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Getting Started

Thank you for choosing the Exams Assist Module. Exams Assist is part of a suite of modules offered by
SchoolWorkSpace (SWS) for educational institutions, which also includes modules for Parentsi Evening,
Attendance Tracking, Messaging, Room Bookings, Gradebooks, Homework, and Seating Plans.

Data Sharing

SWS supports various MIS systems, including SIMS, Bromcom, Arbor, ISAMS, and
Go2Schools. The available data and features may differ based on the system yourCentre
uses. A list of currently supported data from each MIS can be found at the following
webpage: https://schoolworkspace.co.uk/help/MIS. As the data controller, the
educational establishment retains control over what data can be shared with SWS. To
review the data being shared or to select additional options, navigate to School
Settings | Data .

How to Log into SchoolWorkSpace

[=m]%, 3= [u]
r

Once the data sharing has been approved,Centre Staff can login to Exams Assist

Navigate to the following website: schoolworkspace.co.uk

=]

1.Go to the following website: http://schoolworkspace.co.uk

2. On the homepage, click on Login / Register . Login/ Register

3. SelectRegister with SchoolWorkSpa ce.

4. Enter the email address recorded in your schools ) Losin With Groupeall I0ags
Management Information System (MIS). A 6 digit verification S ————

code will be emailed to you.
5. Enter the verification code on the login screen, then create T

and confirm a new password. After logging in, you will be wioipase | 4 LogintoSchooiorspuce |
dlrected tO your homepage IT YOUF emaill 1S enTered In te SCNool aatanase

Allocating Access to Centre Staff

After logging in, Centre Saff will need to be assigned to a Security Group within SchoolWorkSpace (SWS)
so they can access Exams AssistNavigate to School Settings | Staff Roles. The staff members who have
synchronised from the C e n t MI8 @ilkappear.

° Staff Roles

Show [ 10 ~|entries Search: |

Note & To ensure staff emails are imported into SWS, they must be set asWork in the MIS and marked as
Primary in SIMS. Alternatively, you can add another email address in SWS for staff to use for login.
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Creating a New User

If a staff member does not appear in the list, you can create a new user rid Admin User

in SWS by navigating to School Settings | Staff Roles | Add User . Once AddStaffUser  TMieS
selected, fill in the required information, and the user will be added. If an Add Other User

email address is provided, the staff member will be able to log into the 8 StaffLogin Settings
system.

Understanding the Different Available Security Groups
There are severalSecurity Groups available in SWS, each with specific functions:

Teaching 6 For staff to be able to login to Exams Assist and view the ¢ a n d i deatties, saécess
arrangements and results, 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. Additionally, they will have access to SWS$ this will allow staff to view any
pupil ds details including par eandsehbolattendance. mat i on, cu

SMT (Senior Management Team) - This group provides staff with Read-Only Access to all Seasons within
Exams Assist. They can access and print any reports in Exams Assist and approve each entry by selecting
SMT Approved. SMT members also have access to SWS, enabling them to view any pup details such as
parental information, curriculum timetable, and school attendance .

Exam Officer & Staff in this security group can manage settings for this module, upload entries, handle
access arrangements, allocate and manage invigilators, and schedule invigilators/staff. They can also
manage the printing of candidate cards, which allow invigilators to mark registers electronically using a QR
code. They also have access to SWS for viewing pupil details, including parental information, curriculum
timetable, and school attendance.

Exam Aid 6 Staff members assigned to this security group will have access to the Daily Planner tab. This
feature allows them to view exam details, identify missing candidates, and complete attendance registers
for both the AM and PM sessions. Depending on the centre's configuration, they may also have the ability
to schedule invigilators. For more information, see the section on Configure Exams Assist

SEN(England) / ALN (Wales)d Staff assigned to this security group will be able to access and manage the
Access Arrangements Module within Exams Assist.They will also have the capability to import applications
from the JCQ Portal.

(¥ Staff Can only Login with a school email address
Must be one of the configured School Email Domains.

D Staff Can Login with any email

Wark Email ( present) enly if not selected

Log - In O ptlo nS (O Staff Logins ask o setup Mult-Factor Authentication
Centres have several options for how staff members can log into Exams Assist. i st
To select the most appropriate options for your centre, navigate to School

Settings | Staff Roles | Staff Login Settings

(@ Enable Student Dashboard
Attendance gauge student dashboard visible for Parents, Students and Staff

O ponot
Includes

ludes

urriculum to Students and Parents

ctor challenge if originating from Whitelisted [P address
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Password Policy - The password policy has been increased, so staff members will need to use a stron{
password (At least 8 characters, one lowercase, one uppercase, one number, and one special char (*@#
%~"&+=,."), and not include (<>).

Staff Can only Login with a school email address

If selected, Centre Saff will only be able to log into Exams Assistby usingt h e C eQfficial Boénain Email
Address. Once enabled, the centre will need to ensure they have enteredthe official domain address. If the
Centre have multiple i.e. co.uk and .com then both will need to be entered, but a comma will need to be
added between both addresses.

School Email Domains:
@_Schoolwol'kspoce.co.uki

Staff Can Login with any email

. . . i Name Mrs M Anderson
If selected, Centre Staff will be able to log into Exams Assist by using
. . . . Name Mrs Mary Anderson
any email addressstored in the software. It is possible to store several il 1 |
B . . mail MAnderson@example.com
email addresses in the system; each tagged to a different type. The
Work Email MARderson@example.com

different types are 8 Home, Work, Other or Alternative Login Email.

If this option is not selected, Centre Staff will only be able to log into Exams Assist using the email address
tagged as Work.

Staff Login s Require Multi -Factor Authentication  (MFA)

Multi -Factor Authentication. This
(] sStaff Logins ask to setup Multi-Factor Authentication will mean that when a Staff Member
Using an Authenticator App IOgS into Exams Assist, after entering

their password, they will need to obtain

D Enforce the above Staff Logins Multi-Factor Authentication the Q-digit code  from _ _the
Authenticator App, then enter this into

Exams Assist when prompted.

On login, must setup if not already done

There are two options available to Centreds:
1. Staff Logins Ask to setup Multi -Factor Authentication & When a Staff Member logs into

SchoolWorkSpace,a banner will appear at the top of the homepage asking the user to setup Multi -
Factor Authentication. This is na mandatory for the user to complete this task.

Important!

Note - To view if staff have completed the multi-factor process, Navigate to School Settings | Staff Roles .
If there is a QR Icon in the2Factor Column , this will indicate that the user has completed this process

2. Enforce the above Staff logins Multi -Factor Authentication 0 If selected, the Staff Members during
the log in process will be instantly directed to setup the Multi -Factor Authentication app, they will not
have the option. They will not be able to access SchoolWorkSpace until this process is completed.
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Setting up Multi -Factor Authentication  (MFA)
See below for the steps that the staff will need to follow to successfully séup the MFA:

Step 1 8 Download the Microsoft Authenticator App  from the App or Google Play Store .

Step 2 0 Log into Exams Assist and Navigate to the main menu and select Setup Multi -Factor
Authenticator.

Step 3 0 Scan the QR Code into the Authenticator App, it will then add your account details into the
authenticator app. Then selectadd this Multi -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 8 You will be asked to provide a 6-digit code from the Authenticator App to log into Exams Assist.

Multi -Factor Authentication Recovery

If a staff member loses access to the authenticator app, the Centre
admin can email a recovery code viaSchool Settings | Staff Roles . A Email Multi-Eactor Reset Code
Locate the staff member, click the QR icon, and select Email Multi - -

Factor Reset Code. The recovery code will be sent to their registered
email. Once entered, the staff member can regain access and

reconfigure MFA.

Require Staff to Login Daily
If selected, the staff member will be forced to log into Exams Assist daily. If the staff member is already
logged in, the system will automatically log them out.

Require Invigilator to Log-in

Should this option be selected, the magic link sent to invigilators for accessing their portal will expire after
12 hours. As a result, they will need to log into Exams Assist. Invigilators can create their own password by
selecting Register 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 6 Invigilators DO NOT need to be allocated to any Security Groups within SWS their magic
link will just work.

Enable MyLogin
This is a login product provided by Wonde, if your Centre uses Wonde to log in, then enable this function.

Enable Student Dashboard

When staff or parents log into SWS, they are directed to the pupil& homepage, which features their
dashboard. This dashboard showcases several crucial pieces of information regarding the pupil, including
key pastoral information, today & lessons alongside attendance figures, an overview of attendance, and any
imported assessment data. To access this dashboard, users must have roles assigned as Teaching, SMT,
Exams Officers, or Admin users.

TIP 0 This is a great dashboard to enable especially for aninternal or External Exam Season. Centre Staff
can quickly see if a candidate is in school from

Note 0 For the Timetable and Attendance to display, ensure that these data items have been enabled in the
School Settings | Data .
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Do not display Curriculum to Students and Parents.
This feature applies to Welsh Schools using the New Curriculum Moduled More details can be found here
- https://schoolworkspace.co.uk/Order/Curriculum

Whitelisting an IP Address

To allow staff to access Exams Assist without MFA from a secure location (e.g., the Centre), whitelist the IP
address. Navigate to School Settings | Settings and work with your IT department to add the IP address
of the trusted location.

Exams Assist Configuration
There are several Configuration s available to the Centre, this will allow them to tailor Exams Assist to meet
the Centred seeds. To configure, navigate to the Overview Tab | Configure Exams Assist .

Note - These are generic settings they apply to All Seasons. We advise taking time to go through the se
options.

The configuration popup has been broken down into the following tabs:

Settings, Training, Attendance, Results & Embargo, Contingency Days and Invigilators Checklist .

These configurations will be explained below:

Configure Exams Assist

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

The Settings Tab
Centre Number 0 Enter the Centre Number as registered with each Examination Board.

Additional Centre Number 0 If the Centre is accredited with severale x ami nat i on boar ds,
record these here, i.e.NCFE.

Multi Sites and Centre Numbers 0 If you school has multiple sites or exam Centre Number then these can
be configured here. Once set you can tagrooms and invigilators to a site.

Append Site Display Name to room on reports 0 If you are a multi-site Centre it may be useful for the
room display name to show the site to reduce the chance of Candidatesor Invigilators going to the incorrect
site.

Clock Options :
Show seconds on Invigilator Clocks & Selectt hi s option to display the sec
digital clock on the Exams Viewer Screen.

Show digital clock above analogue clock & Enable this function if the Centre needs the digital clock to
appear in the Exam Viewer Screen above the analogue clock.

Don't show the analogue clock & Enable this functionif t he Centre doesndt want
appear in the ExamViewer Screen.
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Show the digital clock as 12 hour d Enable this function if the Centre needs the digital clock to display as
a 12hr clock and not a 25hr clock in the Exam Viewer Screen.

Show photos on invigilator candidate lists 0 Select this option if the Centrer equi res t he ¢
photos to be displayed on the candidate list (Attendance Register). This is to help withthe identification of
candidates.

Manage Access Arrangements in Exams Assist 8 If the Centre would like to manage every aspect of Access
Arrangements in Exams Assist rather than in the Ce
function has been enabled any future syncs fromtheCent r efds MI S systems will s

Allow selecting highlight colours for Access Arrangements 8 Select this option if the Centre would like
to assign a colour to any of the access arrangements in Exams Assist. These colours will appear on the paper
and electronic version of the seating plan. Once the electronic register is completed this box (seat) will
change to the attendance colour (SeeHow to allow Selecting a Colour for Access Arrangement Type  for
more details).

Allow Supervised Rest Break (SRB) functions for any candidate & Normally the SRB functionality are only
available to candidates that have been awarded this arrangement. However, select this option if the Centre
would like this functionality to be available to all candidates i.e. for Internal/Mock Examinations.

SRB Colour 8 To help Centres distinguish between the colour for a toilet break and the supervised rest break
(SBR)Centres can select a different colour for the SRB.

Toilet Breaks & Add Additional Time & Select this option if the Centre requires Exams Assist to
automatically add the additional time incurred when a Candidate has returned from a Toilet Break. For this
function to work , each Candidatemust be recorded as Toilet Break & Out then Toilet Break Return .

Do not display Access Arrangement on the student portal 0 Select this option ifthe Centred o e s ndt w
for Parents and Candidates to see the Access Arrangements Tab on thie portal.

Students/Parents can see entries from the link in an email d With this function enabled, the Centre can
send entries emails to candidates and parents to include a magic link allowing them to view and approve
their exam entries.

Do not list candidate name if only 1 or 2 in a room 0 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 & Select this option if you require the reg groups to
appear next to the ¢ a n di dnameewhen creating seating plans, beneficial for mock exams when
candidates are potentially seated by registration groups.

Show Green Clash Flag on TT and Seating tab for external season resolved clashes & When clashes have
been resolved in the Timetable and Seating Tab, with this function enabled once clashes are resolved a
Green Flag will appear. This is to assist the Centre to see whereesolved clashes exist within the season.

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

0 By default, a staff member would need to select if a candidate has requested a laptop for each exam they
are siting. Select this option, if the policy of the Centreis that if a candidate is entitled to a laptop, then they
will get a device for each exam.
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Show Year Group on invigilators candidate list & Select this option if you required the Year Group to be
displayed in the Attendance Register.

Show Reg Group on invigilators candidate list 8 Select this option if you required the Reg Group to be
displayed in the Attendance Register.

Show Category of Risk Icon on invigilators candidate list d 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 attribute will need to be assigned in the candidate in the student record in SWS
The staff would need to be a member of the Safeguarding security group to assign these.

Print Category Of Risk icon @
Print AA Notes Icon -

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

Enable QR Code Scanner & By default the QR Code Scanner Tab will not appear onthei nv i g ipértalt o r ¢
If the scanner isrequired, then select this option.

Invigilators log AA used only active arrangements 8 If the Centre would like the invigilator s to record on
their devices that the candidates used their access arrangements during the exam, then select this option.

Learning Support Invigilators can't use invigilate functions 0 If the Centre do not want a support staff
within an exam room to complete the attendance register, they can select this option. These are staff
members identified with the Learning Support Invigilator Type.

Do not guess subjects for exam entries 8 When the entries are imported, exams assist will attempt to best
match these entries to a subject. This is to try and save time for the Exams Officers. Select this option if you
dondt want exanmessubedssi st t o guess

Publish Exam Timetable visible on public site & Select this option to enable the public to view any
timetabled exams both internal and external on their Centre website, using an iframe. Copy and Paste the

URL below this option to the Centred website to embed the timetable into the website.

Use Invigilators Forename and Surname & 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

Sort Invigilators by Forename + Surname 8 By default, invigilators names will be sorted by surname then
forename. If there is the need to sort by forename then surname, then select this option.

Edit invigilator names 9 By default invigilator names will sync with the staff that are imported from the MIS.
With this option selected you can edit the invigilator names,and t hey dondt sync from

Exams Aid can Schedule Invigilators & To allow members of staff that are assignedto this security group
to schedule invigilators in an Exam Season.

Email 8 Add the generic reply email address for emails sent from Exams Assist, therenter the name that the
email has been sent from.
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Invigilator & Lead Timings and Rates of Pay 0 Enter the length of time the Invigilators and Lead Invigilator
needt o arrive prior to, and after the exam has c¢ome
leave this blank. Enter the hourly rate for an invigilator and lead invigilator. This will apply the rate to each
member of staff.

Note 0 If a start and end time has been entered for a Lead or Invigilator in the Schedule Tabthis will override
the default entered in the Configure Exams Assist.

Extra Time Options & Enter the different extra times that the Centre has, the options entered, will be the
ones available to be selected in the Access Arrangements Tab.

Information for Candidates PDF & If there is a need to upload a document to be available to the candidate
to download from their portal, this document will be uploaded here. It is only possible to upload one
document.

Training Tab

Additional Invigilator Training Items oTo 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
For SIMS Attendance Read & Write is available This is available for

XoD Settings both Session and Lesson For thisto work ensure that the following

@;“ 1 settings have been enabled in School Settings | Data | XoD
For Attendance Reporing ond Settings .

S e o aseionice MG W Wik Enable Attendance Read & Write and Enable Lesson

Attendance Read & Write.
For Bromcom , Lesson Read & Write is available.

For Arbor , Lesson Read & Write is available.To enable write back contact:
support@schoolworkspace.co.uk

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

Attendance codes for writeback

Exam Present Attendance code

[ Present (IN)

Exam Late Attendance code
L: Late but arr

efore reg closed (LATE)

e code
provided for absence (OUT)

E Record Exam Attendance by lesson/period.

Attendance Code for Write back 0 Select the attendance code that would appear against each exam code
within the Actions menu in the Attendance Tab in the Daily Planner.

Results & Embargo
See theResults Section of the Manual for more information on this tab.
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Contingency Days

ings Training Aftendance Results & Embargo | Contingency Days | Invigiltor Checklist Enter the da'[eS and a

(Contingency Days description for the contingency

Afternoon dates. These dates will appear
v~ on t he candi dat e¢
- and on the Centreds publ i s
e timetable on the website.
I nVi g i I ato rS C h eCkl iSt E\”S::I\]c‘lﬂrei‘3;;?;;22:1?:;;15 were done in accordance to the JCQ Regulations.

Configure the content that needs to be
displayed as the checklist on the | .. .. .. coocu

I nvi gipbralt Ibis @OSSIDIE t0 COPY | [ s ctumdors viorming to Cansicotos s b o0 out checkoor
the JCQ checklist and then amend, great

. Close
for reducing the amount of paper used ]
per exam room.
Exam Colour
B Highlight the first exam in the seating plan if there are multiple

Re-arrange the default colour order for exams where there are multiple in a room.

g —

Highlight the first exam in the seating plan if there are multiple 0 By default, the first exam on the
seating plans, attendance registers do not have a colour around the seat. If you require a colour to appear
to distinguish exams in a room, select this option.

The Centre can (if they wish) rearrange the default colouring assigned to each exam in an exam room. When
the tab is first opened the default colouring will be showed. The Centre can drag and drop the available
colours into the desired order of the Centre.

Note o This is the order of the exams for each exam room and not for each component across multiple
rooms.

Exam 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 0 These settings are season specific, whereas Configure Exams Assist is applicable acrasisL Seasons.

Details Tab
Season Start/End Dates o This is the date that the season starts and ends, exams will not be able to be
scheduled if the end date has passed

Key Dates 0 Set the dates to ensure that deadlines/key dates are not missed.
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Candidate Seating 9 Select this option if seating will be done in Exams Assistand not in the Centres MIS
System.

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

Candidate Name and Format & Select the most appropriate option for the Centre. There arefour different
options to choose from.

Season has Resits & This will allow Centres to scan the entries to identify candidates that have been
previously entered for an exam.

Note 6Ensur e that all previous yearsd entry files '1av

Enable adding Exam Entries in Exams Assist & By enabling this features the Centre will be able to create
entries in Exams Assist. Entries can be created from the Basedata or can be manually created. Once created
these can be timetabled and seated.

IMPORTANT 0 Exams AssistS NOT able to create Entry File that can be sent off to the Exam Board

About this Season 4 If the Centre would like to add a note against a season, this can be added here. This
note will be displayed on the Overview Tab. If the Centre is running multiple seasons, then adding a
description could help manage these.

Invigilators Tab
Invigilators Pin Code & To help with security, it is possible to assign a codefor when the invigilator opens
the session on their device.

Invigilator Booking FromandTo 6Set t he date and time that the invi
to the Centre.

Invigilators Options - There are several optionsavailable.

Invigilators can Accept / Decline Assignment 8 When staff/Invigilators have been assigned to rooms
during an exam season TheCentre can enable the need for these duties to be accepted or declined.

Invigilator Availability Sessions @ Select how many sessions are required per day, 2 or 3. Once selected
the number of sessions, enter thetimes for each session. If 2 sessions is selected, enter a time into AM and
PM, if 3 is selected you will need to enter a time in the Mid-Morning too.

IMPORTANT 8 The number of times selected, and the times entered here will be the ones used when
building the timetable for an internal or external season exam.

Invigilators Availability Dates & Select how the invigilator availability is to be collected, will this be based
on the exam timetable, or from selected dates.

Number of Agency Staff & Enter the amount of agency staff that may need to be used during the exam

season. Enter the maximum that may be required, so when scheduling these can be assigned. If the latter
is selected, you will only be able to select the dates within the season.
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Invigilators Note & Thisnote will appear for the invigilators on the top of their availability page.

Invigilators Speech 0 Select the speech that the Centre would like the invigilators to play prior to the exams
starting in the exam room.

Text to Speech 9 This will allow Centres to create their own speeches and apply to the season. If there are
multiple speeches, Centres can apply the appropriate speech to each room within the schedule tab.

Portal

Season Display Name & If an error has been made with the session name in the MIS (which cannot be
amendment) or the Centre would prefer to display an easier name for the season, then a new name can be
entered here. The name entered here will appear for the parents and candidates in their portal instead of
the season name within the MIS.

Published to the Parental & Students Portal & When selected, the entries and timetable will be visible to
the parents and candidates on their portal. Also, this needs to be selected to enable the timetable to be
viewed on the school website.

Massage to display to Parents and the Candidates 8 When the Centres are asking parents and candidates
to confirm their ent ries, the Centre can enter a message to display. This message could be to explain what
is required of them.

Parents can confirm entries in Portal 8 Select this option, if the Centre requires the parents to confirm the
candi cririee 0 s

Students can confirm entries in Portal ~ d Select this option, if the Centre requires the candidates to confirm
their entries.

Fees show in Portal & Select this option, if the Centre would like the parents and candidates to see the cost
of the entries. This may be to makethe parents and candidates aware of what the cost of exams are to the
Centre.

Hide Room and Seat in Portal - Select this option, if the Centre would like to hide the room and seating
allocation to the parents / candidates. This might be selected when the timetable is being created. Then
deselected when the timetable is fully confirmed.

Hide Extra Time on Candidate Timetable & Ce nt r e 8etect thig option if they do not want any
additional times to be shown to the candidate in their timetable.

Display Subject not Exam Code and Title 9 Select this option if you require only the subject name to be
displayed to the candidates rather an the component or the title.

Show Information For Candidates Download Pdf in Portal 0 If a document has been uploaded in
Configure Exams Assist and needs to be displayed to the Candidates in this Season, then enable this option.

Results Tab
SeeAccess to Script Sectionin the Results Section for more details about these settings.

Mock Exams @ If the Centre records the Mock Exams Results in 8VS, then select this option when these are
to be displayed to the parents and candidates in their portal. Enter a From and Until Date and Time.
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NEA Results ¢ If the Centre records the NEA data in SN'S, then select this option when they would like these

to be displayed to the parents and candidates in their portal.

User Preferences
Date Picker @ If there is a need to change the date picker from a Calendar to a

m Drop-Down Date Selector, this can be done by an individual stafffrom their portal.
= To access this feature, the staff member will need to navigate to their Homepage
Send Emai .

M | Actions | User Preferences.

Send SM .

B Once selected, there will be an
User Preferences . . User Preferences
a———— option to enable the date picker
ew Details .

instead of the calendar. Once the

Training i i Update your preferences
date picker is selected any
sections of Exams Assist that uses _ ,

. . - (W Do not use the date picker - list the dates instead
a calendar will now display a drop-down menu instead.

Creating a Training Season

Training Seasons help Exams Officers and Invigilators practice using Exams Assist with dummy dataAll
components (e.g., Entries, Access Arrangements, Rooms) ar@uto generatedbased on t he Cent
Attendance data cannot be recorded in the MIS during training. Once training is complete, the season can

be deleted without affecting real data.

The functionality available within a training season mirrors that of a typical season, with one key distinction:
Attendance Data cannot be recorded in the MIS.

Add Training Season

How to Create a Training Season:

1. Navigate to the Season Dropdown menu and select Add/Edit
Training Season | Add New Training Season

2. Assign a name to the Season, specify the number of candidates and
invigilators needed, and set the dates for which this season should be
active.

3. After the season is created, you will have access to all elements
outlined in these manuals to guide you in mastering the use of this
software.

TIP 1 8 We recommend that upon signing up for Exams Assist, you create a Training Season to thoroughly
explore the system and experiment with as many features as possible. Once you feel satisfied with your
exploration, you can easily delete the Season.

Tip 2 8 When training the Invigilators, establish a Training Season and assign each invigilator to this Season
scheduling them for an Exam. Encourage the invigilators to utilise all available functionality during the
training session as well as when they return home. Keep in mind that none of the data within the Training
Season is real data.
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Reviewing Exam Entries made in the MIS

This tab allows staff to view, verify, and authorse entri es transf err esgsteinintom t
Exams Assist.

Please Note 8 When Exams are createdmanually in the Timetable and Seating Tab in Exams Assist. None
of these will appear in the Exam Entries Tab.

Uploading Entries (Arbor , Bromcom )
The Entries forthese MIS systemsare transferred directly to Exams Assistvia the APl. Once amendments
are made in the MIS system, the data will be synchronised as part of the daily process.

Build Exam Timetable from Entries

Once the data is syndronised from the MIS and amendments are -

found then on the Overview Tab, the Build Exam Timetable willbein |oe o
Green (nly if seating is being done in Exams Assist ). 0
By rebuilding the timetable, any amendments made in the file will be
reflected in the attendance registers/seating plans etc.

# Build Exam Timetable and Seating from Exam Enitries

Upload Entries ( iISAMS)
For iSAMS there are 2 ways of integrationd 1) Wonde; 2) Directly via the iSAMS
Batch API. From the iISAMS Batch APRIthe entries will transfer automatically as
part of the data sync. If the Centre uses Wonde for the Data Transfer, both
entries and candidate details will need to be extracted from iSAMS via excel
files, then uploaded to Exams Assist. Further details can be found here:
https://schoolworkspace.co.uk/Help/ExamsiSAMS

Uploading Entries (SIMS)

® Upload Statement of Entries ;' In SIMS once the entry marksheets are marked asData Entry is
® Upload Candidate Special Arangements Complete , the amendments can all be managed in Exams Assist
® Download Excel Exam Entry Student Status so all changes can be audited in one location. To upload the
m Entries, navigate to the Exams Assist select th&xam Entries Tab
| Actions | Upload Statement of Entries.

Locate the TSV file previously exported from SIMS Examand import.

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

Fee Infarmation " Private Fees = All " Mone

Save a3 Default [

Fieport Footer

Include Companent 17 [~ Pritit on Headed Stationery
Information

Detailed instructions can be found: https://schoolworkspace.co.uk/Help/ExamEntries
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REMINDER @ When amendments are made in SIMS, a newTSV needs to be exported, then imported into
Exams Assist.

Once the file is uploaded and Component information is contained, the

Build Exam Timetable from Entries popup box will appear. Select the
appropriate option, then the Green Build Exam Timetable . Whenever
the Build Timetable option on the Overview Tab is coloured Green, there
are amendments that needsto be processed.

Build Exam Timetable from Entries

By rebuilding the timetable , any amendments made in the file will be
reflected in the attendance registers/seating plans etc.

IMPORTANT 46 If a new file has beenimported from SIMS, but the build timetable routine HAS NOT been
selected, then these changes Will Not be reflected in the Timetable and Seating Plans.

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 anExam 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 theOverview
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 6 It is possible to select several entry/amendment files, Exams Assist will import these in the correct
order.

REMINDER 8 As Centres 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.

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

iits file (R*X*)
EDI Registration Entries, Ammendment files (E*X*,A"X*)
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MUItlple Exam SeaSOHS January Exams 2025 - . . ‘
If you wish to import entries for multiple seasons, such as September Science GCSE Practical E,'mmé '
Entries, November Resits, January Entries, Internal Exams, and June! national Testing i
Entries, this is entirely feasible. Simply import each file, and they will Year 12 & 13 Internal Exams I
appear as distinct options in the seasons dop-down menu. To Jonuary Exams 2025

establish a default season, select the desired season and then navigate L'f;”lE:]" - i
to Actions | Set as Default Exam Season . T

September Entries 2024

Closing a Season

Once a season concludes and is no longer required, you have the option to close it. Closing the season will
create a Snapshot of the current data, meaning all data will remain visible but no longer editable. To close
a season, go toOverview | Edit Season | Close Season . Closing a season will make the systenmwork faster.

Note 9 A season can only be closed when its date has come to an end; it is not possible to close a season
in advance.

Deleting a Season

If a season has been created in error or if you no longer need to retain the data associated with it, you can
delete the season. Please note that this action isirreversible , so exercise caution when choosing this option.
To delete a season, navigate toOverview | Edit Season | Delete Season .

Allocating Entries to Staff

To assign entries to teaching staff for authorisation, navigate to the Entries Tab and select the elements
that require verification by the teacher. After making your selections, go to Actions | Assign Staff to
Selected. Search for the appropriate staff member(s) in the system and allocate them to these entries. The
staff will then be able to view both the entries and access arrangements in their accounts.

The Entries tab consists of five subtabs - Exam List, Queries, Incorrect, Withdrawn, and Additional .

Exams List 6 This displays all the entry elements that require review by the staff members. If the Exam
Officer selects an element, they can view the candidates entered for that specific element.

Queries @ This tab filters all candidates identified by classroom teachers as Queries.When a teacher selects
this option, they are prompted to provide a justification for their selection. This tab is available for review
by the SMT), allowing them to approve or decline the request.

Incorrect & This tab filters all candidates flagged by classroom teachers as Incorrect. Similarly, when this
option is selected, the teacher must provide a reason for this designation. Once again, SMT has the authority
to approve or decline the corresponding request.

Withdrawn & This tab will display all candidates that have been withdrawn from any entries. When a
member of the SMT 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 andSMT will remain against the removal.

Additional o This tab lists all candidates added by classroom teachers.The Exams Officer can review these
additional candidates. Once the SMT approves them, andthe data updated, the candidatesi names will
be removed from the Additional tab and will appear as regular entries in the Entries tab for the classroom
teacher to confirm as correct.
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Set Entries Review Status

Setting the Entries Status
To set or change the status of entriesin bulk.
1. Navigate to the Entries Tab and select the Entries that need
their status updated.
2. Selected | Set Entries Review Status .

Entries Review Status:

Emailing Entries to  Selected
To email staff from the Entries Tab.
1. Navigate to the Entries Tab and select the Entries that the associated staff members need to be
emailed.
2. Selected | Send Email to Selected Staff .

Adding the Teaching Group Column to the Entries

To assist departments in verifying their entries, it is possible to link these entries to a subject within the MIS,
allowing the Class ldentifier to be displayed on the table. To execute this, navigate to the Link this Exam
to a Teaching Subject box, and select the desired subject for which you wish the Class Identifier to be
displayed.

Please note that once the group column has been populated, it does not refresh automatically each time a
staff member accesses the entries. To update this information, the staff member must click the Refresh
button within that box.

How to Create a New Subjects

If entries have been made but a particular subject does not appear in the list, you can add new subjects to
the SWS. Navigate to School Settings | Other Settings | Subject Lookup Table . A list of all subjects
imported from the Centre ds MIS will be displayed. Select Add to create a new subject that will appear in
the list.

Please note that since the subjects have been created in SWS, no Class ldentifier will be available for entries
as these do not exist in the Centre MIS system.

External Candidates (SIMS Only)

It is possible to import entries for external candidates in the same manner as internal candidates. When
exporting from SIMS, ensure you choose to export All Candidates instead of just internal ones. Upon
import, the entries will be integrated alongside the internal candidates and will be distinguished as External .

Please note that the External Candidate must possess a Unique Candidate Identifier (UCI) number in SIMS
Exams; otherwise, the candidate will not be imported into Exams Assist.

Retake Candidates

To aid Centres in managing resit candidates effectively, Exams Assist offers a feature that scans previous
exam seasons to identify any entries that represent retakes. To initiate this process, navigate to the Entries
Tab, selectActions , and then click on Scan for Retakes. This action will trigger a thorough scan of all prior
seasons to determine if any components in the current scanning season have been previously entered.

29



Exam Assist User Guide V27 03/01/2026

It is important to ensure that this functionality is activated in the

Exams Assist Configuration, as well as on the Edit Season page.

Once the scan is complete, subjects with resit entries will display
the number of resits alongside the total cost, which is derived
from the entry fee indicated in the statement of entries.

B | Board Level Code Name Subject Status Assigned To Correct
O DOM GCSE/QFC  CC Adison Allen For Review 0
O DOM GCSE/9FF  FF Sabrina Anderson For Review 1

0

@® Upload SIMS Statement of Entries

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

Incorrect Query Blank Retakes Total Fees
0 1 1@£17.23 1 £12.23
=£17.23
0 0 1@£2845 1 £23.45
=£2845

Upon selecting a subject, you will have access to the candidates identified as having a resit.

CandNo Name

5016

Jamie Bar nett (Jomie Barnett)

(=]
ol

Reg
|

Retake

@)

Groups

| 13o0ar1 |

Set Retakes Flag and Price

Additionally, it is possible to apply an extra fee to the
exam cost. If there is no fee specified in the statement of
entry, you can manually input this by selecting a subject,
navigating to Actions, and choosing Retake price is
Exam Fee Plus, then entering the desired amount in the

D Exam is a retake

D Retake price is Exam Fee plus

Retake Price £

Close

Retake Fee Box.

In

Please note - If exam fees are added manually and a follow-up retake scan is conducted, all manual

modifications will be erased.

Setting the Due Dates for a season

To assist Exams Officers

in tracking the numerous deadlines they must observe, Exam Officers are permitted

to populate these dates within each Exam Season. To input these dates, navigate to Overview Tab, then
Edit Season, and select Details Tab. The Internal Entries Review Due Date will appear on the teache®

homepage in the SWS.

Season Start:

Season End:

11/03/2026 (m] 07/2026 (m]
Internal Entries Review Due Date: Modified Papers Deadline Date: Access Arrangements Deadline Date: Entries Deadline Date: Amendments Deadline Date:
8/02/2026 [m] 31/01/202¢ (] 31/01/2026 (m] 20/03/202¢ (] 27/03/2026 (]
Very Late Deadline Date: Hide Staff Entries Review After Date:
16/04/2026 [m] 30/04/2026 (=)
— = It is also possible to assign a due date for individual entries or for
In . . -
® Upload Statement of Entries a group of entries. These due dates will be displayed on the
® Upload Candidi pecial Arrangements | Mart h ~ h d h f h h
® Download Excel Exam Entry Stucent Status teacher® homepage, adjacent to the specific entry rather than

=+ Assign Staff to selected
&8 Set Entries Review Due Date

beside the season name.To do this, navigate to the Exams Entries
Tab, select the relevant entries, and then chooseActions | Set
Entries Review Due Date .
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To conceal these entries from Teaching Staff or the Head of Department (HOD), navigate toOverview | Edit
Season | Details, and specify a date after which these entries will not be visible to staff members.

How to View an Individual Candidate E xam Details in

SchoolWorkSpace ® vory Turmer
= Candidate Details | Entries | Timetable Access Arrangements
- June Exams 2023
Staff can use the global search at the ™ swedecs
) X Meetings 3120UB RS Option 1B Christianity & Islam £26.96
top Of SWS to flnd and VIeW a 15/05/2023 09:00 3120UB0-1  Religious Studies Unit 1B: Written 120m
candi dateds Entr ,
i 3125QT RS (Short Course) Cash-in
Arrangements, Timetable, and Results. 300PH  Mathematics Higher cara0
23/05/2023 09:00 3300U50-1 Maths UNIT1 Higher Noncalculator 105m
14/06/2023 09:00 3300U60-1 Maths UNIT2 Higher Calculator 105m
Please Note 6 To di spl ay Entri es, Ti metabl es, and Acce|ss

enable Published to the Parental & Students Portal  under Overview | Edit Season | Portal.
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Access Arrangement Settings

The Access Arrangement Settings will allow the Centre to manage the access arrangements such as adding
new arrangements, assigning icons and colours. To access these settings, navigate to th@©verview Tab |
Actions | Access Arrangements Settings.

2 Stoff Required B Modified Paper Bloptop & Computer Reader IFARA 8 Dictionary @ Extra Time @ Trock Used Highlight  Name Highlight
@ o O = =l [ O = = O O
- ® 0 0 u] 0 0 ] = 0 O
[#- 4 O O u} O O O 4 O ]

How to Add an Arrangement
To add an Arrangement in Exams Assist, navigate to theAccess Arrangements Settings and select Add.
Once selected, the Centre can add the required arrangement and assign the appropriate icons, colours etc.

Note OWhen Access Arrangements are imported into Ejfanr
will be automatically populated from the import. If the Centre decides to manage Access Arrangements
fully in Exams Assist any future arrangements will needto be added in Exams Assist.

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 8 SeeAccess Arrangements Icon Key (Default Allocation ).

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

Mapping Access Arrangements

When setting up the Access Arrangements in Exams Assist, each arrangement can be assigned/mapped to
an Exam Assist Arrangements, these are important to ensure that the sub tabs are correctly populated in the
Access Arrangements within an Exam Season.

Year 10 Internal Exam Season - :]

Overview | Access Arrangements

nvigilators  Timetable and Seating Candidates Rooms Schedule Daily Planner

All Q Modified Paper @ Laptop O Computer Reader O Staff Required O Dictionary O Extra Time Q

Staff Required 0 SelectStaff Required f or a Centreds Access Arrangemen
staff member to be present in the exam room (for example, a Reader or Scribe). If a candidate has an
Access Arrangement marked asStaff Required , a list of all their exams will appear in the Staff Required
sub-tab within the Access Arrangements tab for any season. This allows the Centre to specify which exams
require a staff member to be present.

1 Selecting Yeswill display the appropriate icon on the Seating Plans/Attendance Registers and Cards .

1 Selecting No will prevent the icon from appearing.

Modified Paper 0 SelectModified Paper f or a Centreds Access Arrangeme:l
the candidate to have either a modified language paper or an enlarged paper. If a candidate has an Access
Arrangement marked as Modified Paper , a list of all their exams will appear in the Modified Paper sub-

tab within the Access Arrangements tab for any season. This allows the Centre to specify which exams
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requires a modified paper to be ordered from the exam board, once the centre has ordered the paper these
can be marked asOrdered .

1 Selecting Yeswill display the appropriate icon on the Seating Plans/Attendance Registers and Cards .
71 Selecting No will prevent the icon from appearing.

Laptop or Computer Reader - Select Laptop or Computer f o r a Centreds Access
arrangement requires the candidate requires aLaptop or Computer Reader . If a candidate has an Access
Arrangement marked as either of these arrangements, a list of all their exams will appear ineither the Laptop

or Computer Reader sub-tab within the Access Arrangements tab for any season. This allows the Centre to
specify which examsthe candidate requires a Laptop or a Computer Reader.

1 Selecting Yeswill display the appropriate icon on the Seating Plans/Attendance Registers and Cards .
1 Selecting No will prevent the icon from appearing.

Alternative Rooming Arrangement (ARA)  ‘EThe Joint Council for Qualifications (JCQ) has now classified
candidates who require a smaller room instead of a separate room as ARA.An icon has been introduced in
the Access Arrangements Tab to denote this classification.

Dictionary 0 Select Dictionary f or a Centreds Access Arrangements
candidate to have a Dictionary in an Exam If a candidate has an Access Arrangement marked a®ictionary

a list of all their exams will appear in the Dictionary sub-tab within the Access Arrangements tab for any
season. This allows the Centre to specify which examsequires a Dictionary.

1 Selecting Yeswill display the appropriate icon on the Seating Plans/Attendance Registers and Cards .
1 Selecting No will prevent the icon from appearing.

Extra Time d SelectExtraTime f or a Ce n tAraagereentf the aerangement requires the candidate
to have Extra Time applied to their exams. If a candidate has an Access Arrangement marked as Extra Time,
a list of all their exams will appear in the Extra Time sub-tab within the Access Arrangement tab. The Centre
will be able to review the Extra Time assigned to the candidates for each exam and amend if required.

Track Used
Centres can track whether candidates have used their Access Arrangements duringanexamCe ntr e 6 s
have several arrangements assignhed to candidates t

during an exam. To identify which arrangements the Centre wants to track, select Track Used for each
Access Arrangement that should be monitored during the exam.

How to allow Selecting a Colour for Access Arrangement Type

To permit the allocation of colours for access arrangement types, navigate to theOverview Tab , then go to
Configure Exams Assist | Settings , and enable the option for Allow Selecting Highlight  Colours for
Access Arrangements . Once activated, Exam Officers will be able to assign a specificolour to multiple
Access Arrangement types and designate differentcolours for the names of these arrangements.

Note & Only one colour can be displayed in each seat (box) on the seating plan. Furthermore, in the
electronic register, once attendance has been recorded, the corresponding attendancecolour will be visible
in the respective box.
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Access Arrangements

Count & StoffRequired  BModifiedPoper ~ Clloptop 4 Computer Reader

@ o : & u] o o 0 0 0 .

How to Print the List

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

Once the Access Arrangements file is uploaded or managed in Exams Assist, it is essential to indicate which
arrangements require the ordering of Modified Papers. Navigate to the Main Menu and select the Access
Arrangement Tab . (These settings will be retained across all seasons.)

Managing the JCQ Access Arrangement Application s

The Centre can manage Access Arrangements and JCQ Applicationsn Exams Assist. To facilitate this, the
JCQ Applications can be imported into the Access Arrangements Module within Exams Assist. Once
completed, the SEN/ALN department can oversee this module.

How to download the  Access Arrangement Applications from the
JCQ Portal

1. Log into the JCQ Portal and selectAccess Arrangements Online .
2. SelectFind 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 tdSchool Settings | Staff Roles and allocate the SEN (England) or ALN (Wales)
access rights to the member(s) of staff managing Access Arrangements Applications at theCentre.

Please Note & This will enable the SENCo or ALNCo and their team to effectively oversee the Acces:
Arrangements for the Centre. Consequently, this information can be effortlessly shared with all staff within
the Centre.

How to Import the Applications
1. SelectAccess Arrangements in the main menu.
2. Navigate to the Application Tab | Actions | Upload JCQ Applications CSV

Please Note & Since all applications will be imported, it is possible to archive applications for candidates
who have left the Centre. To do this, go to Actions | Archive Old Applications

How to View an Application
Once the applications have been imported, each application can be accessed by selecting a candidates
application reference number.
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In the Details tab , the Centre will see the completed application as it is represented on the JCQ portal (it is
not possible to modify any component of the application).

Please Note - Leavers 8 If your Centre permits SWS to access student leavers, these will be listed under the
Leavers Tab in the Students section.

XoD Settings

(@ Data-Sync daily

(W Include Pre-A

(W Include Student Le

These will continue to appear until they are permanently deleted automatically by SWS this is set by the
Centre in the Data Retention Settings . To set the Retention Period, navigate to School Settings | Data |
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 have in Exams Assist. If theCentre 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 have on the JCQ portal.
If a candidate has multiple applications (current or expired) these will show here on this tab.
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Managing Access Arrangements in Exams Assist

Scan the QR Code to watch a video of
How to Setup the Access Arrangements Module

Scan the QR Code to watch a video
Managing the Candidates in the Access Arrangements Module

To manage Access Arrangements directly in Exams Assist, go t®verview | Configure Exams Assist and
enable Manage Access Arrangements in Exams Assist . This ensures future exams or imported entriesto
have their access arrangementsautomatically populate from Exams Assisteliminating the need for MIS file
imports or synchronisation. Once enabled, the upload option for Access Arrangement files will be disabled.
To access the module, navigate to the Main Menu | Access Arrangements .

The Overview Tab

The Overview Tab provides a comprehensive view of the Access Arrangements within the Centrelt displays
the number of candidates assigned to each arrangement by Year Group. From the Overview Tab, you can
filter candidates with expired access arrangements by selecting Show Me.To download an Excel version
of this analysis, navigate to the Overview Tab , then select Actions and Download Access Arrangements
Summary to Excel .

The Student Tab

The Students Tab will display all candidates who have been granted Access Arrangements at the Centre.
However, if the Centre is new to Exams Assist, this list may initially appear empty, though their applications
will still be visible in the Applications Tab.

Adding a Candidate that doesndot req
If a candidate requires access arrangements but does not need a JCQ application, please navigate to the
Students Tab, select Actions, then choose Add Student . From there, search for and select the desired
candidate.

Please Note: The options outlined below are only available to Centres that fully manage Access
Arrangements within Exams Assist. If access arrangements are handled through the Centres MIS and
imported into a season via an APl or TSV file, the following options will NOT be available.

After selecting a candidate, you can proceed to add an arrangement(s):

Start Date & Assign a start date to the arrangement.
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End Date 0 If the arrangement is temporary, provide an end date. Conversely, if the arrangement is
permanent, leave the date blank.

Type 0 Various types of arrangements are availabléi Temporary, Long Term, Emergency, and Medical.
Select the one that is most applicable to the arrangement.

Subjects 4 If the candidate is granted arrangements for specific subjects, select those subjects from the list
linked to the Timetable and the subjects assigned in the Entries Tab.

Example 0 If a candidate requires a laptop, but only for English, due to extended writing. In Edit Access
Arrangements Popup, select Selected Subject, then select English. This will set the Laptop Requiredto
True for this candidate for any exams linked to the English Subject.

Access Arrangements

B 0 Access to Laptop
Starting End Type Subjects

01/09/2025 dd/mm/yyyy Long-term v | Selected Subjects v | @~ | (B
UJ Engineering
8 N8 Reader English

Example ¢ 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. In Edit Access Arrangement Popup, select NotSelected Subject, then select
English.

Arcece Arrandement
ACCEess Arrangements

(W s Reader
Starting End Type Subjects )
23/12/2024 (] 30/11/2025 m| Long-term Not Selected Subjects v| @~ | [EnsiEn

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 |entries Search: [george

Cand Cand Access =% Modified [=] Computer 2 Staff
No Name Code Name Component Arrangements

5001 George ENG English ENG1Englishl & Extra Time

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

Note 0 If a start date and the end date is in the future (or if the end date is blank) then the arrangement will
appear in green. If the arrangement has expired, then it will change to red, helping Centres to manage and
ensure all access arrangements are in date.There is a filter to select all expired applications.

Adding a Candidate that has a JCQ Application

If a candidate possesses an application on the JCQ Portal, begin by navigating to the Portal.Proceed to the

Applications Tab and select the appropriate Candidate. Should the candidate already have any Access
Arrangements listed in Exams Assist, these will be displayed.To apply the Start and End Dates along with

the Type according to the application, simply deselect the arrangement and select it again. This action will

automatically populate the Start and End Dates and the Type (in cases where an apptiation exists, the Type
will be designated as long-term).
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Note 4 If the application lacks an End Date or if the Start and End Dates are identical, these will not be
applicable for the Access Arrangementsd Start ar
be manually entered.

Expired Application
When an application has expired, the Access Arrangements will be highlighted in red, indicating that the
End Date has passed. A new application must be created in the JCQ Portal, and an updated file needs to be
uploaded. After uploading, two
applications will be visible within the Access Arrangements  Applications @
candidate record. With the Set End Date to 2027-03-10
introduction of a new End Date, there | & @ s cxrra e
will be an option to assign this new Starting Type Subjects

16/09/2022 ] 10/03/2027 ] Long-term v All Subjects v
End Date to all Access Arrangements
associated with the candidate.

Howto Apply a Filter

Iverview smdents| Applications  Archivec

To view a specific group of candidates, or to filter candidates who have newly
- assigned Access Arrangements (AA) or those with expiring AAs, navigate to the
filter drop -down menu and select the appropriate option.

| Fitter «

‘ With Expired Access Arrangemen

Year 10 L4
Year 11 °
Yeor 12 © J Abed

How to Attach Documents

To attach documents to a candidate, such as the J8 Form or evidence of needs, go to the Students Tab,
select the desired candidate, and then attach the document.

Printing Access Arrangements

To print a selection of Access Arrangements, access the Students Tab, filter the group of candidates you
wish to include in the report, and then select all. Proceed to Selected | Print Selected | Access
Arrangements List to complete the task.

Emailing Access Arrangements to Candidate/Parents

To email a selection of Access Arrangements to candidates or their parents, navigate to the Students Tab
and filter for the relevant group of candidates. From there, go to Selected | Send Email to Parents/Students.
To include a Il i st o f ss tAmwangements,n gddd thé efslléwing Atokere
[[ExamArrangementsList]]

Removing Access Arrangements from a Group of Selected
Cand | dateS = Print Selected

I — il
m Clear Access Arrangements for Selected

To remove Access Arrangements from a group of candidates, select
the intended group from the Students Tab, then go to Selected |
Clear Access Arrangements for Selected .

L A Send Email to Parents

i A Send Email to Students

O
Selected «
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Managing Access Arrangements in an Exam Season

When a season is imported or created in Exams Assist, candidates who require Access Arrangements will be
displayed in the Access Arrangements Tab. The information used to populate this tab is contingent upon
the Centre® Access Arrangements Settings (See AA Settings ). From this tab, the Centre can record
whether the candidate needs a modified paper, laptop, computer reader, or a bilingual dictionary for each
exam. These requirements are recorded alongside the Component information, allowing identification of
any necessary arrangements for each specific paper.

Access Arrangements Assigned from Exams Assist

If Access Arrangements are managed entirely within Exams Assist, the data will be automatically populated
once the Entry File has been imported. For Internal or Mock Exams, this will occur as soon as the exams are
created within the Timetable/Seating Tab (refer to Managing Access Arrangements in Exams Assist  for
further details).

IMPORTANT 6 If Access Arrangements are fully managed in Exams Assist, there iSO NEED to import any
Access Arrangements from the Centrés MIS System. Once the relevant option is selected in Configure
Exams Assist, the import of the TSV file will be disabled, and the API will cease to request Access Arrangemergt
details from the MIS systems.

Importing Access Arrangements from Arbor/Bromcom

If Centred s  psrtoarfarege their access arrangements in their MIS for Centred s uAsbiorrargd Bromcom
the direct API implementation means that the Access Arrangements will be imported with the rest of the
Centre data.

Importing Access Arrangements from SIMS

Firstly, you mu s t upl oad
Arrangements from SIMS Exams. This is done in the same
way as uploading the statement of entries by uploading a

® Upload Candidate Special Arrangements

© Access Arrangement Settings TSV file containing the Special Arrangements data.
m 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

Candidates that require Modified Paper, Laptop , Computer Reader

or Dictionary
Within each element it is possible to record if a candidate requires the use of their arrangement for each
exam.

Overview | Access Arrangements | Invicilat

Al @D Modified Paper @ Loptop @  Computer Reader @ Staff Require: d © Dictionary @  Extro Time @

Show | 25 |entries Search;

0300 : K ENG English ENG1 English 1
Library (A3)

0300 5 K MAT Mathematics MAT1-F Mathematics 1 Foundation
Library (A3)

08/07/2025 13:00 120m ®
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All 6 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 & 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 can
select Not Required, Modified Paper Required, Modified Paper Ordered and Modified Paper N/A.

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

Laptop 0 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).

Please Note & 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 Configur e Exams Assist 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 & 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)

Please Note & 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 & 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.

Please Note & Only Candidates that have aStaff required will have the appropriate icon displayed on the
seating plans, attendance register and candi dat g
and both arrangements are assigned to staff required in the settings, if staff required is selected then the
reader and scribe icon will be displayed.

Dictionary & This will display the candidates that have been identified in the AA settings as requiring a
bilingual dictionary for their exam. However, for specific exams a bilingual dictionary is not allowed. Centred s
can now use this tab to manage this.

Please Note & Only Candidates that haveBilingual Dictionary Required will have the appropriate icon
displayed in the seating plans, attendance register and candidate's cards.

Extra Time 0 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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Please Note & By default these % are automatically calculated by the arrangement i.e. If acandidate has

25% ExtraTime,t hen they will get that %, i fTimeatheao thencadrididatet e 0 ¢

again will receive 25% Extra time in each Exam.

Extra Time Settings

To add additional Extra Time % in the Access Arrangementsdrop-down menu, navigate to Overview |
Configure Exams Assist and add t he Thesgualues@aadbe%d s .

selected for a specific exam for a candidate if required, while all the CSV of Extra Time % in dropdown
other examscontinue to have the assigned Extra Time from their Access 10. 25. 50. 75. 100
Arrangements. For example & A candidate could be entitled to 25%

Extra Time for all Exams other than English, due to extended writing they

are entitled to 50% Extra Time. In the Extra Time Tab all Isted exam for the candidate would show 25% Extra
Time, but the Centre will need to change the English Exam from 25% to 50% from the drop-down menu.

EXtra‘ Tlme Other Settlng Extra Time Chris Aaron for ENG1 English 1
When selecting the appropriate Extra Time % for a component, if the

required % is not available in the drop-down menu,i t d s p o slect

the Other option. Once selected the Centre canenter the required Extra | =7 ™"
Time % or alternatively, they can enter the actual Extra Time for the exam. | o sesmneiine

Exam Duration 105 Minutes

IMPORTANT 0 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 Yesor No.
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Access Arrangements Icon Key (Default Allocation)
If the arrangement in your MIS or Exams Assist is named the same as below, then the default icon will be
displayed. Not all arrangements have a default icon, soCentred s ¢ a n
in the Access Arrangements Module in Exams Assist.

sel ect

their

o W

*= Default
Reader * ..- Scribe * f
Supervised Rest Breaks * g Signer * §
Prompter * ﬁ Modified Language Paper * @
Alternative Room Arrangement * :: :: Dictionary * E
Reading Pen * {/\ Extra Time * ®
Practical Assistant * @ Computer Reader * ﬂ
Separate Room * :;: Z::Einzevice for Medical D
Medical ﬂ Laptop * Q
Speech Recognition \QJ Note D
Toilet Fidget Toy %
Colour Blind @ Braille [@7
Ear Defender @ 1:1 ii
Read Aloud = |iPod =
Music ﬂ Large Print da
Food Y{ Coloured Glasses OO
Wheelchair User Cl‘-;\ Highlighter Pen ﬂ
Live Speaker &’)

Coloured Paper / Overlays

Green Paper *

Blue Paper *

Green Overlay *

Blue Overlay *

Yellow Paper *

Grey Paper *

Yellow Overlay *

(LA

Grey Overlay *

Red Paper *

w

Orange Paper *

7 7| P
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Red Overlay * Orange Overlay *

Purple Paper * Pink Paper *

Purple Overlay * Pink Overlay *

Coloured Paper * Coloured Overlay *

Peach Paper * Butter Cup Paper *

Peach Overlay * Butter Cup Overlay *

Aqua Paper * Light Blue Paper *

Aqua Overlay * Light Blue Overlay *

Lilac Paper * Lilac Overlay *

ZEP Y HrF .

N | I~

Visit https://schoolworkspace.co.uk/Help/ExamsAccessArrangements to find a downloadable printable
version of the above table.

Reminder & The above table is the default setting based on the arrangement names matching the ones in
the MIS. However, it is possible to select an icon for an individual arrangement from the bank of available
icons.

Access Arrangements A lerts

When an Exam Season is created or duplicated, onoccasions there may be issues with the Extra Time
Candidates. These issues will appear as Alerte the Overview and Access Arrangements tabs. An alert
may occur when a candidate previously received Extra Time but is no longer entitled to it.

Access Arrangements

Select the information icon to review full details of the alert. If the arrangement changes are correct, select
Fix on the Overview tab to resolve the alerts.

Candidates who have Extra Time without access arrangement

7066 : Ellie Harrison

01/12/2025 09:00 GEO1-H Geography 1 Higher
7004 : Stephen Ackton
01/12/2025 09:00 GER1 German 1 (25 % }
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Example o Candidate Number 7005

Candidatesand Exams that should have Extra Time added

List of candidates and exams that probably should have Extra Time Candidate 7005 was preViOUSIy entered for Geography
and History but at that time was not entitled to Extra
Time.

5 ned Adashe.

01/12/2025 09:00 GEO1-H Geography 1 Higher

01/12/2025 09:00 HIS1 History 1

7005 : Mohammed Adasheji

Since this time, the access arrangements has been
amended and is now entitled to Extra Time. Therefore, Details ~ Access Arrangements
an alert regarding this will be displayed for the Exam

Team to resolve. Access Arrangements

o 25% Extra time (2025-10-01 -)

Alerts will show the exam duration in red. The entitlement icons will indicate whether a candidate is eligible.
The alert remains until the Fix button is pressed. Once selected, the system recalculates Extra Time for
affected candidates.

7005 Mohammed GEO Geography GEO1-H Geography 1 ®© 01/12/2025 60m
Higher 25% Extra time 09:00
Sports Hall 1 (/8)

Once Fixed, the system will now recalculate the Extra Times for the candidates identified in the Alert and
the Extra Time information will now be displayed correctly.

7005 Mohammed GEO Geography GEO1-H Geography 1 ®© 01/12/2025 60m 25%
Adashe Higher 25% Extra time 09:00 +15m
Sports Hall 1 (/8) =1h 15m

Recording of Access Arrangements Used
To facilitate the invigilators in electronically

documenting whether candidates utilised their ~|“«*=""neemen

Access Arrangements during an examination, Laptop @)
please follow these steps: Go to the Overview Extra Time ®
Tab, then navigate to Configure Exams Assist and Blue Paper 7 &
enable the Invigilators log AA used option.

Furthermore, within the Edit Season section, there

is an option allowing invigilators to record this information for the selected season. Once this feature is
enabled, invigilators will have the capability to indicate in their porta | whether a candidate used their Access
Arrangements.

If Extra Time is selectedas anarrangement to be tracked

A

® Extra Tim @ in the Access Arrangements Settings the Centre will be
able to record the number of extra-time minutes used
Extra Time Used [minutes) 10 .
in the portal.
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Note 0 To ensure that only the Access Arrangements required by the Centre are tracked, navigate to
Overview Tab | Actions | Access Arrangements Settings . In the Access Arrangements Settings pop-up,
select the access arrangements the Centre needs to track by ticking the appropriate checkboxes.

T0325 : Dalila Rolle
This information can be accessed in the

Details  Access Arrangements  Exam Entries | Exam Timetable Candidates-i- |Og under the Timetable Tab.

There is also a report availabled AA Used. This
Wed 28 May 2025 13:00 - 14:30 (1h 30m) : i i
Science can be found in the Candidate Tab, select a
oo Candidate | Selected | Print Selected |
East Wing Performance Hall Seat: B1 Candldate | AA Used

o 11:02 : Present

o 11:03 ROOM:Started 09:00 by Mrs M Anderson
o 16:13 : Used Laptop . .
o 1613  :NotUsed Extra Time Additionally, this data can be exported to Excel.

To obtain this report, navigate to the Candidates
Tab and select Download Excel Candidate List . The relevant details can be found in the StartFinishTimes
Tab under the AA Used Column .

Note 0 If the Centre needs to complete the Access Arrangements Used retrospectively, to achieve this
navigate to the Candidate Tab, locate and select the required candidate. Once selected, selectthe
Timetable Tab then the Actions Button (3 dots) and the exams team will be able to complete the Access
Arrangements Used.

% Extra Time Uset' AA Used - AA Not Used -
Laptop

Viewing Extra Time Used % Spreadsheet
To view the percentage of Extra Time utilsed by candidates, go
to the Candidates Tab and selectDownload Excel Candidate
List. These details can be found in the StartFinishTimes Tab

under the % Extra Time Used Column . To calculate this
percentage, the invigilator must select the Candidate Finished option for these candidates or End the Exam

in the Overview Tab . However, if the Centre manually enters the number of minutes in the candidates
portal then this will override this amount calculated by Exams Assist.

M Exam Duration (m- Extra Time (rn)- Extra Time (%)- Started - Finished - SRB (m) . Time Used (rn). % Extra Time Usedjig
Dalila Rolle 28/05/2025 13:00 Present 90 23 25 09:00 0|
Dalila Rolle 11/07/2025 13:00 Present 120 30 25 13:00 15:20 0 140 16.7%

Viewing SRB Time Used Spreadsheet

To review the SRB Time used by candidates, navigate again to th&€andidates Tab and download the Excel
Candidate List. The relevant information can be found in the StartFinishTimes Tab under the SRB(m)
Column.

Status Exam Duration (m[§dl Extra Time (m Extra Time (% Started Finished il SRB (m Time Used (m

Sadie Barclay 11/07/2025 13:00 Present 120 0 13:00 14:00 7.22 52.78
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Managing the Invigilators

Invigilator Settings
To modify the Invigilators Settings, proceed to the Invigilator Tab | Edit Season | Invigilators

Invigilator Availability Dates

T e There are two methods for collecting the availability of invigilators.
R e e The first approach utilises the dates provided in the timetable.
However, if the timetable has not yet been established or the entry
files have not been imported, availability can be gathered by manually
specifying the dates. The selected dates will appear in the availability
portal, and it is important to note that only dates falling within the
Season can be chosen.

November 2022

M T w T F S S

2 2 4 5 6

1
00000 = =

14 15 16 17 18 19 20

After the availability has been submitted, the Centre can determine the
booking period, specifying the dates from which bookings can be
made and the cutoff date. Once bookings are closed, invigilators will be unable to alter their availability;
they must reach out directly to the school for any necessary adjustments. Once an invigilator has been
assigned to a room, their availability for that specific day cannot be modified. However, depending on the
Centre Settings, the invigilator may have the option to Accept or Decline the booking at a later date.

Invigilators can enter their availability from: until:
01/09/2025 0 08:00 ) 12/09/2025 0 16:30 (C}
Invigilators will only be able to submit their availabiltiy between these 2 date times

Please Note & Once an invigilator has been assigned to a room, they can no longer modify their availability
for that day and must contact the Centre for any required changes

Additionally, it is possible to include a note and attachments in Bl
the invitation sent to the invigilator. The note at the top may Bz » oizg —— 9 4
contain essential instructions on how to provide their availability, e
while Exams Officers can attach relevant documents Bt e Ao Tt g

Here is a screenshot illustrating what the invite to the
invigilators looks like.

Note 0 The Centre does not need to upload the ICE bookletor the Invigilator Guide as thesedocuments are
available to all staff in their portal. These documents are located in the Help Sectionof the Portal.
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Invigilator Warning Messages
To help Exam Officers, warnings are displged to indicate if a) the ability for the invigilator s to provide their
availability has lapsed.

and b) to inform the exam officer that the schedules are not visible to the invigilators. Both warnings can
be fixed by changing the settings in Edit Season.

Invigilator Speech
A default speech is available for each season. To accessthis, [«

navigate to Edit Season | Invigilators ; the wording is directly Invigilators_Speech_May_2025.mp3
sourced from the ICE Booklet. To utilse this speech within the Invigilators_Speech_Control_Assessment
season, select the desired speech, then cliclSubmit . It will then Invigilators_Speech_Practical_Exam

become accessible to the invigilators during the exam season.
Centres also have the option to upload their own speech. If
multiple speeches are available in Exams Assist, they will be
displayed in a drop-down menu located in the Overview Tab on the invigilator & portal.

Select Audio File «

D O3 This room requires [T/AV Equipment

However, if there are multiple speeches available and the

Invigilators Can Select

Invigilators_Speech_May. 2025.mp3 Exams Officer wishes to ensure that the correct option is

Invigilators_Speech_Control_Assessment utilised in the exam room, the appropriate speech can be

e selected from the Schedule Tab. To do this, navigate to the
W s .| Schedule Tab, choose the exam, and then access the

Audio File drop-down menu to select the desired speech.

Close €% Roaming Invigilate Now

Text to Speech

If the Centre intends to create or modify the invigilator & speech, this can be accomplished in Exams Assist.
Navigate to the Overview Tab , then selectEdit Season, followed by the Invigilators Tab , and click on Text
to Speech. Once there, choose the Add option . Enter a title for the speech, which will be displayed to the
invigilator, and then input the desired text in the script box.

Useful Tags:

[Beep] 6 Add this tag to a new line, this tag will add a beep to the recording.

[break] & Add this tag to a new line, this tag will add a 750ms pause to the recording.

[break 2000] & Add this tag to a new line, this tag will add a 2 second break to the recording.

Welsh Recording
To use a Welsh Language voice with a Welsh Accent, use the following tag when writing the script- [Welsh] .
Ensure b enter this tag on a separate line,
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Creating a New Invigilator in Exams Assist

If a centre fails to record the details of their invigilators within the Centre MIS, these details can be added
manually into the SWS. Once the invigilators have been registered, they can then be scheduled to rooms

using Exams Assist.

Invigilators

Detoils W/C 07/07/2025 Al Dates

L] Name Email Type Trained Availability
=)

To do this, navigate to the Invigilator tab and select Add New

Invigilator .

Assigned Link

Ajeice
+ New Invigilator

jom -~ —'

Enter the Invigilator 6 Blame and Email Address.

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

Details Tab

Email & This will be the default email that has synchronised from the
Centre® MIS. Alternatively, to add a different email address, please
enter it in the Other Email Section. Once provided, the staff member
will be able to utili se this email address to log into Exams Assist.

Note & If the Centre wishes to add a note for a staff member or
invigilator, please record it here. Please be aware that neither the
staff member nor the invigilator will be able to view this note .

Hourly Rate & Enter the hourly rate for the invigilator. This rate will
be used to calculate the invigilator& cost for the season, based on
the number of hours assigned in the scheduler tab.

Invigilator : Mrs A Abell

Details

Email

® Abell@exomple.com

Mobile

Invigilator Type

Assign To Room

Tip - If the school employs a combination of staff and invigilators during the exam season, it is advisable to
document the pay rate for each individual invigilator. This practice will ensure that staff are not included in

the overall invigilator costs.

Select Site 9 If your school has multiple sites configured, you can optionally assign an invigilator to one of

these locations.
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Invigilator Type

Scan the QR Code to watch a video of
Invigilator Types

Invigilator/ SMT/Lead Invigilator/Staff - These personnel will have the capability to oversee the exam
room they are monitoring. They will be responsible for initiating and concluding the exam, maintaining the
attendance register, and documenting any necessary actions, such as Special Requests for Breaks (SRB),
toilet breaks, etc.

Exams Officer & Upon designation as an Exams Officer within the security group, you will automatically be
classified as a roaming invigilator for the entire exam season. While the Exams Officer will possess all the
functionalities of a roaming invigilator, they will additionally have the authority to identify incidents of
malpractice, manage special circumstances, and transfer candidates from one examination room to anothe:.

Roaming & A roaming invigilator has access to view all exam rooms and days allocated within their
designated season. They can select a specific room and exercise the same functionalities as a standard
invigilator. Additionally, the roaming invigilator can ‘Q check-ini to a room to confirm that everything is
proceeding smoothly.

Note & If an invigilator is occasionally utilised as a roaming invigilator, there is no necessity to formally
categorise them as such. Once an invigilator is scheduled for a Roaming Session in the schedule tab, they
will have this functionality for the duration of the Roaming Session.

IT Support & This role functions similarly to that of a roaming invigilator; however, they will only have
visibility of rooms equipped with ICT technology. Any room containing candidates utili sing laptops or
computer readers will be listed for them, enabling them to know which rooms they need to inspect on the
day of the exams.

Assign to Room

By assigning a staff member to a specific exam room, the scheduling process will be expedited. Whenever
a staff member or invigilator becomes available and an exam is taking place in that room, they will be
automatically scheduled. Once a member is assigned to a room, select theAuto Schedule to Selected
Room option and then Save the changes.

Availability Tab

These are the dates during which the invigilators have confirmed their availability throughout the exam
season. Additionally, it is possible to designate an invigilator or staff member as Always Available for use
in the scheduling process.

Training Tab

To assist Exams Officers in managing training records for invigilators and staff, this information can be
recorded in Exams Assist. Simply select the relevant type of training they have completed and the
corresponding date it was undertaken.

49



Exam Assist User Guide V27

03/01/2026

Please Note - A member of staff or an invigilator can only be assigned a role within the exam room if they
have received the appropriate training. The trained types displayed here are those designated as required

staff in the Access Arrangements Settings.

Schedule Tab

This section will provide details on the room allocations for invigilators and staff, as well as their attendance

records.

Conflict of Interest Tab

The Centre can record when an invigilator or member of staff has declared a Conflict of Interest . Once
recorded, if the invigilator is allocated to a room containing a candidate or exam subject that creates a

conflict, a warning will appear in both the Invigilator tab and the Schedule tab.
Assigning a Conflict of Interest
1. Navigate to the Invigilator tab and select the Conflict of Interest sub-tab.

2. SelectAdd.

3. Search for the relevant Candidate , or enter a Subject
Name or Component Code if the conflict relates to a

specific exam.

4. Save the conflict details.

Once assigned, the system will automatically display warnings

if a conflicting allocation is made.

Copying Invigilators from a

‘ Copy Invigilators From ... = | [

December 2023

Mor-24

Cambridge Exams June 2023 (Closed)

January Exams 2023 (C

June (Summer) Exams 2023 (Closed)

November 2023 (Closed)

Miss K Burrows (Lead,Extra Time)
Miss H Green Mr A Gray (Extra Time)

Mr C Kent A Mrs A Abell

“ Conflict of Interest : Leia Albury, Sara Dimichele,

I

Different Season

To facilitate Exams Officers, there is an option to copy the assigned invigilators

from one season to another. To do this, navigate to the Current Exam Season
| Invigilators Tab | Copy Invigilators From

to copy.

, and select the season from which

Tip 6 Begin by copying information from a large exam season, then eliminate any invigilators or staff
members no longer necessary. Select the individuals designated for removal and proceed to delete the

selected invigilator.

g
[ ] oo |

50



Exam Assist User Guide V27 03/01/2026

Allowing Invigilators to Accept/Declined their Allocations

/Um When the Centre enables the function for invigilators to

o S A SRk e e accept or decline their allocations, the outcomes will be
20020171 Foungason Wity o displayed in the Schedule Tab for the Exams Team to view
B o To activate this feature, navigate to the Invigilator Tab |
- i Edit Season | Invigilators | Invigilators can Accept /
e ©l  Decline Assignment . Select the appropriate up to x day
Engien Room 1 LscEx . wse|  before.

Once the invigilators have completed this, the results will be displayed in the

Assigned Column, segmented into the number of allocations accepted and o

declined. Clicking on this column will display the Invigilators Schedule, enabling B

the Centre to review which allocations require amendments. By selecting the ‘, £126 = £148
Room within this popup, the Centre will have the capability to adjust invigilator + 2/8 Accepted
allocations accordingly. A\ 1/8 Declined

Note & When activating this function in Edit Season, specify how many days prior to the exam date
invigilators can confirm or decline their shifts. For instance, if the Centre selectsUp to 2 days before ,
invigilators will be unable to confirm or decline shifts for that day or the following day. This ensures that
invigilators cannot cancel their assignments on the exam day itself. The Centre can also select, once 4|
response has beenreceived if they are able to change these or not.

Invigilators can Accept / Decline Assignment Invigilators Accept / Decline
Select Option @ Can change response
Up to 1 day before v @ Help Can't change response

Sending Messages to Invigilators
Several messaging options are available for communication with invigilators: 1. Email to Select; 2. Email
of Schedule to Selected and 3. Email requesting availability

- B Print Selected | —
0 ASend Email to selected
e e s To send out messages to the invigilators or staff, select the individuals
| 10 Remove selected invigilators I that needs to receive the message then Selected, then select the
@ Set Selected Invigilators as Always Available rorl . .
@SetSe\ectedmw:Hators as NGTvalmb\e | approprlate emall type'

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

= Add Training for Selected

% — Send Email To Invigilators

While composing the message, incorporating Mail Merge Tokens is

possible. The link to view the booking form will always be included at the Doo0.00 00
bottom of the message. ———

Kind Regards,

[ISchoolName]]
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TIP d If necessary, the label visible to the Invigilators within the email body can be modified. Simply adjust
the text in the Button Label field .

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 - . -
9 Details  Availability = Training = Schedule

pr— Count_Staff Requed
Reader 29 E‘, Invigilator E
Seribe 10 E” Safeguarding

Reader &

Additionally, it is possible to update a staff member & training records directly from their homepage. This
feature proves beneficial if a staff member has undergone training but has not been assigned to a specific
season. To do this, use the global search function at the top of the page to locate the staff member, then

select their profile. After selecting, navigate to Actions, then Training , and update their information as
necessary.

8 Remove selected invigiato For recording training for multiple staff members simultaneously, go to the
o ‘m:};ﬁl.ib'f Invigilators Tab and select the staff members whose records need updating.
R Imiﬁ_jg°§°““"”“ Once youd@e made your selections, proceed to Selected and choose Add
R Add Training for Selected Training for Selected .
c

Removing Training Records for Selected .
To remove training records for a group of Invigilators/Staff, navigate to @ Remove Training for Selected
the Invigilator Tab, Select a/or group of Candidates. Once selected, i= Add Training for Selected

select Selected | Remove Training for Selected. -

Adding Additional Training Types

If your Centre requires specific training records to be documented, these can be added manually. To
accomplish this, navigate to the Overview Tab , selectConfigure Exams Assist , and then choose Training .
Input the additional invigilator training requirements in the provided popup box.

New for Season 2025/26 & in accordance with JCQ Requirements, Cyber Security has been incorporatec
into the default list of training records. Therefore, there is no need for the Centre to add this manually as
an additional training type. s
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Configure Exams Assist

Training | Att

Additional Invigilator Training

ldentifying Lapsed Training Records

In the invigilators table, each staff member® training records are indicated in the Trained column. Entries
highlighted in Green signify current training, while those marked in Red indicate lapsed training that
requires renewal.

QOverview  Access Arrangements | Invigilaters | Timetable & Seating  Condidates Rooms  Schedule  Daily Planner

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

n Name Email Type Trained
O Mrs Anita Abel Abell.3284096@mailinator.com Roaming =

Removing Selected Invigilator

Remove Selected Invigilators

To remove invigilators or staff members, first select the individuals
that need to be removed from the tab, then navigate to Selected |
e et s e Remove Selected Invigilators . If any selected invigilators or staff
have been scheduled for a room, a warning will appear to inform
the user about existing bookings. If the bookings can be Cancelled,
choose Yes, Remove the Selected Invigilators .

Are you sure?

Rebecca Morris has 2 bookings

Close Yes, Remove the Selected Invigilators.

Resetting Global Settings

Set Selected Invigilators as Always Available:  This option

will Update the status of the selected group of @ set Selected Invigilators as Always Available K
invigilators/staff, indicating that they no longer need to @ set Selected Invigilators as NOT Available

provide their availability and are always available for © selected Invigilators Clear Always or NOT Available
Scheduling by the Exam Officers. @ Reset Availability for Selected Invigilators

Set Selected Invigilators as NOT Available: If you have i Add Training for Selected

been informed that a staff member or invigilator will not be Copy 1

available for the upcoming season, select the relevant
invigilator and apply this option. This serves as an excellent
reminder that they have been invited to invigilate this season but are not able to do so.

Clear Always or Not Available for Selected Invigilators: This function will remove both aforementioned
settings for the selected invigilators.

Reset Availability for Selected Invigilators: If an invigilator informs you that they provided incorrect
information or need to amend their availability, select the invigilator and choose this option. This will reset
all their availability for the current season to none.
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Note & It is important to remember that these settings will carry over from one season to the next,
emphasizing the necessity of the aforementioned quick tools.

Agency Staff

It is possible to incorporate agency staff during the examination season; therefore, if you find yourself short
on personnel, their allocation can be integrated into the schedule. In the Overview | Edit Season section,
please specify the number of agency staff you anticipate needing. Once added, they will be categorised as
Agency Staff and marked as Always Available for scheduling purposes.

Invigilators Availability Tab

As invigilators submit their availability, this information will be showcased in a week commencing (w/c) tab,
aiding the Examination Officer (EO) in the scheduling process. Additionally, it is possible to download the
list of available invigilators by navigating to All Dates | Download .

Global Invigilators Costs
To estimate the approximate cost of invigilators

Invigilator Timings (For Overview Tab) :

Nurnber of minutes to arrive before the exam Number of minutes to stay after the exam for the Centre durlng a Season, go to the
* © Overview Tab | Configure Exams Assist . Within
s duten meEs) the settings tab, input the costs for both the Lead
e o et o Invigilator and the Invigilator in the Invigilator

1265 15.36) S Hourly Rate fields.

IMPORTANT & This estimate is a rough approximation and does not differentiate between types of
invigilators. For example, if a teacher assigned as a staff member is invigilating an exam and is scheduled ir
a room, their hours will be included in the overall invigilator costs.

Individual Invigilators Cost

ooy e For a more precise calculation of invigilator costs throughout the

1239 v season, record an hourly rate for each staff member individually, rather

than applying a global rate. Navigate to the Invigilators Tab , select a

Close | Staff Details Staff Member, and enter the corresponding hourly rate for that
individual.

The overall cost for each invigilator will be visible in the Assigned Column, which will display the total number
of sessions assigned alongside the total cost. This information will assist the Centre in determining whether
the distribution of duties is eq uitable. This information is now contained in the Excel Download available
in the Schedule Tab.
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Creating a Staff Training Season

To support Centres in managing their internal Training Sessions, a dedicatedStaff Training Season can be
created. Within this season, Centres can schedule a range of training activities held throughout the academic
year. Examples include:

|l nvigilator Training

Cyber Security Training

Access Arrangements Training

Safeguarding Training

Do 3o Do I>

Creating a dedicated season keeps all training sessions stored and organised in one placérom booking the
training, updating their training records easily and recording their attendance. A great tool to track training
at the Centre and meet the JCQ Regulations.

Show [ 25 +]entries Search:
) Date Stort (=] Duration Room Note Exoms Cands AA Cands Invigilators Action
411 12 E Q # G
Mon 01/12/2025 09:00 12:00 3h Om Wyvern : Boardroom (] 0 Ao Aben | [ Chextes Hosgeon | [ Dick Groyson e
it 12 E =] GE
12 £ =] : ke | (s oo ) (s P
oo @

Note & A Training Session can be addedinto any Open ExamsSeasoni n Exams Assi st ,
a dedicated Training Season. Also, when creating a Training Session,it can be scheduled for any date it
doesndét need to be within the Season Dates.

Creating a New Season

To create a new season, navigate toOverview Tab | Actions | Add new Exams Season . Give the season a
name, for example Staff Training Season , and set the start and end dates for the academic year. This
provides flexibility to schedule multiple training sessions across the year.

Adding Invigilators/Staff

To add staff to the training season, navigate to Invigilators Tab | Add Staff as Invigilator , or use Copy
Invigilators From to add a group at once. Once added, Centres can email staff to confirm their availability
for training. This is especially useful where sessions need to be split into smaller groups due to capacity
limits.

Creating Training Sessions

Add Training Session to Schedule

i To create a training session, nhavigate to
. Schedule Tab | Actions | Add Training Session . Enter the
required details for the session, such astitle, date, time, and
location. Save once complete. Repeat this process for each
training session taking place during the academicyear.

Date: Start Time:
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How to Delete a Training Session

If a training session has been created in error or needs to be Settings Invigilators  Attendance AcﬁonsL
removed, it can be deleted by editing the session and selecting

Actions | Delete this Training Session .

03/01/2026

Updating Training Records

To update training records after a training session has taken place (this cannot be done for future sessions):

Settings Invigilators  Attendance | Actions

1. Edit the Training Session, then select the Actions Tab, Add
Training foré

i Delete this Training Session

1 Staff/invigilators :

= Add Training for Invigilator Training Session 1 on 24/10/2025

2. The Training Record pop-up will appear.
3. Select the area in which the staff received training.

4. The date field will automatically populate with the date of the

5. Click Save.

training session.

Once saved, the training record will be updated for all staff members who attended the session.

Updating Attendance Records

To update the attendance for a training session (this cannot be done for future sessions):

1.Edit the Training Session , then select the Attendance Tab.

Staff Attendance

Settings  Invigilators | Attendance | Actions

2.Select the appropriate attendance mark for each staff member.
3.Click Save.

Current / Upcoming  Past

24/10/2025 09:00 - 12:00 (3h Om)
24/1 : Not Available (All Day

| NG droon

Invigilator Training Session 1

+ Accepted

Invigilator Schedule : Mr Dick Grayson

Monday 09:00 - 12:00

24/11/2025 [Training] Boardroom (Wyvern)
Invigilator Training Session 1

Monday 09:00 - 12:00

01/12/2025 [Training] Boardroom (Wyvern)
Cyber Security Training

== -

0

o Accept | % Decine Invigilators view from portal

B2 Transfer

Invigilator : Dick Grayson

12/2075 - Not

01/12/2025 09:00 - 12:00 (3h Om)
01/12/202 Available (All Day
tyb;!r Secunty Training

" Accepted

Exam Team View
24/11/2025 09:00 - 12:00 (3h Om)

24/11/2025 : Not Available (A

Invigilator Training Session 1
+ Accepted

Close Invigilator Detail
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Managing the Timetable and Seating

Centres can manage the Timetable and Seating for both Internal and External Exams using either Exams
Assist or their existing MIS System. When the Timetable and Seating are organised within the Centre & MIS,
this information will automatically sync with Exams Assist to facilitate the scheduling of invigilators and other
related tasks. Should any amendments be necessary in the Centré& MIS system, users have the ability to
refresh this data through the Overview Tab by selecting the Refresh button .

It is important to note that if Centres prefer to initially create their Timetable and Seating within their MIS
System, they can subsequently manage all amendments using Exams Assist. Once the Centre transitions t
handling Seating in Exams Assist, all dad will be retained; however, all future syncs will cease.

A4

How to switch to creating Seating in Exams Assist

If a Centre intends to utilise Exams Assist for the creation of Timetable and Seating, rather than their MIS
system, this function must be activated. Once this feature is enabled, Exams Assist will no longer synchrorse
Exam Timetable information with the MIS System. To enable this feature, navigate toOverview | Edit Season
and select the option for Candidate Seating 'ERoom, Seat, and Timetable allocation to be managed in
Exams Assist.

(v Candidate Seating - Room, Seat and Timetable allocation done in ExamsAssist

Feature in develoment - Check the box to disable Exam Timetable import from SIMS and enable in SchoolWarkSpace

For External Seasons, the Build Timetable relies on information derived from the Component Details within
the Entries. For SIMS, this information is included in the TSV Import File. Meanwhile, for Bromcom, Arbor,
and ISAMS, the necessary data can be found in the API displayed in the Entries Tab. For Internal Seasons,
the Timetable is created based on entries in the Timetade and Seating Tab.

IMPORTANT & For External Seasons, it is crucial to remember that the information resides within the
component details displayed in the Entries Tab. Each time amendments are made, the timetable must be
rebuilt to accurately reflect these updates in the MIS system.

To complete the seating allocation, we recommend following these steps in the specified order:
Creating the Timetable

Step 1 0 Setting the Session Start Times
When entries are imported into Exams Assisteither from the TSV File (SIMS) or via the API for Bromcom,
Arbor, or ISMASHhe Start
Times for these exams E,/ Override component times with AM,Mid morning and PM session times detailed below when building the timetable
can be derived from the Invigilator Availability Sessions
Component times @ Two sessions per day : AM/PM
L (O Three sessions per day: Early-Morning, Mid-Morning & PM

allocated within the MIS. . o e

. AM Start vid Morni PM Start
Alternatively, the Centre | o500 ® 1030 © 1330
has the option to override
these times and assign new ones for the components in Exams Assist.

Also used to override the component start times

If the Centre wishes to modify the start times, it should navigate to Edit Season | Invigilators | Override
Component Time s. After selecting this option, the Centre can input the desired time for either the AM, Mid -
Morning, or PM slot.
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Please Note that the default times in Exams Assist will be based on the official start time designated by the
examination board.

Step 2 0 Managing the Extra Time Candidates

Once the Centre has chosen to create the Timetable and Seating arrangements in Exams Assist, an additional
sub-tab labelled Extra Time will become accessible within the Access Arrangement tab. Therefore, before
constructing the timetable, the Centre can ensure that candidates entitled to Extra Time are assigned the
appropriate duration for each exam.

To streamline the setup process,
Exams Assist will automatically
associate an Access Arrangement
named Extra Time with a default value
of 25%. If, however, a Centre specifies
a percentage amount for the
arrangement, that percentage will be
automatically added to the duration
of the exam.

1100U80-1 Hist t4 ORHN v §

1100UFO-1 Hist t OCE

1200U30-1

Example:

If a candidate has an arrangement calledExtra 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 hasl00% Extra Time , then they will automatically have 100% added
to each scheduled exam.

Editing/Removing Extra Time

If a candidate requires a different percentage of extra time for a specific exam, adjustments can be made
within the Access Arrangement | Extra Time Tab . Therefore, if a candidate is not entitled to extra time for

all exams, it is possible to search for the candidate and change the extra time percentage to zero. This action
will then allocate a new duration for the candidate.

For Extra Time 'EOther, to set a specific time or percentage of extra time, you can selectOther . This feature
is particularly useful for cases where the calculated time results in an unconventional duration, allowing for
necessary amendments.

Note 0 To add additional Extra Time %, navigateto Extra Time Settings.

Step 3 0 Populating the Timetable Tab
After completing Step 1 ‘EImporting the Entries and Step 2 'E
Confirming the Candidatesi Extra Time, the Centre is prepared to
T o construct the Timetable for the Exam Season. If the Centre has not
Component then e yet built the Timetable, navigate to the Overview Tab and select
S Build Exams Timetable and Seating From Exams Assist .
-y, Compener Tessing serher e Upon selection, a new tab labelled Timetable / Seating will
7 Ao appear. This tab will display the scheduled exams in chronological
| . order by date and time. Additionally, it will indicate any exam
clashes, the assigned room for each exam, and the number of

Build Exam Timetable from Entries

candidates registered for each exam.

58



Exam Assist User Guide V27 03/01/2026

Filter by Subject ~ Filter by Date ~ Filter
Show (25 v entries Search: | ]
Date 4| Time4| Duration % Clash§| Subject 4| Room 4| Board 4| Element$| Component$ Candidates$ Seated 4
02/05/2023  09:00 3h0m EDEXL/KSQ  31555H 31555H01 1 o
03/05/2023  09:00 1h 30m - 3h Om Law EDEXL/KSQ  20168K 20168K01 15 o]
04/05/2023  09:00 2h30m-3h7m EDEXL/KSQ  31525H 31525H01 15 o]

Step 4 d Resolving Clashes

SHow [ 5% eties Upon completing the timetable, you will have the
= — - o capability to filter and identify any exams that present
— - scheduling conflicts, which will be marked with a red
e o e e . flag. Each of these clashes must be addressed by
Tue 14/05/2024 09:00 1h Om I assigning a new start time, and possibly a different
date, for an individual candidate or a group of
i oo o, s candidates who share the same exam period.

Clash Examples

a) Language Exams @ 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 movingall
candidates to a new later Start Time.

Date 4| Time 4| Duration 4 Clash 4| Subject 4| Room 4| Board 4 GEement 4| Component 4 Caondidates 4| Seated #$
23/05/2023 13:30 Oh 45m - Oh 56m ™ French 'W]EC/GCSE 3800UB 3800UBO-1 g 7]
23/05/2023 13:30 1h 15m - 1h 33m ™ French 'W]EC/GCSE 3800UC 3800UC0-1 9 I

Candidates : 3800UC0-1 in at 23/05/2023 13:30
Candidates @ Clash Candidates @ Actions

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

Step 1 0 Select the edit button on the exam that the Start

0x1028 : Abigail Cooper

Time needs Amending, in the above example it will be the 0900, 114 50-1. Wuthe UNTTL Higher Noncalculdio an
Component Code for French Reading, once selected the | i e i o oo mon ]
following popup box will appear. @ e
0x1021: Antony Wilson
09:00 - 10:45 33 50-1: Maths UNIT1 Higher Noncalculator m
13:30 - 14:1 -1 : French Unit 2 Higher: Listening m
13:30 - 14:45 3800UCO-1: French Unit 3 Higher: Reading m

o Medical

IMPORTANT & The component highlighted in yellow is the one that requires modification. If you have
selected the incorrect component, simply click on the other conflicting component in the popup box to
adjust the start time accordingly.

Please Note that to aid Centres in resolving these scheduling conflicts, essential information is presented in
the popup box. It includes details such as whether any candidates are granted extra time, as well as the
exams scheduled during the earlier and later sessiors. This information will assist you in determining the
most effective way to address the clash.
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Candidates @  Clash Candidates @ Actions

Mave this Exam to Step 2 8 All candidates will need a new start time (so no need to
e S T select any candidates), navigate to theActions Tab, change the

starting time for this exam and apply this to All Clash Candidates.

Set Start Date Time ~

All Clash Candidates

H [ et start date and time for all dlash 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 ~ show[25 ~]entries

be created in the timetable / seating tab to B Date Time Duration Clash Subject
indicate a new Exam has been created and is
then ready to be roomed. The Red Flag will
now be replaced with a Green Flag indicating - T #0520 10:00 hom Lo French
the Clash has been Resolved.

O Tue 14/05/2024 09:00 Oh 35m ™~ French

b) Few clash candidates within a component

Step 1 0 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 details of the exam prior and after the session).

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

Candidates @ | Closh Candidates @ | Actions

Step 2 & Navigate to the actions tab and change the start time of
the chemistry ex am to your new desired starting time and select

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

0 x4004 : Steven Andrews 1

09:00 - 10:15 2200U10-1 : Sociology Unit 1: Written € Set Start Date Tlme .
09:00 - 10:30 2410U10-1 : Chemistry Unit 1: Written [ 1h 30m ]

0 x4296 : Sienna Chapman

09:00 - 10:15 2200U10-1 : Sociology Unit 1: Written €D

09:00 - 10:30 2410U10-1 : Chemistry Unit 1: Written €D

Candidates : 2200U20-1 in at 23/05/2023 09:00

A CompIeX CIaSh Candidates €@ | Clash Candidates @ Actions

To resolve a complex clash where a candidate has two examsin | e

the morning and one in the afternoon, follow the following steps. 09:00 - 11:00 22001120-1 - Sciology Unit 2 Wetten a
With this example two of the exams will require a New Start time | as-ses2100 w0 1.+ ot onton 6 eten o
as the clash exam will go into the afternoon exam, creating anew D0%4296 : Sienna Chapman

clash. 09:00 - 11:00 2200U20-1 : Sociology Unit 2: Written %

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

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).

tho o omiten @ | o Step 2 & Click on the Biology component code to change to
wioeaon B 113 6 that exam, the subject highlighted will then be Biology. Select
T ——— the candidate Valeria Bailey and then navigate to Actions and
| AlListed candictes change the start time to 11:30 and set for 1 Selected

1 Selected Candidates

v Candidates.

All Clash Candidates Set start date and time for all selected candidates
(T

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

ates @  Clash Candidates @ Actions

o

Step 3 0 Select the newly created clash so that the start time of
this new clash can be resolved. Select the candidate and Navigate | <o o ewms on 25052003 for cissh candictes
to the actions tab and change the start time to 14:00 then all
clashes for this candidate will be resolved.

[0x4295 : Valeria Bailey
1: Biclogy Unit 2: Written m
1: Sociology Unit 2: Written m

80-1: History Unit 2 Option 8: Written m

Amend a Start Time due to Access Arrangements
If a candidate has an afternoon exam and has a high
percentage of Extra Time and

Candidates : 1100U80-1 in at 09/06/2023 13:30

Candidates @ | Actions possible to amend their start time (if this has been approved
(1x7035 : Sawyer Ross by JCQ) from 13:30 to 9:00. Select the candidate and then
1100U80-1 History Unit 4 Option 8 Written €ED . . .

o Supervise st ok navigate to the action tab and then enter a new start time for

> Separate Room this candidate and apply this to the 1 selected candidate.

Clash indicators:

Yellow Flag & A yellow flag signifies that a candidate has a scheduling conflict on that day, indicating that
the exam is being conducted simultaneously as outlined by the exam board. This flag will be visible in the
attendance register, seating plan, and daily planner,assisting Centres in monitoring the candidates affected
by the clash.

Red Flag 0 A red flag denotes a clash candidate whose exam is scheduled at a different time than that
designated by the exam board. Additionally, a red flag will be displayed for any candidates whose
examination start times have been altered.

O x1021 Antony Wilson ExtCand N 1 [ 30200301 | | 3120UB0-1 | | 3430UD0-1 | [ 3100UB0-1 |

E [ 3310U50-1 | | 3430UE0-1 | | 3300U50-1 | | ™ 3800u80-1 ‘

‘ M =z000c0-1 | | 3430UF0-1 | | 3700U20-1 | | 3800UDO-1 |

| 3310U80-1 | | 3020u40-1 | | 3700U30-1 |

| 2300u60-1 | | 2100UKD-1 |

Once the conflict has been resolved, a Green Flag will
appear in the Clash Column to signify that the clash is

Show | 25 +|entries

] Dat Tt Durati Clash . .- . .

‘ - - - no longer an issue, assisting the Centre in tracking these
b MemosomEE e . changes. Additionally, any modifications made to the
T Mon 08/09/2025 13:00 2hom - date or time for a specific exam will be highlighted in

Red.

Please Note 0 To enable the display of the Green Resolved Clash Flags, ensure that the option labied
Show Green Clash Flag on TT and Seating tab for external season resolved clashes s selected in the
Configure Exams Assist settings.

Step 5 0 Creating Supervised Room s for Clash Candidates

Once a clash has been resolved for an individual candidate or a group of candidates, it becomes possible to
create and assign them to a Supervised Room. After assignment, an invigilator can be designated for the

room to facilitate attendance tracking. Additionally, once candidates are assigned to a room, this

information will be reflected on their timetables. To create a Supervised Room, please adhere to the
following basic steps:
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Step 1 & Edit the first exam of the day with a resolved clash. In the example below we will Edit component
3000N30-1.

Show | 25 ~|entries Seorch:

®  pate Time Duration Clash Subject Room Level Board Element Component Candidates Seated
F Cymraeg GCSE/FC WIEC/GCSE 3000Cs 3000N30-1 2 1009 2
- E 3004 ON20-1 2 1 G

Room and add 2 Selected Candidates

" Hall ot 09:00

Step 2 d Once selected, thecandidates with clashes will appear with
either a red or an orange flag next to their names. Select the
candidates, then Actions | More Actions | Create a new Supervised
Room and a 2 Selected Candidates or add to an existing
Supervised Room .

Step 3 &8 Allocate to a Room (We suggest creating a Room called
Supervised Room), the Start Time will be populated basedon the

Candidates : 3000N30-1 in Main Hall at 08/09/2025 09:00

Create a new Supervised Room and add 2 Selected Candidates

Room End Time of the previous Exam. Enter a comment for the room

— " and a comment to be displayed to the candidate in their portal
e w8 [ i.e. a note to remind them to bring a packed lunch as they will be
5 Room Note in isolation between the two exams.

These are Clash Candidates

3 Note For Candidates

Once the candidates have been assigned to the room this will
appear in the Timetable and Seating Tab and the Schedule Tab,
so that an invigilator can be assigned to the room.

Make sure that you bring lunch as you will be in isolation between exams.

Close & Seating Plan ‘ ‘

Show | 25 ~|entries Search:

L] Date Time Duration Clash Subject Room Level Board Element Component Candidates Seated
2r -] s CSEFC JE E 2 G
[ 0 hon R F d Roo o
b -] c CSE/FC JE E 3000CS G

Tip d The Centre can download an Excebf Clashesd Timetable and Seating | Actions | Download Excel

of Clashes. Once the Centre hasbuilt the Timetable, the Centre can download this Spreadsheet to see all
Clashesby date. Oncethe clashes are resolved download a new copy of the Spreadsheet to check Clashes
have been resolved and all candidates have been assigned to a Supervised Room.

Step 6 0 Setting up the Exam Rooms

Adding/Editing a Room

To ensure proper seating arrangements during auto-scheduling, it is essential that each room is configured
accurately. Navigate to the Rooms Tab and select either Add Room or choose an existing room within the
tab, which will trigger a dialog box.
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Note & Once aroom has been createdor imported from the MIS, it is not possible to amend the room name.
However, it is possible to change the display hame. If there is a need for a different Room Name, the Centre
will need to create a new Room and then mark the previous room as not used in Exams This can be done
in the room settings (see below).

Existing Room & You can opt to select an existing room imported from the MIS for use in the seating
process.

Display Name @& This refers to the name that will be displayed for the invigilator on their seating plan or
attendance register. This feature allows cente $to rename rooms to a more recognisable title that the
invigilator can easily understand. While the name will appear as recorded in the MIS under the timetable
and schedule tab, the new designation will be for the invigilators.

Room: New Gymnasium Display Row 1 at the bottom & Selecting this option will
Dipe Name position Row Al in the bottom left -hand corner instead of the
' top left.

Display column A on the right & Activating this feature will

[ Display Row 1 at the battom [ Dpisplay Column A on the right
position Column A on the right side of the layout. If the
PO previous option is selected, Al will be located in the bottom
Number of Columne Nomber of Rows right corner; if not, A1 will be at the top right.
10 17
> Seqting Plan Print Options Flip Axis to display Columns A -Z Down and Rows across o
T Choosing this option will invert the seating layout; columns (A -
mmamy gaes gmew e Z) will be displayed along the vertical side, while rows (1-99)
e B et il et will be positioned across the top and bottom.

Orientation Label o Provide a label for the bottom of the seating plan to help candidates and invigilators
identify the desk locations within the room.

Room Dimension & Input the number of columns and rows within the room.
Snaking or Non-Snaking 0 Determine how candidates should be seated in a snaking pattern, with Al as

the starting point represented by the green square. Alternatively, if preferred, candidates may be seated
without following a snaking pattern; choose the option that best fits the cent r e iBeeds.

O Laptop Seats = % Deactivated Seats Ll Laptop Seats | % Deactivated Seats
Select Laptop Seats Select Deactivated Seats

Ccs Bs || JAs Ccs Bs [JaAs

Cca B4 | A4 Cca B4 || a4

Oc3 | Oe3 || A3 Oc3 | O3 | DaA3

Ocz2 | Oe2 A2 Ocz2 | 0Oe2 || DAz

Oc1 B1 || EA1 Oci1| 01| OAr

Laptop Seats 0 Mark the seats that are equipped with a laptop on the designated desks. If a candidate is
identified as requiring a laptop for an exam and is scheduled in this room, pressing the auto-schedule button
will allocate the candidate to one of these seats.
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Deactivated Seats o Mark any seats that need to be made unavailable for the exam season.

More Settings Tab

This room in not used in Exams @ If this room should not appear in the list of locations available for
assignment to exams in the timetable tab, select this option, and it will be removed from display. It is also
possible to permanently delete a room from Exams Assist if it is no longer needed; this option can be found
at the bottom of the popup box.

=] x B & Often used Room & If a room is utilised regularly during
Om exam seasons, such as a Main Hall, checking this box will
& o et [ ensure that the room is listed at the top of the list rather
0 of , than in alphabetical order.

(@ Hide deactivated rows and columns

[ Use Seat Numbers on seating plans Offsite & Skip Attendance writeback for this room & If

a candidate is taking an exam offsite, select this option to
prevent their attendance from being recorded in the Centr e SMIS.

Hide deactivated rows and columns - 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.

Use Seat Number on Seating Plans & When selecting the seating plan will display the seat numbers, the
order will match the set sneaking for the room.

Auto Allocation Tab

Kl Loptop Seats X Deactivated Seats  # Auto Allocation |~ & More Setting: Auto Allocation & If there is a
(¥ Auto allocate exam seats for this room room where you do not wish
(¥ When auto allocating add gaps between different exams candidates to be automatically
(W When auto allocating and room is less than 1/2 full (and >=25 empty seats) do not use seats round the edge allocated, this option must be
(¥ When auto allocating and a new component starts in a new row o column then restart the snake (Experimental) deselected.

Auto allocate - Reserved seats

When auto allocating add gaps between different exams 0 By default, when the Exams Assist assigns
seats within a room that accommodates multiple component codes and durations, available seats are
allocated to create separation between the exams. If this option is turned off, spare seats will not be used to
create such gaps.

Auto allocating settings 8 Two options are available for auto seating in this room: the ability to add gaps
between different exams and the option to keep candidates seated towards the middle of the room instead
of filling the seats towards the back when the room is not at full capa city.

Auto Allocate & Reserved Seats d The above functionality is great for when there is a small exam in a large
room. Enter the rows/columns (Letter and Number)
is 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.

Auto allocate - Reserved seats

Al-A8B1-B8
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~

Note 81 f Room Bookings Module is activated itds polfs
in the room settings.

Step 7 & Allocating Individual Candidatesto a Rooms/Seats
— Once the rooms have been established and configured
Assign b Sect correctly, candidates can be allocated to specific rooms and
u g | e e e seats. This process is particularly beneficial for candidates
with specific access arrangements that necessitate

Assignto Room: Library ~

ML LS L L2 placement in a separate room, such as those who require a

aal | Bl | Bl | Bl N scribe or a reader, or prefer a smaller space. Additionally,

A2 B2 €2 D2 E2 this system is advantageous for centre $that assign their
n ﬂ 1 b1 el candidates to the same room and seat for all examinations.

O Set room and seat only for the current exam season

To assign a candidate to a room, navigate to the Candidate
tab and search for the individual you wish to assign. Once
you have located the candidate, select Assign Candidate to a Room , find the appropriate room, and, if
necessary, assign them a seat.After submission, the candidate will automatically be assigned a room and
seat for all their exams.

Tip & To efficiently assign candidates who require a room due to their entittement to a scribe, simply search
for Scribe in the search box. This will filter the candidates, enabling you to easily assign each of them to a
room and a seat in succession.

Please Note & The allocation of a room and seat is recorded against the candidate, ensuring that these
settings are retained for future examination seasons.

However, there is also an option to apply the room and seat m ﬂ ﬂ D1 El

assignment solely for the current season, preventing the

) . B Set room and seat only for the current exam season
settlngs from carrying over.

Allocating Candidates to Exam Rooms and Seating
1. Running the Seating Allocation
Once the above tasks have been completed here is a little recap:
- Assigned the Start Time & This will ensure that all Exams Start at the correct time.
- Managing the Extra Time Candidate & This will ensure that the Candidates entitled to Extra Time
will have the correct length of time for their Exam.
- Populating the Timetable
- Resolved All Clashes
- Assigned Candidates to Supervised Rooms
- Created Exam Rooms
- Assigned Candidates to Separate Rooms

The Exams Team is now prepared to allocate Rooms and Seats for candidatethat require to be assigned to
the Main Rooms. All other candidates will be accommodated in other rooms.

To proceed, navigate to the Timetable and Seating Tab . Upon opening it, the Centre will see a
comprehensive list of all Exams, along with any Rooms to which candidates have been assigned from the
Candidates Tab. The illustration below details the distribution of Rooms for the Chemistry Exam. A select
number of candidates have already been assigned to a Room, while 23 remain to be accommodated. By
selecting the Room Name, the Centre will have the capability to view and edit the Seating Plan as well as
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access the Attendance Register. The percentage of seated candidates will be displayed, and if the seating

for that room is completed, it will be automatically highlighted in green.

Additionally, if any Rooms contain

candidates requiring Extra Time, the corresponding icon will appear next to the Room Name.

Show| 25 ~|entries

B | Date

[0 Sun12/01/2025 09:00

0 Sun12/01/2025 09:00

O Sun12/01/2025

O Sun12/01/2025

O Sun12/01/2025

Time Duration

1h 45m
1h 56m
09:00 1h 45m
09:00 1h 45m

09:00 1h 15m

Clash Subject Room

Chemistry

Chemistry  Art Room 1 [Art Test] @

Chemistry  Boardroom

Chemistry

Chemistry

Allocating a Single Examinations to

Overview Exam Entries

By Date By Exam

Filter by Roem/Subject ~

Additionally, both tabs provide a filtering option by date. This enables the Centre to systematically allocate

There are two subtabs available for assigning rooms to an examBy Date and By Exam.
The By Date tab displays a row for each combination of component and room, while
the By Exam tab consolidates this information into a single row per exam, showcasing

Sports Hall 1 [Sports Hall]

Level Board

Sports Hall 1 [Sports Hall]  GCSE/B

GCSE/B
GCSE/B
GCSE/B

GCSE/B

a Room

W]EC/GCSE

WJEC/GCSE

WJEC/GCSE

W|EC/GCSE

W|EC/GCSE

Search: \
Element Component Candidates

341002 3410020-1 11

3410UB 3410UB0-1
3410UB 3410UBO-1
3410UB 3410UB0-1 25

3430UE 3430UE0-1

Seated

100 %

100 %

100 %

100 %

all rooms assigned to that specific exam. Users can assign a room to an exam from

either tab.

examinations to rooms for each day. Alternatively, users can filter the view to display all un-roomed exams.

To assign a room to an exam, selectedit. Once selected,the Centre will then be able to:

1 Assign a Selection of Candidatestoa Room & From the Candidates

Tab, select the required Candidates | Actions, then Select in the

Assign to Room drop-down 98 X Selected Candidates , Add Room ,

once the Room is selected, Submit .

1 Assign All Candidates to a Room & From the Actions Tab , select
from the Assign to Room drop-down & All Listed Candidates | Add

Room, once the room is selected, Submit .

indidates @ | Actions

Move this Exam to:

09/0! )23 m] 13:00

Set Start Date Time »

Assign to Room:

Al listed candidates

Select Room v

Assembly Hall (101 Seats)
Board Room (20 Seats)

From this popup i t pdssible to see a list of the Candidates and their
Access Arrangements (This information can help the Centre when allocating rooms, asthe Centre may wish
to Room the Extra Time Candidatesin the same Room).

Assign to Room:

7 Unroomed candidates

Select Room =

To assistthe Centre, i

to room, the select room drop-down will display a list of rooms and
the number of available seatsin the room. Some great tools to help

t s

possible

the Centre when allocating candidates to rooms.

Allocating Multiple Examinations to an Exam Room
When multiple exams need to be allocated to an Exam Room, this can
be efficiently achieved by selecting each exam that requires
assignment. To do this, navigate to Selected | Assign Room to

Selected Rows.

o

t o

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

see

@ Assign Room to Selected Rows

4 Assign Seats To Selected

|
Selected « =1 Print
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From the drop-down menu, choose the appropriate rooms and then
Submit . The exams you have highlighted will be allocated to the chosen
room.

sorts Hall 1 [Sports Hall]
[ oo

Note - When using the above routine, if a room becomes full, no additional candidates will be added. These
candidates will remain listed in the Schedule tab, ready to be assigned to a different room that has available
seats.

Allocating Multi ple Rooms to a Single Exam S o) w0 o
Additionally, it is feasible to assign more than one room to a single exam. |.....
This feature is particularly beneficial for centres that may not have sufficient
seating available in a single room, necessitating a division of candidates
across severalrooms. Besides splitting the room allocation, you also have
the option to specify the number of candidates to assign to each of the
room.

Copacity

Please Note 6 Once the exam rooms have been allocated, it will be possible to schedule staff and invigilators
to those specific rooms.

To allocate multiple rooms, begin by selecting a room. Upon selection, add an additional number of rooms
that are required. Once the rooms appear in the list, the Centre will be able to see the number of available
seatsavailable in each room. Next, nput the number of candidates the Centre wish to assign to eachroom,
then select Submit .

Auto Seating Allocation
Prior to auto-allocating candidates to seats, ensure that the Centre has reviewed and confirmed the settings
for each room in the Room Tab. There are several settings available in theAuto Allocation Subtab . These
settings help ensure candidates are seated appropriately within exam rooms. Key room settings include
Auto -allocate exam seats for this room , Add gaps

between different exams , When the room is half full, Bulld Exam Timetable from Entries

do not use edge seats and Reset snaking when a new

component starts in a new row e o

Once these settings have been confirmed and rooms
have been allocated to exams, the Centre can begin the
auto-allocation process. Seats can be auto allocated for
an individual room, a selection of rooms or all exams
within the season. |

To auto-allocate seats for all exams in the season, go to

the Overview tab and select Build Exam Timetable and Seating from Exam Entries . Once selected, a
dialog box will appear where the Centre can choose the appropriate seating option for how candidates
should be seated in the exam rooms.

The first two seating options are primarily intended for external exams , while the final two are more
suitable for internal exams . In all cases, seating will start fromAl and follow the snake order defined in
the room settings.
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If the first option is selected the candidates with extra time are seated first the candidates requiring
laptops are placed in laptop seats and the remaining candidates are seated by exam duration , then
candidate order .

If the second option is selected the candidates are seated by component number , then candidate
number . Any extra time candidates will be seated in candidate order within the component. The laptop
userswill be seated in laptop seats

To assign seats to a selection of exams, go toTimetable and Seating
® Clear Room from Selected Rows .
4 Assign Seats To Selected tab, select several exams, then choose Selected, assign seats to
selected. A dialog box will appear showing the available seating
options.

Selected « = Print .

To assign seats to an individual room, go to the
Timetable and Seating tab, select the room
name, then select the green Assign Seats button.
A dialog box will appear fi select the appropriate
option. Once the seats have been auto assignedthe Centre can make manual adjustments if required.

B Print 1T < > & Set Colour »

Manually Assigning Candidates to a Seat

If the Centre prefers to manually assign the Candidates to Unallocated with Access Aranacrent ' E
T . o ] allocated with Access Arrangements

Seats, then this is possible. When building the Timetable Unallocated with Laptop to Laptop Seat I

ensure that the option 8 Do Not Assign Seats is selected All Unallocated

(Once SelectEd, the Green ASSign Seats WI” not appear in Unallocated with Access Arrangements to selected empty seats

the Timetable and Seating Tab) Unallocated to selected empty seats

@ UnAssign Seats «
To assign Candidate to a Seat, select a Rom, once selected,
there are several tools to assistthe Centre to assign candidates to the plan. To access thesdools, select
Edit, navigate to the Assign Seats menu and select the appropriate function.

=1

Changing the Sort Order

33 Unallocated = Sort~=

When assigning candidates to their seats, it is possible to modify the sorting order of
how candidates are displayed in the unallocated section. To change the sorting order,
edit the plan and select the appropriate option from the sort drop -down menu. This
adjustment will assist the Centre in effectively seating the candidates.

Note 0 For the Reg Group to show when editing the Seating Plan, ensure this has been selectedn Configure
Exams Assist

Editing Seating Allocations

Once the candidates have beenautoal | ocated to a seat within the r oc¢
these, this may be becauset he aut o all ocat i otme Centredragbitementa i Ih the me ¢
timetable/seating tab select the name of room 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 plan, select theEdit Button at t he bottom of the [P d yo
to drag and drop candidates around the grid. Any unseated candidates will be D1 A 4150
displayed in the unallocated column waiting for the Centre to assign them manually. || ©'via Stenton
Once a candidate has been manually moved, aPin 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.

BR20/1 %

Candidates : 8520/1 in English Room 4 at 13/05/2023 09:00 Once you are happy with the p|an, 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 @ | Actions

Room Seating Changes:

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

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 seleting 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
a red laptop icon will appear in the timetable/seating tab.

NOTE 6 If you search Laptop in the timetable/seating tab it will search for any of these errors.

Shuw|257v:\entn'es Search: @
O 13/05/2023 09:00 1h 30m - 1h 52m Computer Science New Gymnasium AQA 8520 8520/1 490 36 % I
CTTCEEZm T T
| (Gize 2037 When you select the room, you will see the candidates that have the laptop error
Ka g;%l;gnn will have a red border around the seat. Once the candidate has been moved to a
Qe seat which has a laptop on it the red border will be removed and so will the icon in
- J[852011 the timetable/seating tab.

Multi -Selecting Seats

7038 [as Bis
sa DiCaprio - o
110

When seating candidates, you have the option to multi -select
DrAL multiple seats. To do this, simply click on the first seat, for
| NS vk instance, Al. After selecting it, double-click on the diagonal seat,
M10, and all seats within that range will be highlighted. Once this
= i T =1 selection is made, the total number of selected seats will be
displayed at the bottom of the screen. Additionally, you can
- — continue to select or multi -select more seats until the desired
number of seats is chosen, preparing them for the candidates.

@ UnAssign Seats « Wi Copy Seating Plan -
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Resetting the Snaking Order

Once the selection has been made, it is possible to allocate

candidates to their respective seats. However, the snake order
may no longer remain accurate. Therefore, you have the option

to establish a new snaking order for the selected candidates. To
do this, navigate to Selected | Set Snake Order, and then

choose the most suitable order for the selection.

DRA1L DRA1 Without AA to selected empty seats (19)

DRA1 With AA to selected empty seats (2)

© 12 Selected « @ UnAssign Seats a 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 me n u , i f there are mul ti| 2143401 alocatedSeats

possible to remove each component at a time.

D15

Set Snake Order &5 Snake by rows starting top left 4

Activate/Deactivate Selected Seats

4 Assign Seats £5 Snoke by rows starting top right

DRA1 =5 Snake by rows starting bottom right
Snake by rows starting bottom left
Reg Group -
Snake by columns starting top left
19 without AA to selected empty seats
N . Snake by columns starting top right
2 with AA to selected empty seats

) ilit Snake by columns starting bottom right
1 with Extra Time to selected empty seats =
fifi Snake by columns starting bottom left
All 21 to selected empty seats

(-BPRCLUCPN | @ UnAssign Seats . || B Copy Seating Plan «

Arrangement, by Registration Groups etc.

All Allocated Seats

u‘

I
i

All Pinned Seats
All Un-Pinned Seats

2100U80-1 Allocated Seats

I
i

2400U20-1 Allocated Seats
I 31617H1B Allocated Seats

3300U30-1 Allocated Seats [H1]

| @ UnAssign Seats « | Wi Copy Seating Plan «

Changing the Exam Colour for a Room or Component

| To modify the default colour of an exam within an exam room, begin by
DE; selecting the room name, followed by the Set Colour option. Next, identify the
GEOL-H specific exam for which the colour needs to
O cert be altered. Once the exam is selectedselect | s
His1 the desired colour intended for use within
& Set Colourl Set color for HIS1 that room. n
O O
O-0-0°0-0
It is also possible for the Centre to assign this colour to all exams across | oo .
all rooms associated with that Component Code. To accomplish this, : [ o |

simply select the option to Set this colour for all exams with code.

Reg Group o _ , Once the snake order has been sdected,

19 without AA to selected empty seats DRAL With Extra Time 1o selected empty seats (1) .

o o DRAL to selected empty seats (21) select the candidates to be seated Use one

2 with AA to selected empty seats . i . i

1 with Extra Time to selected empty seats _||| ||| ||| ||| Of the ava”able OptIOI’lS l.e. Wlth ACCGSS
All 21 to selected empty seats ArrangementS, W|th0ut ACCGSS

he

Please Note 0 To ensure that the first exam is highlighted in the seating plan when multiple exams are
present, please select the corresponding option in Configure Exams Assisiand ensure the required colour is

chosen accordingly.

Changing the Colour of a Component

R— If the Centre wishes to 12/09/2025 09:00
Filter by Room/Subject = Date Filter = | Filter : Active -  [IE ST s gy .
customise the colour
displayed on the o
Date Time Exam Level )
" : - Seating Plans and O
15/09/2025 09:00 it GCSE/B )
R Attendance Register for each O
component, this can be o o
modified while editing the Exam. To change the colour, navigate to the -
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Timetable and Seating Tab , then proceed to the By Exam Sub-Tab. Once selected, a comprehensive list
of all exams will be presented. Click on the Exam Namethat needs to be edited. After selecting the

appropriate exam, choose the desired colour for that component. Once acolour has been assigned, it will
appear next to the date, ensuring visibility for Centre Staff.

How to Add an Icon to a Seat

To assign an icon to a seat, such as a obile Phone on Table, select
the seat, then choose Selected | Active/Deactive , and select the
5. appropriate icon.

Mobile phone on table

Changing the Size of the  Seating P lan when Editing

(| = [ )

To amend the size of the plan, select thesmall/large T icon. Select thisto Zoom In
B Print | 1T I or Out of the Plan

Copying a Seating Plan

e It is possible to Copy a seating plan when editing. In the case of an exam
comprising two or more units within a qualification, you can manually create
a seating plan for one date, then proceed to the next date and select the
previous exam to copy the plan from. If you utilise the auto-assign seating
function, all rooms will reflect the same arrangements. However, if you
make manual amendments to one plan, you will be able to copy that
customied seating plan for the subsequent exam.

Replicating Room and Seating
If a Centre employs the same rooms and layout for both internal and external examinations, it is feasible to
assign and seat all candidates for a single exam and then replicate that arrangement for other exams during
the same season.

‘ X Remove GEQ1 from East Wing Performance Hall at 09:15
. . . . . 4 Add another exam component to GEO pe~
To do this, navigate to the Timetable and Seating Tab , assign . WDuplcate Exam 6£0 GE01
candidates to their respective rooms for the initial exam, and then & Edit this exam
. M Remove All Candidates from this exam
proceed to seat them. Once the candidates are properly roomed , ,
. . R R © Add Candidates to this exam
and seated, edit the first seated exam and navigate to Actions | i Replicate Room and Seating for this exam to...
More Actions | Replicate Room and Seating for this exam .
Select the dates, times and rooms to replicate
1 2025-07-14 09:15 : East Wing Performance Hall [es ]
e e “ Upon selection, all rooms associated with the exam will be displayed,
along with the number of candidates assigned to each room. Below this
Fpp—— @ list, you will find all other exams linked to the candidates from the
puet selected exam. Choose the exams for which you wish to replicate the
B 15/07/2025 [ 170] . . .
room and seating arrangements, and then click Submit .
H 160712025 [170]

MAT : Mathematics
MAT1: Mathematics 1

18/07/2025

REL: Religious Education
REL1 : Religious Education 1
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Duplicating an Exam

If a Centre needs to duplicate an exam within the current season, | cendidates : 20170K01in Main Hall at 23/03/2026 09:00

or copy it into another open exam season, this can be done from

the Timetable and Seating tab. oo Secting Changes:

1. Navigate to the Timetable and Seating tab. (3 8 Lock - no edits possible or this room = stort time

2. Locate the exam that needs to be duplicated and select Edit.

3. From the menu, select Actions | More Actions | Duplicate
Exam.
A new dialog box will appear.

4. Select the exam season that the exam should be duplicated
into.

5. Enter all required details, including - Date of Exam and Start
Time.

6. SelectSaveto complete the duplication.

D Ac

Note & If duplicating an exam into a different season, ensure that all candidates included in the duplicated
exam have been added to the destination season.

Resetting Timetable / Seating

If necessary, you can reset several actions
e related to the timetable and seating
O Reset exam rooms - clear any allocated rooms & seats arrangements. To do so, navigate to Overview
(O Reset exam seats - clear any allocated seats (rooms left alone) | Build Exam Timetable and Seating . This will
(O Reset exam start times (if modified to resolve clashes present you with various options for resetting
(O Also reset candidate clash flags the timetable. Select the most appropriate

option for what the Centre is trying to achieve.

Assign Seats 90 Advanced Options

Assign Seats Only & When automatically assigning seats in : v
the Timetable and Seating Tab , this routine will only assign g ——
a seat to the candidates assigned to that Room, by default it () Assign Seats only: don't process Exam Entries - this and future runs
will not processes the data from the Entries Tab. If the Centre okt G Mumbarsi L o ot T aenersd Gt
(for an External Season) needsExams Assist to process the — —
data in Entries too, when Assigning Seats to Selected then deselect d Assign Seats only, do not Process
Exam Entries (this option is selected by default).

Check Group Membership & When exams are created in Exams Assist according to Group Membership,
select this option to checkif any changes have occurred in membership or if the levels assigned by the Class
Teacher have been modified. If amendments have been made, these will be reflected in the Timetables
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Manually Adding Exams to an External Season

Board Level Code Name Components v Subject

WJEC/GCE  GCE/B 1100UN  History [(100um0-1 ] History . . . . .
sl Once an Entry file is imported into EA, these entries will

WECKE  GCER 111005  Geoguphy  ([EESEEE)  Geography appear in the Entries Tab. Additionally, the component
\restgaton information will be displayed (as illustrated below).

WI]EC/GCE GCEB 1570U4 Hsc and 1570U40-1 Health and
o soslcore The component codes are colour coded as follows:
Developmnt

Colour Code:

Grey 0 No Date/Time Assigned to the Exam or NEA.
Light Green o Timetabled Exam but candidates not roomed.
Dark Green o Exam Timetabled Candidates both Roomed and Seated.

To create an exam for a norttimetabled exam, simply click on the component code, once selected, the
details popup box will appear.

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
1570U4 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 (] --ie- © 1h Om v

(W Add candidates from the element

If any candidates are found in exams with a matching element then add them to this exam component

E Add Extra Time if candidate has Access Arrangement

C‘GSE m

Enter the Date, Start Time , Duration and a Room for this non-timetabled exam. Once created the
component code will appear in lightgreen (inthetable)i ndi cating that itds been
Centres will be able to seat the candidates and assign invigilators to the room.

Copying an Exam

When core subjects such as English and Mathematics conduct multiple mock exams throughout the
academic year,copying an exam will save time for the Centre by allowing for the replication of the entire
examination setup, including room assignments and seating allocations.

To copy an exam, simply create the exam again i.e. English Language.
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IMPORTANT 0 To copy details from a previous exam, the previous examMUST BE within a Season that is
still OPEN, the Season 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, select Add Exams
by Subject. Select the number of examsrequired for each
subject, then selectNext. When populating the details for each
exam there is no need to populate the room (as this
information will be copied from the previous exam). Once the
exams have been created, Edit the exam and selectActions |
More Actions | Copy Room and Seat Allocation from
another exam .

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

then select

Select exam to copy from | Search

ENG English o
ENG1 English 1 (on 12/10/2024)

ENG English

ENG2 English 2 {on 12/10/2024) common.

0

FRE1 French 1 ( from 17/10/2024 to 19/10/2024)

candidates

Publishing the Timetable to External Sites

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

Candidates @ = Actions
Move this exam to:

=+ Add another exam component to ENG late Time
Bl Duplicate exam ENG / ENG1
| G Edit this exam
il Remove All Candidates from this exam l
© Add Condidates to this exam
W Copy Room and Seat allocation from another exam

A list of all exams with candidates in common from all
open seasons will appear. Use the search to filter the list,

one that need to be copied from.

The number in the badge is the number of candidates in
Once selected the rooming and seating
FRE French @ allocation from the selected exam will be assigned to the

in the current exam.

Centres can publish their exam timetables on external sites. EactCentre 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
and select Published Exam Timetables Visible on Public
Site. Embed the URL on theCentre website in an iframe

(& Published Exam Timetables visible on public site

Public url is /Embed/ExamTimetable/M 1041

and the timetable will be displayed.

Note & No pupil information will be displayed on the public website.

Start: Year 12 & 13 Internal Exams
No Exams

Tuesday 07 January 2025
AM PM
09:00 - Science EDEXL/KSQ BTNG/B 31617H1C 13:00 -
09:40 Chemistry 13:40
Wednesday 08 January 2025
AM PM
09:00 - BTEC Sport EDEXL/KSQ BTNG/B 31525H01 13:00 -
11:30 Fitness Training and Programming Part B 15:00
09:00 - English W]EC/GCSE GCSE/B 3720U10-1 13:00 -
11:00 Eng Lit Unit 1 Foundation: Written 13:40
09:00 - English W]EC/GCSE GCSE/B 3720UA0-1
11:00 Eng Lit Unit 1 Higher: Written

Science EDEXL/KSQ BTNG/B 31617H1P
Physics

Business Studies EDEXL/KSQ BTNG/B 31489H1A
Developing A Marketing Campaign Part A

Science EDEXL/KSQ BTNG/B 31617H1B
Biology
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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 o 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, entr
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

ries and exam
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Creating Internal Examinations in Exams Assist

Scan the QR Code to watch a video of
How to Create an Internal Season for Year 7 -9

Scan the QR Code to watch a video of
How to Create an Internal Exam Season

Step 1 d Create a New Season

Add Season

Navigate to the Overview tab.

Enter a Name for the new season.

ok wbdPE

Step 2 0 Season Settings

After creating the season, the Season Settings page will automatically appear. Review eachtab and make

any necessaryselections.

Invigilator Availability Sessions

(O Two sessions per day : AM/PM

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

AM Start Mid Marning PM Start
09:25 O 10:35 O 13:30

When schedul

Suggested Settings
Details Tab:

SelectActions | Add New Exam Season.

Enter the Start date and End date for the season.
Click Submit, then a new exam season will be created.

Tip - If the exam start times differ from other seasons, you can define custom
times here. For example, if you have three sessions per day, update the

following settings .

1AM Start

fMid -Morning Start

T1PM Start

ng individual exams

1 Confirm Centre Number .

1 Confirm the Season Start and End Dates.
1 SelectCandidate Seating - Room, Seat, and Timetable allocation done in Exams Assist.
1 Select the correct Season Type - Mock / In -House Season (don't track clashes)

Invigilator Tab:

1 EnterInvigilator PIN Code (if applicable).

= -4 —a

Portal Tab:

1 Once the timetable has been built, enable Published to the Parental & Student Portal

Results Tab & Not Applicable.

Set Invigilator Availability Dates  (if applicable).

Selectthe appropriate Options for invigilators.

Add an Invigilator Note to display at the top of their portal.
Select the Invigilator Speech so that this is added to the season (if applicable).

youodl I

be

abl e
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Step 3 d Adding Candidatestoa Season
Once a season has been creatednavigate to the Candidates tab.
1. Click Actions and select one of the following options:
1 Add a Group of Candidates & to add a specific Group of candidates i.e. based on a Group within
the Centreds MIS system.
1 Add Candidates & to add multiple individual candidates at once - Use multi -select to choose all
required candidates.
2. Click Submit to add them to the season.

Note 81 f a candi dat e doesndtthehatengporary nansoer will kit zreated stantingble r
with a T, this is just for EA purposes.

Note - Any information previously stored against a candidate from other seasons will remain, as this data is
linked to the candidate rather than t o a specific season. The details retained include the Exam name, Room
and seat allocation , and any Access arrangements . When the candidate is assigned to an exam, they will
automatically be placed in their designated room, and their access arrangements will be applied.

Step 4 0 Creating a Timetabled Exam
Once a New Season has been created there ar@ifferent types of Exams that can be created. The types that
canbecreatedareEx ams, Practi cal 0sandMddestion, Cour sewor k

When creating a timetabled Exam, there aretwo ways of creating these:
1. Individually per Subject.
2. Group of Subjects .

Creating a Single Exam
1.Navigate to the Timetable/Seating tab and Select Add Exam / Oral /
Practical .

2.Complete the required details in the dialog box.

Note - If creating an internal exam , you do not need to enter the Exam
Board or Exam Level i these fields are optional .

3. SelectAdd Candidates to this Exam .

Centres can: Add individual candidates (or multi -select)
already added to the season, or add agroup (e.g., an Academic
Class) or a combination of both. |

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

Candidates @ | Actions

Note - Only groups containing candidates already in the Cloce
season will appear as options.

Note & Any candidates that have been assigned to a room in the candidate® tab will be automatically
assigned to that room in the timetable/seating tab. The remaining candidates will need to be assigned to
an exam room, once assigned to a room they will be ready for seating.
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Creating an Exams fora Group of Subjects (Recommended)
|ltds possible to create several exams in one datio
creating multiple exams, assigting candidates and finally allocating them to a room.

1. Navigate to the Timetable and Seating Tab and select Add Exams for + Add Exams For Subjects

Subject |

Note - When creating exams by subject, only theclasses associated with that subject can be added.

Add Exams For Subjects
Exam Type Duration
Exam v 1h0m v E,JAM Extra Time if candidate has Access Arrangement ) )
2. Select the number of exams required per subject from
Select the number of exams for each subject that you want to create .
the appropriate drop -down menu.
Agriculture Art
Astronomy Biology
Business Studies Chemistry
Citizenship Computer Science

Use Lesson Times - If the Centre schedules mock exams | 7r* 28/11/2025 09:00
. . Fri 28/11/2025 ©9:15

O Use Lesson Times according to the lesson timetable, ensure the Use Lesson L e '
. Tlmes option is select.ed. .W.ho.an this option is eqabled, £l SRR 13
each lesson start time will appear when creating individual exams, allowing the Fri 28/11/2025 12:35
Centre to choose from these lessonbased times instead of the predefined start Fri 28/11/2025 13:30

times set in the Edit Season settings.

After selecting the number of exams:

Fri 28/11/2025 10:15

dd Exams For Subjects fEdit the Component Code and Name (If
Selct the time and roups or sach Bxam required).

Art 1Set the Date and Time (this is based on the times
Bt e Eementlome allocated in Edit Season)

ot e Compmentone 1Specify the Duration .

o o f'Selecta Room (Optional), if the room becomes
"o osj0e/2023 00:0c «| | inom v | Beoraroom » full, any additional candidates will show as un-
e roomed. Any candidates assigned to a room from
ARtz Az the Candidates Tab will be automatically assigned
Pvi eoroerz023 69:0¢ <| | 1hom o s ——— . to those rooms.

0 108l @ 108fArs TAssign the appropriate Class to the exam.

3. SelectSubmit, the exams will all be created and the candidates will be allocated to them.

Note - If the Centre do not select any candidates (groups), the exam will still be created,but the candidates
will need to manually added later.
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<7
[}
<7
]
o
(]
©

Here is an Example:

English Language 0 Unit 1 and Unit 2; Engineering 6 Unit 1; Drama 0
Unit 1 and 2; Business Studies & Unit 1 and 2; Computing 6 Unit 1.

TipdSel ect a time that most thedthers darebe quicikdyrabended. e ngt h [wi

AddE 5 For Subjects .
oo e e 1.Select the required number of exams per

_.F-xﬂr:\h l v D:‘,::;:;:;] v B Add Extra Time if candidate has Access Arrangement SUbJeCt .
Computer Science - 1
Select the number of exams for each subject that you want to create
_ Drama - 1

Agriculture [ Art Owv .
English 6 2

Biology Ow Business Studies 1w . .
Business Studies 8 1

Chemistry 0w Citizenship 0w . .
Engineering - 1

Computer Science ™ Design & Technology 0w

Drama Lv]  Engineering 2.SelectSubmit .

English 2v Food & Nutrition 0w

Add Exams For Subjects

Business Studies

8US
BUSL .
3. Edit the Component Code and Name for each Mon 01/12/2625 99:08 v| | 1h30m v | Sports Hall 1 .
listed exam i.e. Business Studies Paper 1; S—
Computer Science Unit 1; Drama Unit 1 etc. Computer Science
4. Select the appropriate Date and Time for each o e
listed exam. 1 . |

5. Specify the Duration for each listed exam.

6. Select aRoom for each listed exam. Mon 01/12/2025 13:3¢ ~| | 1hom v | Sports Ha 1 v
7. Select the appropriate Class(es)for each exam. 118/Co1

Drama

Element Code
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Note 0 If candidates have been assigned to a room from the Candidate Tab, they will be seated in that room.

Explanation - Once created, thetimetable and seating tab  will be populated. Any candidates that have a
room identified in the candi dat addseatt Frdm the above, there dreo ¢ a t
18 candidates doing Business Studies, 4 candidates have automatically beemoomed and seated in the Main

Hall. All other candidates are assigned to the Sports Hall 1 as indicated when creating the exams.

The candidates are now ready to be seated in each room;these rooms will also appear in the Invigilation
tab ready for invigilators to be assigned.

Creating a Tiered Exams
If there is the need to assign candidates to exams based on a tier. Follow the steps below to achieve this.

1. Subject teachers must assign a level to
each candidate from their portal.

Each teacher should:

71 Log in to Exams Assist.

1 From their homepage, select the Group
Tab, then the Class(e.g. 11y/Ma2).

Assigning Levels to Candidates
Oncethe class is selected:

1. Goto the Actions dropdown.
2. SelectLevels.

To assign levels:
1. Choose aglobal level (e.g.Intermediate) and select Submit

to apply it to the entire class. Or, if the class hasmixed ability
levels, selectMixed . This allows teachers to assign a level to
each candidate individually.

2. After all levels are assigned, selectSubmit .
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