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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 Parentsΐ 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 your Centre 

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  
 

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 .  

3. Select Register with SchoolWorkSpa ce.  

4. Enter the email address recorded in your schools 

Management Information System (MIS). A 6-digit verification 

code will be emailed to you.  

5. Enter the verification code on the login screen, then create 

and confirm a new password. After logging in, you will be 

directed to your homepage.  

Allocating Access to Centre Staff  
After logging in, Centre Staff will need to be assigned to a Security Group within SchoolWorkSpace (SWS) 

so they can access Exams Assist.  Navigate to School Settings  | Staff Roles .  The staff members who have 

synchronised from the Centreõs MIS will appear. 
 

 
 

Note  ð To ensure staff emails are imported into SWS, they must be set as Work  in the MIS and marked as 

Primary  in SIMS. Alternatively, you can add another email address in SWS for staff to use for login. 

 

 

https://schoolworkspace.co.uk/help/MIS
https://schoolworkspace.co.uk/
http://schoolworkspace.co.uk/
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Creating a New User  
If a staff member does not appear in the list, you can create a new user 

in SWS by navigating to School Settings | Staff Roles | Add User . Once 

selected, fill in the required information, and the user will be added.  If an 

email address is provided, the staff member will be able to log into the 

system. 

 

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

 

Teaching  ð For staff to be able to login to Exams Assist and view the candidatesõ entries, access 

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 

pupilõs details including parental information, curriculum timetable and school attendance. 

 

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 pupilõs details such as 

parental information, curriculum timetable, and school attendance . 

 

Exam Officer ð 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  ð 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) ð 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. 

 

Log -in Options  
Centres have several options for how staff members can log into Exams Assist. 

To select the most appropriate options for your centre, navigate to School 

Settings | Staff Roles | Staff Login Settings .  
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Password Policy - The password policy has been increased, so staff members will need to use a strong 

password (At least 8 characters, one lowercase, one uppercase, one number, and one special char (!*@#$ 

%~^&+=,.`), and not include (<>).  

Staff Can only Login with a school email address  
If selected, Centre Staff will only be able to log into Exams Assist by using the Centreõs Official Domain Email 

Address.  Once enabled, the centre will need to ensure they have entered the official domain address.  If the 

Centre have multi ple i.e. co.uk and .com then both will need to be entered, but a comma will need to be 

added between both addresses. 

 

 

Staff Can Login with any email  
If selected, Centre Staff will be able to log into Exams Assist by using 

any email address stored in the software.  It is possible to store several 

email addresses in the system; each tagged to a different type.  The 

different types are ð 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 

will mean that when a Staff Member 

logs into Exams Assist, after entering 

their password, they will need to obtain 

the 6-digit code from the 

Authenticator App, then enter this into 

Exams Assist when prompted.   

 

There are two options available to Centreõs: 

 

1. Staff Logins Ask to setup Multi -Factor Authentication  ð 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 not mandatory for the user to complete this task.  

 

 

Note - To view if staff have completed the multi -factor process, Navigate to School Settings | Staff Roles .  

If there is a QR Icon in the 2Factor Column , this will indicate that the user has completed this process  

 

2. Enforce the above  Staff logins Multi -Factor Authentication  ð 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 setup the MFA: 
 

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

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

Authenticator.  

Step 3 ð Scan the QR Code into the Authenticator App, it will then add your account details into the 

authenticator app. Then select add 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 ð 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 via School Settings | Staff Roles . 

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 ð 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 pupilõs homepage, which features their 

dashboard.  This dashboard showcases several crucial pieces of information regarding the pupil, including 

key pastoral information, todayõs 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 ð This is a great dashboard to enable especially for an Internal or External Exam Season.  Centre Staff 

can quickly see if a candidate is in school from the Candidateõs Dashboard. 

 

Note ð 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 Module ð 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 Configurations available to the Centre, this will allow them to tailor Exams Assist to meet 

the Centreõs needs.  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:   

 

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

 

Additional Centre Number ð If the Centre is accredited with several examination boards, itõs possible to 

record these here, i.e. NCFE. 

 

Multi Sites and Centre Numbers  ð If you school has multiple sites or exam Centre Number then these can 

be configured here. Once set you can tag rooms and invigilators to a site.  

 

Append Site Display Name to room on reports  ð 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 Candidates or Invigilators going to the incorrect 

site. 

 

Clock Options : 

Show seconds on Invigilator Clocks ð Select this option to display the secondsõ on both the analogue and 

digital clock on the Exams Viewer Screen. 

 

Show digital clock above analogue clock  ð 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  ð Enable this function if the Centre doesnõt want the analogue clock to 

appear in the Exam Viewer Screen. 

 

https://schoolworkspace.co.uk/Order/Curriculum
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Show the digital clock as 12 hour  ð 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  ð Select this option if the Centre requires the candidateõs 

photos to be displayed on the candidate list (Attendance Register).  This is to help with the identif ication of  

candidates. 

 

Manage Access Arrangements in Exams Assist  ð If the Centre would like to manage every aspect of Access 

Arrangements in Exams Assist rather than in the Centreõs MIS system, then enable this function.  Once this 

function has been enabled any future syncs from the Centreõs MIS systems will stop. 

 

Allow selecting highlight colours for Access Arrangements  ð 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 (See How to allow Selecting a Colour for Access Arrangement Type  for 

more details). 

 

Allow Supervised Rest Break (SRB) functions for any candidate  ð 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 ð 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 ð Add Additional Time  ð 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 Candidate must be recorded as Toilet Break ð Out  then Toilet Break Return .  

 

Do not display Access Arrangement on the student portal ð Select this option if the Centre doesnõt wish 

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

 

Students/Parents can see entries from the link in an email  ð 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 ð 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 ð Select this option if you require the reg groups to 

appear next to the candidateõs name when 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  ð 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 where resolved 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) 

ð 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 Centre is 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 ð Select this option if you required the Year Group to be 

displayed in the Attendance Register. 

 

Show Reg Group on invigilators candidate list ð 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 ð 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  ð 

 

 Print AA Notes Icon  -  

 

Enable retake tracking for entries ð This option will allow Centres to scan their entries this season and 

previous seasons to identify candidates that are resitting any examinations.  If a Centre charges all candidates 

who resist exams, then this is a great function to help with this process.  

 

Enable QR Code Scanner ð By default the QR Code Scanner Tab will not appear on the invigilatorõs portal.  

If the scanner is required, then select this option. 

 

Invigilators log AA used only active arrangements ð 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  ð 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 ð 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 

donõt want exams assist to guess a subjects.  

 

Publish Exam Timetable visible on public site ð 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 Centreõs website to embed the timetable into the website.   

 

Use Invigilators Forename and Surname ð 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 ð 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 ð 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 they donõt sync from the linked staff record. 

 

Exams Aid can Schedule Invigilators ð To allow members of staff that are assigned to this security group 

to schedule invigilators in an Exam Season. 

 

Email ð Add the generic reply email address for emails sent from Exams Assist, then enter the name that the 

email has been sent from.  

 



Exam Assist ð User Guide V2.7 03/01/2026  

 

  21 

 

Invigilator & Lead Timings and Rates of Pay ð Enter the length of time the Invigilators and Lead Invigilator 

need to arrive prior to, and after the exam has come to an end.  If you donõt want any times to be displayed 

leave this blank.  Enter the hourly rate for an invigilator and lead invigilator.  This will apply the rate to each 

member of staff.   

 

Note  ð If a start and end time has been entered for a Lead or Invigilator in the Schedule Tab this will override 

the default entered in the Configure Exams Assist.   

 

Extra Time Options ð 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 ð 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 ðTo 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 

both Session and Lesson.  For this to work ensure that the following 

settings have been enabled in School Settings | Data | XoD 

Settings . 

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   

 

 
 

Attendance Code for Write back ð 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 the Results Section  of the Manual for more information on this tab.  



Exam Assist ð User Guide V2.7 03/01/2026  

 

  22 

 

Contingency Days  
 

Enter the dates and a 

description for the contingency 

dates.  These dates will appear 

on the candidateõs timetable 

and on the Centreõs published 

timetable on the website. 

 

Invigilators Checklist  
Configure the content that needs to be 

displayed as the checklist on the 

invigilatorõs portal.  It is possible to copy 

the JCQ checklist and then amend, great 

for reducing the amount of paper used 

per exam room. 

Exam Colour  

 
Highlight the first exam in the seating plan if there are multiple ð 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  ð 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  ð These settings are season specific, whereas Configure Exams Assist is applicable across ALL Seasons. 

Details Tab  
Season Start/End Dates  ð 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 ð Set the dates to ensure that deadlines/key dates are not missed. 
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Candidate Seating  ð Select this option if seating will be done in Exams Assist and not in the Centres MIS 

System. 

 

Season Type ð Identify if the season is an Internal or External Season.  If internal is selected, then clash flags 

will not appear in the timetable tab.  

 

Candidate Name and Format ð Select the most appropriate option for the Centre. There are four different 

options to choose from.  

 

Season has Resits ð This will allow Centres to scan the entries to identify candidates that have been 

previously entered for an exam. 

 

Note ð Ensure that all previous yearsõ entry files have been imported into EA before scanning for retakes. 

 

Enable adding Exam Entries in Exams Assist  ð 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 ð Exams Assist IS NOT able to create Entry File that can be sent off to the Exam Board. 

 

About this Season  ð 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 ð To help with security, it is possible to assign a code for when the invigilator opens 

the session on their device. 

 

Invigilator Booking From and To  ð Set the date and time that the invigilatorõs can provide their availability 

to the Centre. 

 

Invigilators  Options  - There are several options available. 

 

Invigilators can Accept / Decline Assignment  ð When staff/Invigilators have been assigned to rooms 

during an exam season.  The Centre can enable the need for these duties to be accepted or declined.   

 

Invigilator Availability Sessions  ð Select how many sessions are required per day, 2 or 3.  Once selected 

the number of sessions, enter the times 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 ð 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  ð 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  ð 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  ð This note will appear for the invigilators on the top of their availability  page.  

 

Invigilators Speech  ð Select the speech that the Centre would like the invigilators to play prior to the exams 

starting in the exam room. 

 

Text to Speech  ð 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  ð 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  ð 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  ð 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 ð Select this option, if the Centre requires the parents to confirm the 

candidateõs entries. 

 

Students can confirm entries in Portal ð Select this option, if the Centre requires the candidates to confirm 

their entries. 

 

Fees show in Portal ð Select this option, if the Centre would like the parents and candidates to see the cost 

of the entries.  This may be to make the 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  ð Centreõs can select this 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  ð 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  ð 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  
See Access to Script Section in the Results Section for more details about these settings. 

 

Mock Exams ð If the Centre records the Mock Exams Results in SWS, 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 ð If the Centre records the NEA data in SWS, then select this option when they would like these 

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

 

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

Drop-Down Date Selector, this can be done by an individual staff from their portal.  

To access this feature, the staff member will need to navigate to their Homepage 

| Actions | User Preferences.   

Once selected, there will be an 

option to enable the date picker 

instead of the calendar.  Once the 

date picker is selected any 

sections of Exams Assist that uses 

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 data.  All 

components (e.g., Entries, Access Arrangements, Rooms) are auto generated based on the Centreõs settings. 

 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. 
 

 

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 ð 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  ð When training the Invigilators, establish a Training Season and assign each invigilator to this Season, 

scheduling them for an Exam.  Encourage the invigilators to utili se 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 authorise entries transferred from the Centreõs MIS system into 

Exams Assist.  

 

Please Note  ð When Exams are created manually 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 for these MIS systems are transferred directly to Exams Assist via the API.  Once amendments 

are made in the MIS system, the data will be synchronised as part of the daily process. 

 

Once the data is synchronised from the MIS and amendments are 

found then on the Overview Tab, the Build Exam Timetable  will be in 

Green (only if seating is being done in Exams Assist ).   

By rebuilding the timetable, any amendments made in the file will be 

reflected in the attendance registers/seating plans etc. 

Upload Entries ( iSAMS)  
For iSAMS there are 2 ways of integration ð 1) Wonde; 2) Directly via the iSAMS 

Batch API.  From the iSAMS Batch API, the 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)  
 

In SIMS, once the entry marksheets are marked as Data Entry is 

Complete , the amendments can all be managed in Exams Assist 

so all changes can be audited in one location. To upload the 

Entries, navigate to the Exams Assist select the Exam Entries Tab 

| Actions | Upload Statement of Entries.  

 

Locate the TSV file previously exported from SIMS Exams and import.  

 

IMPORTANT N OTE ð Ensure that when you create the entries file that you select Fee Information ð All  

and Include Component Information  as this is required for the Access Arrangement Tab. 

 

 
 

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

 

https://schoolworkspace.co.uk/Help/ExamsiSAMS
https://schoolworkspace.co.uk/Help/ExamEntries
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REMINDER ð When amendments are made in SIMS, a new TSV 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 needs to be processed.   

 

By rebuilding the timetable , any amendments made in the file will be 

reflected in the attendance registers/seating plans etc. 

 

IMPORTANT ð If a new file has been imported 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 an Exam Season in Exams Assist and add the candidates that are contained within the entry 

file.  Navigate to the Overview Tab | Create New Season , then the Candidate Tab | Actions | Add a Group 

of Candidates .  Once the season has been created and the candidates added, navigate to the Overview 

Tab | Actions | Upload and select EDI Registration, Entries, Amendment files (E*.X*, A*.X*)  from the file 

type dropdown and browse for your entry/amendment files.  

 

Note  ð It is possible to select several entry/amendment files, Exams Assist will import these in the correct 

order. 

 

REMINDER ð 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 

Files and select Submit .  The files will be imported into Exams Assist and 

an import log popup box will be displayed.  
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Multiple Exam Seasons  
If you wish to import entries for multiple seasons, such as September 

Entries, November Resits, January Entries, Internal Exams, and June 

Entries, this is entirely feasible. Simply import each file, and they will 

appear as distinct options in the seasons drop-down menu.  To 

establish a default season, select the desired season and then navigate 

to Actions | Set as Default Exam Season . 

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 to Overview | Edit Season | Close Season .  Closing a season will make the system work faster. 

 

Note ð 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 is irreversible , so exercise caution when choosing this option. 

To delete a season, navigate to Overview | 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 sub-tabs - Exam List, Queries, Incorrect, Withdrawn,  and Additional . 

 

Exams List ð 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 ð 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  ð 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  ð 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 and SMT will remain against the removal. 

 

Additional  ð This tab lists all candidates added by classroom teachers.  The Exams Officer can review these 

additional candidates.  Once the SMT approves them, and the data updated, the candidatesΐ 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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Setting the Entries Status  
To set or change the status of entries in bulk. 

1. Navigate to the Entries Tab  and select the Entries that need 

their status updated. 

2. Selected | Set 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 Identifier 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 Centreõ s 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 Identifier 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, select Actions , 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. 
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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.  

 

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

 

 
 

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 

Retake Fee Box. 

 
  

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 teacherõs 

homepage in the SWS. 

 

 
 

It is also possible to assign a due date for individual entries or for 

a group of entries.  These due dates will be displayed on the 

teacherõs homepage, adjacent to the specific entry rather than 

beside the season name.  To do this, navigate to the Exams Entries 

Tab, select the relevant entries, and then choose Actions | Set 

Entries Review Due Date . 
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To conceal these entries from Teaching Staff or the Head of Department (HOD), navigate to Overview | 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    
 

 

Staff can use the global search at the 

top of SWS to find and view a 

candidateõs Entries, Access 

Arrangements, Timetable, and Results.  

 

 

 

Please Note  ð To display Entries, Timetables, and Access Arrangements on the candidateõs homepage, 

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 the Overview Tab | 

Actions | Access Arrangements Settings.  

 

How to Add an Arrangement  
To add an Arrangement in Exams Assist, navigate to the Access Arrangements Settings  and select Add .  

Once selected, the Centre can add the required arrangement and assign the appropriate icons, colours etc. 

 

Note ð When Access Arrangements are imported into Exams Assist from the Centreõs MIS system, this list 

will be automatically populated from the import.  If the Centre decides to manage Access Arrangements 

fully in Exams Assist any future arrangements will need to 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 ð See Access 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.   

 

 
 

Staff Required  ð Select Staff Required  for a Centreõs Access Arrangement if the arrangement requires a 

staff member to be present in the exam room (for example, a Reader or Scribe).  If a candidate has an 

Access Arrangement marked as Staff 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. 

¶ Selecting Yes will display the appropriate icon on the Seating Plans /Attendance Registers and Cards . 

¶ Selecting No  will prevent the icon from appearing.  

 

Modified Paper  ð Select Modified Paper  for a Centreõs Access Arrangements if the arrangement requires 

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 as Ordered . 

¶ Selecting Yes will display the appropriate icon on the Seating Plans /Attendance Registers and Cards . 

¶ Selecting No  will prevent the icon from appearing.  

   

Laptop  or Computer Reader  - Select Laptop or Computer for a Centreõs Access Arrangements if the 

arrangement requires the candidate requires a Laptop  or Computer Reader .  If a candidate has an Access 

Arrangement marked as either of these arrangements, a list of all their exams will appear in either the Laptop 

or Computer Reader sub-tab within the Access Arrangements  tab for any season. This allows the Centre to 

specify which exams the candidate requires a Laptop or a Computer Reader. 

 

¶ Selecting Yes will display the appropriate icon on the Seating Plans /Attendance Registers and Cards . 

¶ Selecting No  will prevent the icon from appearing.  

 

Alternative Rooming Arrangement (ARA)  Έ The 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  ð Select Dictionary for a Centreõs Access Arrangements if the arrangement requires the 

candidate to have a Dictionary in an Exam.  If a candidate has an Access Arrangement marked as Dictionary , 

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 exams requires a Dictionary. 

 

¶ Selecting Yes will display the appropriate icon on the Seating Plans /Attendance Registers and Cards . 

¶ Selecting No  will prevent the icon from appearing.  

 

Extra Time  ð Select Extra Time  for a Centreõs Access Arrangement if the arrangement 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 during an exam.  Centreõs will 

have several arrangements assigned to candidates that they donõt need to track if these get used or not 

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 the Overview 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 specific colour to multiple 

Access Arrangement types and designate different colours for the names of these arrangements. 

 

Note ð 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 attendance colour will be visible 

in the respective box. 
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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.) 

M anaging the JCQ Access Arrangement Application s 
The Centre can manage Access Arrangements and JCQ Applications in 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 select Access Arrangements Online . 

2. Select Find Application  and then Search All Categories . 

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

Allocating Access to the Applications in Exams Assist  
In Exams Assist, navigate to School Settings | Staff Roles  and allocate the SEN (England) or ALN (Wales)  

access rights to the member(s) of staff managing Access Arrangements Applications at the Centre. 

Please Note  ð This will enable the SENCo or ALNCo and their team to effectively oversee the Access 

Arrangements for the Centre. Consequently, this information can be effortlessly shared with all staff within 

the Centre. 

How to Import the Applications  
1. Select Access Arrangements  in the main menu. 

2. Navigate to the Application Tab | Actions | Upload JCQ Applications CSV  

Please Note  ð 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 candidate s 

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 ð If your Centre permits SWS to access student leavers, these will be listed under the 

Leavers Tab in the Students section. 

 

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 . 

 

Access Arrangements tab  - the access arrangements tab will display any arrangements that the candidates 

currently have in Exams Assist. If the Centre 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 to Overview  | Configure Exams Assist  and 

enable Manage Access Arrangements in Exams Assist .  This ensures future exams or imported entries to 

have their access arrangements automatically populate from Exams Assist, eliminating 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 Centre.  It 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 doesnõt require a JCQ Application 
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 Centre s MIS and 

imported into a season via an API or TSV file, the following options will NOT be available.  

 

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

 

Start Date  ð Assign a start date to the arrangement. 



Exam Assist ð User Guide V2.7 03/01/2026  

 

  37 

 

End Date ð If the arrangement is temporary, provide an end date.  Conversely, if the arrangement is 

permanent, leave the date blank. 

Type ð Various types of arrangements are availableñTemporary, Long-Term, Emergency, and Medical. 

Select the one that is most applicable to the arrangement. 

Subjects  ð 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  ð 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 Required to 

True for this candidate for any exams linked to the English Subject.      

 

Example  ð 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 Not Selected Subject , then select 

English . 

 
 

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. 

 

 
 

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  ð 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 application exists, the Type 

will be designated as long-term). 
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Note  ð If the application lacks an End Date or if the Start and End Dates are identical, these will not be 

applicable for the Access Arrangementsõ Start and End Dates. In such instances, a Start and End Date must 

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 

candidate record. With the 

introduction of a new End Date, there 

will be an option to assign this new 

End Date to all Access Arrangements 

associated with the candidate. 

How to Apply a Filter  
 

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.  

 

 

 

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 list of the candidatesõ Access Arrangements, add the following token: 

[[ExamArrangementsList]] . 

Removing Access Arrangements from a Group of Selected 

Candidates  
 

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 . 
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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 Centreõs 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 ð If Access Arrangements are fully managed in Exams Assist, there is NO NEED to import any 

Access Arrangements from the Centreõs 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 Arrangement 

details from the MIS systems. 

Importing Access Arrangements  from Arbor/Bromcom  
If Centreõs prefers to manage their access arrangements in their MIS, for Centreõs using Arbor and 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 must upload the candidatesõ Special 

Arrangements from SIMS Exams.  This is done in the same 

way as uploading the statement of entries by uploading a 

TSV file containing the Special Arrangements data.  

Navigate to the Access Arrangement Tab | Actions | 

Upload Candidate Special Arrangements, locate the file 

and upload. More information can be found in the 

dedicated help page https://schoolworkspace.co.uk/Help/ExamEntries 

 

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. 

 

  
 

https://schoolworkspace.co.uk/Help/ExamEntries
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All  ð 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  ð 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  ð Only Candidates that have Modified Paper Ordered  will have the appropriate icon 

displayed in the seating plans, attendance register and candidate's cards. 

 

Laptop  ð 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  ð 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 ð 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  ð 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  ð 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  ð Only Candidates that have a Staff required  will have the appropriate icon displayed on the 

seating plans, attendance register and candidateõs cards.  If a candidate is entitled to a Reader and a Scribe 

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 ð 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.  Centreõs 

can now use this tab to manage this. 

 

Please Note  ð Only Candidates that have Bil ingual Dictionary  Required  will have the appropriate icon 

displayed in the seating plans, attendance register and candidate's cards. 

 

Extra Time  ð 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 ð By default these % are automatically calculated by the arrangement i.e. If a candidate has 

25% Extra Time, then they will get that %, if a candidateõs provision states Extra Time, then the candidate 

again will receive 25% Extra time in each Exam. 

Extra Time Settings  
To add additional Extra Time % in the Access Arrangements drop-down menu, navigate to Overview | 

Configure Exams Assist  and add the required %õs.  These values can be 

selected for a specific exam for a candidate if required, while all the 

other exams continue to have the assigned Extra Time from their Access 

Arrangements.  For example ð 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 listed 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 Time Other Setting  

When selecting the appropriate Extra Time % for a component, if the 

required % is not available in the drop -down menu, itõs possible to select 

the Other  option .  Once selected, the Centre can enter the required Extra 

Time % or alternatively, they can enter the actual Extra Time for the exam. 

 

 

 

IMPORTANT ð If a candidate has been identified as not requiring any of the above arrangements for a 

specific Subject,  then that exam will not appear in the list for you to select Yes or No . 
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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, so Centreõs can select their own from those available 

in the Access Arrangements Module in Exams Assist. 

*= Default  

Reader * 
 

Scribe *  
 

Supervised Rest Breaks *  
 

Signer *  
 

Prompter *  
 

Modified Language Paper *   

Alternative Room Arrangement *  
 

Dictionary *   

Reading Pen *   Extra Time *   

Practical Assistant *  
 

Computer Reader *   

Separate Room *  
 

Mobile Device for Medical 

Reasons 
 

Medical  
 

Laptop *  
 

Speech Recognition   Note   

Toilet  
 

Fidget Toy   

Colour Blind  
 

Braille   

Ear Defender   1:1  

Read Aloud  
 

iPod   

Music  
 

Large Print   

Food  Coloured Glasses 
 

Wheelchair User   Highlighter Pen  
 

Live Speaker 
 

  

 

Coloured Paper / Overlays  

 

Green Paper *  
 

Blue Paper *  
 

Green Overlay *  
 

Blue Overlay *  
 

Yellow Paper *  
 

Grey Paper *  
 

Yellow Overlay *  

 

Grey Overlay *  
 

Red Paper * 
 

Orange Paper *  
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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 *  

 
 

Visit https://schoolworkspace.co.uk/Help/ExamsAccessArrangements to find a downloadable printable 

version of the above table. 

 

Reminder  ð 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, on occasions there may be issues with the Extra Time 

Candidates.  These issues will appear as Alerts in the Overview  and Access Arrangements  tabs.  An alert 

may occur when a candidate previously received Extra Time but is no longer entitled to it. 

 

 
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. 

 

 
 

 

https://schoolworkspace.co.uk/Help/ExamsAccessArrangements
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Example ð Candidate Number 7005  

 

 

Candidate 7005 was previously entered for Geography 

and History but at that time was not entitled to Extra 

Time.   

 

 

Since this time, the access arrangements has been 

amended and is now entitled to Extra Time.  Therefore, 

an alert regarding this will be displayed for the Exam 

Team to resolve.  

 

 

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. 

 

 
Once Fixed, the system will now re-calculate the Extra Times for the candidates identified in the Alert and 

the Extra Time information will now be displayed correctly.  

 

 

Recording of Access Arrangements Used  
To facilitate the invigilators in electronically 

documenting whether candidates utili sed their 

Access Arrangements during an examination, 

please follow these steps:  Go to the Overview 

Tab, then navigate to Configure Exams Assist  and 

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 l whether a candidate used their Access 

Arrangements. 

 

If Extra Time is selected as an arrangement to be tracked 

in the Access Arrangements Settings, the Centre will be 

able to record the number of extra -time minutes used 

in the portal.  
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Note ð 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. 

 

 

This information can be accessed in the 

candidatesΐ log under the Timetable Tab. 

There is also a report available ð AA Used.  This 

can be found in the Candidate Tab, select a 

Candidate | Selected | Print Selected | 

Candidate | AA Used.  

 

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  ð 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, select the 

Timetable Tab then the Actions Button (3 dots) and the exams team will be able to complete the Access 

Arrangements Used. 

 

 

Viewing Extra Time Used  % Spreadsheet  
To view the percentage of Extra Time utilised by candidates, go 

to the Candidates Tab  and select Download 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. 

 

Viewing SRB Time Used  Spreadsheet  
To review the SRB Time used by candidates, navigate again to the Candidates Tab  and download the Excel 

Candidate List . The relevant information can be found in the StartFinishTimes Tab  under the SRB(m) 

Column . 
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Managing the Invigilators  

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

 

There are two methods for collecting the availability of invigilators.   

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. 

 

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. 

 

 
 

Please Note ð 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 

the invitation sent to the invigilator. The note at the top may 

contain essential instructions on how to provide their availability, 

while Exams Officers can attach relevant documents. 

 

 

 

Here is a screenshot illustrating what the invite to the 

invigilators looks like. 

 

 

 

 

Note ð The Centre does not need to upload the ICE booklet or the Invigilator Guide as these documents are 

available to all staff in their portal.   These documents are located in the Help Section of the Portal. 
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Invigilator Warning  Messages  
To help Exam Officers, warnings are displayed 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. 

 

 

In vigilator Speech  
A default speech is available for each season.  To access this, 

navigate to Edit Season | Invigilators ; the wording is directly 

sourced from the ICE Booklet. To utilise this speech within the 

season, select the desired speech, then click Submit . It will then 

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 invigilatorõs portal. 

 

However, if there are multiple speeches available and the 

Exams Officer wishes to ensure that the correct option is 

utili sed in the exam room, the appropriate speech can be 

selected from the Schedule Tab.  To do this, navigate to the 

Schedule Tab , choose the exam, and then access the 

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

 

 

Text to Speech  
If the Centre intends to create or modify the invigilator õs speech, this can be accomplished in Exams Assist. 

Navigate to the Overview Tab , then select Edit 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]  ð Add this tag to a new line, this tag will add a beep to the recording.  

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

[break 2000]  ð 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 to 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. 

 

 
 

 

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

Invigilator . 

 

 

 

Enter the Invigilator õs Name  and Email Address . 

 

 

 

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

Details  Tab 
Email ð This will be the default email that has synchronised from the 

Centreõs 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 ð 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 ð Enter the hourly rate for the invigilator. This rate will 

be used to calculate the invigilatorõs cost for the season, based on 

the number of hours assigned in the scheduler tab. 

 

 

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 ð 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  ð 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 another. 

 

Roaming  ð 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 Ώcheck-inΐ to a room to confirm that everything is 

proceeding smoothly. 

 

Note  ð 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  ð 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 the Auto 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. 
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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. Select Add . 

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 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 , and select the season from which 

to copy. 

 

 

Tip ð 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. 
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Allowing Invigilators to Accept/Declined their Allocations  
  

When the Centre enables the function for invigilators to 

accept or decline their allocations, the outcomes will be 

displayed in the Schedule Tab  for the Exams Team to view.  

To activate this feature, navigate to the Invigilator Tab | 

Edit Season | Invigilators | Invigilators can Accept / 

Decline Assignment .  Select the appropriate up to x day 

before. 

 

 

 

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

Assigned Column , segmented into the number of allocations accepted and 

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

the Centre to review which allocations require amendments.  By selecting the 

Room within this popup, the Centre will have the capability to adjust invigilator 

allocations accordingly. 

 

 

Note ð 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 selects Up 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 a 

response has been received if they are able to change these or not. 
 

 

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 . 

 

 

 

To send out messages to the invigilators or staff, select the individuals 

that needs to receive the message, then Selected, then select the 

appropriate email type. 

 

 

 

 

While composing the message, incorporating Mail Merge Tokens  is 

possible. The link to view the booking form will always be included at the 

bottom of the message. 
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TIP ð 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.  

 

 
 

Additionally, it is possible to update a staff memberõs 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. 

 

For recording training for multiple staff members simultaneously, go to the 

Invigilators Tab and select the staff members whose records need updating. 

Once youõve made your selections, proceed to Selected and choose Add 

Training for Selected . 

 

 

Removing Training Records for Selected  
To remove training records for a group of Invigilators/Staff, navigate to 

the Invigilator Tab, Select a/or group of Candidates.  Once 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 , select Configure Exams Assist , and then choose Training . 

Input the additional invigilator training requirements in the provided popup box.  

 

New for Season 2025/26  ð in accordance with JCQ Requirements, Cyber Security has been incorporated 

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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Identifying Lapsed Training Records  
In the invigilators table, each staff memberõs 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. 

 

 

Removing Selected Invigilator  
 

To remove invigilators or staff members, first select the individuals 

that need to be removed from the tab, then navigate to Selected | 

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 . 

 

 

Resetting Global Settings  
Set Selected Invigilators as Always Available:   This option 

will update the status of the selected group of 

invigilators/staff, indicating that they no longer need to 

provide their availability and are always available for 

scheduling by the Exam Officers. 

Set Selected Invigilators as NOT Available:   If you have 

been informed that a staff member or invigilator will not be 

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  ð 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 

for the Centre during a season, go to the 

Overview Tab | Configure Exams Assist .  Within 

the settings tab, input the costs for both the Lead 

Invigilator and the Invigilator in the Invigilator 

Hourly Rate fields. 

 

 

IMPORTANT ð 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 in 

a room, their hours will be included in the overall invigilator costs.  

Individual Invigilators Cost  
 For a more precise calculation of invigilator costs throughout the 

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

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

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 dedicated Staff Training Season  can be 

created.  Within this season, Centres can schedule a range of training activities held throughout the academic 

year.  Examples include: 

Å Invigilator Training 

Å Cyber Security Training 

Å Access Arrangements Training 

Å Safeguarding Training 

 

Creating a dedicated season keeps all training sessions stored and organised in one place from 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. 

 

 

Note ð A Training Session can be added into any Open Exams Season in Exams Assist, it doesnõt need to be 

a dedicated Training Season.  Also, when creating a Training Session, it can be scheduled for any date it 

doesnõt need to be within the Season Dates. 

Creating a New Season  
To create a new season, navigate to Overview 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  
 

 

To create a training session, navigate to 

Schedule Tab | Actions | Add Training Session .  Enter the 

required details for the session, such as title , date, time, and 

location.  Save once complete.  Repeat this process for each 

training session taking place during the academic year. 
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How to Delete a Training Session  
If a training session has been created in error or needs to be 

removed, it can be deleted by editing the session and selecting 

Actions | Delete this Training Session . 

 

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

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

Training forê 

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 

training session. 

5. Click Save. 

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. 

2. Select the appropriate attendance mark for each staff member. 

3. Click Save. 

 

 

 

 

 

 

 

 

 

 

Inv igilators view from portal  

 

 

 

 

 

 

Exam Team View 
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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 Centreõs 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 Centreõs 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 to 

handling Seating in Exams Assist, all data will be retained; however, all future syncs will cease. 

How to switch to creating Seating in Exams Assist  
If a Centre intends to utili se 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 synchronise 

Exam Timetable information with the MIS System. To enable this feature, navigate to Overview | Edit Season  

and select the option for Candidate Seating Έ Room, Seat, and Timetable allocation to be managed in 

Exams Assist. 

 

 
 

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 Timetable and Seating Tab. 

 

IMPORTANT ð 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 ð Setting the Session Start Times  
When entries are imported into Exams AssistΉeither from the TSV File (SIMS) or via the API for Bromcom, 

Arbor, or ISMASΉthe Start 

Times for these exams 

can be derived from the 

component times 

allocated within the MIS. 

Alternatively, the Centre 

has the option to override 

these times and assign new ones for the components in Exams Assist. 

 

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 ð 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. 

 

Example: 

If a candidate has an arrangement called Extra Time , they will have the default value of 25%.  If a candidate 

has an arrangement called 10% Extra Time , then they will automatically have 10% added to the length of 

each scheduled exam.  If a candidate has 100% Extra Time , then they will automatically have 100% added 

to each scheduled exam. 

 

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 Έ Other, to set a specific time or percentage of extra time, you can select Other .  This feature 

is particularly useful for cases where the calculated time results in an unconventional duration, allowing for 

necessary amendments. 

 

Note  ð To add additional Extra Time %, navigate to Extra Time Settings.   

Step 3 ð Populating the Timetable Tab  
 After completing Step 1 Έ Importing the Entries and Step 2 Έ 

Confirming the Candidatesΐ Extra Time, the Centre is prepared to 

construct the Timetable for the Exam Season.  If the Centre has not 

yet built the Timetable, navigate to the Overview Tab  and select 

Build Exams Timetable and Seating From Exams Assist . 

Upon selection, a new tab labelled Timetable / Seating  will 

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 

candidates registered for each exam. 
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Step 4 ð Resolving Clashes  
 

Upon completing the timetable, you will have the 

capability to filter and identify any exams that present 

scheduling conflicts, which will be marked with a red 

flag. Each of these clashes must be addressed by 

assigning a new start time, and possibly a different 

date, for an individual candidate or a group of 

candidates who share the same exam period. 

 

Clash Examples 

a) Language Exams ð Listening and Writing  

To resolve a clash for an exam such as French, German or Spanish that have a listening and reading where 

the start times for both exams are in the session.  This clash will need to be resolved by moving all 

candidates  to a new later Start T ime . 

 

 
 

 

 

 

 

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

Time needs Amend ing , in the above example it will be the 

Component Code for French Reading, once selected the 

following popup box will appear.  

 

 

 

 

IMPORTANT ð 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 sessions.  This information will assist you in determining the 

most effective way to address the clash. 
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Step 2 ð All candidates will need a new start time (so no need to 

select any candidates), navigate to the Actions Tab, change the 

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

 

 

 

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 new Line will 

be created in the timetable / seating tab to 

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 

the Clash has been Resolved. 

 

b)  Few clash candidates within a component  

Step 1 ð 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).   

 

 

 

Step 2 ð Navigate to the actions tab and change the start time of 

the chemistry ex am to your new desired starting time and select 

Set Start Date Time . 

 

 

 

 

A Complex Clash  

To resolve a complex clash where a candidate has two exams in 

the morning and one in the afternoon, follow the following steps.  

With this example two of the exams will require a new start time 

as the clash exam will go into the afternoon exam, creating a new 

clash. 

 

Step 1 ð Decide which exam will be done second, in this case the candidate will sit Sociology at 9:00, Biology 

at 11:30 (to allow a break) and finally the History at 14:00 (to allow a break).   

 

Step 2 ð Click on the Biology component code to change to 

that exam, the subject highlighted will then be Biology.  Select 

the candidate Valeria Bailey and then navigate to Actions and 

change the start time to 11:30 and set for 1 Selected 

Candidates.   

 

 

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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Step 3 ð Select the newly created clash so that the start time of 

this new clash can be resolved.  Select the candidate and navigate 

to the actions tab and change the start time to 14:00 then all 

clashes for this candidate will be resolved. 

 

 

Amend a Start Time due to Access Arrangements  

If a candidate has an afternoon exam and has a high 

percentage of Extra Time and Supervised Rest Breaks, itõs 

possible to amend their start time (if this has been approved 

by JCQ) from 13:30 to 9:00.  Select the candidate and then 

navigate to the action tab and then enter a new start time for 

this candidate and apply this to the 1 selected candidate. 

 

 

Clash indicators:  

Yellow Flag  ð 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 ð 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. 

 

 
 

Once the conflict has been resolved, a Green Flag will 

appear in the Clash Column to signify that the clash is 

no longer an issue, assisting the Centre in tracking these 

changes.  Additionally, any modifications made to the 

date or time for a specific exam will be highlighted in 

Red. 

 

Please Note  ð To enable the display of the Green Resolved Clash Flags, ensure that the option labelled 

Show Green Clash Flag on TT and Seating tab for external season resolved clashes  is selected in the 

Configure Exams Assist  settings. 

Step 5 ð 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 ð Edit the first exam of the day with a resolved clash.  In the example below we will Edit  component 

3000N30-1.  

 

 
 

 

 

Step 2 ð Once selected, the candidates 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 ð Allocate to a Room (We suggest creating a Room called 

Supervised Room), the Start Time will be populated based on the 

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

and a comment to be displayed to the candidate in their portal  

i.e. a note to remind them to bring a packed lunch as they will be 

in isolation between the two exams.   

 

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. 

 

 
 

Tip ð The Centre can download an Excel of Clashes ð Timetable and Seating | Actions | Download Excel 

of Clashes.  Once the Centre has built  the Timetable, the Centre can download this Spreadsheet to see all 

Clashes by date.  Once the 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 ð 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  ð Once a room has been created or imported from the MIS, it is not possible to amend the room name.  

However, it is possible to change the display name.  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  ð You can opt to select an existing room imported from the MIS for use in the seating 

process. 

 

Display Name ð This refers to the name that will be displayed for the invigilator on their seating plan or 

attendance register. This feature allows centreõs 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.  

 

Display Row 1 at the bottom  ð Selecting this option will 

position Row A1 in the bottom left -hand corner instead of the 

top left.  

 

Display column A on the right  ð Activating this feature will 

position Column A on the right side of the layout. If the 

previous option is selected, A1 will be located in the bottom 

right corner; if not, A1 will be at the top right.  

 

Flip Axis to display Columns A -Z Down and Rows across  ð 

Choosing this option will invert the seating layout; columns (A -

Z) will be displayed along the vertical side, while rows (1-99) 

will be positioned across the top and bottom.  

 

Orientation Label ð Provide a label for the bottom of the seating plan to help candidates and invigilators 

identify the desk locations within the room.  

 

Room Dimension  ð Input the number of columns and rows within the room.  

 

Snaking or Non-Snaking ð Determine how candidates should be seated in a snaking pattern, with A1 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 reõs needs. 

 

  
 

Laptop Seats  ð 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  ð Mark any seats that need to be made unavailable for the exam season. 

 

More Settings  Tab 

This room in not used in Exams  ð 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.  

 

Often used Room ð If a room is utili sed regularly during 

exam seasons, such as a Main Hall, checking this box will 

ensure that the room is listed at the top of the list rather 

than in alphabetical order. 

 

Offsite ð Skip Attendance writeback for this room ð If 

a candidate is taking an exam offsite, select this option to 

prevent their attendance from being recorded in the Centreõs MIS. 

 

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  ð When selecting the seating plan will display the seat numbers, the 

order will match the set sneaking for the room.  

 

Auto Allocation Tab  

 

Auto Allocation ð If there is a 

room where you do not wish 

candidates to be automatically 

allocated, this option must be 

deselected. 

 

 

When auto allocating add gaps between different exams ð 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 ð 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 ð Reserved Seats ð The above functionality is great for when there is a small exam in a large 

room.  Enter the rows/columns (Letter and Number) that you donõt wish pupils to be sat if a small 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.   
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Note ð If Room Bookings Module is activated itõs possible to view the forthcoming bookings for the room 

in the room settings. 

Step 7 ð Allocating Individual Candidates to  a Rooms/Seats  
Once the rooms have been established and configured 

correctly, candidates can be allocated to specific rooms and 

seats.  This process is particularly beneficial for candidates 

with specific access arrangements that necessitate 

placement in a separate room, such as those who require a 

scribe or a reader, or prefer a smaller space.  Additionally, 

this system is advantageous for centreõs that assign their 

candidates to the same room and seat for all examinations. 

 

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 ð To efficiently assign candidates who require a room due to their entitlement 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 ð 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 

assignment solely for the current season, preventing the 

settings 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  ð This will ensure that all Exams Start at the correct time. 

- Managing the Extra Time Candidate  ð 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 candidates that 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. 

 

 

Allocating a Single Examinations to a Room  
There are two subtabs available for assigning rooms to an exam: By 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 

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

either tab. 

 

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

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, select Edi t .  Once selected, the Centre will then be able to:  

¶ Assign a Selection of Candidates to a Room  ð From the Candidates 

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

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

once the Room is selected, Submit .   

¶ Assign All Candidates to a Room  ð From the Actions Tab , select 

from the Assign to Room  drop-down ð All Listed Candidates | Add 

Room , once the room is selected, Submit . 

 

From this popup itõs possible to see a list of the Candidates and their 

Access Arrangements. (This information can help the Centre when allocating rooms, as the Centre may wish 

to Room the Extra Time Candidates in the same Room). 

 

To assist the Centre, itõs possible to see the number of candidates left 

to room , the select room drop-down will display a list of rooms and 

the number of available seats in the room.  Some great tools to help 

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. 
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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. 

 

 

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 M ulti ple R ooms to  a Single Exam  
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 several rooms.  Besides splitting the room allocation, you also have 

the option to specify the number of candidates to assign to each of the 

room.  

 

Please Note  ð 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 

seats available in each room.  Next, input the number of candidates the Centre wish to assign to each room, 

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 the Auto 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, 

do not use edge seats  and Reset snaking when a new 

component starts in a new row  

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 from A1 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 

users will be seated in laptop seats 

To assign seats to a selection of exams, go to Timetable and Seating  

tab , select several exams, then choose Selected, assign seats to 

selected .  A dialog box will appear showing the available seating 

options. 

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 ñ select the appropriate 

option.   Once the seats have been auto assigned, the Centre can make manual adjustments if required. 

Manually Assigning Candidates to a Seat  
If the Centre prefers to manually assign the Candidates to 

Seats, then this is possible.  When building the Timetable 

ensure that the option ð Do Not Assign Seats is selected 

(Once selected, the Green Assign Seats will not appear in 

the Timetable and Seating Tab).   

 

To assign Candidate to a Seat, select a Room, once selected, 

there are several tools to assist the Centre to assign candidates to the plan.  To access these tools, select 

Edit , navigate to the Assign Seats menu and select the appropriate function.  

 

Changing the Sort Order  
 

 

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  ð For the Reg Group to show when editing the Seating Plan, ensure this has been selected in Configure 

Exams Assist. 

Editing  Seating Allocations  
Once the candidates have been auto allocated to a seat within the rooms itõs possible to manually amend 

these, this may be because the auto allocation didnõt quite meet the Centre requirements.  In the 

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.  



Exam Assist ð User Guide V2.7 03/01/2026  

 

  69 

 

 

To amend a plan, select the Edit Button  at the bottom of the plan and youõll be able 

to drag and drop candidates around the grid.  Any unseated candidates will be 

displayed in the unallocated column waiting for the Centre to assign them manually.  

Once a candidate has been manually moved, a Pin will be dropped on the candidate 

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

remove a candidate from the grid just select the x at the bottom of the box.  

 

Once you are happy with the plan, and no further 

amendments are required, select the edit button in 

the timetable / seating tab and select the Lock check 

box in the actions tab.  

 

 

Allocating the Laptop Seats  
When auto-assigning candidates to a room, if a candidate has requested a laptop, then they will be seated 

in a laptop seat.  However, if this request has been made after the seating plans have been created and the 

candidate seat has been pinned, when selecting the allocate seating this candidate will not move to a laptop 

seat as they are pinned to the plan. 

 

To assist Exams Officers to identify candidates who have requested laptop but not seating in a laptop seat, 

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

 

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

 

 
 

When you select the room, you will see the candidates that have the laptop error 

will have a red border around the seat.  Once the candidate has been moved to a 

seat which has a laptop on it the red border will be removed and so will the icon in 

the timetable/seating tab. 

 

 

Multi -Selecting Seats  
 

When seating candidates, you have the option to multi -select 

multiple seats. To do this, simply click on the first seat, for 

instance, A1. After selecting it, double-click on the diagonal seat, 

M10, and all seats within that range will be highlighted. Once this 

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. 
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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. 

 

 

Once the snake order has been selected, 

select the candidates to be seated.  Use one 

of the available options i.e. with Access 

Arrangements, without Access 

Arrangement, by Registration Groups etc.   

 

 

Removing Candidates from a Seating Plan  
To remove candidate(s) from the plan, edit the plan and navigate to the 

Unassigned Seats menu, if there are multiple exams in the room itõs 

possible to remove each component at a time.  

 

 

 

Changing the Exam Colour for a Room or Component  
To modify the default colour of an exam within an exam room, begin by 

selecting the room name, followed by the Set Colo ur option. Next, identify the 

specific exam for which the colour needs to 

be altered.  Once the exam is selected, select 

the desired colour intended for use within 

that room. 

 

It is also possible for the Centre to assign this colour to all exams across 

all rooms associated with that Component Code . To accomplish this, 

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

 

Please Note  ð 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 Assist and ensure the required colour is 

chosen accordingly. 

Changing the Colour of a Component  
  

If the Centre wishes to 

customise the colour 

displayed on the 

Seating Plans and 

Attendance Register for each 

component, this can be 

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 Name that needs to be edited.  After selecting the 

appropriate exam, choose the desired colour for that component.  Once a colour 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 Mobile Phone on Table,  select 

the seat, then choose Selected | Active/Deactive , and select the 

appropriate icon. 

 

 

Changing the Size of the Seating P lan when Editing  

 

To amend the size of the plan, select the small/large T icon.  Select this to Zoom In 

or Out of the Plan 

 

Copying a Seating Plan  
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 utili se 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.  

 

To do this, navigate to the Timetable and Seating Tab , assign 

candidates to their respective rooms for the initial exam, and then 

proceed to seat them.  Once the candidates are properly roomed 

and seated, edit the first seated exam and navigate to Actions | 

More Actions | Replicate Room and Seating for this exam . 

 

 

Upon selection, all rooms associated with the exam will be displayed, 

along with the number of candidates assigned to each room.  Below this 

list, you will find all other exams linked to the candidates from the 

selected exam.  Choose the exams for which you wish to replicate the 

room and seating arrangements, and then click Submit . 
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Duplicating an Exam  
If a Centre needs to duplicate an exam within the current season, 

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

the Timetable and Seating  tab. 

1. Navigate to the Timetable and Seating  tab. 

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. Select Save to complete the duplication.  

  

Note  ð 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 

related to the timetable and seating 

arrangements.  To do so, navigate to Overview 

| Build Exam Timetable and Seating . This will 

present you with various options for resetting 

the timetable.  Select the most appropriate 

option for what the Centre is trying to achieve.  

 

 

Assign Seats ð Advanced Options  
Assign Seats Only ð When automatically assigning seats in 

the Timetable and Seating Tab , this routine will only assign 

a seat to the candidates assigned to that Room, by default it 

will not processes the data from the Entries Tab.  If the Centre 

(for an External Season) needs Exams Assist to process the 

data in Entries too, when Assigning Seats to Selected  then deselect ð Assign Seats only, do not Process 

Exam Entries (this option is selected by default).  

Check Group Membership  ð When exams are created in Exams Assist according to Group Membership, 

select this option to check if 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  
 

 

Once an Entry file is imported into EA, these entries will 

appear in the Entries Tab. Additionally, the component 

information will be displayed (as illustrated below).  

 

The component codes are colour coded as follows: 

 

 

Colour Code:  

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

Light Green  ð Timetabled Exam, but candidates not roomed.  

Dark Green  ð Exam Timetabled, Candidates both Roomed and Seated.  

To create an exam for a non-timetabled exam, simply click on the component code , once selected, the 

details popup box will appear.   

 

 

 
 

Enter the Date, Start Time , Duration  and a Room  for th is non-timetabled exam.  Once created the 

component code will appear in light green (in the table) indicating that itõs been timetabled.  Once timetabled 

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 ð To copy details from a previous exam, the previous exam MUST 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 exams required for each 

subject, then select Next.  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 select Actions | 

More Actions | 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, 

then select one that need to be copied from.  

The number in the badge is the number of candidates in 

common.  Once selected the rooming and seating 

allocation from the selected exam will be assigned to the 

candidates in the current exam. 

 

Publishing the Timetable to External Sites  
Centres can publish their exam timetables on external sites.  Each Centre 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 the Centre website in an iframe 

and the timetable will be displayed. 

 

Note  ð No pupil information will be displayed on the public website.  
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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  ð 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.  
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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 ð Create a New Season 
 

1. Navigate to the Overview  tab. 

2. Select Actions |  Add New Exam Season . 

3. Enter a Name for the new season. 

4. Enter the Start date  and End date  for the season. 

5. Click Submit, then a new exam season will be created. 

 

Step 2 ð Season Settings  
After creating the season, the Season Settings  page will automatically appear.  Review each tab and make 

any necessary selections. 

 

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 . 

¶ AM Start  

¶ Mid -Morning Start  

¶ PM Start  

 

When scheduling individual exams, youõll be able to choose from these predefined starting times. 

Suggested Settings  
Details Tab:  

¶ Confirm Centre Number . 

¶ Confirm the Season Start and End Dates. 

¶ Select Candidate Seating  - Room, Seat, and Timetable allocation done in Exams Assist.  

¶ Select the correct Season Type - Mock / In -House Season (don't track clashes)  

 

Invigilator Tab:  

¶ Enter Invigilator PIN Code  (if applicable). 

¶ Set Invigilator Availability Dates  (if applicable). 

¶ Select the 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). 

 

Portal Tab:  

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

 

Results Tab ð Not Applicable. 
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Step 3 ð Adding Candidates to a Season 
Once a season has been created, navigate to the Candidates  tab. 

1. Click Actions  and select one of the following options:  

¶ Add a Group of Candidates  ð to add a specific Group of candidates i.e. based on a Group within 

the Centreõs MIS system. 

¶ Add Candidates  ð 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  ð If a candidate doesnõt have a candidate number, then a temporary number will be created starting 

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 ð Creating a Timetabled Exam  
Once a New Season has been created there are different types of Exams that can be created.  The types that 

can be created are Exams, Practicalõs, Orals, Coursework and Moderation .  

 

When creating a timetabled Exam, there are two 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 ñ these fields are optional . 

 

 

 

3. Select Add Candidates to this Exam . 

Centres can:  Add individual candidates (or multi -select)  

already added to the season, or add a group  (e.g., an Academic 

Class) or a combination of both. 

 

Note  - Only groups containing candidates already in the 

season will appear as options. 

 

Note  ð Any candidates that have been assigned to a room in the candidateõs 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 for a Group of Subjects  (Recommended)  
Itõs possible to create several exams in one action based on academic groups, this wizard is very quick for 

creating multiple exams, assigning candidates and finally allocating them to a room.   

 

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

Subject . 

 

 

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

 

 

 

2. Select the number of exams  required per subject from 

the appropriate drop -down menu. 

 

 

 

 

 

Use Lesson Times - If the Centre schedules mock exams 

according to the lesson timetable, ensure the Use Lesson 

Times option is selected.  When this option is enabled, 

each lesson start time will appear when creating individual exams, allowing the 

Centre to choose from these lesson-based times instead of the predefined start 

times set in the Edit Season settings. 

 

After selecting the number of exams:  

¶ Edit the Component Code  and Name (If 

required). 

¶ Set the Date and Time  (this is based on the times 

allocated in Edit Season). 

¶ Specify the Duration . 

¶ Select a Room  (Optional), if the room becomes 

full, any additional candidates will show as un-

roomed.  Any candidates assigned to a room from 

the Candidates Tab will be automatically assigned 

to those rooms. 

¶ Assign the appropriate Class to the exam. 

 

3. Select Submit,  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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Here is an Example:  

English Language ð Unit 1 and Unit 2; Engineering  ð Unit 1; Drama ð 

Unit 1 and 2; Business Studies ð Unit 1 and 2; Computing ð Unit 1.  
 

Tip  ð Select a time that most of the examõs length will be, the others can be quickly amended. 

 

 
1. Select the required number of exams per 

subject: 

Computer Science - 1 

Drama - 1 

English ð 2 

Business Studies ð 1 

Engineering - 1 

 

2. Select Submit . 

 

 
 
 
 
 
 

3. Edit the Component Code  and Name for each 

listed exam i.e. Business Studies Paper 1; 

Computer Science Unit 1; Drama Unit 1  etc. 

4. Select the appropriate Date  and Time for each 

listed exam. 

5. Specify the Duration for each listed exam. 

6. Select a Room for each listed exam. 

7. Select the appropriate Class(es) for each exam. 
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Note  ð If candidates have been assigned to a room from the Candidate Tab, they will be seated in that room. 

 

 
Explanation  - Once created, the timetable and seating tab  will be populated.  Any candidates that have a 

room identified in the candidateõs tab will allocate to the specific room and seat.  From the above, there are 

18 candidates doing Business Studies, 4 candidates have automatically been roomed 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:  

¶  Log in to Exams Assist. 

¶  From their  homepage, select the Group  

Tab, then the Class (e.g. 11y/Ma2). 

 

 

Assigning Levels to Candidates  

Once the class is selected: 

1. Go to the Actions  dropdown.  

2. Select Levels. 

 

 

To assign levels:  

1. Choose a global level  (e.g. Intermediate) and select Submit  

to apply it to the entire class.  Or, if the class has mixed ability 

levels, select Mixed .  This allows teachers to assign a level to 

each candidate individually. 

2. After all levels are assigned, select Submit . 

 












































































































































































































































