolved by moving all candidates

to a new later time.

Date #| Time &% Duration ¥ Clash § Subject ¥| Room & | Board % Eement 3| Component ¢ Condidates §| Seated &
23/05/2023 13:30 Oh 45m - Oh 56m | French W]EC/GCSE 3800UB 3800UBO-1 9 G
23/05/2023 13:30 1h 15m - 1h 33m ~ French W]EC/GCSE 3800UC 3800UC0-1 9 G

Step 1 - Select the edit button on the exam that the start time needs to be amended , in the above
example it will be the component code for French Reading, once selected the following popup box will appear.

Candidates : 3800UCO0-1 in at 23/05/2023 13:30
Candidates @ | Clash Candidates @ = Actions

Showing all exams on 23/05/2023 for clash candidates

[x1028 : Abigail Cooper

09:00 - 11:11 3300U50-1 : Maths UNIT1 Higher Noncalculator [ Zh 11m ]
13:30 - 14:26 3800UBO0-1: French Unit 2 Higher: Listening
13:30 - 15:03 3800UCO-1 : French Unit 3 Higher: Reading
o 25% extra time

Ox1021 : Antony Wilson

09:00 - 10:45 3300U50-1 : Maths UNIT1 Higher Noncalculator [ 1h 45m ]
13:30- 14:15 3 0-1: French Unit 2 Higher: Listening m
13:30 - 14:45 3800UCO-1 : French Unit 3 Higher: Reading €D

e Medical

IMPORTANT i The subject in yellow is always the component that will be amended. If the incorrect
component is selected, simply press the other component in the popup box that has a clash and then you
will be able to change that start time.
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Note - To assist schools with resolving these clashes key information is displayed in the popup box. If any of
the candidates has extra time and what exam they have in the earlier and later session. This information will
assist you in deciding how best to resolve the clash.

Step 2 1 All candidates will need a new start time (so no need to select any candidates), navigate to the
Actions Tab, change the starting time for this exam and apply this to All Clash Candidates.

Candidates @  Clash Candidates @/ Actions

Move this Exam to:

23/05/2023 [} 14:30

P
w

c]

Set Start Date Time

All Listed candidates
0 Selected Candidates
All Clash Candidates

m | Set start date and time for all clash candidates |

Once this clash has been resolved you will notice that these two exams will now disappear from the Clash
only as the clashes has been resolved. As this clash has now been resolved a newLine will be created in the
timetable / seating tab to indicate a new Exam has been created and is then ready to be roomed.

23/05/2023 © 13:30 Oh 45m - Oh French WIEC/GCSE ~ 3800UB 3800UBO-1 9 ]

56m

23/05/2023 | 14:30 1h 15m - 1h French WIEC/GCSE  3800UC 3800UCQ-1 9 G

b) Few clash candidates within a component

Step 1 - To resolve a clash with candidates having two different exams in the session is the same process.
Select the component whose start time you want to change, and this component will be highlighted in Yellow
in the popup box (you will be able to see detai Is of the exam prior and after the session).

Step 2 - Navigate to the actions tab and change the start time of the chemistry exam to your new desired
starting time and select Set Start Date Time

Candidates : 2410U10-1 in at 16/05/2023 09:00

Candidates €  Clash Candidates @ = Actions

Showing all exams on 16/05/2023 for clash candidates

[ x4004 : Steven Andrews
09:00 - 10:15 2200U10-1: Sociology Unit 1: Written
09:00 - 10:30 2410U10-1 : Chemistry Unit 1: Written

x4296 : Sienna Chapman
09:00 - 10:15 2200U10-1: Sociology Unit 1: Written
09:00 - 10:30 2410U10-1 : Chemistry Unit 1: Written

€D

€D

€D

€D

A Complex Clash

To resolve a complex clash where a candidate has two exams in the morning and one in the afternoon, follow

the following steps. With this example two of the exams will require a new start time as the clash exam will
go into the afternoon exam, creating a new clash.
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Candidates : 2200U20-1 in at 23/05/2023 09:00
Candidates €) = Clash Candidates @ | Actions

[0 x4295 : Valeria Bailey

09:00 - 11:00 2200U20-1 : Saciology Unit 2: Written
09:00 - 10:30 2400U20-1 : Biology Unit 2: Written

13:30 - 15:15 2100U80-1 : History Unit 2 Option 8 Written

[ x4296 : Sienna Chapman
09:00 - 11:00 2200U20-1 : Saciology Unit 2: Written
09:00 - 10:30 2400U20-1: Biology Unit 2: Written

B8 Ao

Step 1 - Decide which exam will be done second, in this case the candidate will sit Sociology at 9:00, Biology
at 11:30 (to allow a break) and finally the History at 14:00 (to allow a break).

Step 2 - Click on the Biology component code to change to that exam, the subject highlighted will then be
Biology. Select the candidate Valeria Bailey and then navigate to Actions and change the start time to 11:30
and set for 1 Selected Candidates.

Candidates €  Clash Candidates @ | Actions

Move this Exam to:

23/05/2023 0 11:30 e}

Set Start Date Time = |

All Listed candidates
1 Selected Candidates

B
All Clash Candidates | Set start date and time for all selected candidates |
[

Once submitted this will resolve this clash but a new clash will be created as the second exam will now go into
the third exam (as seen below).

Step 3 - Select the newly created clash so that the start time of this new clash can be resolved. Select the

candidate and navigate to the actions tab and change the start time to 14:00 then all clashes for this candidate
will be resolved.

Candidates : 2100U80-1 in at 23/05/2023 13:30

Candidates @ | Clash Candidates @ = Actions

Showing all exams on 23/05/2023 for clash candidates

Ox4295 : Valeria Bailey

09:00 - 10:30 2400U20-1 : Biology Unit 2: Written [ 1h 30m }
11:30 - 13:30 2200U20-1 : Sociology Unit 2: Written [ 2h om ]
13:30 - 15:15 2100U80-1 : History Unit 2 Option 8: Written m

How to amend a start time due to Access Arrangements

If a candidate has an afternoon exam and also has a high percentage of Extra Time and Supervised Rest
Breaks, i t @mendotleeis ttait e €if this das been approved by JCQ) from 13:30 to 9:00. Select
the candidate and then navigate to the action tab and then enter a new start time for this candidate and apply
this to the 1 selected candidate.
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Candidates : 1100U80-1 in at 09/06/2023 13:30

Candidates €@  Actions

[0 x7035 : Sawyer Ross
1100U80-1 History Unit 4 Option 8: Written
o Supervised Rest Break

o Prompter
e Separate Room

Clash indicators:

Yellow Flag 1 A yellow flag indicates that a candidate has a clash during that day and this flag will indicate
that this is the exam that is being sat at the same time as assigned by the exam board. This flag will appear
in the attendance register, seating plan and the daily planner to help schools keep track of the clash candidates.

Red Flag i A red flag indicates that this is a clash candidate, and this exam is being sat at a different time to
the one set by the exam board. A red flag will also appear for any candidates sitting any exam for which the

start time has been changed.

O x1021 Antony Wilsan ExtCand

N 1 | 3020030-1 | | 3120UB0-1 | | 3430uDe-1 | [ 3100UB0-1 |

a ["3310u50-1 | [ 2430ue0-1 | [ 33000501 | | | 3sc0us01 |

" M ss000uc0 1 ‘ [ 34300F0-1 | [ 37000z0-1 | [ 3m00UD0-1 |

) | 3310060-1 | | 3020u40-1 | | 3700U30-1 |

[ 3300ue0-1 | [ 3100uk0-1 |

Setting up the Rooms to use when Timetabling/Seating

Adding/Editing a Room

To ensure that candidates are seated correctly when auto scheduling you will need to ensure that each room
setup has been setup correctly. Navigate to the Rooms Tab and select Add Room or select a room within

the tab and following dialog box will appear.

Room: New Gymnasium

Display Mame
The Gym

D Display Row 1 at the bottom

D Display Column A on the right
ow 1is at the top if not selected Column A is on the left if not selecte

f not selected
Orientation Label
' testlabel

MNurnber of Columns MNumber of Rows

10 17

Snoke Seat Allocation

5 3 %
T ¥ z?-i-)"). .(*(-i-(':
O % O XS T ®3
LE & o HEErE F39 39 8
Wet e 333350 'b(-(-(-(- -)-)-)-)T

Existing Room 1 Itis possible to select an existing room
imported from the MIS and use this in Exams Assist for
seating.

Display Name 1 This will be the name that will appear for
the invigilator on their seating plan or attendance register.
This will help schools to be able to rename rooms to a more
identifiable name that the invigilator may understand, the

" name will display as it appears in the MIS in the timetable

and schedule tab but the new name for the invigilators.

Display Row 1 at the bottom I By selecting this option,
row Al will appear in the bottom left -hand corner rather
than at the top left.
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Display column A on the right i By selecting this option this will display the A column on the right side. If
the above option is selected A1 will be bottom righ
Flip Axis to display Columns A -Z Down and Rows across 1 By selecting this option, the seating layout

will be flipped i.e. the columns (A -Z) will no longer be displayed across the top/bottom but will now be displayed
on the side (up/down) and the rows (1 -99) will be displayed across the top/bottom.

Orientation Label i Give the bottom of the seating plan a label so the candidates/invigilators can identify
where these desks are located in the room.

Room Dimension i1 Enter the number of columns and rows in a room.

Snaking or non -snaking i Il denti fy how youdéd | i ke the candidat e:
Square. ltis also possible not to have the candidates snaked, select the best option that suits the school.

O Laptop Seats | % Deactivated Seats O Laptop Seats | X Deactivated Seats
Select Laptop Seats Select Deactivated Seats

[cs B5 | JAS Ccs B5 || JAs

Uca B4 || a4 Oca B4 || (J A4

Uc3 |03 a3 Oc3||0OB3 || A3

cz Oez2 A2 Ocz ||0Oe2 || DA2

Uc1 B1 Al Oc1 | Oe1| DAl

Laptop Seats 1 Mark the seats that have a laptop on that desk. If a candidate has been identified as needing
a laptop for an exam and they are scheduled to this room, when the auto scheduled is pressed the candidate
will be allocated to this seat.

Deactivated Seats 1 Mark any seats need to be not available for an exam season.

O Laptop Seats X Deactivated Seats Bookings | £ More Settings

D This room is not used in Exams

E,/ Often used Room - Display at the top of the list

E,/ Auto allocate exam seats for this room

E,/ When auto allocating add gaps between different exams

D When auto allecating and room is less than 1/2 full do not use seats round the edge

D Hide deactivated rows and columns

If there is capacity in the room do not use these seots when auto alloating. e.g. A1-B9.E9

Close Usage % Exam Room Display m

More Settings

This room in not used in Exams T If this room is not required to be displayed in the list of rooms available

to be assigned to an exam in the timetable tab, then this can be selected, and this room will no longer display.

I 't 6s al s odelpte s aompermangntly from Exams Assist if no longer required, this option is available
from the bottom of the popup box.

4€
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Often used Room 71 If aroom is used regularly in an exam season i.e. a Main Hall, selecting this tick box will
ensure the room is displayed toward the top of the list and not in alphabetical order.

Auto Allocation 11 f there is a room that you dondt want the
deselected.

Auto allocating settings I There are two available options to select for the room when it comes to auto
seatingiadd a gap between different exams in the room;

towards the end and keep the candidates towards the middle of the room.

Auto allocate - Reserved seats
Al-A8B1-B8

If there is capacity in the room do not use these seats when auto alloating. e.g. A1-B3.E9

Auto Allocate T Reserved Seats - The above functionality is great for when there is a small exam in a large
room. Enter the rows/columns (Letter and Number) t
allocated to a room. When the auto allocation is selected the candidates will not be seated in this area if there

is enough room in the room.

Note il f Room Bookings Module is activated itds pos|si
the room settings.

Hide deactivated rows and columns i This will enable that deactivated Rows or Columns will not be
displayed when looking at the seating plan from the Timetable and Seating Tab. Also, the deactivated
row/column will not show when printing the seating plans.

Exam Room Display

Each room has its own Exam Room Viewer that can be displayed in an exam room. The purpose of this link

is so that schools can save this on the desktop of the device in the exam room. With this link there is no
requirement for the usersto beloggedinto Ex ams Assi st for this to be disp
specific exam room.

Note - This link contains no candidate information, it will only display the clock and the information regarding
the exam. It is also possible for the invigilator to scroll forward to the next exam within that room.

Once the exam has started the details on the display will be updated to display the end times.

Exam Room Display (TRAINING) : The Hall E

Saturday, @6 January
Scheduled Start Time : 09:00

PE/0601 PE PE/0601 Training Exam
TRAIN : INT

Extra Time
[ xo010 | [ 0018 |

18:16:30

Note 1 This room viewer supports exams with different start times (this view is not possible from the
roaming invigilators link).
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Scheduled Start Time : 13:30 Saturday, 28
December

SPA/2812 Spanish SPA/2812 Training Exam €D
TRAIN : INT

25% Extra Time G

Scheduled Start Time : 14:30

FRE/2812 French FRE/2812 Training Exam am
TRAIN: INT 2:42:39PM

. CED Centre Number:
25% Extra Time 95137

< Reload

Allocating Candidates to Rooms/Seats

It is possible to assign a candidate to a room and/or a seat within a room. This is a great function for schools
that assign their candidates to the same room and
assigning candidates that are entitled to a reader, scribe or smaller rooms to that room so they can
automatically be assigned.

To assign a candidate to a room navigate to the candidate tab and search for the candidate you need to assign
to aroom. When a candidate is selected, select Assign Candidate to a Room, locate the room and then assign
to a seat (if required). Once you su bmit this request the candidate will be auto roomed and seated for all their
exams.

IMPORTANT 1 Ensure that all clashes have been resolved otherwise the candidate will be assigned to a room
for both of the clash exam as they both have the same starting time.

s
=
weza1du [o geag:

weza1du o goow :| WLEHOOW 3~

DNELLIGE EXTW COUGIGO4E QIZDJOA LOLIS - I C|SOL SUSU N2E UE gejang

EN|| MOWs MI20U YUEOUA

Hawe WUEOUA AI[2OU

Defale | yecsee yuaudelwsue  EXQW EULUG2  EXOU) | IWELOD|E

XTOST : WHIOUA Anl[20M

Tip T To assign all candidates that require a room as they are entitled to a scribe, search Scribe in the search
box and all candidates entitled to a scribe will be filtered out. Assign each of them in turn to a room and a
seat.

4€
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Note i The allocation of a room and a seat is stored against the candidate therefore these settings will carry
over into future seasons. However, there is the ability to set the room and seat only for current season, so
the settings do not carry forward.

Assign to Room:| Select Room ~

D Set room and seat only for the current exam season

1. Running the Seating Allocation

Once the above tasks have been completed you will be able to allocate the candidate to rooms/seats. Navigate
to Overview | Build Exam Timetable and Seating from the Statement Of Entries and select the Green
Build Exam Timetable, this will now auto assign the candidates assigned to a room/seat from the candidates
tab (all other candidates will be not be assigned to room).

Show | 25 v |entries Search: |

B | Date Time Duration Clash Subject Room Level Board Element Component Candidates Seated
O Sun12/01/2025 09:00 1h 45m Chemistry  SportsHall 1 [Sports Hall GCSE/B  W|EC/GCSE 341002 3410U20-1 11 100 %
O Sun12/01/2025 09:00 1h 56m Chemistry  Art Room 1 [Art Test] @ GCSE/B  WJEC/GCSE  3410UB 3410UBO-1 1 100 %
O Sun12/01/2025 09:00 1h 45m Chemistry  Boardroom GCSE/B  WIEC/GCSE  3410UB 3410UBO-1 1 100 %
O Sun12/01/2025 09:00 1h 45m Chemistry  SportsHall 1 [Sports Hal]  GCSE/B WJEC/GCSE  3410UB 3410UBO-1 25 100 %
O Sun12/01/2025 09:00 1h 15m Chemistry GCSE/B  WJEC/GCSE  3430UE 3430UED-1 23

The above illustration shows the breakdown of rooms for Chemistry. A number of candidates have already
been assigned to a room from the candidates tab and there are 23 waiting to be roomed. From the scheduler
it is possible to select the Room Name which will hyperlink to the attendance register and seating plan for that
exam. The % of candidates seated will also be displayed, if the seating for that room is completed this will
automatically highlighted green. If there any Extra Time candidates in the room this will also be indicated in

the room column.

Allocating Multiple Examinations to an Exam Room

If a number of exams are required to be allocated to a single room, this can be done by selecting the exams
that needs to be assigned to a room, navigate to Selected | Assign Room to Selected Rows

@ Assign Room to Selected Rows

i 4 Assign Seats To Selected

Selected ~ =1 Print

From the drop down menu select the required room and then Submit, the selected exams will be assigned to
that room.

Assign room to selected rows

Sports Hall 1 [Sports Hall
New Gymnasium [The Gym] m

Allocating a Single Examinations to Rooms
There are two sub tabs for assigning rooms to an exam, this can either be done By Date or By Exam . The
By Date tab will display a row for each component and room, where the By Exam are displays them as one

4¢
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row per exam and displaying every room assigned to
tab.

By Date Tab
Once the above process has been completed you will be able to filter by date, this will allow you to methodically
allocated rooms by each day or alternatively, you can filter to display all the un -roomed exams.

To assign a room to an exam, select the edit button
or all candidates to a room, or all candidates to a selection of rooms (this is useful for large exams). When
assigning an e x gaossilledo see arlisi of mandidatésdn that room and also what Access
Arrangements they have (therefore candidates can be split by room by looking at their Access Arrangements).

Candidates : 6300QCL-1 in Board Room at 09/05/2023 13:00

Candidates @  Actions
Move this Exam to:
09/05/2023 i 13:00 [C]
Set Start Date Time -
Assign to Room:
All listed candidates -
Select Room » |
Assembly Hall (101 Seats)
Board Room (20 Seats)
To assist in this process, itds possible to see the
then number of available seats in the room. To assign a room to the exam select the edit button and navigate
to the actions tab, select AddRoom and choose the room youdll l'i ke to

Allocating multi  -rooms to an single exam

|l téds also possible to assign more than one room to :
so they will need to be split between a numbers of rooms. As well as being able to split the room allocation
itdés possi bl e t ofdcamdlidatestblbeyassigniteeeach.u mber o

Note 1 Once rooms are allocated to the exams, it will be possible to schedule staff/invigilator to the exam
rooms.
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Candidates : 3700U30-1 in at 12/06/2023 09:00

Candidates € = Actions
Move this Exam to:
12/06/2023 ] 09:00 ®©
Set Start Date Time ~
Assign to Room:
161 Unroomed candidates
Room Capacity Max Number of Candidates

Assembly Hal 101

101

Room4 40 40

Room?2 : Art & Design 40 20

Total 181

To assign multiple rooms just add your first room and you will be able to view the capacity of the room and

then the number

of candi dat es

youdd |

i ke to

assign

be able to split the number of candidat es between each of the room so you can even out the numbers etc.

Once all the rooms have been assigned to exam in the timetable / seating tab, navigate to the Overview |

Build Exams Timetable and Seating from Exams Entries
select Assign Seats by Duration, Component then Candidate Number

candidates in the room based on a set of rules assigned from the Room Tab.

Seating Allocation Rules

Build Exam Timetable from Entries

Rebuild the Exam Timetable and seating from the settings

Options

g Assign Seats - By Duration, Component then CandNo

Reset
D Reset exam rooms - clear any allocated rooms
[ Reset exam start times (if modified to resolve clashes)

D Also reset candidate clash flags

4 Build Exam Timetable and Seating from Exam Entries

Build Exam Timetable from Entries

Use details in Exam Entries to build the
Timetable and Seating

When running this routine ensure that you

This routine will seat the

Exams will be seating in according to duration. The longest exams will be seated closestto A1. The candidates
within the longest exam will be seated, the Extra Time candidates first and then the candidates in order of

their candidate number.

Amending Seating Allocations
Once the candi
the auto all

dates
ocat.ii

have been al

on didnét quite

ocated

me et

to
your

a seat w
requirem

you need to amendment, once selected you will be able to view the attendance register and seating plan for

that room.
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To amend a pl an, select the Edit button at the bottoc
around the grid. Any unseated candidates will be displayed in the unallocated column waiting for the EOs to
assign them manually. Once a canddate has been manually moved, a Pin will be dropped on the candidate

so when the automation routine is run the candidate will no longer be moved. To remove a candidate from

the grid just select the x at the bottom of the box.

D

D1 A 4150
Olivia Stenton

B520/1 X% |

Once you are happy with the plan, and no further amendments are required, select the edit button in the
timetable / seating tab and select the Lock check box in the actions tab.

Candidates : 8520/1 in English Room 4 at 13/05/2023 09:00

Candidates @ | Actions
Room Seating Changes:

D @ Lock - no edits possible for this room + start time

Copying a Seating Plan

ltb6s possible to copy a plan when editing a seating
that qualification you can manually create one seating plan, then go to the next date and select the previous
exam to copy the plan from. If y ou use the auto assign seating function then all rooms will be seated the
same, however, if you manually amend one then you will be able to into the next exam and copy the manually
amended seating plan.

12/05/2023 09:00: 3020U30-1 (2)

15/05/2023 13:00 : 31524H01 (6)

16/05/2023 09:00 : 3430U40-1 (3)

16/05/2023 13:00: 2200U10-1 (2), 2110U10-1 (1)
18/05/2023 09:00 : 2710U10-1 (6), 2720U10-1 (2)
18/05/2023 13:00: 4543UB0-1 (1), 2420U10-1 (1)
19/05/2023 09:00: 3310U10-1 (2), 3310U30-1 (1)
22/05/2023 09:00 : 3430U50-1 (3) -
23/05/2023 02:00 : 3300U10-1 (2}, 3300U30-1 (3)

23/05/2023 12:00: 31617H1C (2) =
24/05/2023 02:00 : 2570U10-1 (3), 31617H1P (3), 2110U20-1 (1)

24/05/2023 13:00 : 31617H1P (6), 1710U30-1 (1), 2020U30-1 (1), 2420U20-1 (1)
25/05/2023 02:00 : 3430U60-1 (3)

W Copy Seating Plan « |

Manually Assigning Candidates to a Seat

There are a number of tools to assist you assigning candidates to the plan. To access these, edit the plan and
navigate to the Assign Seats menu and select the appropriate function.
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Unallocated with Access Arrangements
Unallocated with Laptop to Laptop Seat r
All Unallocated

Unallocated with Access Arrangements to selected empty seats

= s

Unallocated fo selected empty seats

4 Assign Seats « @ UnAssign Seats -

Allocating the Laptop Seats

When auto-assigning candidates to a room, if a candidate has requested a laptop, then they will be seated in
a laptop seat. However, if this request has been made after the seating plans have been created and the
candidate seat has been pinned, when selecting the allocate seating this candidate will not move to a laptop
seat as they are pinned to the plan.

To assist Exams Officers to identify candidates who have requested laptop but not seating in a laptop seat we
have added a red laptop icon on the timetable/seating tab to view these.

NOTE i If you search Laptop in the timetable/seating tab it will search for any of these errors.

Show |25 v |entries Search: |Iuptop
n Date 4| Time %| Duration % Clash %| Subject %| Room %| Board ¥| Element 3| Component §| Candidates ¥ Seated §
O 13/05/2023 09:00 1h 30m - 1h 52m Computer Science New Gymnasium AQA 8520 8520/1 490 36% o

When you select the room, you will see the candidates that have the laptop error will have a red border around
the seat. Once the candidate has been moved to a seat which has a laptop on it the red border will be removed
and so will the icon in the timetable/seating tab.

L8520/ J|I

D13 4037
Kayleighann
amps
=P 4 T
8520/1

Multi -Selecting Seats
When seating candi da tselect ainumbes of geats 3a abhiewe this simphy gdlett the first
seat i.e. A1 once selected, double click on the diagonal seati M10 and all seats will be highlighted. Once
this selection has been made the number of selected seats will appear on the bottom, also, more seats can
also be selected or multi-selected until the correct number of required seats are selected, ready for the
candidates to be seated.

7038| AlE [m1e 1t e

50 D\Ca-p_ris
(116

DRA1

7063|] [(a16 ||[e16 c16 ||[o18 ||[E16
nara Gross
(11€)

DRA1 |

7083| (A1 ie17 Cc17 D17 E17

Jun [i]:;)‘

DRA1

@ UnAssign Seats « W Copy Seating Plan «

Ul
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Resetting the Snaking Order

the selection has be e the caradidates to théir seatp, baveverpthe snakeo ¢
order may no |l onger be correct. l'tds therefore pos
Selected | Set Snake Order  and then select the most appropriate for the selection.
! Unselect 12 Selected Seats ) ) )
Activate/Deactivate Selected Seats
[ Set Snake Order| &5 Snake by rows starting top left q
' # Assign Seats Snake by rows starting top right
DRA1 Snake by rows starting bottom right
[ Snake by rows starting bottom left
¢ FegGromp . Snake by columns starting top left
| 19 without AA to selected empty seats . .
. Snake by columns starting top right
2 with AA to selected empty seats R B
. Snake by columns starting bottom right
[ 1 with Extra Time to selected empty seats B
H fifi Snake by columns starting bottom left J
All 21 to selected empty seats -
@ UnAssign Seats « || Wi Copy Seating Plan a
Once this has been set, select the candidates to be seated, using one variety of options available i.e. with
Access Arrangements, without Access Arrangement, by Registration Groups etc.
DRA1 DRA1 Without AA to selected empty seats (19)
[ Reg Group DRA1 With AA to S.elected empty seats (2) .
| 19 without A to selected empty seats DRA1 With Extra Time to selected empty seats (1)
2 with AA to selected empty seats DRA1 to selected empty seats (21)
[ 1with Extra Time to selected empty seats _‘ | ‘ ‘ | ‘ ‘ | ‘ ‘ | ‘
All 21 to selected empty seats
@ UnAssign Seats « K Copy Seating Plan «
Removing Candidates from a Seating Plan
To remove candidate(s) from the plan, edit the plan and navigate to the Unassigned Seats menu, if there
are multiple exams in the room itds possible to rem
1 | B | | | |
T Al Allocated Seats ———
113 H1

Resetting Timetable / Seating

All Pinned Seats

All Un-Pinned Seats

2100U80-1 Allocated Seats f——1—

21484F01 Allocated Seats i =
2400U20-1 Allocated Seats

~ 31617H1B Allocated Seats | L
3300U30-1 Allocated Seats  ||it1 ||[H1

| @ UnAssign Seats « K Copy Seating Plan «

If required, it is possible to reset a number of actions that have been done in relation to the timetable and

seating. Navigate to the Overview | Build Exam Timetable and Seating from the Exams Entries

will then give you possible options for resetting the timetable.

. This
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Build Exam Timetable from Entries

Rebuild the Exam Timetable and seating from the settings
Options

Donota eqts

@ Assign S By Duration, Component then CandNo

O Assign Seats - Component then CandNo

Reset

D Reset exam start times (if modifie

D Also reset candidate clash flags

Manually Adding Exams to an External Season

When an Entry file is imported into EA, these entries will be visible in the Entries Tab. The component

information will also be shown (as seen below).

Board Level Code Name Components Subject
WJEC/GCE GCE/B 1100UN  History [(1200un0-1 ] History
Historical

Interpretations

W]EC/GCE GCEB 1110US  Geography (12100501 | Geography
Independent
Investigation

WJEC/GCE ~ GCE/B 1570U4  Hscand [ 1570040-1 | Health and
Childcare Social Care
Support
Developmnt

The component codes are colour coded as follows:

Colour Code:

Grey 1 No Date/Time Assigned to the Exam or NEA.

Light Green i Timetabled Exam but candidates not roomed.

Dark Green 1 Exam Timetabled and Candidates Roomed and Seated.

To create an exam for a non-timetabled exam, simply click on the component code and the details popup

box will appear.
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Not Timetabled : Hsc and Childcare Unit 4: Nea

Exam Type

Exam v

Select an existing Exam Element =

Exam Board Exam Level
W]EC/GCE GCE/B
Element Code Element Name
157004 Hsc and Childcare Support Developmnt
Subject
Health and Social Care v
Component Code Component Name
1570U40-1 Hsc and Childcare Unit 4: Nea
Date: Start Time: Duration:
dd/mm/yyyy a -l © 1h Om v

E,/ Add Extra Time if candidate has Access Arrangement

Enter a Date, Start Time and Duration and a Room for the non-timetabled exam. Once created the
component code wil/ appear in light green in the ta
schools will be able to seat the candidates and assign invigilators to the room.

Note i Adding Candidates from the element and Add Extra Time for Candidates within the entry will
automatically be selected.

Copying an Exam

When core subject such as English and Maths, conduct a number of Mock Exams during an academic year,
then copying an exam will save time for the school as this will copy the whole exam i.e. Rooming and Seating
Allocation.

To copy an exam, simply create the exam again i.e. English Language.

IMPORTANT i To copy details from a previous exam, the previous exam MUST BE still OPEN, it cannot be
closed. If however, the season has been closed, it can be quickly re-opened for this purpose.

Navigate to the Timetable and Seating Tab and select Add Exams by Subject. Select the number of exams
per subject and select next. When populating the details for each exam there is no need to populate the room
(as this information will be copied from th e previous exam). Once the exam has been created, Edit the exam
and select Actions | More Actions | Copy Room and Seat Allocation from another exam
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Candidates : ENG1 in at 06/01/2025 09:00

Candidates @ | Actions

Move this exam to:

| 4 Add another exam component to ENG late Time
B Duplicate exam ENG / ENG1

| G Edit this exom

| 1l Remove All Candidates from this exam I
© Add Candidates to this exam

K Copy Room and Seat allocation from another exam

Close

A list of all exams with candidates in common from all open seasons will appear. Use the search to filter the
list, then select one that need to be copied from.

Candidates : ENG1 in at 06/01/2025 09:00

ENG English

ENG1 English 1 (on 12/10/2024)

ENG English
ENG2 English 2 (on 12/10/2024)

FRE French
FRE1 French 1 {from 17/10/2024 to 19/10/2024)

The number in the badge is the number of candidates in common.
allocation from the selected exam will be assigned to the candidates in the current exam.

Publishing the Timetable to External Sites
Schools can publish their exam timetables on external sites. Each school will have a unique URL that can be
embedded into an iframe which will allow the information to be displayed.

Navigate to the Overview Tab | Configure Exams Assist

Visible on Public Site

Public url is /Embed/ExamTimetable/M1041

e

Once selected the rooming and seating

and select Published Exam Timetables
. Embed the URL on the school website in an iframe and the timetable will be displayed.

(W Published Exam Timetables visible on public site

Note T No pupil information will be displayed on the public website.
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Start : Year 12 & 13 Internal Exams

No Exams
Tuesday 07 January 2025
AM PM
09:00 - Science EDEXL/KSQ BTNG/B 31617H1C 13:00 - Science EDEXL/KSQ BTNG/B 31617H1FP
09:40 Chemistry 13:40 Physics
Wednesday 08 Jonuary 2025
AM PM
09:00 - BTEC Sport EDEXL/KSQ BTNG/B 31525H01 13:00 - Business Studies EDEXL/KSQ BTNG/B 31489H1A
11:30 Fitness Training and Pregramming Part B 15:00 Developing A Marketing Campaign Part A
09:00 - English W]EC/GCSE GCSE/B 3720U10-1 13:00 - Science EDEXL/KSQ BTNG/B 31617H1B
11:00 Eng Lit Unit 1 Foundation: Written 13:40 Biology
09:00 - English W]EC/GCSE GCSE/B 3720UA0-1
11:00 Eng Lit Unit 1 Higher: Written

Restoring/Backup of Timetable and Seating
To create a backup of the timetable, navigate to the Timetable and Seating Tab | Actions | Backup
Exams Timetable and Seating, once selected a backup will be created.

Note 1 Periodic backups are automatically created by Exams Assist.

To restore a backup, navigate to the Timetable and Seating Tab | Actions | Restore Exams Timetable
and Seating and select the most appropriate backup. Once selected the timetable will be restored back to
that date and time.

Restore Exam Timetable and Seating

Select one of the backups from the list.

A fresh backup will be made

The Exam Timetable will be restored - exam season settings, entries and exam
attendance will not be restored.

Select the exam timetable backup to restore

O Restore All Seats for All Seasons in the backup

@ Restore All Seats for the current season

(O Select the seats to restore in the current season

Close Restore

Emailing Exam Reminder Parents / Candidates

To email parents/candidates based on their timetable, ideal for examination reminders. Navigate to the
Timetable & Seating tab | Selected | Send Reminder to Parent or Candidate . Once selected compose

a message to send to the selected group. The message will include a list of the selected exams in the body
of the email, there will also be a |Ilink to display

Schedule Emails to Parents / Candidates

When emailing parents / candidates itds possible to
the message, select Schedule , enter the date / time for the message to be sent then select Send, the
messaged will then be scheduled.

Scheduled messages can be viewed in the messaging module and ifrequired deleted.
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Creating Internal Examinations in Exams Assist

Creating a new Season

To create a new season within Exams Assist for timetabling internal exams navigate to the Overview Tab |
enter a name the start and end date for the new season and select

Actions | Add new Exam Season,
Submit .

Season Settings

Add Season
Add a new season, this will create an exam season in SchoolWorkSpace.

Season Name
Year 10 Internal Examinations 2023

Season Start

05/06/2023 m]

Season End
05/07/2023 m]

Close & Submit

Once the season has been created the Season Settings will appear, go through the settings and amend as

necessary.

TIP T It is possible to define the Starting Time of the exams if these are different to other seasons. If you

have three sessions during the day, ensure that you amend this setting as pictured below. Also, amend the
starting for each season i AM Start, Mid-Morning and PM Start. When selecting a start time for each exam
you will be able to select one of these starting times.

Adding Candidates to a Season

Invigilator Availability Sessiens

(O Two sessions per day : AM/PM

@ Three sessions per day: Early-Morning, Mid-
Morning & PM

AM Start
09:25

Mid Morning PM Start

© 10:35 @ 13:30

Once a season has been created, navigate to the Candidates Tab | Actions | Add a group of Candidates
to add a selection or a group of candidates to the season.

Note T | f a candi

dat e

doesnot have

starting with a T, this is just for EA purposes.

a

candi

dat e

numb e

Any previous information stored against the candidate from other seasons will display as this data is stored
against the candidate and not the season. The details that are saved are Exam Name, Room/Seat Allocation
and any Access Arrangements. Therefore,when a candidate is assigned to an exam they will automatically
be allocated to that room and the access arrangements will be applied.

Room Tab

Any rooms that have been created/used within Exams Assist will automatically appear in the Rooms Tab, any
setup added will also remain from previous seasons. If new rooms need to be added, then select Add Room
(Please refer to the section on adding rooms for more details).

Invigilators Tab

When a new season is created the invigilators, tab will be empty, staff could be manually adding one at a time,
any settings previously assigned will remain including training dates.
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Tip - Copy the invigilators from a different season and then remove any are no longer required by selecting
the invigilators Selected | Remove selected Invigilators (If the invigilator has been allocated to a room,
then it will not be possible to remove them).

QOverview  Access Arrangements | Invigilaters | Timetable & Seating Candidates Rooms

No invigilators yet

Edit Season ‘ Copy Invigilators From ...~ ‘ + Add Staff as Invigilator

June (Summer) Exams 2023

Summer Exams 2023
x6694063 June Exams 2023
Year 7 July 2023

January Exams 2023 (Closed)
November Exams 2022 (Closed)
October Internal 2022 (Closed)
Summer Exams 2022 (Closed)

Training June 2023 (Training)

Select the invigilators S$eleded|Removenséléctedimvigilators. ed navi ga

. - - - (Re

¥4 Print Invigilator Schedule for Selected —

g ASend Email to selected nator.com Invigilator
& Send Email of schedule to selected

B Send Email requesting availability to selected  pilingtor.com Roaming (e

M Remove selected invigilators

Selected ~ Edit Season Copy Invigilators From ... - =+ Add Staff as Invigilator

Creating a Timetabled Exam

Once a season has been created there are two ways of creating timetable exams, this can be done individually
per subject or by a group of subjects.

Creating a single Exam

In the Timetable/Seating Tab and select Add Exam/Oral/Practical and complete the relevant details within
the dialog box. If creating an internal exam there is no need to enter the Exam Board and Exam Level
(these are optional).

Add Exam / Oral / Practical

Exam Type
Exam e
Element Code Element Name
Art Art Option A
Subject
Art e
Component Code Component Name
Artl Art Option A
Date: Start Time: Duration:
09/06/2023 ] 09:00 ®© 2h 0m v

[ Add Extra Time if candidate has Access Arrangement

Once the exams have been created the candidates will need to be added. To add a candidate or a group such
as a class, edit the exam and select Add Candidates to the Exam , it's possible to either add a candidate
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which has been added to the season or select a group of candidates, the only groups that will appear are
groups that have candidates in the season.

Candidates : Art 1 in at 09/06/2023 09:00

Candidates @ | Actions

© Add Candidates to this exam

Note T Any candidates that have been assigned to a room in the candidate's tab will be automatically assigned
to that room in the timetable/seating tab. The remaining candidates will need to be assigned to the exam
room, once assigned to a room they will be r eady for seating.

Add exams for a group of subjects
ltds possible to create a number of exams in one ac
assign candidates and allocate them to a room.

Select Add Exams for Subject and then select the number of exams required per subject from the
appropriate drop-down menu.

=+ Add Exams For Subjects

5 4+ Add Exam / Oral / Practical <

When creating exams by subject it

(@)
(7]

only possible t

Add Exams For Subjects

Exam Type Duration:
Exam v 1h Om v gAdd Extra Time if candidate has Access Arrangement

Select the number of exams for each subject that you want to create

Agriculture Art
Astronomy Biology
Business Studies Chemistry
Citizenship Computer Science

After entering the number of exams required per subject, enter a name, date, time, duration, room and the
class that needs to be assigned to the exam.

Note - Room is optional but if selected candidates will be assigned to the room until the room is full.
Candidateb6s individual room/ seat assignment takes| p
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Add Exams For Subjects

Select the time and groups for each Exam

Art
Element Code Element Name
ART Art

Component Code Component Name

ART1 Artl
Date: Duration Room:
Thu ©8/086/2023 089:8¢ v 1h Om ~ Boardroom A

10B/Arla [J 10B/Arlb

Component Code Component Name

ART2 Art2
Date: Duration: Room:
Fri @9/@6/2023 89:0¢ v 1h Om v New Gymnasium [The Gym] v

(J 10B/Arla 10B/Arlb

Select Submit and the exams with candidates will be created, if you do not select any groups for the exam
then it is skipped. Once created the candidates will need to be assigned seats within the room.

\
Filter by Room/Subject « Filter by Date Filter : Active « 4 Assign Seats

Show [All v |entries Search: |

%| Board% Element$

Component ¥ | Candidates %

O 08/06/2023  09:.00 1hom Art [Exam] ART ARTL 18
O 09/06/2023  09:00 2hOm Art [Exam] Art Art1 21
a 09/06/2023  09:00 1hOm Art [Exam] New Gymnasium [The ART ART2 10 0%
Gym]

O 10/06/2023  13:30 1hom Biology [Exam] BIO BIO1 13
m) 10/06/2023  13:30 1hOm Biology [Exarn] Art Room 3 BIO BIO1 8 0%
(m} 15/06/2023 1330 1hOm Computer Science Al [Room A1 CcOoM COoMm2 1 100 %

[Exam]
(] 15/06/2023 13:30 1hOm Computer Science Kitchen1 [Kitchen] CoM COM2 20 0% G

[Exam]

Creating a tiered Exams
To create a tiered exam, the subject teachers will need to assign a level to each candidate from their portal.
Each teacher will need to log into Exams Assist and from their homepage select the Group and then the class

i.e. 11ly/Ma2.

* Mr Adrian Blacker

= vearGrp arG
W vear7 a
Curriculum
e Year 11
=
Exams P
® ..
(Mixed)
Bookings ‘ 7A
Generol Stud
] -
Parents'
Evening

Once they have selected on the class, they can assign each candidate with the appropriate level.

all‘,

Mathematics

s

11y/Ma2

Navigate to

the Actions Dropdown and select Levels.
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@\ 11y/Ma2 - Mathematics \ |

I View Details
Sophie Aaron W Stephen Ackton Levels
Members 1‘1:‘1 3 ysp ¢
b b Attendance
e Tina Ange @ Xander Berk
a 11D < 1D
About
M Martin Chappling £ Emily Dickson
. 11D =
| O

The member of staff can select a global level for the whole class by selecting Intermediate and then submit.
This will assign the whole class as working at this level.

Levels : 11y/Ma2

Mathematics
Group Level

None bl @ 11y/Ma2 - Mathematics (Intermediate)

Intermediate

None
Foundation | 5
[} e Wi

(> D

Higher
Sylfaenol
Canolradd
Uwch
Mixed

However, if the class is working at a mixed level, then select Mixed, When Mixed is selected the classroom
teachers will be able to assign a level to each candidate. Once a level has been assigned to each candidate
select Submit.

Levels : 11y/Ma2

Mathematics

Group Level
Mixed v
@ 11y/Ma2 - Mathematics (Mixed) [ seotingpan- | =2
Students —
Name Level -
Sophie Aaron <
P | Intermediate ¥
@ Xander Berk
Stephen Ackton Foundcm_cm <3 | (Higher)
Intermediate
Tina Angel Higher
e AngE Syltaenol
Canolradd
Xander Berk Uwch

Once all classroom teachers have assigned a | evel
possible for the EO6s to create the exam based on

Navigate to the Timetable & Seating tab and select Add Exam by Subject. Select the number of exams that is
required for the Maths Exams, if there are two papers i Paper 1 and Paper 2 ensure that you select 2, then
submit.

(o))
(@8]
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Add Exams For Subjects

Exam Type Duration
Exam - 1h Om «| (@ Add Extra Time if candidate has Access Arrangement

Select the number of exams for each subject that you want to create

Agriculture Art
Biclogy Business Studies
Chemistry Citizenship

Computer Science Design & Technology

o =) ol [o =) ol [o o [o
< < < < < < < < <

Drama Engineering
English Food & Nutrition
French Geography
German Hair & Beauty
History Mathematics

Complete all the details regarding the exam, Component Name, Date, Time and the Location of the Exam.

Finally, select the groups youbéd |Ii ke to be attache
appear next to the class identifier.

Mathematics
Element Code Element Name
MAT Mathematics
Component Code Component Name
MAT1 Mathematics Paper 1
Date: Duration: Room
Mon ©5/82/2824 B9:0¢ v 1h Om v English Room 1 v

O 11xMal D 11lxyMa2 O 11xMa3 D 11yMal 11y/Ma2 (Mixed) O 11lyMa3 O 11z/Mal

Once the exam has been created, you will see that a different exam will have been created for each of the
different levels. Each level will contain the candidates that were assigned by the classroom teacher. This
process is the same for any tiered exam such as French, Spanish etc.

Show | 25 v|entries

Search:|
B | Date Time: Duration Clash Subject Room Level Board Element Component Candidates Seated
O 05/02/2024 09:00 1h Om Mathematics English Room 1 Foundation MAT MAT1-F 1 0% G
[Exam]
O 05/02/2024 09:00 1h Om Mathematics English Room 1 Higher MAT MAT1-H 2 0% G
[Exam]
O 05/02/2024 09:00 1hOm - 1h Mathematics English Room 1 Intermediate MAT MATI-I 11 0% G
15m [Exam]

Creating Science Practical Exams

The process for creating Science Practical Exams is slightly different to the above. These will create the exam
specifically for each class and all in the same room.

Navigate to the Timetable & Seating Tab and select Add Exams for Subject.

Yeor 11 Selence Proctical's =

Timetable & Seating | ¢ Mes  Room

ByDate By Exam

Filter by Date = Filter ~
Show [ 25 v entries

®  Dote Time Duration Clash Room Level

Showing 0 to 0 of O entries
+ Add Exams For Subjects
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Once selected ensure that you select Exam Type as Practical . Then select the number of exams required
for the Practical. For this example, we will do a Triple Biology Exam. If the exam is in two parts i.e. Part A 1
The Practical and Part B the Write Up and they are being done one after each other, then select 1 but if Part
A is done in one session and Part B will be done during a different session then select 2.

Add Exams For Subjects

Exam Type Duration:
Practical " 1h Om v E,/ Add Extra Time if candidate has Access Arrangement

Select the number of exams for each subject that you want to create

Agriculture Art
Biology 2w Business Studies

Enter the details for the practical exam. If the two parts of the practical are happening straight after each
other, call it Biology Practical Part A&B. Select the class that will be doing the practical Part A and B together
and then enter the date and time of the exam, the length of the exam which will be 2hrs instead of 1hr. Select
the room that the practical will be taking place.

If Parts A and B will be taking place during different sessions, firstly select the class, the date, time, length
and room the exam will be taking place. Then scroll down to the second component and select the class and
then enter the details for Part B and select Submit.

Add Exams For Subjects

Select the time and groups for each Practical

Biology
Element Code Element Name
BIO Biology
Companent Code Component Name
BIO-P1 Biology Practical Part A&B
Date: Duration:
Mon ©8/01/2024 13:3¢ 1h Om A v
Group Override Date Time Override Duration Override Room
11x/Bil 08/01/2024 (] 10:20 @® 2h Om v English Room 1 v
lyzBil  09/01/2024 O 11:30 1h Om ¥ | English Room 3 v

With practical and oral exams all candidates will be seated in the allocated room, and none will be placed in
any separate room that is defined on the candidate record.

YYear 11 Science Practical's | |

Overview  Access Arrangements  Invigilators | Timetable & Seating | Candidates Rooms  Schedule  Daily Planner

ByDate By Exam

Fiter by Room/Subject ~  Filter by Date~ | Filter~ | |
Show [ 25 v |entries Search:
B | Date Time Duration Clash Subject Room Level Board Element ‘Component Candidates Seated
O 0801/2024 10:30 2h Om Biology [Practical]  English Room 1 BIO BIO-P1 20 0% 24
O 09/01/2024 1130 1h Om Biology [Practical] BIO BIO-P1 2 24
O 09/01/2024 1130 1h Om - 1h 15m Biology [Practical]  English Room 2 BIO BIO-P1 24 0% o
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NoteT From t he above image it is possible to notice
is because the room is full, the overflow will have to be manually allocated to a different room.

‘Year 11 Science Practical's ~ ‘ ‘

Overview  Access Arangements  Invigilators | Timetable & Seating | Candidates Rooms  Schedule  Daily Planner

ByDate By Exam

Filter by Room/Subject = | Fiter by Date = | Fitter~ || \
Search:
Date Time Name Board Element Component Rooms Duration Cands
08/01/2024 10:30 Biology Practical 81O BIO-PL | Enlish Foom | ‘ 2h0m 20
Part ASB R
09/01/2024 11:30 Biology Practical BIO BIO-PL | English Room 3 ‘ 1hOm-1h 15m 26
w©24)

Part ARB

Note i If you are creating these exams one at a time, remember that the Component Name and Code need
to be unique. E.g. If you create an exam for the Science Class and enter the data, the component code will
be AISCI when you create the next-16x & m2d p@@ae othér Lniquen
code).

Creating Oral Exams

For Oral exams you create a session (or sessions) for the orals to run and enrol the candidates and then can
set an individual start time for each candidate. When assigning to a room the normal room exam capacity
can be exceeded as either it is just used as a waiting room or the candidates are not in there at the same
time.

To create a single oral session in the Timetable & Seating tab click on Add Single Exam/ Oral / Practical

Add Single Exam / Oral / Practical Change.the Exam Type to Oral and you .see some
new options for Prep Time and Oral Duration
Exam Type i i i i
orel . | The Oral Session Duration is the duration of the
session and is used for scheduling invigilators and the
Select an existing Exam Element « room.
If you select an existing element or enter one already
matching then candidates from that element will be
Element Code Element Name .
GEO Geography added to this oral component.
e Optionally select a Room to add the Oral into the
eography v
room.
Component Code Component Name
co1 Geography Oral Save then Next to add candidates and other actions
Prep Time: Oral Duration: from the fam”iar popup'
15m v 15m v
@ orals Help
Date: Start Time: Oral Session Duration:
28/02/2024 16:00 ®© 2h Om v
Room:
Boardroom v
Close m

6€
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Candidates : GO1 in Boardroom at 28/02/2024 16:00

Candidates @  Actions
Room Seating Changes:

D & Lock - no edits possible for this room + start time

Move this Exam to:

28/02/2024 16:00 ® Set Start Date Time ~

© Add Candidates to this exam

Close Invigilators m

Once you have candidates in an Orali rather than have the seating plan when you click on the room to
see the detail for the session you get to set the Oral Start time for each candidate.

1 mL=)
° Boardroom @ 28/02/2024 16:00 2h Om

GO1 Geography Oral Starting 16:00  Ending 18:00  Oral Prep Time 15m  Oral Duration 15m (4]
iE Candidates
Show \E\ entries Seurch:\: \
Cand Name Exam Oral AA Action
x0001 Chloe-Grace Kelley-MacMilligan GO1 16:05
x0002 Kirsten Dixon GO1 16:20
x0003 Mary Turner GO1 G
x0004 Tony Murray GO1 G
Showing 1 to 4 of 4 entries Previous Next

Oral Start Time for Kirsten Dixon

Oral Start Time:
16:20

The Oral details (Prep time, Duration and Start Time) are then shown on the candidate timetable.
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Wed 28 Feb 2024 16:00 - 18:00 (2h Om)
GEO Geography

GO1 Geography Oral

Oral Start Time 16:05

Oral Prep Time 15m

Oral Duration 15m

Boardroom

x0001 Chloe-Grace Kelley-MacMilligan
Exam Centre: Groupcall SIMS Secondary School
Candidate Number: x0001
Name : Chioe-Grace Kelley-MacMilligan

Reg: T11A
Year: Year T11
Date Time Exam Room : Seat uration
Wednesday SCI/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m
Feb 28 09:00 | SC1/28028 Biology SCI/2802 Training Exam | Hall : A2
Wednesday SC1/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m
Feb 28 10:30 | 5C1/2802C Chemistry SC1/2802 Training Hall : A2
Exam
Wednesday | SCI/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m
Feb 28 10:30 | SCI/2802P Physics SCI/2802 Training Exam | Hall : B4
Wednesday RS5/2802 Religious Studies R5/2802 Training Room1 - West Wing Performance | 2h Om
Feb 28 13:30 | RS/2802 Religious Studies RS/2802 Training| Hall : A2
Exam
Wednesday GEQ Geography Boardroom 2h Om
Feb 28 16:00 | GO1 Geography Oral Oral:
Start 16:05, Prep 15m, Duration
15m

6€
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Managing the Candidates

The candidate tab is where you can see any events that has occurred with a candidate within an exam season.
It will display the candidates' entries and will give an overview of their attendance too. By selecting on the
name of the candidate's further inf ormation will be displayed in exam date order.

5016 : Jamie Bar nett (Jamie Barnett)

Name Jamie Barnett

a
i@&i

Candidate No 5016 &

Photo

uci 951370185016E
ULN 5142336525

MName On Certificates
Jamie Barnett

Exom Mame
Jamie Bar nett

Override exam candidate display name - if clear then use the default

Assign to Room: Comma~

Assign to Seat:

Student Details | &

Amending the Candi dateds Number

If a candidate's number has been imported into Exams Assist, but this requires changing as it was initially

i ncorrect, this can be c¢hange dCafdidaienTabt .hleocat€ and deledt she e 6
candidate that needs amending, select the edit button next to the candidate number and enter the new
number.

Amending the Candidateds Name

It is possible to amend the name of the candidate that is displayed in the seating plans, attendance registers
and candidate cards. This is great for candidates that are identified by a different known name. Navigate to
the Candidate Tab and search for the candidate and select on the name, enter the amended name in the
Exam Name box.

Adding an External Candidate

To add an external candidate to the season, navigate to the Candidates Tab | Actions | Add External
Candidate . Once created these candidates will be available to add to any future seasons. As an external
candidate they will have access to an online portal, only is an email address was allocated when the candidate
was created. By allocating an email address the school will be able to send out emails to the candidate and
the candidate will be able to access the online portal.

Add External Candidate to this Season

| | l
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Note i The fields in red are mandatory.

How to turn a Candidate into an External Candidate
To turn a candidate that used to be at the school into an external candidate, navigate to the candidates tab,
locate the candidate and select. Once selected, selectTurn this student into an External Candidate.

(O Turn this student into an External Candidate
Student Details | & m

Once this has been done, the candidate will appea
on ExtCand making it easier to locate them.

Filter : ExtCand ~ Filter ~

Show\ 25 V\entries Seurch:\

n CandNo Name Reg Room/Seat Extra Time AA Exams

O 7008 Tina Ange ExtCand Library (A1) N 0 [(EnGt | [Hisa | [Hisz | [ Geol | [ GEoz | [ soct | [ aat |

[} 7052 Damon France ExtCand N 0 [(enet ] [is1 ] [wisz | [(aa1 | [T ]

Note 1 This can only be done to a school leaver candidate and once converted it cannot be changed back. |

Assigning Candidates to a Room and Seat
It is possible to assign a candidate to a room and/or a seat within a room. This is a great function for schools

that assign their candidates to the same r duacton tom d

assigning candidates that are entitled to a reader, scribe or smaller rooms to that room so they can
automatically be assigned.

To assign a candidate to a room navigate to the candidate tab and search for the candidate you need to assign
to aroom. When a candidate is selected, select Assign Candidate to a Room, locate the room and then assign
to a seat (if required). Once you su bmit this request the candidate will be auto roomed and seated for all their
exams. However, itbdébs possible to select only ass

Note 7 | f a different candidate has already been as

candidate, then this seat will be coloured in red, and you will not be able assign the candidate to that seat.

TIP i If seating has been done for all candidates for a season, but you get notified that a candidate needs to

go into a smaller or a separate room itbés al ways
function. Even if a candidate has been seated in a room, once a candidate has been assigned a room in the
candidate tab as soon as you select Submit the candidate will automatically be removed from the previous
room and seated in the new one (Future dates only).

r

S

Category of Risk

To indicate a candidate as having a level of risk within an exam (these could be for behavioural issues),
navigate to the Candidate Tab and select a Candidate, once selected, select Student Detail. From the drop
down menu select the most appropriate category of risk, High; Medium or Low.

7C

g
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Category Of
Risk:

None v

Do Not Send
Emails Until High

Medium

Parents Low

* = Priority 1 Parent

By selecting a category of risk for a candidate, then one of the three icons will appear on the seating, making
it quick and easy for the invigilators to see where these candidates are sitting. This is also useful when the
seating plans are being created.

C1 7002

"Liz Aaron

N
EMG1

Viewing Candidateds Timetable Popup
To view a candidateds exam timetables magic | ink
select the Link icon at the bottom of the details tab.

Editing a candidateds Access Arrangements

5016 : Jamie Bar nett (Jamie Barnett)

Details = Access Arrangements  Exam Entries  Exam Timetable
Access Arrangements
o Wears ear defenders (need to be checked each exam)

o Prompt
o Buff Paper

cand. will bring magnifying pebble

G Edit Access Arrangements for Jamie Barnett

Full information on Managing Access Arrangements in Exams Assiscan be found in that link.

Remove Candidate from an Exam Season

If a candidate has been added to a season by accident, or no longer has any entries for an exam, this candidate
can easily be removed from the season. In the Candidate Tab, select the candidate that needs to be removed
and navigate to Selected | Remove Selected Candidate.

Emailing Candidateds Exam Timetable

When emailing the candidate or parent carer the exam timetable, schools will be emailing a dynamic link to
the timetable. As this is a dynamic link that works across all open seasons, when a candidate/parent selects
this link, it will always display the | atest information from Exams Assist.

t

Tip i When Candidates / Parents receive this link, encourage them to save this as an icon on their mobile
device as they dondét need to be signed in to Vview
name is included within the link.

To send these out to candidates / parents, navigate to the Candidate Tab and either select candidates or filter
by a year group etc. and select all. Once candidates have been selected, navigated to Selected | Send

71
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email with Exam Timetable to Parent or Student . Once selected itds poss
accompany the timetable magic link, tokens can also be used within the content of the email.

Once the timetables have been emailed to the candid
of this message by navigating to the Main Menu and selecting Message Sent. Select on the message sent and
view the status of the message.

Once the emails have been sent i1itdés also possible t
the link within the email and viewed their timetable.

Retakes Tab

This will display a list of the candidates that have been identified as having a resit. This tab is populated by
doing a scan for resits from the Entries Tab | Actions | Scan for Retake . Itis possible to select a candidate
and navigate to the entries tab and any entries that are identified as retakes will also be identified here in

brackets.



Exam Assigt User Guide V2.0

Managing the Scheduler

The scheduler tab is used to schedule the staff/invigilator to the Examination Room in an exam season. The
examination information contained in this tab is the same as from the Timetable/Timetable and seating tab

but is grouped by Start time and Room. Th e Staff/Invigilators have already been allocated to the season and
their availability has been received and this information will now be used to schedule them to an exam room.

The scheduler is sorted by date, but it is possible to schedule one day at a time by using the Date Filter tool.

Overview Exam Entries  Access Arrangements  Invigilators  Timetable Candidates Rooms | Schedule | Daily Planner  Events

Date Filter = Filter =
Show | 25 ~|entries Search: | |
B | Date Time Duration Room Note Exams Cands AA Cands Invigilators Action
O 01/06/2023 09:00  1h45m English Room 1 [ [(Encenpr ] 0 o/1 G Edit
O 02/06/2023 1315  2h00m English Room 1 ((En:enrz ] 0 o/ G st
O 27/06/2023 0900  2h00m-2h49m  English Room 1 ((Mab:MabP1 | ([ MoF:areL | 3 1 orz

G Edit

The following information can be viewed in the table:

Date i This is the date of the Examination.

Time T This is the start time of the Examination.

Duration 1 This is the length of the exam. If there is extra time or multiple exams in the room, it will display
the shortest and the longest length in the room.

Room T This is the room the examination has been allocated to, if there are multiple exams in the room, they
will all be visible.

Notes T If any notes have been added against the room, then a note style icon will be displayed next to the
room name.

Exams i The component codes of each exam(s) that are taking in the exam room.

Candidates 1 This displays the names of all the candidates (Inc. AA candidates and their requirements) that
are sitting in their exam in that room.

AA Candidates 1 This displays the names of the candidates that have AA in this exams room.

Invigilators T Displays the names of staff/invigilators that have been assigned to this exam room.

Edit i Used to assign staff/invigilator to the exam room by selecting Add Invigilator , if a hote has been
added by the invigilator this will be visible when assigning them. To assist with the number required it gives
the Candidate Counts in the room. Once all t he
Allocation is complete . As invigilators/staff get allocated to a room it is possible to allocate a role to these
in the room such as Lead Invigilator, Reader, Scribe etc. These roles will be visible to the invigilators on their
portal so each staff member will know their role within the exam room

The estimated number of invigilators required per room is:

If 0 candidates then =0
If <=2 candidates = 1 invigilator
if any AA and <30 candidates = 2 invigilators
if any AA and <60 candidates = 3 invigilators
else
= 1 invigilator per 30 candidate

~
(@8]
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Invigilotors = Candidate Counts
Number Of Invigilators Required

1

There are no more available Invigilators/Staff

R

D Invigilator / Staff Allocation is complete
D 3 This room requires IT/AV Equipment

D & This room requires L earning Support Staff

[@ Room Mote
A computer is required

Close % Roaming Invigilate Now

It is also possible to identify if the exam room requires any IT/AV equipment, as well as being able to add a
note to the room, this note will be visible to the staff/invigilator on the attendance register i.e. This Exam will
require a DVD Player. If an exam room has been identified as requiring IT equipment, then this room will
appear on the IT support invigilator link.

Roaming Invigilate Now

If there is a need to visit a specific date as a roaming invigilator, as this is not possible to do in the past from
the invigilators portal, then navigate to the Scheduler Tab, select the room that needs to be accessed and
select Roaming Invigilate Now

Excluding Exams on the Public Website

I f the school allows the timetable to appear on a p
for a specific exam NOT to show on the site. By default this is unselected and all exams will appear.

Select Exams to not show in Exam Timetables displayed on public site

(3 31617HIC

Close % Roaming Invigilate Now m

TIP 1 If there are any clashes during an exam season, as these gets resolved and a new timetabled session
is created, then both seasons for the same exam will appear on the public website, this may cause confusion

to the parents/carers and candidates, therefore ensure that the resolved clash sessions DO NOT appear on
the school public site.

It is also possible to identify that the room requires Learning Support Staff. When selected, the member of
staff allocating the invigilators will be able to use the filter T Learning Support Only
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Date Filter =

Filter~ |

Show | 25 v el % Remove Filter

m Complete Only H

Incomplete Only
T 01/08/2 g fe
With Access Arrangements Only

CIT/AV Equipment Required Only
02/06/2(¢ @ Learning Support Only I3

Il tds also possible to select a number o fSelactedo| Mark an d
Selected as Complete.

27/06/2023  02:00 2h 00m - 2h 49m

B Print Selected
& Mark Selected as Complete

© Set number of required Invigilators

It is also possible to print off a variety of PDF documents by selecting the rooms, e.g. Candidate Cards,
Attendance Registers and Seating Plans.

Restoring from a Backup

If there is a need to restore the invigilation scheduler, this is possible by restoring a backup. Navigate to the
Overview | Edit Season | Restore | Restore Season and Invigilator Assignments . Select the
appropriate session to restore and select restore.

Restore Season and Invigilator Assignments

{ Restore Exam Timetable and Seating

‘ 4 Restore « ‘ Delete this Season

Downloading the Invigilator Schedule

To download the scheduler to excel, select Actions | Download Excel Invigilator Schedule, this will
download the scheduler into excel which will include two tabs. The first tab will display the invigilators that
have been allocated to a room by date and the secon
date.

Printing the scheduler
To print the scheduler in date order, select the print option at the bottom of the scheduler, this will print a
friendly version of the scheduler as it appears in the table.

Viewing Attendance Register/ Seating Plan

To view the attandance registers and seating plans select the Room Name . This will disaply the names of
the candidates, the exam they are sitting, duration, seat number, if they require a laptop, ET or a modified
paper has been ordered for them. Following the exam it will also display if the candidate was Present/Abesent
or Late. The same information is displayed in the seating plan.
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The Attendance Register

MAT/0101H Training MAT/0101 HIGH Exam
MAT/0101L Training MAT/0101 LOW Exam
MAT/0101M Training MAT/0101 MID Exam

i= Candidates |~ E Seating Plan

Show | ~ | entries
Cand 4 Name
x0021 Ted Armstrong
x0022 Briony Edwards

The Seating Plan

© room2@01/01/2023 09:30 20 0m

MAT/0101H Training MAT/0101 HIGH Exam

MAT/0101L Training MAT/0101 LOW Exam

MAT/0101M Training MAT/0101 MID Exam

i= Candidates i Seating Plan

Starting 09:30

Starting 09:30

Starting 09:30

Ending 11:30

Ending 11:30

Ending 11:30

4 Exam

Starting 09:30

Starting 09:30

Starting 09:30

MAT/0101M

MAT/0101M

Ending 11:30

Ending 11:30

Ending 11:30

Search: |
+| Duration ¥| Seat 4 Aa 4| Action
2h Om Al
2h Om A2

(a1 x0021] [B1 0026 [C1 x0030| [D1 x0034| [E1 [F1
Ted Armstrong Sienna Michael Baker | | Owen Wilson
hapman
MAT/0101M MAT/0101M MAT/0101H MAT/0101H

Y
° Room2 @ 01/01/2023 09:30 2h Om

(7]
o
(7]

If more than one examination is scheduled in a room, each exam will be identified by having a colour allocated
around the box. Single Exam i White (Unless stipulated in Configure Exams Assist); Second Exami Yellow;
Third Exam i Light Blue; Fourth Exam i Lilac and Fifth Exami Green.

If a candidate has any access arrangements, then this will be identifiable by a thick stroke line around a box
in the seating plan. To view these arrangements, select the action button but many icons will appear within

the box.

Note i If you require a colour to appear on the first exam in the room, then navigate to the Overview Tab
and select Highlight the first exam in the Seating Plan if there

| Exams Assist Configuration | Settings

are multiple.

7€
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Access Arrangement Icon Key

Reader ws | Scribe # | Practical Assistant O
Supervised Rest Breaks = Signer & | Computer Reader G
Prompter 7 | Note LJ | Medical

ARA ar | Dictionary E | Separate Room s
Reading Pen & | Extra Time @® | Mobile Device r Medical 0

Reasons

Green Paper ] Blue Paper E | Purple Paper [
Green Overlay ] Blue Overlay B | Purple Overlay B
Yellow Paper Grey Paper E | Pink Paper B
Yellow Overlay Grey Overlay " | Pink Overlay L)
Red Paper [ Orange Paper [® | Coloured Paper o
Red Overlay u Orange Overlay I | Coloured Overlay /

If a modified paper has been ordered from the JCQ for a candidate then the icon below will appear on the
seating plan, attendance register and the candidate card. If the candidate has requested either a laptop or a

computer reader for their exam, then the icon below will appear in the same documents as the above.

Modified Language Paper [5] | Laptop L1 | Computer Reader fr o
Clash Icons
| This icon will indicate that a candidate has a clash on this date, however the exam with a yellow

flag indicates that this exam is taking place at the official starting time as set by the exam board.

1

This icon indicates that a candidate has a clash on this date and the exam they are currently siting
is being done at a different time as outlined by the exam board.

B4 4033 [~

Bukolt, Krystal b4 - 4033

: OB :

(i} 1FRO 1§

L=r—

1FR0 1

ATy |'§|l |.._". A

Bukolt, Krystal Oh 44m

]

This is the Action Icon; this will bring a pop -up box providing greater information about the candidate.
The Candidate Name, a list of their Access Arrangements, Notes and finally a log of everything that has been
recorded for that candidate in the exam.
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Bukolt, Krystal

Access Arrangements

Reader
Scribe
Practical Assistant

Word Processor

Comment line 1
Comment line 2
Comment line 3

Note: Clash Candidate needs to be in isolation following this exam.

Edit Note

Log:

01 May 2022

18:23 Bukolt, Krystal : Present

7€
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The Daily Planner

This tab will display all the information that you and other centre staff will require on the day of the exam.
Due to the amount of information required in this tab a number of sub -tabs have been added to assist. These
are explained below.

LV

January Exams 2024~ ‘

Overview Exam Entries  Access Arrangements  Invigilators  Timetable & Seating  Candidates Reooms  Schedule | Daily Planner | Events

Exams Started and Absence  Access Arrangement Requirements  Exam Room Details Notes  Attendance @ Search

18/01/2024~ | AllDay~ |[JEnable Sounds| Assistance Required (4
Search:|
W | Code Board Level Season Name Rooms Start Time Duration Cands
O CHE1l Year 12/13 Internal Exams Year 12 Chemistry Im| \EI 1h 30m - 1h 29
53m

Enable Sounds 71 To assist Exams Officers and various admin staff to keep an eye of any assistance requests
itbébs possible to enable sounds, so when a member of
different sound is made for each assistance required i.e. IT required or Assistance Required.

Assistance RequiredPopup 1T To enabl e staff to monitor the Assi s
this popup and this tab will open in a new web browser. This will mean that the monitoring staff can always
have this web browser open whilst continuing to work in other browse rs.

Exam Tab

This tab displays all the exams taking place on a specific date, it is also possible to filter to display AM or PM
only. By selecting the component code, it will be possible to view and print the attendance registered, if
completed they will show the applicable colour.

Started and Absence Tab
This tab displays the start / end times of the exams in a room, absent candidates and if assistance has been
requested. This tab auto-updates as the invigilators complete the registers in the exam room.

Hereisabreakkd own of what each of the tickds means:
Tick One T This means that the Invigilator/Staff attendance has been taken for the room.

TickTwo -This indicates i f the attendance has been tak
been partially taken and green indicates that itods
Tick Third T This indicates that the exam has been started.
Fourth Tick T This indicates that the exam in that room has finished.
Overview Exam Entries  Access Arrangements  Invigilotors  Timetable Caondidates Rooms  Schedule | Daily Planner | Events
Exams Started and Absence Access Arrangement Requirements  Exam Room Details  Notes  Attendance Q Search
Thu, 15/12/2022~ | AllDay ~ [ Enable Sounds
Start & End Times Absent Candidates
Cadeion Soxive _om o
(o) =] Room1 09:30 [o Qo] [7) Valeria Bailey 09:30 SCI/15128 Room2 -
v-a Floom?2 0930 SalPM n |Z‘ Sienna Chapman 09:30 SCI/1512B Room?2 -
® Room3 09:30 [ o f o B o REEN
a - — Michael Harper 09:30 SCi/1512B Room?2 -
[c)=} SmallReom1 09:30 n n (59
Adding a note i As candidate or Staff/Invigilator are marked absent in the exam room, these appear in the
Absent Candidates or Absent Invigilator t abl e. Once the parent/ carer h
add a note to the absence. These notes are added i

to also see these messages.
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Add comment to Amis, Harold : Absent was Late

Amis, Harold : Absent was Late

Comment: Parent Contacted - Candidate IIl

Mrs J Darby

12 May 2022 10:31 PM . Parent n

Contacted - Candidate 1l

Assistance Required 1 The invigilator is able to request two types of support in a room 1 Assistance
required and IT Support required . These requests are listed in a table, which also displays the reason for
the request entered by the staff/invigilator in their link (this will assist the EO when going to deal with the
issue).

Once actioned a note can be added against the request to keep a track of the room issues. It is also possible
to enable a noise to sound if an invigilator selects either of these options. To enable the sound select Enable
Sound in the Daily Planner | Exams  tab. To further assist Exams Officers an icon will appear next to the
room that requires assistance, this icon also appear in the roaming invigilator link. Once a comment has been
entered the icon will be removed.

Roaming Invigilator

Roaming Invigilator - Pick a date  15/12/2022 ~

Exams for 15/12/2022

® O 09:30 - 10:20 : Room1 17
v+ B109:30 - 10:00 : Room2 (7]
® 09:30 - 10:00 : Room3 13
® 0 09:30 - 10:20 : SmallRoom1 o
Assistance Required
23:12 Assistance reguired by Mrs A Abell in Drama Studio -
23:12 Assistance required by Mrs A Abell in Drama Studio -

8C
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Access Arrangement Requirements Tab
This tab displays all the candidates that have access arrangements for that day.

Exams Started and Absence  Access Arrangement Requirements = Exam Room Details  Notes
Candidate %| Room ¥ Seat ¥ Exam 4| Requirement
Appleton, Nicholas Main Hall AL 1FRO 1F O \ Reader _| \ Scribe _| \ Practical Assistant _| |_ Word Processor _|
Avary, James Main Hall c2 1FRO 1F [[seribe |

Exam Room Details Tab
This tab displays the invigilation requirements for a specific day. It is also possible for the EO to edit the
invigilator scheduler. Unlike the scheduler tab this brings all the exam rooms from multiple seasons together.

Exams Started and Absence  Access Arrangement Requirements = Exam Room Details | Notes  Attendance
Search: | |
Time 4| Duration % Room ¥ | Bams 4| Cands ¥ AACands §| Invigilators 4| Action L
9:00AM 0h 35m - Oh 44m Main He [(17RoF: 17RO 1F | 52 @ Edit
9:00AM 1h 30m Caretaker Stock Roon \ 8300F : 8300/1F | 0 @ Edit
Notes Tab
This displays all the notes that has been added for a candidate by the Exams Officer (SIMS only will also be
popul ated from the Comments in the AA section). Th
by the EOOb6s.
Exams Started and Absence  Access Arrangement Requirements  Exam Reoom Details = Notes = Attendance
Search: | |
Exam + StartTime #| Room % Seat & Caondidate 4 Note ¥
1FRO 1F 9:00AM Main Hall B4 Bukolt, Krystal Comment line 1

Comment line 2
Comment line 3

8300/1H S:00AM Drama Studio Aaron, Chris Clash - AM session (edited)

Attendance Tab

For SIMS via Xporter it is possible to write the attendance data recorded by the invigilators from Exams Assist
back into session Attendance AM or PM. This tab will list all the candidates that have sat an exam that day, it

will show the attendance for a candidate for the exam they sat. The attendance in the exam room will be
indicated by the colour in the box and itdés possi bl
will also write a note back for the session that will say what exam the candidate was sitting and where (room

and seat).

Attendance Write back (SIMS Only)
Once the attendance has been taken in the exams 71 0
Attendance/Lesson Monitor Module in 4 simple step.

Step 1 T Refreshing the Attendance Data

Navigate to Daily Planner | Attendance , and select Refresh .
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It is important to refresh the data from SIMS so any attendance data entered by members of school staff into
SIMS in the morning wild/| be synced into Exams Assi
attendance data from exams assist will over-write data entered in SIMS when the data is synced.

Owverview  Exam Entries  Access Arrangements  Invigilators  Timetable and Seating  Condidates  Rooms  Schedule  Daily Planner

Exams Storted ond Absence Access Arrangement Requirements  Exam Room Details  Notes Attendance ‘Q, Search

14/05/2024 - All Day ~ [ Enable Seunds | Assistance Required (8

Attendaonce data last updated 14/05/2024 8:58 PM £ Refresh

Step 2 i Managing the Attendance Data
There are two ways of managing this task, there is a quick routine or this can be done manually.
Quick Routine

Once the attendance has been t aken SeatAtenddne framxEaams r o0 0 m
This will automatically complete the register and notes for each candidate. If a candidate is Present in the
Exam it will give them a Present for AM or PM Reg, if the candidate was late for the exam they will be assigned

an L and if the candidate was absent they will be marked as an N (or whatever has been configured).

Set Attendance From Exams

Manual Method

Alternatively, the completion of the attendance can be done manually, once the attendance has been
completed in the exam room, this information will be displayed in the attendance tab (AM and PM Exam
Column). Shortcuts are available to quickly populate the AM and PM Session in the Attendance Tab.

The options available in the Actions Menu are:

- Set Exam Present to Attendance Code / - If selected, any candidates marked present in the exam
will have a present (/\) mark in the AMPM Session Column.

- Set Exam Present to Attendance Code L - If selected, any candidates marked Late in the exam will
have a Late (L) mark in the AMPM Session Column.

- Set Exam Present to Attendance Code N - If selected, any candidates marked present in the exam
will have an absent (N) mark in the AMPM Session Column.

Note 71 It is possible to manage these individually based on the schools policies i.e. a candidate may be
marked late in the exam, but according to the schools attendance policy they might be deemed present and
therefore they would be marked as a present not a late.

Lesson Monitor i When the attendance data is written back to SIMS, lesson attendance will also be written
back based on the length of the exam. If an exam is two hours long and registration is at 9:00am, exams
assist will write back a present mark for Reg, Lesson 1 and 2 (there is no additional setup for this to work).

Step 3 T Managing the Notes

When the Set Attendance from Exams is selected, the notes will be populated, this will contain the Start Time,
End Time, the Component Code, Room and Seat Number . However, this will also enter a note for
absent candidates if this is done on the day of the exam.
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It is possible to apply these notes for exams in the future which could be beneficial to the teaching and pastoral
staff. For any future dates the above message Set Attendance from Exams will be replaces with Set
Attendance Notes from Exams

Set Attendance Notes From Exams

Managing Absent Candidates i Once you have applied the notes to the exam, any candidates that are
absent, select the note (by selecting the red triangle next to the attendance mark) and then delete the note
this will ensure that the note is not written back into SIMS.

Note T Itis also possible to add a free text note into the box by selecting the white triangle and entering a
comment.

Step 4 1 Submitting the Attendance data

Once the exam attendance data has been managed and the notes have been entered, this data can be
submitted and written back to SIMS. Select the Submit button at the bottom of the webpage.

Write back History

It is possible to see the status of the write back, navigate to the bottom of the attendance tab and select
Write back . Any attendance data that has failed to write back there is a facility in this dialog box to retry
this sync.

Global Search

The global search function will enable any member of staff to search for any candidate taking an exam on that
specific date. The search function will display the Exam Details, Room and Seat Number the candidate will be
sitting in.

Daily Noticeboard Report
This report prints the information contained in the
print to display which rooms the invigilators have been assigned too.

Download Excel Daily Planner

Download a report of the list of candidates by session (AM/PM) each row will display the exam name,
component code, room and seat for each candidate in the table. This download is per day, if multiple day is
required then navigate to the relevant day and then download this file for that day.

(0]
(@8]
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Managing Results

|l tds possible to import results files received fror
into Exams Assist. Before the results file can be imported the equivalent basedata must be in Exams Assist,
however, if the &imBExandsadssiatthd sysesmnnvill indicatexwhat is required to be imported.

To make the Results Tab visible, navigate to the Overview Tab | Edit Season and select Show Results
Tab.

E,/ Show Results Tab - for results files imported from the exam boards

Exam Embargo

Configure Exams Assist

Settings Training Attendance | Results & Embargo | Contingency Days  Invigilator Checklist

Exam Results

D Results Embargo - Only Exams Officers / SMT can see results.
This overides the re:

sults day embargo below.

n they login

Edit Message For Results
Embargo Until Embargo Staff Until
12:00 08:00 Q)

Results will be available from 12:00 on the 9th of January 2025
To display when Embargo is active

Results Days

09/01/2025

Results Embargo i Only Exams Officer/SMT can see results T When this option is selected, only staff
with Exams Officer Access Rights will be able to view results in Exams Assist (this applies to all seasons).

Students can see results in the portal I Select this option if the candidates should view their results on
their portal, the results will be visible unless any embargo are in place.

Embargo Until/Embargo Staff Until T This is the date that the embargo will be valid too, after this date
the results wildl be available for the staff and ca
times for each).

Embargo Message 1 Enter the message the candidates should see when the embargo is in place. This
message will be visible in the portal under the Result Tab.

Results Days 1 By entering the results date, the results will not be available for the candidates to view until
the Thursday of that week.

Importing Results via an EDI File
Navigate to the Overview Tab | Actions | Upload Results File . Locate the file(s)
and import into Exams Assist.
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@® Upload SIMS Statement of Entries ]
@ Upload SIMS Candidate Special Arrangements

@® Upload SIMS Candidate Report I
= View Basedaota

@ Upload Results file

=+ Add new Exam Season

@ Exam Seasons Entry Info
& Close this

Tip T Itis possible to import a number of results files at a time and for any season i.e. if you have 10 result
files to import from multiple seasons, then these can be imported at the same time.

Import Message i When results files are imported, the status of the import will be displayed. If any results
have failed to be imported the reason will be provided, if the appropriate basedata is unavailable in exams
assist then the results will not import. See section on Importing Basedata

Importing Component Results File (XML File)

To import the xml file received from exam boards, navigate to the Results Tab | Actions | Upload Results
File, locate and upload the xml file.

Adding Manual Results by Candidate(s)
Navigate to the Candidate Tab | select candidate(s)| Selected | Add Qualification Results.

2182 Brianna Adams

=4 Print Selected
| @ Add Qualification Result

A+ Send Email with Exam Results to Students

Enter the appropriate QAN or QWAD (Wales Only) code, then select Next and then enter a valid grade/mark
for the candidate(s).

Add Qualification Results to Selected Candidates

QAN : 60142923
QWAD : # C00/1569/2

English

Qualification

AQA Level 1/Level 2 GCSE (9-1) in English Language

Year Month

2024 v June v
Student Grade

Only rows with a grade will be saved, a grade of X will delete an existing result
row



Exam Assist User Guide V2.0

Adding Manual Results by Group

Navigate to the Results Tab | Actions | Add Qualification Results to Candidates and select a group (this can
be any groups within the MIS or Groups Created in Exams Assist).

= View Bosedota pA o0t

® Uplood Basedata file BA 603

® Upload Results files

@ Upload Results csv file

© Add Qualification Result to Candidates

m ® Download « ¥ Configure Exams Assist

Once selected, enter the QAN/QWAD (Wales Only) code and select Next, then enter a valid grade/mark next
to each candidate in the list.

Note i If a candidate is left blank then no grade/mark will be allocated to that candidate.

Adding Results via a CSV File
Navigate to the Results Tab | Actions | Upload Results CSV File.

£ View Basedata

® Upload Basedata file 6A 603
| ® Upload Results files

® Upload Results csv file

@ Add Qualification Result to Candidates

m ® Download ¥ Configure Exams Assist

File Format:
Date, UCI, QAN, Grade (the UCI can be replaced with CandNo)
1 Date is the date for the qualification e.g. 30/06/2024 for a June 2024 (24/6A) result
1 QAN is the QAN code e.g. 603/3139/2 - with or without the "/"
1 UCI is the 13 character Unique Candidate Identifier
1 CandNo is the 4 digit candidate number for this centre

1 Grade is the grade awarded - this is not validated against the QAN to check if is valid for the qualification
Uploading UAL Exam Board File
Create the following report from their website and download as a CSV:

(Batch_Run_Cohort_ID,Start_Date,End_Date,Learner_ID,Provider_Centre_s_ID_for_learner,Given_name,Family_n
ame,Qualification_Name,RITS_Code,Provider_Centre_Entity Name,Site_name,Textbox32)

IMPORTANT 1 When adding results manually Exams Assist DOES NOT validate the data entered, you need
to ensure that you enter the correct Grade/Mark.

Editing Exam Results

If exam results needs to be amended due to remarks or an admin error, this is possible by navigating to the
results tab and selecting the qualification that the grade needs to be changed for. Once select, find the
candidate and select the Edit Button.

8¢
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Overview Exam Entries  Access Arrangements | Results | Invigilators  Timetable and Seating  Candidates Rooms  Schedule  Daily Planner  Events

° June 2024 : 60142923 AQA Level 1/Level 2 GCSE (9-1) in English Language

Show | 25+ |entries

CandNo Name Year Reg Mark Grd1 Grd2 Grade

2085 B Kovina Foronic 3 0 ? 7 o

Enter the new Grade/Mark, this will then be updated for the candidate and the history of changes will appear
in the logs for that candidate.

Partial Absence |:_ if absent |
Logs

11/08/2024 11:33 AM

Added by

11/08/2024 12:57 PM

Changed by
FirstGrade changed from 7 to &

Viewing absent Candidates

To assist schools managing their results against
that were missing from the exam (this feature will only work if the registers were taken electronically using
Exams Assist).

Show | 25~ |entries

search: |
B | Board Level Series Code Title Subject Count Absent Count
[0 EDEXL/KSQ BTNGB 24/6B 20168K DISPUTE SOLVING IN CIVIL LAW Law 16 0
[0 EDEXLKSQ BTNGB 24/6B 20170K APPLYING THE LAW Law 7 0
[J EDEXL/KSQ BTNG/B 24/6B 31617H PRINCIPLES AND APPLICATIONS OF SCIEN Science 7 1
O EDEXLKSQ BTNGB 24/6B 31619H SCIENCE INVESTIGATION SKILLS Science 1 0
[J EDEXLKSQ BTNG/B 24/68B 40888M BEHAVIOUR AND DISCIPLINE IN THE UNIF Public Services 9 2

When the component code is selected it is possible to see the attendance by colour. If the candidate was
marked present in the exam then the result line will be coloured in Green, then Yellow for Late and Red for
Absent. A great way for double checking if all candidates that were present in an exam has a result.

Overview Exam Entries  Access Arrangements | Results

Invigilators ~ Timetable and Seating  Candidates Rooms  Schedule  Daily Planner ~ Events

Embargo Active
will be available from 12:00 on the 15th of August 2024.

° June 2024 : 40888M BEHAVIOUR AND DISCIPLINE IN THE UNIF

Show | 25 v |entries

Search: | |
CandNo Name Year Reg Mark Grd1 Grd2 Grade
iz ] P P G
12 a X X @

Viewing Results in the Staff Portal

Once the results are imported, these will appear in the Results Tab listed by element. It is possible to view
the results by element by selecting the element code or by subject by selecting the name of the subject.

t

h
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Overview Exam Entries  Access Arrangements | Results | Invigilators  Timetable and Seating  Candidates Rooms  Schedule  Daily Planner  Events
Show | 25 v.\entr\'es Seurch:\. |
n Board Level Series Code Title Subject Count
O AQA Level 1/2 24 /64 60142923 AQA Level 1/Level 2 GCSE (9-1) in English Language English 2
O UAL Level 4 24/ 6A 60331392 UAL Level 4 Foundation Diploma in Art and Design Science
Assigning to a staff member I The staff that are able to view the results are linked to the staff associated

to a subject within the entries tab. If a staff member is unable to view their results, navigate to the Entries
Tab and assign the appropriate member of staff to the appropr iate qualification.

Assigning to a subject T Select the qualification(S) | Selected | Set Subject for Selected, once selected select
the subject to assign the qualification too.

& Print Selected

A Send Email with Exam Results to Students

¥ Set Subject for Selected
® Download « £ Configure Exams Assist

From the results tab, itds possible for the exams o

Viewing Subject Results

When a subject is selected, all codes for that subject will be displayed for all candidates i.e. for history all the
GCSE and GCE will appear. This can be filtered down to by Year Group as well as being able to include results
from the previous year (previ ous season results are coloured in
download these results to excel.

Printing Exam Results
To print off the candidates statement of results, navigate to the Candidates Tab | Select Candidates |
Selected | Print Selected and select the report called Statement of Results

Noteil f you only want this Yearb6s Results to appear| e
the results between the dates at the top of the popup box.

Printing Exam Labels

To print off Exams Labels to place on the envelopes, navigate to the Results Tab | Select All Exams |
Selected | Print Selected and either select the report called Candidates Address Labels or Name
Labels .

Note T For the Candidate Address Labels to display the names, ensure that you allow SchoolWorkSpace to
access Address from the MIS. Schools Settings | Data | Xporter/Wonde/Arbor/Bromcom on
demand settings and ensure that Include Student/Parent Address

Creating & Recording NEA Results
Creating NEA gradebooks is a simple process, these are created based on the entry codes. Follow the simple
steps below to create the gradebooks for staff to be able to complete.

Step 1 i Navigate to Overview | Edit Season  and select Show Results Tab - for results files imported
from the exam boards.

Step 2 T Ensure that the Entries have been made and imported into EA for the season that require the NEA
to be recorded for.

8¢



Exam Assist User Guide V2.0

Step 3 i Navigate to the Results tab and select Add NEA.

© Add NEA £ Configure Exams Assist

Step 4 1 Select all of the component that require an NEA column created in a Gradebook and select Next .
Once selected enter a date for the columns to be visible to staff and also what type of grade to be used for
the Grade.

Add NEA

Select the Elements or Components to create the result gradebook columns

Art

[J 3650Qs Art and Design (Art, Craft & Design)

O 3650U10-1 A &D (Art, Craft, Des) Unit 1 Portfolio
O 3650U20-1 A & D (Art, Craft, Des) UNIT2

Biology

O 1400U5 Biology Pracitcal Examination

O 1400U50-1 Biology Unit 5: Practical

[J 3400U3 Biology Practical Assessment

OJ 3400U30-1 Biology Unit 3: Practical

Once selected, all columns will be created in the gradebooks and a breakdown of each column and its heading
will appear in the Results Tab.

NEA  Mock Result

Show| 25 ~|entries Search:| |
Year Goup Subject Exam Gradebook
Year 11 Geography 1110U50-1 Geography Unit 5: Nea @

Exam Name 1 By selecting the Exam Name users will be able to view/edit details of the column selected.
Details such as Column Title, Active From and Too and also the trip of result that is expected.

Title:
Geography Unit 5: Nea

Type: Subject: Year Group:
NEA v Geography v Year 11 v
Exam Season: Exam Results File
January 2025 v 1110U50-1 \ Choose file |No file chosen
Excel with CandNo or Adno Column and Mark or Grade column
Active From; Until:
dd/mm/yyyy ] 11/12/2024 (]
Grade:

© Numeric Mark
© Comment

® Gradeset a-1

Assigned To!

Assign to Another Group

Gradebook Link T This will open the Gradebook in a new Tab.

Creating & Recording Mock Results
Step 1 T Navigate to Overview | Edit Season and select Season Type i Mock/In -House and Show
Results Tab - for results files imported from the exam boards.

8¢
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Step 2 - Navigate to the Results tab and select Add Mock Results

© Add Mock Result ¥ Configure Exams Assist

Step 31 Select all of the component that require a Mock Grade column created in a Gradebook and select
Next . Once selected enter a date for the columns to be visible to staff and also what type of grade to be used
for the Grade.

Add Mock Result

Select the Elements or Components to create the result gradebook columns

History

O HIS History

O HIS1 History 1

Close Next

Once selected, all columns will be created in the gradebooks and a breakdown of each column and its heading
will appear in the Results Tab.

Mock Result €
Show\_ 25 v|entries Seurth:| |
Year Goup Subject Exam Gradebook
12 Spanish SPA Spanish I
13 Spanish SPA Spanish @
12 Sociology SOC Sociology “

How to download and upload a spreadsheet

Once the Gradebooks have been created itbés possi bl e
staff being able to view the data that has been entered or alternatively, the school can manually enter data

into the spreadsheet and then upload these results to EAs.

To download/upload a spreadsheet navigate to the Results Tab | Actions  and select the appropriate option.

= View Basedata

@® Upload Basedata file

® Upload SIMS Statement of Results for Mocks
@ Download Excel - Mock and NEA Results

® Upload Excel - Mock and NEA Results

m © Add Mock Result £ Configure Exams Assist

How to Upload a SIMS SOR for Mocks (SIMS ONLY)
If schools have created results Marksheets in SIMS for the purpose of recording mock results, these can be
imported into EA via the TSV File for the Statement of Results.

9C



Exam Assist User Guide V2.0

Managing Events

The event tab will display any types of events that occur in an exam room. The type of events that are
displayed are Malpractice, Special Considerations, Absent, Late, Late Start, SRB, Toilet Breaks and Move Seats.
Each of these events are filtered into a different tab making it easier for Exams Officers to look at a different
type of event.

Overview Exam Entries  Access Arrangements  Invigilators Timetable Caondidates Rooms Schedule  Daily Planner | Events

Malpractice (o] Special Consideration O Absent ® Late @ LateStart @ SRB @ Toilet Break @ Move Seat ©

How to Adding a Note

To add a note to any event, navigate to required tab, locate the candidate and select the note icon on the end
of the table.

Tip T This is great for recording updates in relation to a Malpractice/Special Considerations case. Use the note
function to record that youdve notified the JCQ o
has been notified.

How to Delete an Event

To delete an event recorded by a staff member, navigate to the appropriate tab and select on the time hyperlink
of the event and select delete.

12:15 : Absent Ewan Andrews

Timestamp 04/11/2024 12:15
Event Absent

Exam Date 04/11/2024

Exam Start Time 09:00

Room Gym

Seat c2

By SIMS Secondary Now
Cand No 0009

Cand Name Ewan Andraws
Message Ewan Andrews : Absent

Close 1l Delete Ewan Andrews

Note T This deletion is irreversible.
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Configuring the Candidate Portal
Parents and Candidates are able to log into the Portal either by the email registered with the school or the
school can create login codes which can be issued to the Parents/Candidates.

Creating Login Codes

To create codes for the parents or the candidates to log into the online portal, navigate to School Settings
| Other Settings | Setup logins . Select Generate Login Codes , once created you will be able to
download or print these codes for distributing.

For login for Students, Staff and Parents to SchoolWorkSpace
Students, Staff and Parents can register/login if they have an email add Generate Login Codes - Staff

Alternatively users can login with a unique login code that you can geng )
Generate Login Codes - Students

UserType Count With Email Generate Login Codes - Parents
Staff 13 104-92% L Clear Login Codes - Staff
Students 4367 482 - 1% 4 Clear Login Codes - Students
Parent: 1967 1505 - 76% I

arents ° o Clear Login Codes - Parents

@ More Stats ® Download = &4 Print « Generate/Clear Login Codes «

Setup

For candidates to view their Entries / Access Arrangements and Results on their portal (Note i Parents are not
able to view the Candidates Results, by default), ensure that the following are select i Published to the
Parental and Students Portal and Students can see results in Exams Assist

° Settings For Season : January Exams 2025

Details  Invigilators | Portal

(W Published to the Parental & Students Portal

Exam Entries, Access Arrangements, Exam Timetable jand optionally Results) can be viewed when they login to SchoolWerkSpace or using the link in the Exam Timetable email

Edit Message Shown To Parents Edit Message Shown To Students
Results Embargo i Exams Assist has a configuration for multiple results days for results days. The day
before results days and until the configured ti me

the exams officer role. The default dates for results days is the 3 and 4" Wednesday in August for the GCE
and GCSE results. The Results Embargo check box is for any other time a school may not want candidates or
staff to view the results in Exams Assist, and needs to be manually cleared.

Following the exam embargo the candidates will be able to view their results for multiple seasons within the
portal. The results are broken down into seasons to make it easier for them to view, these results will appear
in an additional tab next to their timetable.

(&) Access Arrangements | Results

Dashboard

Results Embargo Active

§ The Exam Results will not be visible until the 15th of August at midday

Allowing Candidates and Parents to Confirm Entries

To allow either the Candidates or Parents to view/confirm their entries navigate to Overview | Edit Season
| Portal and select Parents and/or Candidates can confirm their Entries in the Portal. Once selected
Parents and Candidates will be able to view their entries and then have the ability to confirm that the following

92



Exam Assigt User Guide V2.0

arecorrecti Ent r i es; Access Arrangement s; Name on Certi fi

also possible to add a note to explain to Candidates / Parents of what that they are required to do.

Confirm Name and Entries : January 2025

Ackton, Stephen
I confirm that 'Name on Certificate’ is correct
® Yes No
| confirm that Date of Birth is correct
® Yes O No
| confirm that the entries shown are correct
® Yes O No
Access Arrangements listed (where applicable) are correct

® Yes No

| confirm | will use the access arrangements granted to me

® Yes No

Close m

Once the data has been submitted by the Candidates / Parents the results will appear in the Candidates Tab

Candidates  Student/Parent Confirmations

Filter by Year/Reg » Filter

Show | 25 v |entries

Search: |
Entries AA Granted
CandNo Name Student Parent Name Correct DOB Correct Correct AA Correct Correct Status
7004 Ackton, Stephen ] foYe] Yes Yes Yes Yes Yes Ok

Adding a message to the portal for Results

Navigate to the Overview Tab | Configure Exams Assist | Results & Embargo

and select Edit Message
for Results , then enter the message you wish the candidate to view.

\ Note - This message will be visible even if the results are embargoed.

(&] Access Arrangements | Results
Dashooard These are the latest results - if you need to appeal click here
— The Grade Boundaries can be viewed by selecting the following link
= . . - 2 SrEAE
nttps:/ffilestore.aqa.org.ukfover/stat_pdf/AQA-GCSE-GDE-BDY-|UN-2023.PDF ;
Curriculum

(O share exam resuits with parents

Summer 2024

Board Level Code Title Mark Grdl Grd2 Overall Grade
AQA 60142923 AQA Level 1jLevel 2 GCSE (9-1) in English Language A A

& Download PDF

Tipi Add any information youdd |i ke the candidate tfo
Links etc.

Candidate allowing Parents to view their Results

Within the Candidates Portal there is option for the candidates to allow their Parents/Carers to view their
results in their portal.

(o]
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D Share exam results with parents

Emailing Results to Candidates

To allow candidates to view their results via the email, navigate to the Overview Tab | Configure Exams
Assist and select Students can see results from the link in an email

Configure Exams Assist

Settings Training Attendance | Results & Embargo | Contingency Days  Invigiltor Checklist

Exam Results

E,/ Results Embargo - Only Exams Officers can see results.

This overides the results day embargo below

E,/ Students can see results in Portal when they login

Requires Result Files to be imported into SchoolWorkSpace.

(W Students can see results from the link in an email
Requires Re:

s to be imported into SchoolWorkSpace.

Once the above has been enabled navigate to the candidate tab, select or filter the group of candidates that
results need to be emailed too. Once selected navigate to Selected | Send email with exam results to

students . Create a message and then send to the candidates (the link to the results will automatically display
on the bottom of the email).

o P
¥ Print Selected

@ Add Qualification Result

A+ Send Email with Exam Results to Students

*X Remove Selected Candidates with no exams
Tl Delete Selected Candidates
® Clear Room+Seat allocation for Selected Candidates

| @ Assign Room to Selected Candidates 5 K

Selected

Allowing Mock Results and NEA to display on the Portal

To allow Mock Results or NEA to be viable on the portal, navigate to the Overview | Edit Season  and enter
a date to and from for these results to be visible on the portal.

Portal Mock Results Visble From: Portal Mock Results Visible Until:

dd/mmyfyyyy 8 | ---- 0] dd/mm/yyyy B | --:- ¢}

Edit Message For Mock Results

Portal NEA Results Visble From: Portal NEA Results Visible Until:
dd/mm/fyyyy 8 | ---- 0] dd/mm/fyyyy B | --:-- ¢}
NEA [Non Exam Assessment] Results are not shown to Parents in the portal. | Edit Message For NEA Results

It is also possible to add a message to be visible for the candidate to see in the portal, this is great for explaining
the school 6s procedures for appealing their NEA mar
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Candidate Details  Entries  Timetable Access Arrangements | Mock Results

These are the Mock Results for the January Internal Exams

Year 11 Mocks Feb 2024

DRA1 Drama 1

DRA Drama

© 0
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Creating a Training Season

To help Exams Officer |l earn how to use Exams Assi
Training Season. Creating a season is very simple as everything is created for the user from Entries, Access
Arraignments Rooms, etc. All candidates used in a training season are dummy data, but the training season

will use the Access Arrangements that are used by the school. Once the training season is completed the

season can be deleted. All functionality within a training season is the same as what is contained in a normal

season, the only difference is Attendance Data will not be able to be written back to SIMS.

How to create a Training Season
Navigate to the Season Dropdown menu and select Add/Edit Training Season | Add New Training
Season .

Add Training Season

Add new Training Season

Add a new training season, this will create an exam season in SchoolWorkSpace

n exam timetable n be
d in sample rooms.
the functions of Exams Assist.

Give the Season a name, enter the number of candidates and invigilators that you required, finally the dates
that you will run the training. Once the season has been created you will be able to use every element of
these manuals to assist you in learning how to use this software.

9¢€
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Managing Basedata

In order for schools to import their results into Exams Assist the appropriate basedata will be required in the
system (The most common basedata will have been i mp
contain any information about the g ualification only the result/grade.

Schools that require to import their Edexcel 7b File then they will need to import the basedata received from
the exam board.

Viewing/Managing and importing Basedata
Navigate to the Overview Tab | Actions | View Basedata

‘ @® Upload SIMS Statement of Enfries
@® Upload SIMS Candidate Special Arrangements
@® Upload SIMS Candidate Report
View Basedata
@® Upload Results file
+ Add new Exam Season
© Access Arrangement Settings
+ Set as Defoult Exam Season

@ Exam Seasons Entry Info

& Close this Season

The basedata is broken down into seasons, then exam board and finally each individual level. To view the
basedata for any qualification, navigate to the appropriate season, select the awarding boarding then the level
and use the search functionality to locate the appropriate code.

° IR . | 2023

AQA  EDEXL/GCE EDEXL/GCSE EDEXL/GVQ EDEXL/KSQ NICCEA OCR RSA WIEC/GCE | WIEC/GCSE

1&2 EL GCSE L1L2 L3 VRQ WJQ WTA

Last Updated : 03/08/2023

Show 25+ entries Search:(3300___
3300PF Mathematics 3300PF Mathematics Foundation 2391 €0007204 (32000101 )| (33000701
Foundation
3300PH Mathematics Higher ~ 3300PH Mathematics Higher 2391 C0007204 3300us0-1 | [ 33c0UG0-1
I f the required basedata is not in Exams Assist ito
table, Actions | Upload Basedata File . Locate the .zip file and import.

® Upload Basedata file

Tip T You are able to import a number of basedata files at once, when importing the files select a number of
files and import.

Important 1 All basedata files must be uploaded into EA before results files can be imported. Most common
basedata files will have already been imported, but there may be a need to import Edexcel BTEC specific files.
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Managing Gradebooks

How to Edit a Gradebook

To edit the gradebook select Actions | Edit Gradebook. From this dialog box you will be able to add student
attributes such as FSM, EAL or SEN. You can also hide or make a column rea¢bnly and finally you are able
to move the order of the columns by selecting the up and down arrows.

Edit GradeBook

GradeBook Title:

Year 9 Physical Ed 9y/Pe2

Subject:
Physical Ed v

YearGroup:
Year 9

Student Attributes:

() FsM [ =r () EaL (] sen O cifted

Column Hidden ReadOnly Move

Bleep Test D D + ¢
PE Exam 0 0 F
Target Grade 0 0 P

[~

Note T The Student Attributes will only display if the school allows the data share of this data item. To able
this additional data, navigate to School Settings | Data | Xporter on Demand Settings.

How to add Exam Codes to a Gradebook
To add exam entry codes to a gradebook, navigate to a gradebook, then select Actions | Edit Gradebook
and enter an Exam Entry Codes in the appropriate box.

How to view a result for an individual Pupil
If you select a pupil in the gradebook you will be able to view the results for that individual pupil. It will also
display the date and the name of the teacher that entered the grade. It is also possible to add a new grade
and the old grade will be stored in the history.

't is also possible to print these set of results

How to edit a column heading

It is possible to edit the column of a grade by clicking on the column heading. From this dialog box you will
be able to give the column a new shorter heading, hide a column, make a column read -only or make the
column a predicted grade. It is now possibl e to sort the Gradebook by a column from this screen.

9€
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How to delete a column
If you have created a column in error it is only possible to delete this if no grades have been recorded. To

delete the column you will need to edit the Mock Grade .

Internal Grade

Title:

PE Exam

Column Heading:

O Hidden

not display this column

() Read
Values

[:] Predicted Grade

Other Grodes will ba compared and highlighted: Above On Target Eelon

Active Between:

dd/mm/yyyy (] 10/01/2022

Sort:

O NoSort O M Highestto Lowest O & Lowest to Highest

Details

E)

Select the column heading and then select Details

(See above). When you view the Mock Grade you will be able to select Edit Mock Grade button.

Scroll down to the bottom and select Delete.

—_— -

Grade:

Distinction*-Pass

Assigned To:

Tx/Fel
@

Assign to Another Group

However, if you have entered some grades / results you will have an error message.

Grades have been submitted. You
cannot delete work that has student

submission, or grades or comments.

How to download a set of results

To downl

oad

Managing Gradesets

From School Settings Select Other Settings | Gradesets

gradesets.

a

set of

resul

ts

to an éExeé¢l spowmaldehee

, schools will be able to view/manage the
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° Add/Edit Gradesets

Source

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Active Name

v RAG

v A~F+G+U

v 9-1

v Pass/Fail

v 5 Qutstanding - 1
Poor

v Level 1-8 +

Exceptional
v Distinction*-Pass
v Progression Step 1-
5
v Percent

Values

Pass  Fail

5) Outstanding  4) Very Good = 3) Good

Exceptional | Level8 | Level7 Level6

Levell| (A} |B| [C| [N| |D

2) Inconsistent 1) Poor

Level 5 Level4| Level3 Level2

Distinction* | Distinction| Merit. Pass  Unclassified

1) (2] (3| (4] |5

Numeric 0-100

# Edit
@ Edit
& Edit
& Edit
@ Edit

[ Edit

& Edit
& Edit

& Edit

+ Add Gradeset

How to Add New Gradesets
Navigate to Manage Gradebooks and selectAdd Gradesets

4+ Add Gradeset

Gradeset Properties

Edit Gradeset

Id RAG
Name RAG
Max 0

For numeric enly grades, O to this value

(W Gradeset Is Active

s
LH —

ID T Give the Gradeset a unique ID.
Name1 Give a unique name to the Gradeset.

Max 1 Enter a Maximum Value for a Numeric Grade Only.
Colouri Select the appropriate colour associated to the grade.
Gradei Enter the appropriate grade type such as A*to G or 9to 1 etc.

@ Grade

[Fed IE
|Amber | [5
[Green [0
| Description | o

Submit

10C
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Descriptioni Enter a description for each grade entered.
Valuei Enter a value for each grade.
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Appendix

Access Arrangements Icon Key

Practical Assistant

Computer Reader

Reader ... Scribe y’

Supervised Rest Breaks g Signer g
Modified Language a

Prompter ﬁ Paper

Alternative Room od L Dictionary E

Arrangement -r

Reading Pen Q Extra Time ®

Separate RooM Fe 1 | Mobile Device for D
P L™, | Medical Reasons

Medical ﬂ Laptop I

Speech Recognition \Q} Note e

Coloured

Paper / Overlays

Green Paper i Blue Paper
Green Overlay . Blue Overlay
Yellow Paper Grey Paper
Yellow Overlay Grey Overlay

e 9 ) P

Coloured Paper

Coloured Overlay

Red Paper i Orange Paper

Red Overlay . Orange Overlay

Purple Paper . Pink Paper

Purple Overlay . Pink Overlay
Vi

L NI

10z
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Printing Examination Materials (Cards, Seating Plans and Registers)
It is possible to produce three types of cards using Exams Assist: Candidate Cards; Component Cards and
finally Room Cards.

Candidate Cards i The ability to print off Cards per Candidate. There are three different types, one with
just name and exams number, the other including the Candidate photo (if enabled to import from the MIS)
and finally one with a QR code for assisting with completing the attendance register. There is also a candidate
card that are created to fit on an 8 label address labels (Candidate Label i 8 per page).

To print these cards, select the O6Candidate Tabo6 wl
exam for that season. To print cards by Year Gr ouj
candidates you want to print. Select all the candidates and then Selected | Print Selected and then select

the type of cards required.

Candidate

O Candidate Card - 8 per page

O Condidate Card with QRCode - 8 per page

O Candidate Card with QRCode and Photo - 8 per page
O Condidate Label - 8 per page

Component Cards i The ability to print off Cards per Component Exams. There are three different types,
one with just name and exams number, the other including the Candidate photo and finally one with a QR
code for assisting with completing the attendance register.

To print these cards, select the 6Schedule Tabd whe
exams that season. To print cards by o6éDatebdé then s
and then Selected | Print Selected and then select the type of cards required.

Room Cards i The ability to print off Cards by Room and Seat Number. These again will contain a QR code
which will assist the Invigilators to complete the register.

Room QR Code
The ability to print out a QR code which can be pl g
Il nvigilator. 6 A member of school staff wild.l be ab
mobile device. By scanning thiscode,th e me mber of st af f-iwmidl It obenaalkl & htad
been checked etc.

To print these, select Room and then the rooms that you require the QR code for. Select Room Card with
Rode.

Examination Registers Printout
To print the examination registers for the exams, select the rooms that you require to print the registers for
then Selected | Print Selected | Examination Registers.

Seating Plans Printout

To print the Seating Plans for an exam room, select the rooms that you require to print then Selected | Print
Selected | Seating Plans. There are two different types, one which includes the Access Arrangements for
the candidates or one without.

10¢
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Rooml @ 2022-11-11 13:30

Al x0002(B1 x0008|C1 x0013

Kirsten Dixon Camila Ferguson lissa Armstrong

MAT/1111H 2020m pmaT/11111  2h20mimAaT/1111M 2h20m
fel ] o] O E

D1 x0017
Oliver Stewart

MAT/1111L 2h0m

A2 x000 c2 x0014

Tony Murray Darcy Gibson

MAT/1111M 2Zh.20m MAT/1111H _2h0m

" I_L ’_L

A3 x0005|B3 x0009 D3 x0018
Cadie Payne Elian Grant Fiona Perkins
MAT/1111L 2h20m/MAT/1111L 2h20m MAT/1111L 2h0m
(o] ] [o] ]

Ad x000g|B4 x001Q C4 x0015|D4 x0019
Honey Russell Sawyer Anderson Edith Hall Jasmine Miller
MAT/1111M MAT/1111M rﬁ-z‘ﬂllIMATfllllH MAT/1111H

(o] | o] | I

AS x0007|B5 x0012C5 x0019 D5 x0020
Sabrina Anderson  |Eddy Warren shton Jones Amber Miller

MAT/1111L 2Zh20miMAT/1111M 20 200MMAT/1111M 200
(o] ] ]

MAT/1111L 2h0m
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A Guide to Staff on using Exams Assist
Getting Logged in

Navigate to the following website - https://examsassist.co.uk/

Selecti Login / Register , then Login to SchoolWorkSpace

-1 i . T . riedr c
Logim With your email 0odress

If your email is entered in the school data...

The username will be your school email address, the addresst hat 6 s recorded in the s
to set a password, sel ect 1dibitecodé Willkdhe spre tb yobr arsad addressl &nter i n |
this into the software and create and confirm a new password.

Staff Homepage

Staff will be able to access a vast amount of information from their homepage (this will also very depending
on the modules purchased). By default teaching staff (if allocated to the Teaching security group) will be able
to view the Exams Tab, Group Tab and the Timetable Tab.

= Entries Review | Exams  Results

Exams
January Exams 2025
e 31463H Personal and Business Finance For Review
Bookings 31760H Information Technology Systems For Review
31489H Developing A Marketing Campai For Review
[0 31761H Creating Systems to Manage Informati Reviewed
Parents' Se ber Entries 2024
Evening September Entries 20
CGWV2A Business (2018} (Award) Authorised
= CGWV3A Information Technology Reviewed
Groups SKWOSA Information and Creative Technology Action Required
CGWWV4A Business Authorised
Timetable

The Exam Tab will display the entries that have been assigned to the staff member to be reviewed, a list of alll
exams that has been created by groups, Results and any Invigilation Scheduling associated with the staff
member.

Reviewing the Entries

To view and check entries, sel ect an el ement and yo
able to mark each entry with either being Correct , Query or Incorrect

CandNo 4| Name % Reg 4| Status % | Comment ¥
O 7001 11B
- Q Jason Aaron v X ? o
O 7002 3 11C
- ‘E Liz Aaron VvoX 2 L+

10¢
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Or alternatively you can navigate to Action at the bottom of the table and select an appropriate option (see
below).

Once youdbve gone through, checking the entries you
green, orange, red or stay white if no selections a
or as Ol ncor r eltappear for thebin ® bivee g redsonXor this decision.

Once the comment has been applied this can be viewed next to the candidate. SLT members will then review
these and are able to either decline or approve these requests. These will be visible to the member of teaching
staff, they will too be able to add a comment which can be viewed underneath.

It is also possible (if required) to Add Candidate if they have been omitted from the entries. Navigate to the

bottom of the list and select Add Candidate and youdl I be able to search a
the pupil and they will be added to the list ready for a member or SLT to approve. These entries will be
mar ked as O6Additional d in the entri escethadnttyes madethe | |

candidate would appear correctly in Exams Assist ready for a staff membertomar k as 6 Correct .

A summary of these allocations can be seen at the top of the table.

Once youbve made your ame nd me nt3atuy touActioni réquiredn e dlikset o
amendments will be review by a member of the SLT and then actioned by the Exams Officer as necessary.

10¢






















































