
Exams Entry Checking in the Exams Assist 

Open a web browser and navigate to the following website - https://examsassist.co.uk/ 

Select – Login / Register, then ‘login to SchoolWorkSpace’  

 

The username will be your school email address, the address that’s recorded in SIMS personnel.  

If you’ve yet to set a password, select the ‘Forget Password’ link and a 6-digit code will be sent to 

your email address.  Enter this into the software and create and confirm a new password. 

Once logged in you will see the ‘Exams Assist’ icon on the homepage 

 

Select ‘Exams Assist’ to view the ‘Elements’ that have been allocated to you as either HOD/HOF or 

Classroom Teacher.   

 

As it possible to store multiple exams season in this module, if other seasons are available then it’s 

possible to toggle between these seasons in the drop down menu at the top of the table.  The 

table will display the ‘Elements’ that have been allocated to a staff member.   

To view and check entries, select an element and you’ll see a list of the candidates in Surname 

order.  You are able to mark each entry with either being ‘Correct,’ ‘Query’ or ‘Incorrect.’   

 

Or alternatively you can navigate to ‘Action’ menu at the bottom of the table and select an 

appropriate option (see below). 

 

Once you’ve gone through, checking the entries you will notice that the colour of the rows will 

change to either green, orange, red or stay white if no selections are made.  If a member of staff 

marks an entry as a ‘Query’ or as ‘Incorrect’ a dialog box will appear for them to give a reason for 

this decision. 

https://examsassist.co.uk/


 

Once the comment has been applied this can be viewed next to the candidate.  SLT members will 

then review these and are able to either decline or approve these requests.  These will be visible 

to the member of teaching staff, they will too be able to add a comment which can be viewed 

underneath. 

 

It is also possible if required to ‘Add Candidate’ if they have beem omitted from the entries.  

Navigate to the bottom of the list and select ‘Add Candidate’ and you’ll be able to search any pupil 

within the school, select the pupil and they will be added to the list ready for a member or SLT to 

approve.  These entries will be marked as ‘Additional’ in the entries table until the pupil is added 

in SIMS.  Once the entry is made the candidate would appear correctly in Exams Assist ready for 

a staff member to mark as ‘Correct.’ 

A summary of these allocations can be seen at the top of the table. 

 

 

Once you’ve made your amendments you will need to change the ‘Status’ to ‘Action required.’  

These amendments will be review by a member of the SLT and then actioned by the Exams Officer 

as necessary.  

Once you are happy with these entries you are able to ‘Authorise’ these by selecting the Green 

Authorise Button – Once ‘Approved’ no further actions will be possible. 

If you need to print a copy of these entries there is a ‘Print’ option at the bottom of the list of 

candidates.  

It is also possible to switch between each entries that have been applied to a member of staff by 

selecting the arrow down at the top of the screen. 

 



 

To view the entries for an individual, just select the candidates name and their entries would 

appear in a popup dialog box. 

 

Access Arrangements View 

It is possible for you to view the access arrangements in place for the candidates entered for the 

specific element (or by component if this data has been imported).  To toggle to the Access 

Arragements view, select ‘Access Arragements’ at the top of the screen. 

 

You will then see the list of the candidates that have any kind of special arrangement in that 

Element / Component.  It is also possible to view if a ‘Modified Paper’ or ‘Laptop’ is required for 

that examination (These will have been indicated by the EO or the school SENCO). 

 


