EXAMS ASSIST USER GUIDE

D Lloyd-George & M Thirkell
V2.5
18/09/2025




Exam Assist — User Guide V2.5 18/09/2025

Contents
Gy LY =] =1 (Lo SR 12
(B 1= ] o T= 1 L= USSR 12
HOW 10 LOZ iNtO SChOOIWOIKSPACE .....uvviiiiiiiee ettt ettt e e e tte e e e e rte e e e et te e e e e bt e e e e s abteeeeensteeeesnsteeeennsenns 12
Allocating ACCess t0 CENEIE STATf .. ... e e e e e e re e e et e e e e abe e e e e s abeeeeennnenas 12
CreatiNng @ NEW USEI ... 13
Understanding the Different Available SECUItY GrOUPS .....uueeiiiiiiiciiiiieeee ettt e e e e e e e e sarre e e e e e e e e snenes 13
(oY= 2T s W @] o] o - F AP PP PP PPPPPPPPPPPPPPRE 13
Setting up Multi-Factor Authentication (MFA) for increased SECUNItY .......ccovcieeeiiiieeeeeiiee e e 14
Multi-Factor AULhentiCatioN RECOVEIY ...cccii ittt e e e e e e et ee e e e e e e e e aabaeeeeeaeesensssrasesaaeessansrnns 14
WhILElISTING AN IP AQArESS c.ceiiiiiitie ettt et e e e e e e ettt e e e e e e e e ssbtateeeeeaeeessstasaeaaaeeeasasssaaaeaaassaannnsseanenns 14
Ta N2 Tq1 =) o] o o =t 1o U UUPURN 14
0T o1 TN 1Y 1Y I = [ o TR 14
Enable Student DashbOard ...........couieiieiieiieeece ettt sttt sttt et r e sbe e b sanesane e 14
Do not display Curriculum to Students and Parents. ...........eeeeeiiiiiciiiiiiiie e e e e et e e e e e e e ennnes 15
[T A T A 0o oY = {U T 14 o o SRR 15
THE SEEEINES TAD .eeiiiiiiiii et e e e e e e e e et e e e e e e e e et b taaeeeeaesaassssaaseaaassaassssaaaeaaessanssssasasaanssnnnssnns 15
I L1070 - RSP 17
ATEENAANCE TAD ettt et b e s bt e she e sa e s bt e bt e b e b e sae e eae e et e et e e sreenheesarena 17
R L /A = 0 ] o T (o T U UUPRRN 18
(O] YA 1o Y=L TV A D - 1YL ST 18
TNV =1 o ] £ @ o T=T ol L) SRR 18
e T INY=E o] Y= 1 AT = £ PP PPPPPPPPPPPPPRE 18
D= 1| I < TP PP PSP PSUPRUPRUPRUPRO 18
Ta N aTq1 ) o 3 I o TR UUPPRNE 19
(2o o - | R PP PR P PUPRTOVRROPRTN 19
RESUIES T ..ttt ettt b e s bt e sat e st e s bt e bt e b e e bt e ame e sme e e ae e et e et e enbeenbeesanesanenas 20
Creating @ TraiNING SEASON ....uuuuuuue s sssssssssssanaan 21
Reviewing Exam Entries made in the IS ...t e e e e et e e e e e e e e aaste e e e e e e e esnnsaaeeeaeaaeans 22
Uploading ENtries (Arbor, BrOMCOM) ......ciiciiiiiiiiiee et e ettt eetee e e ettt e e e ette e e e etteeeeetreeeeeabeeasesbeeaeesbeeeeensseeaeanseens 22
UPIOAA ENTFES (ISAMS) ..ttt ettt e e ettt e e e et e e e e et e e e e eateeeeeaeeeeeesseeaeessaeaeessaeasanssaeasanstaeeeassaeaeansrens 22
UPIOAding ENTFES (SIMS) c...eeeeiii ettt ettt e e et e e e ettt e e e e ate e e e ette e e s ebteeeeenstaeeeastaaeeanstaeeeanstaeeesnsteeesnnsens 22
IMPOITING ENTIY FIlES. . eviieiiiiee et e e e e et e e e e et e e e e ebte e e e ebteeeeeabeaeeeanstaeeeanstaeasansteeeesnstneeennsens 23
Y UL T F T BT Yo ] o RS 24
(0 Fo T g T a8 JY T o o U PUUPRNE 24
(DL (= T =4 BT <= o [T 24
AlloCating ENtries t0 Staff .....coo i e e e et e e e e te e e e abe e e e e abtee e e abaee e e abeaeeennraeas 24
Adding the Teaching Group Column tO the ENtries.......ciiiiiii it e e e ree e e e 25

HOW t0 Create @ NEW SUDJECLS ... ettt e e e e et e e e e e e e e e tnbtaeeeeaesessasssteaeeeaeesannssnsaeesaanessasrnns 25



Exam Assist — User Guide V2.5 18/09/2025

External Candidates (SIMS ONIY) ... ittt et e e e e ette e e e e ette e e e ebte e e e ebbeeeeeabeeeeesbeeeeensseeeeenseens 25
0] | I O [ o 1o Y (T PO PU R PPPTOTRRP 25
Setting the DUE Dates fOr @ SEBASON ... uiiiiiiie ettt e e e e e et re e e e e e e e es bt areeeeeeeeesnstaseseeaeeeasnstasneeaasaanns 26
How to View an Individual Candidate Exam Details in SChoolWOrkSpace........cccveeeeciieeiiciieieeciee e 27
Managing the JCQ Access Arrangement APPlICAtioNS......cccuuiii e e s aaae e 28
How to download the Access Arrangement Applications from the JCQ Portal .........cccccvvieieiiiiiccciiieeee e, 28
Allocating Access to the Applications iN EXAmMS ASSIST.......uiiiiiiiciiiiiiiee et e e e e e e e rere e e e e s e e s e nrrreeeeaeeeas 28
[ (o XNV Fo R TaY o To T g ad o T=l Y o o] [ or= ) 4 o] o -3 USSR 28
[ (o X YA (o R VT YA T I Y o T o] [ or- 4 [ o TSRS 28
Managing Access Arrangements iN EXamS ASSIST.....uiiiiiiiiiiiiiiiiiiiiiiiiiieieieieeeeeeereeeeereeeeeeeeeeeeseeeeeeeseeeeeeeseeesesseesesesseeee 29
ThE OVEIVIEW Tab .ottt e st s it e e sttt s bt e e sabe e e beeesabeesneeesabeesareeesnseesareeanns 29
LI AU Lo [T o A - | « TSP PUPTOURRPPROt 30
Adding a Candidate that doesn’t require @ JCQ APPIICAtiON ...c.uvieiieiiie e e 30
Adding a Candidate that has @ JCQ APPIICATION ...eeiieiiie e e e e s e e e e e bae e e e aneeas 31
[T T=To Y oY o [ToF 1 d o VUSRS 31
[ (oYY YA o Y o] o] VA= T 11 T U UUPPRN 31

[ [oXVA o AN = Tol B Lo Yol Ul 4 T=T o | £ OO PUPPPTOTRRP 31
PriNting ACCESS AITANGEMENTS...iiiiiiiiiiiiiiiitiittietere e ettt ettt ettt ettt ettt attttttttetttetettetteteeteeteeeteereeereeeeenn 32
Emailing Access Arrangements t0 Candidate/Par@nts ........ccvccuieieereeiieiieeeireeireenreeeteeeteeereereesteesseesasesaseeaseenseeses 32
Removing Access Arrangements from a Group of Selected Candidates..........cccceeveieeiciiiieiee e, 32
PNl ol T A g = T oY ={=T 0 =Y ) Y =] ] =& 32
How to allow Selecting a Colour for Access Arrangement TYPE .......uvvieeeeeeiieciiiiiieeeeeeeeecrrreee e e e e eesnnreeeeeeeessnnnnes 33
HOW 10 Change the SOM OFUEN.......eiii ettt e et e e e st e e e s bt eeesesseeeeasaeeesasssaeeeansseeeeasseeenan 33
How to change the Access ArrangemMENt ICONS ......ciiiciiiieiiiiiee et et e et e e et e e e eb e e e e e aee e e e s nseeeeesteeeesnaeeeenn 33
HOW 10 PriNT the LiSt....eeeeie ittt ettt et e st e s me e e sab e et e e e sateesneeesabeesabeeeneeesarenanns 33
Managing Access Arrangements iN @N EXQM SEASON ......cuviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeseeeeeeeeeeeesereseesereeseereerseeesrerererrnenreren 33
Access Arrangements Assigned from EXams ASSIST.......ciiiciiiiiiiiiiie ittt e e e e e e e e aae e e e naeas 33
Importing Access Arrangements from Arbor/BromMCOM ......c..coieiuieieeiieieeeereeereesreeeteeseeereereesteesteesasesaseeareenreesens 34
Importing Access Arrangements from SIMS..........oo oo e e e rre e e e e ate e e e e ate e e e snteeeenareeas 34
Candidates that require Modified Paper, Laptop, Computer Reader or Dictionary..........cccoeeeenrneennnns 34
e T 10 0 I ] o= PP PPPPPPPPPPPPPPPPRE 35
Access Arrangements lcon Key (Default AlIOCATION) ....uviiiiiie it e e e e e e bre e e e 36
Recording of Access ArrangemeENnts USEd..........uuiiiiiiiiiiiiiiiiiie ettt e e e e e ssrre e e e e e e e ssarae e e e e e e seesnnsteaeeeeeseesnnseneeeens 37
Viewing Extra Time Used % SPreadsShEet ... ittt et e e s e s sbee e s s sbee e s s ssnee e s e nabeeessnanenas 38
Viewing SRB Time Used SPreadsShEet....... ...ttt e e e e e e e e strree e e e e s e e atereseeeeeeesnstaaeeeaaeaans 38
Y Yt =d oY= o o oI Lo V=41 = o P 39
LN T =4] o1 o T Y= o =4 USRS 39
TN aTq1 Y o Y o YT =T ol o ISR UUPRRN 39

L2 (o T o =TT ol o TR E U UEPRR 40



Exam Assist — User Guide V2.5 18/09/2025

Creating a New INVigilator in EXamS ASSISt.....ciiii ittt e e eecrrte e e e e e e see e e e e e e e eesastraeeeeeessesssaseeeeaaessenssnns 40
D) 11 -  « T PP PRPPPPRTOUPRROPRINt 41

Fa N2 Tq1 =) o ol 17 TR UUPURN 41

F N 11 = o111 1Y 1= TP UPRUUPRN 42

B L TaT = - PP 42
Yol T=To (] L= I« TSP T RO PRUOTOTOTSR 42
Copying Invigilators from a DIffEer@nt SEASON ..........uuiiiii it e e e et e e e e e e e e arareeeeeeeeeennenes 42
Allowing Invigilators to Accept/Declined their AllOCAtIONS ........ccvvieviiiiiiiiiie ettt ere e steesteesareeaneens 43
Sending Messages tO INVIGIIAtOIS .......eii i et e et e e et e e e s tb e e e esaaeeeessbeeesansseeeeaaseeenan 43
ReCOrding INVIgIlator TraiNiNg.....c..ceii it e et e e e e tte e e e e bte e e s sbtaeeeebteeeesnstaeeesnsteeeesnsteeesnnsens 44
Removing Training ReCords fOr SEIECLEM. ..........uiiiiiie et e e e e e e e e enb e ee e e e e e e e nnsraeeeeas 44
PN fo [T oY= qaNe [o [y a oY o =1 I I 1T 01T Y= Y/ o TIPSR 44
Identifying Lapsed Training RECOIUS. ......cii ittt e e e et e e e e ette e e e e tte e e e e bte e e e e ntaeeeensteeeesnsteeeennsenas 45
REMOVING SEIECLEA INVIGIATON ... ..eiiiieee et e e e s e te e e e et e e e e e btee e eeabteeeesnseeeeenasenas 45
Y=Y wu ] oY= €] Lo o =1 ATy T V=SSR 45
FAN =L o Yol R - 1 i PSSP 46
INVIgIlators AVAilability Tab.....eee i e e e et re e e e e e e e et a e e e e e e e s e e aabteaeeeaeeeesnnrrneaeeas 46
€1 o) o= | M [ g\ Vi T={] P o T £ 6 1) £ USRS 46
INAIVIAUAL INVIGIATONS COSE...uiiiiiiiiiee ettt e e e e et te e e e e bte e e e e bteeeeebteeeeenbteeeeanstaeasassteeeesnstneeennsens 46
Managing the TIMetable and SEAtING.....c.cuo e e e e e e e e et re e e e e e e ssatsreeeeeeeeeennssaaaeeeaaneans 47
How to switch to creating Seating in EXams ASSISt .........uuiiiiiiii it errrre e e e e e e e snr e re e e e e e e e nnnaaeeeeas a7
Creating the TIMELADIE ... .. .. e e e et e e e e e e e e et tteeeeeeeesssssbtaaaeaaesseasssseeeeaaesenasnnns 47
Step 1 — Setting the SESSION STArt TIMES ...cciiiciiie et eee e et e e e ste e e e s ebte e e e e bae e e e e btae e e erteeeesnseeeeenasenas 47
Step 2 — Managing the Extra Time Candidates.......ccueiiiciieiiiiiie e re e e eeaae e e e eaneeas 48
Step 3 — Populating the TIMetable Tab ... e e e e e e e e e e e s aarrae e e e e e eeas 48
SEEP 4 — RESOIVING ClaSNES..... .ttt e et e e e e e e e et e e e e e e e e ee s aabteeeeaeeesaansssaeeeeaeeesaanssaaneeaasaaaas 49
Step 5 — Creating Supervised Rooms for Clash Candidates.........ccccuveiieciiiiiciieee e 51
Step 6 — Setting UP the EXAM ROOMIS........iiiiiiiiie ettt e et e e e tte e e e e ate e e e s eate e e e s abteeeesbteeeessteeeesaseneeennsenns 52
Step 7 — Allocating Individual Candidates to @ ROOMS/SEALS ........ccvveirieirieitiiieecreere ettt e ereeveesteesare e 54
Allocating Candidates to Exam ROOMS aNd SEALING .....uuvviiiiiii ittt e et e e e e e et ae e e e e e e 55
Allocating a Single EXaminations t0 @ ROOM......ccii ittt re e e e e e e e e ra e e e e e e e e e anrseaeeeas 56
Allocating Multiple Examinations to an EXam ROOM........ccuuiiiiiiiiei ittt ettt e e sntae e e snrae e e sntaeaesanes 56
Allocating Multiple ROOMS 10 @ SINGIE EXAM .....uviiiiiiiie ettt e e et e e e s satae e e s eata e e e sentaeeesntaeeesanes 56

F AT o I =F Y [ g T | FoTor=1 u o o S UPER 57
Manually Assigning Candidates t0 @ SEat..........uuiiiiiii i e e e e e e e e e e rer e e e e e e eennrnes 57

(O oY V=T o Toa YT o A o [T SRR 57

oo [T o= oE YT =g Y| FoToF o SR 58

FN | foYorNu T Y= d T I o] o o BT | £ PSPPSR 58

MUHI=SEIECEING SEALS .....eeiiiiiee et e e e e e e e e e e bt e e e e e e e e esetsbtaaeeaaeseassssteaaeaaassannssssasasaansssanssnns 59



Exam Assist — User Guide V2.5 18/09/2025

RESEttiNG the SNAKING OrUer...ccci it e e e e e e e e et e e e e e e e s eessaateaeeaeeeseanssnsaeesaaeesnassnns 59
Removing Candidates from a SEating Plan............ceiii oottt e e re e e e e e e e e ebarre e e e e e e e esnnnnns 59
Changing the Colour for a ROOmM 0r COMPONENT........ueiiiiiiieiiiieeie e et e e e e e e s ecrrree e e e e e eseatrreeeeeeseseasrsaeeeeaseenns 59
Changing the Colour of @ COMPONENT .......coiiiiiiiei e e e e e e e s stte e e e st te e e e e bt e e e e sbteeeesaseeeeenanenas 60
HOW £0 Add @N 1CON 10 @ SEAT ..cenveiiiie ettt st ettt s e sttt et e beesbeesbeesanesanenas 60
Changing the Size of the Seating Plan When Editing .......cooo ittt e 60
COPYING @ SEALING PlaN...ccei ittt e e e e e e et te et e e e e e e bt e aeeeeeeeesaanssaaeeaeessaansssteesaaeeesaansrsaneeeasaaans 60
Replicating ROOM @Nd SEALING .......viii ittt e e et e e e et b e e sstb e e e eeaseeesansseeeeansteeeeansseeanns 60
RESEtEING TIMETADIE / SEATING ..eecvietieitiectie ettt ettt ettt et et ettt e et e s aae e b e ebeesteeeteestseeabeenbeenbeenbeesasesasesaseenseensens 61
AsSign Seats — AAVANCEA OPLIONS .....c.uiiii ittt e e e e e e e e et e e e e e tbe e e e e abaeeeeasaeeeeasseeeeansseeeeennseneeennsens 61
Manually Adding EXams t0 an EXEErNal SEASON.....cceiii ittt e e e e e et e e e e e e e e e enbre e e e e e e e e e ansraeeeeas 61
(@] 03771 0= 1 TN =t | o ¢ TS 62
Publishing the Timetable 10 EXLEINAl SILES .....ccocciiii it e e e et e e e e bre e e e s raee e e araeas 63
Restoring/Backup of TImetable and SEATING .......cveieiiieiie ettt et ereeste et eeteeeveeveebe e teestsesareeaseenreenrens 63
Creating Internal EXaminations iN EXAmMS ASSISt........uiiiiiiiiiiiiieeeiiiieeeestee e srtte e e e rvre e e e stre e s e sbae e e esabteeeesabaeeeenasteeeennsenas 64
Y o A O F | I T =Y A T 1Yo o TR 64
Step 2 —Season Settings — Set Start TIME ..o 64
Step 3 — Adding Candidates t0 @ SEASON .....cciccuiiiiiiiiieeccieee ettt e st e e e e e et e e e e stt e e e etseeeesaaeeessasaeeeanreeeeanraeeaan 64
Step 4 — Creating @ TImMetabled EXam........uoi ettt e e et e e e et r e e s s aa e e e e s aaeeesenaseeeeanseeeean 65
Creating @ SINGIE EXAMi.uccii i ciiiieeee ettt e e e e e e te e e e e e e e e st ateeeeeeseeaanbtaaaeeaaeaasasnssaaseaeessaassssaeseaesesaanssenneeaasaannn 65
Add EXams fOr @ GroUP Of SUDJECLS ..eeeeiiiiieieeee ettt e et e e e e e e et r e e e e e e e e s sansraeeeeeeeeeennsseaeeens 65

(@1 g Y oY= T =T Te I [ o RPN 66
Creating SCieNCe PractiCal EXAMS ......ciii i ccieee ettt ettt e e e ttee e s e tte e e e st e e e e s btee e e sabteeeesnstaeeeensteeessnseneeennsenns 68

(O F LA TaY - O =Y - 1 o [P PR 69
Step 5 — Confirming the ACCESS ArTanNZEMENTS .........uviiiiiiei e ecciiiieeee e e e e ecctrre e e e e e e e esbtareeeeeeeeesnstaseeeeeesesssstsseeeaaasanns 71
Step 6 — Allocate ROOMS @Nd SEALING ........uuviiiiiei it e e e e e et e e e e e e e e esabtaeeeeeeesessansraaeeaeaaaanns 71
Step 7 — Invigilators and SCHEAUIING .....c.c.viiii e e et e e e e e e e e ta e e e s e abeeessnaseeeeanseeeaan 71
Y YT =d oY o o Sl OF: [ a o [ o =1 TSP 73
LSO Yo 1o E T o] o U o RSP 73
Amending the Candidate’s NUMDET ... e e e e e e et e e e e e e e e s raee e e e e e eesnntaaaeeens 73
Amending the Candidate’s NAM ... ...t e e e e e ettt e e e e e e e e e s abtbeeeeeeeeeesasstaaeeesaeeeannnsseaeeens 73
Fi¥o o oY== W - [ o [ o - | A=l o 5T} o SR SPRUUSSN 73
How to turn a Candidate into an External Candidate..........cceeveerieiiiiiiiiieeeeeeeee e e 74
Assigning Candidates to @ ROOM @Nd SEAL ......cueiiiii i et re e e e e e e e e e e e e e e e anraeaeeeas 74
(0N =Y <o VAo {1 SRR 74
Editing a candidate’s ACCESS AITANZEMENTES .......uuiiiiiieeiiciciiieeee e e eeeccrrte e e e e e e e eebtrreeeeeseesasssraaeeeeessaasssnrasesasasesanssnes 75
Viewing Candidate’s TIMetable POPUP ........uii ittt et e e s ettt e e e s ratae e e sntaeeesntaeaesanes 75

PV Lo [T a Y= Lo I AT g =] O [ To [T - | RSP 75

Remove Candidate from an EXAm SEASON......ccuuuuuiiiiiiiiieiiieee ettt e e e e e e ee s e e e e et taaaeeeseeesesbsaaaseeesessrsnanaaseans 75



Exam Assist — User Guide V2.5 18/09/2025

Emailing Candidate’s EXam TimMeEtable. ... et e e e e et re e e e e e e e anareaeee s 76
Emailing Exam Reminder Parents / Candidates .........ccveecueeeeeieeiee et cetee et et e eeveeeetreeeereeeeaneeenteeennreesanee s 76
StUAENt/Parent CoONTITMATION Tab . .oeiiiie ittt ettt e e e e e ettt e e e e e s eaeeeetetesesesaaaeaeeeeesssesasaeaeeeeesssasasarerereeesesanan 76
Schedule EMails tO Parents / CanTigates ......ooueeeeieeeeeeeieeeieeieeeeeeseeateesesateesasseeesassseeesasssseesassseessssssessssesesssssseess 76
REEAKES TAD .ttt ettt st st s bt e bt e b e s b et s et e et e et e e bt e sh et sae e ea bt e bt e bt e beeene e et e eareenteen 76
POST RESUITS Tab ...ttt ettt ettt e e bt e st e s bt e e s bt e s be e e ameeesabe e e sabeesabeeeneeesabeeeanneesmteesanenesaneesn 77
[Tl g T=To (01T T =4 Y T = o o RS 77
Y Yo =q g o o TSI Yol a =T [ = PP 79
Understanding the SChedUIAr Tab .........vie e e e e e e e e e e bee e e e e bt e e e s eante e e esnsteeeenarenas 79
INVigilators ACCept/DeCliNEd AllOCAtIONS ........ccvieireeereeiteeitee et eete et eteeeeeereebeesteeeteesteeeaseenbeenbeenseesssessseenseenseenses 80
Changing Allocations from the Exams Officers Portal............ouueeeeiiicie et 81
Creating @ ROAMING SESSION ... ... e nanaaaaaannaansasnsanannnnsnsnnnnnnnnnnnnnnnnnsnsnnnnnnnnnnnnnnnnnnnn 81
ROAMING INVIGIHATE NOW ..ceieiiiiii ettt e e e e rte e e e e te e e s e bte e e e ebteeeesabaaeeeenbteeeeansteeesanstaeeesnseneeannsenns 81
Excluding EXams 0N the PUBDIC WEDSITE .......ueiiiiieee ettt e e e et e e e e ate e e e s ntee e e araeas 81
Downloading the INVIgilator SCHEAUIE...........eii i e e et e e e e rte e e e eaaee e e e aneeas 82
[ oY T o T=d o g T=IR Yol a Y=o [UT 1T RS 82
Viewing Attendance Register/ SEAtiNG PIAN .......coviioveeieiee ettt et ete e ettt e et eeeteeeeteeeeateeeetesessseeenseeenns 82
How to show Candidate Photos on the Attendance REGISLEr ........ccivuiiviiiciiie e e 82
I ol [aT =i oY na I 1= - Tol (U o PSRRI 84
B o [CR D= 11 Y 2 F- T o 1T o URRRRN 85
[T T T 1T« O PO TP PPTRTOTRR 85
U] YT T o] o DO TP U TP PPPTOVPPOPRINN 85

Y Y I = [ [l 2 =T (U1 ¢TI 2o T o TV T o USSP 85
EN@DIE SOUNDS.....ceiieee ettt et e b e s bt e sat e st s b e s bt e bt e bt e eme e sme e eae e et e e beenbeesbeesanesane e 85
Adding a Daily Note for INVIGIators ... e e e e e e et re e e e e e e e s bra e e e e e e e eesnnraeaeeens 85
(@1 g Y (oY= I = T o - o [or= 1] USSP 86
LOCKAOWN / FIT@ eeeeeee ettt ettt ettt ettt s ettt e s e bt e e seaa et e saaaeeesasaeeesasa et esansaeeesassaseesasseeesasaseesasnaaeesanaaeesanssaeesan 86
SEFBAMING LOES o ieiiiiieieie e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaeaeas 86
Printing the Daily NOTICEDOAI .......ccoiiiiiii ittt e e st e e e et r e e s s bb e e e eeaaaeesensseeeesnsseeesansseeennn 86
Email Timetable Reminder EMail.......cooiei ittt st s esbeeemeeesree e 86
DoWNI0ad EXCEl DAily PIANNET ... ettt e e e e et e e e e e e e e e ettt e e e e e e e s eesassataeeeaeeesannssssaeesaasessanssnns 87
Started and ADSENCE Tab....o..ei et b e e st sre s b b e reenes 87
Access Arrangement REQUIFEMENTS TaD .....uiiiiiiii it e e e e bre e e e r e e s eeabe e e e e s aseaeeennnenas 88
EXaM ROOM DELAIlS Tab . ..eeieiiiiiiie ettt st et esb e e s b e e s b e e e meeesabeeesneeesateesneeesaneenn 88
INOTES TaAD .. ettt ettt s e sttt e bt e e sttt e be e e s ateesaseeesabeeeabe e e ameeesabe e e aabeeeabeeeneeesabee e anneesnteesneeesareenn 88
ATEENAANCE TAD <.ttt st e ettt esa b e e s bt e e s ae e e s a bt e s bt e e s bt e e be e e aabeesabeeesabeesreeeaneeesareeean 89
Attendance Writeback (Arbor, Bromcom and SIMS ONIY)....ccoiciiiiiiiiiiie ettt eere e e eerre e e seaaaee e 89
(€] (o] o | Y=Y | (o] o P TP PTOPPTRPROTRRR PR 90

Y/ TaE= Yo T o Tl 2T U U UEURRN 91



Exam Assist — User Guide V2.5 18/09/2025

Understanding the Exam Results & Embargo Configuration..........ccuuvieiiiii i 91
IMpPOorting RESUILS Vid @n EDI FIlE ......uuviiiiieei ettt e et e e e e e e et re e e e e e e e s e aab s e e e e e e e sessansraaeeeaeeeensnsraeneens 92
Importing Component ReSUILS File (XIVIL FIl@) .......eei ettt ettt e ettt e e e ette e e et e e e e e are e e e earee e e anaeas 93
Adding Manual Results by Candidate(S)....cuueeiecurieiiiiiie ittt et e e e e e e rre e e et e e s e abr e e e esabeeeeenabeeeeennnenas 93
Adding Manual RESUILS DY GIrOUP ...cccuuiiiieiiiiee ittt ettt e et e e e e e e et a e e e e abaeeeesabaee s e asteeeennsaeeeennseneeennsenas 93
AddiNg RESUILS Vid @ CSV FilE ...ttt ettt e e e e e st r e e e e e e e se e taateaeeeaeeseasssseseeaeeessnststeeeeaeaaans 94
The Different File FOrMats: ... ..o ettt et e st e s be e e sare e sabe e e sabeesabeeesneeesareeeans 94
o T o= Y T g T R U SRR 94
VIeWing absent Candidates ......cc.uiiiiiciiiii e e e e e et e e e et e e e e et ae e e e abaee e e nbteeeenbeeeeenabeeeeennneeas 95
Viewing Results in the Staff POrtal .........oo i e e e e et e e e e aba e e e e s abaeeeenaneeas 95
F I Fed a1 = (o I T =Y i 0 4 =T Y 1= PR 96

F ] F e a1 = (o = T U] oot PR 96
VIEWING SUDJECT RESUILS .....viiieiciiee ettt e e e et e e e s et e e e e sttaeeesntaeeesstaeessntaeeesantaeessansaeaennes 96
PrINtiNG EXQM RESUILS ...vviiiiiiiiie ittt ettt ettt e et e e s et e e e eeataeeeeaaetaeesaassaeesansseeeeanssaeesanssaeeeanssseeeannseeannn 96
AT 0t Yo T 1T oY= E SR 96
How candidates can share their results with their parents. ..., 96
How t0 DOWNIOAd @ BroadSh@et........ciieiiiiiiieee et sttt e b e san e e st e sneeesanee s 96
MaNAGING ACCESS 1O SCIPTS 1eviritiriiiiiiiiiiiititttrtrtrerere e e e e ettt ettt ettt ttttattttttttettttttttetretttteeteteeeeemeeeereeenn 97
Requesting Scripts (If allowed by the CENTIE) ..cccuueiii it e s ab e e e aaeeeean 98
HOW to Print an AcCCESS 10 SCHPE FOIM c.cviiiiiiiiiiiieeeieeeee ettt ee e e e e e e e ee e e e seeeeeesseeseseeeseeeeeessnesenenseesenenenennnes 98
How to email the Scripts to the Candidates ... e e e e e e e e e earre e e e e e e e e sanenes 99
How to Invoice the Candidate for this SEIVICE........uiiiiii e 99
Creating & RECOINING NEA RESUILS ...ccciciiieiiciiie e ccieee ettt ettt e e et e e e e tte e e e seata e e e saataeeesastaeeesstaeeesssaeessnssaesesnnsaeessnes 99
Creating & RecOrding MOCK RESUILS ........uiiiiiiiie sttt e et e e e st e e s et e e e s s abe e e esasbeeesensaaeessnnaneeean 100
How to download and upload @ SPreadShEet ... e e e e e e e e e e anrraaeeeas 101
How to Upload a SIMS SOR for MOCKS (SIMS ONLY) ....ueiiiiiiiee ettt e ettt e e eeare e e e eeata e e e eeabaeeesearaeaeennns 101
Y Lo Feq T Y= a0 ) AP PPPPPPPPPPPPPPPPRE 102
HOW O A @ NOTE ..ottt st st et e bt e s bt e s st e e at e et e et e e s b e e sbeesanesanesabeebeenneennee 102
HOW TO DEIETE @N EVENT...coiiiiiiiieeie ettt sttt st et b e s bt s et et e et e et e e sb e e sbeesanesanesaneebe e neennes 102
How to DOWNIOAd the EVENTS Tah LOSS ..eieiiiiiiiiiiiie ettt ettt e e e e e e ette e e e e e e s e eatrae e e e e e e e eeanbtaaeeeeeeeeesnnsrsaneens 102
IMIANQEE IMIESSAEES ..eevvveeeeeeieeeeeeeeeeeeeeeeeeereeeerereeeeeeeereereaeareeaeereeeraeaeareeeeeesseseeeeesseaseseesneseeesesesennssnenseeeseeeenseeeeemeererseenmnnnn 103
CTY YT = BT =] [ =4 R 103
Omitting @ Person from reCeIVING @ IMESSAEE. ....cccuuiiiiiiieeeeciieee ettt e eert e e e stre e e e streeessabeeesssseeeessseeesansseeesannseeenns 104
SCREAUIE @ IMIESSAEE ..vvveeiieiiiiciiiieeee e e ettt et e e e e e et te e e e e e e e ee e et taaeeeaeeeaasettaeeeaaaesaasssstasaeaaaeasanssssaseeeaeessannsssneeaeeanans 104
Y T V=T = LT o) =T [T 104
Change the Text 0N the BULLON ... e e e e e et e e e e e e s e e anbta e e e e e e e ssenssteeaeaeeessnnnnnns 105
U1 o][oF: o [TaY -4 I o Yol ¥ [a o 1=Y o} APPSOt 105
Y Yo T=d o= K=Y 0 oY o] ) AU ROt 105

(1Y LT Y=L 1) o Y NS 105



Exam Assist — User Guide V2.5 18/09/2025

Viewing the History for a Specific RECIPIENt ... .cuvi it e e e e e e nrraaeeeas 106
EMQil BIOCKEA LIST ...ttt ettt ettt ettt et e s bt e e st e st e e sat e e s bt e e s be e e sabeesaneeesabeeeaseeesnseesaneeennns 106
The Importance of adding SchoolWorkSpace as a Safe SENAEr .........ueevii i 106
How to add SchoolWorkSpace as @ Safe SENUEN.......cccueiii et e e e e e e rae e e e 106
Configuring the Candidate POrtal .........cueee i e e e tte e e e ebae e e e e bte e e e sabteeaeennteeeeenneeas 107
Creating LOZIN COUEBS .ooviiiiiiiiieiee e ettt e e e e e e e te et e e e e e e st teeeeeeeeesastsaeeeeaeeeaaanstasasasassaaasnstaaseaeessaassssnnsaasassannssnns 107
0T aTo ITo P Tt =l edo T =Y I =] U o PR RURRRNE 107
Allowing Candidates and Parents to Confirm ENtriEs.......ccuiiiiiiiii ettt e e e 107
Sending Reminder to the Parents and Staff ... e e 108
Adding a Message to the Portal fOr RESUILS ........eeiiiuiiii ittt s e e e ate e e e s e e e e eaneeas 108
Candidate Allowing Parents to VieW their RESUILS ......ccooeeeiiiiiiii et e e e e e e 108
EMailing ReSUILS 10 CandiTates.........uuiiiiiiiie ettt e e e e e e et e e e e e e s e sabtreeeeeeeeeesansraaeeeeeesenannsreaneens 109
Allowing Mock Results and NEA to display on the POrtal ........ccceeoeciiiiicciiii e 109

Y Lo ETeqTa Y= [ 1Yo (ol TP PPPPPPPPPPPPPPPPRE 110
HOW 10 SELUP The IMOAUIE ..ot et e e e tb e e e s eata e e e seataeeesantaeeesantaeeesastaeessnnsaeeenanes 110
CrEALING AN INVOICE ... aa s aaasaansasaansssnnnsasnsnsanssnsssnnnssnnnnnnnnnnnnsnsnnnnnnnnnsnnnnnn 110
[V TaE= Yol o Tl 0o = | TS 111
MaANAGING ACCESS 1O SCIIPLS veviriririiiiiiiiiiiitititttrertrre e e et ettt ettt ettt ettt tttttttetttetetttettetetretetteerereeeeemeerene 111

oo T o= 2T T [0 1Yo ol TSROt 111
[0 T1 T aYd= TaTo N [0 1V oY [l ST 111

[V Lo =Yoo Tl 2 o Y=Y 1 - SRR 112
Viewing/Managing and impPorting BaSEAATa .......c..ecevueiiieieerie et et eereeeteeeetveeeteeeeteeeeaeeeeeseeeeseeeeresensseesnneeen 112

Y YT =d oY €] - [o 1T oo o] 3SR 113
HOW t0 Edit @ Grad@book .....c..coouiiiiieeeee ettt et 113
How to add Exam Codes t0 @ Gradebook...........ei i s 113
How to view a result for an individual PUPIl..........ooor ittt e e e e e e e e nnre e e 113
How t0 edit @ COIUMN NEAAING .. .evviiieeeeeeee e e et e e st e e e sette e e e sbtaeeesntaeeesstaeeesnsaeaesnes 113
HOW TO deIBTE @ COIUMN L.ttt s bt sttt e bt e s bt e sbe e sanesan e s b e e b e e nneennee 114
HOW t0 dOWNI0Ad @ SEE OF MESUITS.....eiiieiieieeeee ettt b e 114
[V Ta =Y edT o T O =T [T ST 114
HOW tO A NEW Grad@SELS ....oeiuiieiiiiiiiie ittt ettt ettt et st e e sie e st e s bt e e sabeesabeeesmteesabeeesnneesareesneeesareesn 115

A Guide to Staff 0N USING SWS/EXAMS ASSIST....ccuviiiiereeireeireeireesteeeeeereereesreesteesteesteeetseesseeseenseesseesssessseensesseenseensens 116
CYoy ] = d oY== 7=To N 1o VR 116

) =)l 5 (o] 0 g 1=] o ¥ = SRR RSRN 116
REVIEWING the ENTIIES . ... ettt e e e e e e e ettt e e e e e e s et attaeeeeeeessastsaaeaeaseeeansraaeeesessenannsranneens 116
Viewing the ENTries DY SUDJECT ........ui e e e e e e e et ae e e e e e s e e anbte e e e e e e e essnnrreeeeeas 118
VIiEeWING ACCESS AMTANEEIMENTS .iiiiiiiiiiiiiiiiieieieieieee ettt ettt eeteeetetetteeeeteeeteteteteeeterteetereteteeteeteeeteeeeeseseeeeeseeeeeeeeeseeene 118
VIBWING RESUILS ...eeiiieieiee et e et e ettt e e e e te e e e e bt e e e e ebteeeeestaeeeeastaeesanstaeeeansteeeeansteeesaseneeennsens 119

Viewing Internal/External ExXams assigned tO YOUI GIOUPS .....ccveeeveeeereeeeireeereeeereeeeteeeeseeesreeeesesesseesesesenssessnseees 119



Exam Assist — User Guide V2.5 18/09/2025

VA=YV T W o ToloT o oY Lo = =5 Yo 1N 120
Additional Functionality fOr STaff ... e e e e e e e et e e e e e e e e anrraaaee s 120
[ LoV (o I [ Fed e W € fo U] o I o J= T = [oT 0 aT=Y o = (<IN 120
ASSIZNING LEVEIS 10 TEACIING SEES.....uiiiiiiiiiee et e e e et e e e et te e e s e bt e e e e ebteeeesasteeeesaseneeennsenas 120
F Yool Ty Y= € =T [=] o Yo Yo <SSR 121
o 1A T gV = €T = o 1] o To o] &3S 121
Adding Exam Codes t0 @ GradebOOoKS............uuiiiiiiiie ettt e e e e e e e et ra e e e e e e e nnrraaaaeas 122
F N CTUNTo [l do I [ 01V ={1 = | o] USSR 123
(0o T0Y il a1 oY= Nz 11 = o111 4 2PN 124
Lo ML =4 1o £l VT g YoruToT o F=1 11 4SRRIt 124
INVIGIIALOrS DAilY INOTE ..cneieeiiiieetie ettt ettt ettt ettt e be e e s bt e st et e sae e e s bt e e s be e e sabeesneeesabeesaneeeanseesaneeennnes 125
JAX ool g = o= (=T 0 g = Y S ol o [P O PP 127
CIASN TCONS ...t b et b et b ettt b sttt b et e ekttt b et 128
AQITIONAI ACTIONS. ..ttt sttt et e b e s bt e s bt e et e et e bt e s bt e sbeesheesabeeabe e bt e be e neeameesmeeenseenneen 128
INVIgIlators SPEECH (OPTIONAI) ......veiii ittt e e et e e e e e tte e e e eeataeeeeeabeeeesesbaeeeeestaeaeeassaeeesansaeaesanes 128
Ny =Y (oY =4=TaTo l oo [T Todh o o T=IN o T o VO 128
Ending an individual CANIdate.........cocuiiiiiiiiec e et e e e e e e aa e e e ennaeas 129
Signing off the Exam ROOM (OPLIONGI) .....ueiiiiiiiie et e e e e s e e e e sabre e e e abae e e e s abeeeeennrenas 130
Recording SUpPervised RESt Break (SRB).....cccuiii e eeciiee e ecirtee ettt ee e e e et e e e e ette e e e saba e e e e abteeeeenbaeeeeeaneeeesenneeas 130
RECOIMING TOIEE BrEAKS .....uvvieiiieiiecciiieee ettt e e e e e et te e e e e e s e e aateaeeeeeeseesanstaaaeeaaeeeasssseaeaaaassannnsens 130

Y ¥ [o 11 0¥ =4 T @01 1'9 T =T o} (0P 130
EXM ROOM VIBWET ...ttt s s a e e s s e e e s s b e e e s s aba e e s sarae s 131
Hiding the Extra Time from the EXam ROOM VIEWEN .......cccccuviiiiiiiiieccitee ettt e et e s e e e e vae e e e 131
MOVING @ CaNAIAte (SEAL) .uuveieieiiiiieeiiee ettt e ettt e e et e e e e bt e e e e tbee e e e abaeeeeaabaeeeeeabaeeeeansaeeeeeasseeesanneens 131
MoVINg @ Candidate (ROOM) ....cccuuiiiiiiiiiee ettt eecte e e et e e e e etba e e e e taee e e e sbaeaesaabaeeeeeatteeeeansaeeeeansseeesanseens 131
Recording Access ArrangemMENTS USEd .......ccuviiiiiiiieiiiiiee e eiitee e ettt e e setre e e sette e e e seataeeesantaeeesantaeeesastaeessastaeessnnsaneenanes 132
Recording AdditioNal TIME .....cei i e e e e et e e e be e e e e ab e e e s s abaee e e abteeeesnsaeeeennseneeennsenas 132
How to Pause an EXam (EMErZENCY SEOP)..cuuiiiiiiiie it ecitee e ettee ettt e st e e e tee e e st ae e e e abae e e e enbae e e enabaeeeennnenas 132
Fire or LOCKAOWN BrO@OCAST ....couiieiiiieiiie ettt ettt ettt st e s bt e e smteesane e e snneesmreesnenesareean 133
CT= o TT |l 2T o =T [or- ] OOV P U PSUPUTOVRROPRI 133

A Guide for the Parental / Candidate ONINE POItal.......oocceeeeiiieeiee it eeeetee et ee s et eeseeaeeesasseeesassseeesessseessssseeesas 134
(2 Lo )V (ol o T = T PP PPPPPPPPPPPPPRE 134
What can | see as a Parent or Candidate? ...t 134
AACCESS TO SCIIPES vttt ettt et h et ne ettt e e r et n et nen e 136
e LT 2T Yo g T 1T o] F= USRS 137
Printing EXamination IMaterials .........uuiiiiiiii ittt e e e e e e e et te e e e e e e e s anbteaeeaaeeesennstaaeeaaeesaannrraaaeeas 138
Y gVl o Ao U [ ) (=l =T o Lo A 138
D) IR [T o T TP VPRTOPSO 138

Downloading Report RESUILS 0 EXCEI......cccciiiiiiiieee ettt e st e e sare e e e s eata e e s sentaee e sntaeeesanes 138



Exam Assist — User Guide V2.5 18/09/2025

Y 1] o T PO TSP TOTPTROPSTO 138
CaNAIAAtE REPOITS......ciiiiiieeieert ettt ettt e bt b et sen et e neaeenes 139
(6 T3 Lo [To L L= ] o O TSP TR P SR P R PPTUPRUPROPON 139
ACCESS ArraNGEMENTS LISt ..ciiiiiiiiiiiiiiiiiiiiiiiieieieeeeee e e e e e e e e e e e e e et e e e e e e e s e e eeeeeeeseeeeeeeeeseseeeeeseseeeseseeeeenes 139
Candidate Address Labels — 21 10 @ P ...uuuiiiiii i cciiiiiie ettt e e e rree e e e e e e e et r e e e e e e e s e anataaeeeeeesesnnraaaeeens 139
Candidate Card — 8 PEI PAGE ......uuuiiiieiie ittt ettt e e e e e et re e e e e e e e et ra e e e e e e eesaaataaaeeeeeeeaannraaaeeaaeeanannrraaaeens 139
CaNdidate Card AB — 4 POI PAGE .eeeecuvreeeiiiieeeectteeesiteeeesetreeesastaeeesastaeeesastaeeeaastaeeesastaeeesasseeeesastasessastasessnsseeennnes 139
Candidate Card with Access ArrangemeENnts — 8 PEI PABE...cccccuieeeiiiieeeeiiieeeeireeesetreeesatreeesssteeeesastaeessasaeessnnes 140
Candidate Card with Access Arrangements — A5 / 2 PEI PABE .....ccvecveeeveerreenreeeteeeeeeeeereereesreesteesteestresseereens 140
Candidate Card with Larger PROto — 8 PeI PagE.....ccuuriiiiieeie ettt ee ettt e e e e e e eebrrre e e e e e e s nnrareeeeeesesnnsaaaeeeas 140
Candidate Card With Photo — 8 Per Page.....uuuiiiiiiiiiiiiiee ettt e e e e e et rre e e e e e e e e eanaraeeeeeeeseeansraaeeeas 140
Candidate Card with QRCOUE — 8 PEI PAGE ....uvveeeiiiiiee ittt e ecitee e ettt e e eetee e e s sttreeesertaeeesaateeeesastaeeesantaeeesnsseeeennnes 140
Candidate Card with QRCode and PhOto — 8 PeI PAGE......ueieiciiieiiiiiieeccieee et e e ettt e e eetr e e e seate e e e sntae e e seneaeeesnes 141

(0 aTo e EY AR I o T e A oY= g o T USRIt 141
Candidate Label — 8 PeI PABE ...uuuuiiiiiei ettt e e e e e e e e e e e e e e b ——— e e e e e e e e e araraeaaaeeaeaanrraaaeens 141
Candidate List with AsSigNed ROOM 4 SEaT....cciiii i e e e e e e e rr e e e e e e e s e nnraaaeeeas 141
Candidate List with Name on CertifiCcates .......ooueiuiiiiiieeee e s 142
Candidate Name Labels — 21 per PAge (3 DY 7) ueeecciiee ettt e e eatr e e st e e e snta e e e saeaeeesanes 142
Candidate POt BOOK ..........oiiiiiiiie ettt et ne e e s e s b e e e sateesbeeesareesareeesneeesreeeans 142
Candidate SEat Card — 8 PEI PAZE ..evieiii i ciiieieee e ettt e e e e e er et re e e e e e e e e et r e e e e e e e e ea bt ateeeeaeeaaanararaeaaaeaaaanrraaaeeas 142
Candidate TIMETADIE. ... ..co ittt e s bt e st e sat e e sbe e e sar e e sareeeaneeesreeeane 143
Candidate Timetable Card — 8 PeI PAZE ..uveiiicirieeiiiieeecceee ettt e e ettt e e setee e e s ette e e e s rtaeeesaateeeesastaeeesastaeessnssseeesnnes 143
Candidate Timetable Card At — 8 Per PABE....c.uuiieiciiieeiiieeeeeceee ettt e e ertee e e ssatee e e s ertre e e seatreeesestaeeesantaeessnssseeennnes 143
Candidate Timetable Label — 4 Per DA ....uuiiiiii e cccitieeee ettt e e e rre e e e e e e e et e e e e e e e e e esanstaaeeeeeesesnsraaaeeens 143
Laptop and Computer Reader Required Data Collection FOrm........cccceviiiiecciiiiiiec e 144
Large Candidate Desk Labels — 4 Per PAZE .....uviicuiiieiiiiiieeccitee e cttee ettt e s rre e e e ate e e st ae e e e abae e e esnbae e e esabaeeeennnenas 144
I T Ll Yol ol T o T Yol o 3SR 144
SEAtEMENT OFf RESUILS ...ttt ettt e sttt et e sbeesbeesaeesane e 144
(@fe] 0] oo ] aT=T o Ll 20=T 0T £SO PP PPPTPTRPOPPUPPORE 145
Allowances Card - A5 / A4 TWO PEI PAEE ....eeeeuveeeereeeereeeeteeeeeeeeiteeeeeeeeiteeesteeesseesasesesseesssesesseeessresessesesreesasesenns 145
Allowances Card Alt - A5 / A4 TWO PEI PAEE.....ccueeireeereeireeeteeeeesieeereeeseesseesteesteesteeessesseesseesseesseesssesssesseesseessens 145
Candidate and Component Card with Seat + Photo - 8 Per Page......ccccecivieiiciieei e 145
Candidate and Component Card with Seat + Photo - A5 2 PEIr PAZE ...ccuvviiiiieeeeeeeeireeeee e eeecvrere e e e e e nrrnae e 146
Candidate and Component Card with Seat QR+Photo - 8 Per PAE......cccvriiiiieei ittt e e e 146
Candidate and Component Card with Seat AA + Photo - 8 Per Page .....cccvviieeeeiieeciiiiieeee et e e e e 146
Candidate and Component Label with Seat - 14 Per PAge.....ccveiiiciiieiiiiiie et e seree e e e eaare e 146
Candidate and Component Label with Seat +Photo - 8 PEr PAgE ......eevvciiiii i 147
Candidate and Component Label with Seat QR+Photo - 8 per Page.......cccoveeeeeiiecciiiiieeee e 147

R N0 (SR O T o I B o 1T gl T - U RSURROt 147



Exam Assist — User Guide V2.5 18/09/2025

Large Component Desk Labels - 4 Per PAgE ......uuvieieiii it ettt e e e e e et ee e e e e e e e e sntte e e e e e e e eesnsnteaeeaeessennnsnns 147
o] aTo] (o) 2o T o] T T PSP PUTTOTRRPR 148
Prompt Card - A5 / A4 TWO PEI PAEE ...ccuveeereeeeteeeereeeeteeeeiteeeeteeeeteeeeteeesseeeestesessteesseesatesessteesasesessseestesenseeesreean 148
Rest Break Card - A5 / A4 tWO PEI PABE c...ccuveeuviereereeiteeeteeeteeereeeveesteesteestsestseesseeseesseestesstesstsesrseeseenseenseesssessns 148
WOrd ProCeSSOr COVEE SREET......uiiuiiiiieiee ettt et st sttt e b e b e s me e s see st e enneenneen 149
(3= =] S =T 0T o NS 149
Access Arrangements COUNTS Per EXAIM c.uuui ittt s e et e ea e e s e e e s e e aaaae s s e s e eesanesaaneseeesenenes 149
ACCESS ArrangemMENTS REEISTOL .iiiiiiiiiiiiiiiiiiiiiceeeeeeeeee e e e e e e e e e e e e e et e e e e e e e e e eeeeeeeseseeeeeseseseeeeeseeenes 149
Access Arrangements Register - A4 LANASCAPE .....ccecviiieiiiiieeeicieeeectee e esitee e e ettt e e e saae e e e s aveeeessaeeessnssaeesssreeeans 150
Electronic material - download check fOrM........ouiiiiiiiiiie e 150
EXam Candidate List - DY Date .....cceuuiiiiiee ettt e e e ettt e e e e e e e ettt r e e e e e e e e e antteaeeeaeeeennnaraaeeaeeeeannnrnes 150
Exam Candidate List - By Date+Time and ROOM......c.coo ittt etree e e e e e e e e enare e e e e e e e eennnnns 151
Exam Candidate List - DY EXAM c...eiiiiiiieie sttt e e e et e et e e et e e e et e e e e e araee e enneeas 151
Exam RoOOM ENVEIOPE LAbEIS - 14 POI PG ...uuiiiciiieeiiiiieeeeitee ettt e e e tre e e st e e e e bre e e s sabaeesssabteeeesnbaeesenaseeeeennsenas 151
Exam Room ENVElope Labels - 8 PeI PAZE.....uuiiicuiiieiiiiiieecitee ettt ettt srte e e re e e st e e e eabte e e s enbae e e esasaeeeennnenas 151
e T YL F= o T 2= = 1) = N 152
Y Lo Yo TEAT=To I o o Tl Y= = 1 =T U RSURROt 152
Y o g A (oY AV To M@oY T 0 s F= o o TR 152
Room Candidate and AA COUNS PEI EXAIM ....ceiiiiiieeiiiiiieeciiieeecteeeeestre e e s steeeeesabeeeessabaeesssasteeeesnsaeesennseeessnnsens 153
Second pair of eyes check form - By EXam ROOM........uuiiiiiiiiiiiiieeee ettt eeerrre e e e e e nare e e e e e e e s e anraaaeeeas 153
Second pair of eyes check form - SECUIE ROOM .........uiiiiiiii ittt e e esrrre e e e e e e e nrre e e e e e e e e e nnraaaeeeas 153
Y] o [Tt A G o YU o N I 1] U 153
(o] 01 2(=] o Lo o AP PPPPPPPPPPPPPPPPPRE 154
EX@M ROOM ChCKIISE...ceueeeiieiiiiie ettt sttt ettt e bt e she e saeesar e s b e e b e nneennes 154
Exam ROOM COVEr SHEEtL - BY ROOM ....uiiiiiiiiiiiiiiiee e e ettt e e e e e ettt te e e e e e s e e enateaeeeeaeseeaanttaseeaaesesassssensaaeesssnnsens 154
EXQM ROOM COVEE SHEEES ...ttt ettt et st he e e st e s bt e e sab e e sabe e e smteesabeeesnneesnreesnenesareesn 154
e a gl 2T Yo g T Ta ol o 1= o ol o -SSR 155
Exam Room Incident LOg - SMaAller FONT........uiiiiiiiie ettt e re e et e e s bte e e e snbae e e e eabae e e e nnneeas 155
EXam ROOM INFO SNEET ...t st sttt et sae e st sane s b e b e beenns 156
EXam ROOM SChEAUIE & LAYOUL........uuiiiieeee ettt ettt e e e e e e e et ree e e e e e eeesanttaeeeaaeeesnnsssteneeaeessannnnnns 156
Exam Room Timetable - EXams and INVIgIlators........cociiiiiii et e e e e e e eennees 156
EXam SKeleton TIMEtable .........ooii ittt e st s st s be e e 157
Exam Skeleton Timetable DY EXaM . ...ttt e e et e e et te e e e sabae e e e abaee e ennneeas 157
Exam Skeleton Timetable by EXam + ROOM ......uuiiiiiiii ettt e e e e e e e strr e e e e e e e s e eansreeeeaeeseennnnnns 157
Room + Seat Card With QRCOAE = 8 PEI PAEE ...uuuiirieeeeiiciiiiiiee e e e e eccctrte e e e e e e eesibree e e e e e eeesabtaaeeeeeesesssssreaseasessennnsens 157
ROOM + SEat LAbEl - 14 POI PABE .. .ueiiiiiieee ettt ettt e e e e e s e et a e e e e e e e e e santtaaeeaaeessansssteaeeaeeeeannnrens 158
Room Card with QRCode - one card Per ro0mM = 2 PEI PAZE....cccccurreeeerrreeeiiirrreeesrreeeassreeesssteeesssseeeesssssessssssenes 158
Room Card with QRCode - one card Per ro0mM = 8 PEI PAZE....cccccurreeeerrreeeeiireeeeiireeeesrreeeesrteeeesseeeessseesssssenes 158

YT LYo = T T =Y oo SRR 159



Exam Assist — User Guide V2.5 18/09/2025

(00 g Vo= Lo a =T N o [V - T o 1P 159
CompPact SEAtING Plan = Alt . ... e e e e e e e et r e e e e e e e ee s n bt aaeeeeeeeaeanaraseeeaeeeaannrraaaeens 159
Compact Seating Plan - with AA for INVIgIlators ..........uueviiii oo e e e 159
Seating Plans - Medium BoXes for DiSPlay .....cc.ueiiiiiiiii ettt e e e st e e e sate e e e saaneeesanes 160
Seating Plans - Medium Boxes wWith AA for INVIGIlators..........cuviiiiiiie e 160
Seating Plans - NO Names fOr DiSPlay.....cccuuiiiiieiiiiiiiiiieiee ettt e et ee e e e e e s e ssnreree e e e e e s e anaraseeeeeeeessnranaeeens 160
Seating Plans - Small BOXES fOr DiSPIAY .....uvuiiiiiiiiiiiiiiiieiie ettt e e e e e e e s rre e e e e e e s e anaraeeeeeeseesnnnraaaeeeas 160
Seating Plans - Small Boxes wWith AA for INVIGIlators........c.ueei i 161
Lo\ T =41 1T £ 2U=T oo o £ PRt 161
Tl T =1 = o T Yol a =T [V 1RSSR 161
TN Tq Y o ) 2V D o U RSURROt 162
INVIIIAtOrs SIZN IN SNEET......eeeeii i e e e e e et e e e e e e e e e nbtaeeeeeeeeessastbaaeeeaesssasssseaeeaeessannsens 162

€] (o1 [ VAo B N3V =1 40 USSR 163



Exam Assist — User Guide V2.5 18/09/2025

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 Parents” 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.

&) login With Groupcall IDaas 3. Select Register with SchoolWorkSpace.

If you use Groupcall for login 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

IT YOUr emall Is ENTerea In tne sCnNool aatapase . . . .
logging in, you will be directed to your homepage.

Login / Register

Login with your email address

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 Centre's MIS will appear.

o Staff Roles

Show [ 10 v entries Search: |

Note - 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.
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Creating a New User
If a staff member does not appear in the list, you can create a new user Add Admin Ussr

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

email address is provided, the staff member will be able to log into the @ Staff Login Settings
system.

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

Teaching - For staff to be able to login to Exams Assist and view the candidates’ 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
pupil’s 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 pupil’s details such as
parental information, curriculum timetable, and school attendance.

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

Exam Aid - 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) — 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.

R @ O O O O

9 g

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 (<>).

13
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Setting up Multi-Factor Authentication (MFA) for increased security
Navigate to School Settings | Settings | and select Staff Logins require Multi-Factor Authentication

Multi-Factor Authentication. This will mean that when a 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.

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

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

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

Step 3 - 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 - 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.

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.

Invigilator 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 - Invigilators DO NOT need to be allocated to any Security Groups within SWS, their magic
link will just work.

Enable MyLogin

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

Enable Student Dashboard

When staff or parents log into SWS, they are directed to the pupil's homepage, which features their
dashboard. This dashboard showcases several crucial pieces of information regarding the pupil, including
key pastoral information, today’s 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.

14
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TIP - 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 Candidate’s Dashboard.

Note - For the Timetable and Attendance to display, ensure that these data items have been enabled in the
School Settings | Data.

Do not display Curriculum to Students and Parents.

This feature applies to Welsh Schools using the New Curriculum Module — More details can be found here
- https://schoolworkspace.co.uk/Order/Curriculum

Exams Assist Configuration

There are several Configurations available to the Centre, this will allow them to tailor Exams Assist to meet
the Centre’s 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 these
options.

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

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

These configurations will be explained below:

Configure Exams Assist

‘ Settings

Troining  Attendance  Results & Embargo  Contingency Days nvigilator Checklist

The Settings Tab

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

Additional Centre Number - If the Centre is accredited with several examination boards, it's possible to
record these here, i.e. NCFE.

Multi Sites and Centre Numbers - 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 — 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.

Show seconds on Invigilator Clocks — Select this option to display the seconds’ on both the analogue and
digital clock on the Exams Viewer Screen.

Show photos on invigilator candidate lists — Select this option if the Centre requires the candidate’s
photos to be displayed on the candidate list (Attendance Register). This is to help with the identification of
candidates.

Allow colours for the Access Arrangements - 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).
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SRB Colour - 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.

Allow SRB functions for all Candidates — 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.

Do not display Access Arrangement on the student portal — Select this option if the Centre doesn’t wish
for Parents and Candidates to see the Access Arrangements Tab on their portal.

Do not list candidate name if only 1 or 2 in a room - By default in the schedule tab, if there are one or
two candidates assigned to a room, their names will appear on the schedule. Select this option if you do
not wish for these names to appear.

Show Reg Groups when editing exam seating plan - Select this option if you require the reg groups to
appear next to the candidate’s name when creating seating plans, beneficial for mock exams when
candidates are potentially seated by registration groups.

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

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

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

Show Reg Group on invigilators candidate list — 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 - 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.

Enable retake tracking for entries — 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 - By default the QR Code Scanner Tab will not appear on the invigilator's portal.
If the scanner is required, then select this option.

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

Do not guess subjects for exam entries - 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
don’t want exams assist to guess a subjects.

Publish Exam Timetable visible on public site — Select this option to enable the public to view any
timetabled exams both internal and external on their Centre website, using an iframe. Copy and Paste the
URL below this option to the Centre’s website to embed the timetable into the website.
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Use Invigilators Forename and Surname - By default, invigilators names will be the staff display name e.g.
Mr J Smith. With this option the name will be Forename + Surname e.g. John Smith

Sort Invigilators by Forename + Surname - 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 - 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 don’t sync from the linked staff record.

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

Email - Add the generic reply email address for emails sent from Exams Assist, then enter the name that the
email has been sent from.

Invigilator Timings and Rates of Pay - Enter the length of time the invigilators need to arrive prior to, and
after the exam has come to an end. If you don’t 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.

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

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

Training Tab

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

Attendance Tab
For SIMS, Attendance Read & Write is available. This is available for

XoD Settings both Session and Lesson. For this to work ensure that the following
(S roble Atendance Read & wike settings have been enabled in School Settings | Data | XoD

(W Enable Lesson Attendance Read & Write

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

17



Exam Assist — User Guide V2.5 18/09/2025

Settings  Training

Attendance | Results & Embargo  Contingency Days  Invigilator Checklist

Attendance codes for writeback

Exam Present Attendance code
[ : Present (IN)

Exam Late Attendance code
L : Late but arrived before reg closed (LATE)

Exam Absent Attendance code
N : No reason yet provided for absence (OUT)

AM Attendance Period
AM Session

PM Attendance Period

PM Session

[ Record Exam Attendance by lessonjperiod.
Not AM /PM

Attendance Code for Write back - 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.

Contingency Days

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

[Contingency Days

Afternocon

@| Afternoon

Full Day

Invigilators Checklist
Configure the content that needs to be
displayed as the checklist on the

Enter the dates and a
description for the contingency
dates. These dates will appear
on the candidate’s timetable
and on the Centre’s published
timetable on the website.

End Exam Signature Declaration

invigilator's portal. It is possible to copy W Copy standard JCQ ehecklst

the JCQ checklist and then amend, great

for reducing the amount of paper used Cose

per exam room.

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

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

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 — These settings are season specific, whereas Configure Exams Assist is applicable across ALL Seasons.

Details Tab

Season Start/End Dates — 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 — Set the dates to ensure that deadlines/key dates are not missed.

Candidate Seating — Select this option if seating will be done in Exams Assist and not in the Centres MIS

System.




Exam Assist — User Guide V2.5 18/09/2025

Season Type - |dentify 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 - Select the most appropriate option for the Centre. There are three different
options to choose from.

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

Note — Ensure that all previous years’ entry files have been imported into EA before scanning for retakes.

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

Invigilators Tab

Invigilators Pin Code — To help with security, it is possible to assign a code for when the invigilator opens
the session on their device.

Invigilator Booking From and To - Set the date and time that the invigilator's can provide their availability
to the Centre.

Invigilators Options - There are several options available.

Invigilators can Accept / Decline Assignment — 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 — 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 - The number of times selected, and the times entered here will be the ones used when
building the timetable for an internal or external season exam.

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

Number of Agency Staff — Enter the amount of agency staff that may need to be used during the exam
season. Enter the maximum that may be required, so when scheduling these can be assigned. If the latter
is selected, you will only be able to select the dates within the season.

Invigilators Note — This note will appear for the invigilators on the top of their availability page.

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

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

Portal

Season Display Name - If an error has been made with the session name in the MIS (which cannot be
amendment) or the Centre would prefer to display an easier name for the season, then a new name can be
entered here. The name entered here will appear for the parents and candidates in their portal instead of
the season name within the MIS.
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Publish to Parents — 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 — When the Centres are asking parents and candidates
to confirm their entries, 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 — Select this option, if the Centre requires the parents to confirm the
candidate’s entries.

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

Fees show in Portal - Select this option, if the Centre would like the parents and candidates to see the cost
of the entries. This may be to 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.

Results Tab

See Access to Script Section in the Results Section for more details about these settings.

Mock Exams - 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.

NEA Results - 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.
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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 Centre’s 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.

Add Training Season

How to Create a Training Season:

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

Training Season | Add New Training Season.

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

be active.

3. After the season is created, you will have access to all elements

outlined in these manuals to guide you in mastering the use of this

software.

TIP 1 - 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 - When training the Invigilators, establish a Training Season and assign each invigilator to this Season,
scheduling them for an Exam. Encourage the invigilators to utilise all available functionality during the
training session as well as when they return home. Keep in mind that none of the data within the Training
Season is real data.
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Reviewing Exam Entries made in the MIS

This tab allows staff to view, verify, and authorise entries transferred from the Centre’s MIS system into
Exams Assist.

Please Note — 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.

Build Exam Timetable from Entries

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. T ——r———

Upload Entries (iSAMS)

For iSAMS there are 2 ways of integration — via Wonde or direct via the iSAMS
batch API. From the iSAMS Batch API the entries come in automatically as part
of the data sync. Via Wonde and the entries and candidate details will need to
be extracted from iSAMS via excel files and uploaded into Exams Assist. Details
of how to do this are found:

https://schoolworkspace.co.uk/Help/ExamsiSAMS

Uploading Entries (SIMS)

® Upload Statement of Entries f In SIMS, once the entry marksheets are marked as Data Entry is

® Upload Candidate Special Arangements Complete, the amendments can all be managed in Exams Assist

® Download Excel Exam Entry Student Status so all changes can be audited in one location. To upload the

m Entries, navigate to the Exams Assist select the Exam Entries Tab
| Actions | Upload Statement of Entries.

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

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

Fee Infarmation " Private Fees = All " Mone

Save a3 Default [~

Fieport Footer

Include Companent [ [~ Print on Headed Stationeny
Information

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

Build Exam Timetable from Entries

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

IMPORTANT - 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 import 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 — It is possible to select several entry/amendment files, Exams Assist will import these in the correct
order.

REMINDER - 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.

File upload

Upload affile - select the file type to upload.

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 seaSOHS | January Exams 2025 - | [ ]
If you wish to import entries for multiple seasons, such as September ‘ Science GCSE Practical Exams
Entries, November Resits, January Entries, Internal Exams, and June National Testing i

Entries, this is entirely feasible. Simply import each file, and they will vear 12 & 13 Intemal Bxams
. . . . January Exams 2025
appear as distinct options in the seasons drop-down menu. To e Exame 2025
X . . une Exams 2025
establish a default season, select the desired season and then navigate vember Exame 2024 '
. uve c a UL l
to Actions | Set as Default Exam Season. Setember Entries 2024

Closing a Season

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

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

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

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

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

Additional — 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 candidates” 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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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 Centre’ 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.

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

. . . . Upload SIMS Statement of Entries
Exams Assist Configuration, as well as on the Edit Season page. ® Uploac e

@ Upload SIMS Candidate Special Arrangements

Once the scan is complete, subjects with resit entries will display © Download Excel Exam Entry Student Status
. . . . . Q, Scan for Retakes

the number of resits alongside the total cost, which is derived

from the entry fee indicated in the statement of entries. m
B | Board Level Code Name Subject Status Assigned To Correct Incomrect Query Blank Retakes Total Fees
O DOM GCSE/9FC  CC Adison Allen For Review 0 0 Q 1 1@£17.23 1 £12.23

=£17.23

0 DOM GCSE/9FF  FF Sabrina Anderson For Review 1 0 0 0 1@f£2845 1 £23.45

=£2845

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

[ 5016
(=] Jamie Bar nett (Jamie Barnett)
wle

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.

Reg Groups Retake

] | 13D08r1 | @

Set Retakes Flag and Price

D Exam is a retake
D Retake price is Exam Fee plus

Retake Price £

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

In order 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

teacher's homepage in the SWS.

Season Start: Season End:
03/02/2023 0 09/02/2023 ]
Internal Entries Review Due Date: Modified Papers Deadline Date:
10/02/2023 ] 31/01/2023 ]
Amendments Deadline Date: Very Late Deadline Date:
15/03/2023 0 31/03/2023 ]

Entries Deadline Date:

21/02/2023 ]

Hide Staff Entries Review After Date:
10/02/2023 |

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

® Upload Statement of Entries a group of entries. These due dates will be displayed on the

® Upload Candidat:

ial Arrangements | Martl

teacher's homepage, adjacent to the specific entry rather than

Excel Exam Enfry Student Status
+ Assign Staff to selected beside the season name. To do this, navigate to the Exams Entries
8 Set Eniries Review Due Dote Tab, select the relevant entries, and then choose Actions | Set
Entries Review Due Date.

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.
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How to View an Individual Candidate Exam Details in

SchoolWorkSpace
@ Mary Turner
= Candidate Details | Entries | Timetable Access Arrangements
Exams
June Exams 2023
Staff can use the global search at the o wececss
top Of SWS to f|nd and VieW a Meetings 3120UB RS Option 1B Christianity & Islkam £26.96
. , . 150520230900  3120UB0-1  Religious Studies Unit 18: Written 120m
candidate’s Entries, Access
Arrangements, Timetable, and Results. PGS e Course Castein
3300PH  Mathematics Higher £41.40
23/05/2023 09:00 3300U50-1 Maths UNIT1 Higher Noncalculator 105m
1406120230900 3300U60-1  Maths UNIT2 Higher Calculator 105m

Please Note — To display Entries, Timetables,

and Access Arrangements on the candidate’s homepage,
enable Published to the Parental & Students Portal under Overview | Edit Season | Portal.
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Managing the JCQ Access Arrangement Applications

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 — 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 — 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.

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

XoD Settings

[# Data-Sync daily

every moming

(W Include Pre-Admission Students

check to include accepted pre-admissions from Xporter

(@ Include Student Leavers

check to include recent leavers in data feed from school
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These will continue to appear until they are permanently deleted automatically by SWS, this is set by the
Centre in the Data Retention Settings. To set the Retention Period, navigate to School Settings | Data |
Data Retention Settings.

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

Data Retention Settings

Access Arrangements tab - the access arrangements tab will display any arrangements that the candidates
currently have in Exams Assist. If 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.

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.

[ oveew | stgeis _ npplatons aeived

Show([ 50 v|entries Search:

Armangement Year 13 Year 12 Year 11 Year 10 Total
12} Separate Room o 0 1 1 11 13

B Supervised Rest Break

8 Access to Laptop
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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 doesn’t 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 APl or TSV file, the following options will NOT be available.

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

Start Date — Assign a start date to the arrangement.

End Date - If the arrangement is temporary, provide an end date. Conversely, if the arrangement is
permanent, leave the date blank.

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

Subjects - 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 - 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.

Access Arrangements

B 0 Access to Laptop
Starting End Type Subjects

01/09/2025 dd/mm/yyyy Long-term v | Selected Subjects v | @ | [(Egish]
UJ Engineering a
(@ s Reader English

Example - If a candidate is entitled to a Reader, however they are not entitled to this for English Language,
due to the nature of the paper. In Edit Access Arrangement Popup, select Not Selected Subject, then select
English.

Access Arrangements

(@ v Reader
Starting End Type Subjects
23/12/2024 B 30/11/2025 B Long-term v Not Selected Subjects v| @~ | [_Enaish
9

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.
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Show | 25 v |entries Search: [george

® 7]
Cand Cand Access Extra Modified [=] Computer A Staff
No Name Code Name Component Armrangements Date Duration Time Paper Laptop Reader Required

5001 George ENG English ENG1Englishl & Extra Time 01/12/2024  105m
10:30 AM

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 - 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).

Note - If the application lacks an End Date or if the Start and End Dates are identical, these will not be
applicable for the Access Arrangements’ 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 Access Arrangements  Applications ©

candidate record.  With  the
introduction of a new End Date, there
will be an option to assign this new

Set End Date to 2027-03-10

End Type Subjects
End Date to a” ACCGSS Arrangements ] 10/03/2027 ] Long-term v All Subjects A
associated with the candidate.
How to Apply a Filter
Students| Application ed ' . . . .
To view a specific group of candidates, or to filter candidates who have newly

s
With Expiring Access Arrangements

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.
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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 candidates’ Access Arrangements, add the following token:
[[ExamArrangementsList]].

Removing Access Arrangements from a Group of Selected
Candidates

=1 Print Selected
0 = H
To remove Access Arrangements from a group of candidates, select bl S e
the intended group from the Students Tab, then go to Selected |

Clear Access Arrangements for Selected. ¢ -ASend Email to Students

[seeca- | et |
Access Arrangement Settings

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.)

t - Send Email to Parents

on Count R StoffRequired  BModfiedPaper ~ LlLaptop  &»Computer Reader i:ARA  HDictionary OFxtraTime  Highight  Name Highlight
. 0 0

@ =} 0 0 ® 0 0 O 0

- 0 0 = 0 0 0 0 0 0

2| s c4 u] 0 0 0 0 0 O O

@ ST 0 o 0 0 0 0 o] O O

Select the arrangements that necessitate a modified paper order, such as those requiring a laptop, computer
reader, dictionary, or a separate room. Only these arrangements will be visible in the corresponding section
of the Access Arrangement Tab.

Year 10 Internal Exam Season + = Invigilate
Overview | Access Arrangements

All Q Modified Paper @ Laptop @ Computer Reader Q Staff Required 0 Dictionary 0 Extra Time 9

Invigilators ~ Timetable and Seating Candidates Rooms  Schedule Daily Planner

Exam Officers must also determine the necessary arrangements for assigning staff members to the
examination room, such as Scribes or Readers. This information will subsequently be utilised in the
invigilator and scheduling tab.

Alternative Rooming Arrangement (ARA) - 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.
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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 — 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.

Access Arrangements

Count & Staff Required B Modified Paper O Laptop 4» Computer Reader IrARA H Dictionary O Extra Time Highlight ~ Name Highlight
B o : © 0 0 0 0 0 @] . .
E' Separate Room 3 0O (] (] O (4 0O l:”:”:”:”:l DV
CIC
g e 0 0 v o o 0 B [ o,

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

How to change the Access Arrangement Icons

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

How to Print the List

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

Managing Access Arrangements in an Exam Season

When a season is imported or created in Exams Assist, candidates who require Access Arrangements will be
displayed in the Access Arrangements Tab. The information used to populate this tab is contingent upon
the Centre’s Access Arrangements 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).
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IMPORTANT - If Access Arrangements are fully managed in Exams Assist, there is NO NEED to import any
Access Arrangements from the Centre’s 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 Centre’s prefers to manage their access arrangements in their MIS, for Centre’s using Arbor and Bromcom
the direct APl 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 candidates’ Special
Arrangements from SIMS Exams. This is done in the same
way as uploading the statement of entries by uploading a

® Upload Candidate Special Arrangements

© Access Arrangement Settings TSV file containing the Special Arrangements data.
m Navigate to the Access Arrangement Tab | Actions |
Upload Candidate Special Arrangements, locate the file

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

Candidates that require Modified Paper, Laptop, Computer Reader

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

table and Seating  Candidates Rooms ~ Schedule  Daily Planner

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

Show [ 25 v|entries Search:|

T0300 Goraidh Kerr ENG English ENG1 English 1 =N | 07/07/2025 13:00 120m @
Library (A3) Laptop
Computer Reader
Blue Paper

O 710300 Goraidh Kerr MAT s MAT1-F 1 I=NrN | 08/07/2025 13:00 120m ®
Library (A3) Laptop

Computer Reader
Blue Paper

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

Modified Paper — This will display the candidates that require a modified paper for a specific component
(Unless the Subject has been excluded from requiring this arrangement in Manage Access Arrangements).
Only component information will be displayed in this tab, the element information will not display. You can
select Not Required, Modified Paper Required, Modified Paper Ordered and Modified Paper N/A.

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

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

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

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

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

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

Please Note — Only Candidates that have a Staff required will have the appropriate icon displayed on the
seating plans, attendance register and candidate’s 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 — 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. Centre's
can now use this tab to manage this.

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

Extra Time — 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.

Please Note — 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 candidate’s 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 %'s. These values can be

selected for a specific exam for a candidate if required, while all the |-ty o Extra Time % in dropdown =

)

other exams continue to have the assigned Extra Time from their Access 10, 25, 50, 75, 100
Arrangements. For example — A candidate could be entitled to 25%

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

are entitled to 50% Extra Time. In the Extra Time Tab all 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.
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Extra Time Other Setting

When selecting the appropriate Extra Time % for a component, if the
required % is not available in the drop-down menu, it's 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. | owooswineao e e

135

=]

Extra Time Chris Aaron for ENG1 English 1

Exam Duration 105 Minutes

IMPORTANT - 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.

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 Centre’s 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 *

DO m G g N,

Practical Assistant * Computer Reader *

(5| |25 B ba| B

Separate Room * :;: :I;l:::gDewce for Medical D
Medical E Laptop * _|:|_
Speech Recognition \Q} Note D
Toilet Fidget Toy @8?
Colour Blind @ Braille )
Ear Defender @ 1:1 af
Read Aloud ,) iPod @
Music ﬂ Large Print a
Food Y1 Coloured Glasses OO
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Coloured Paper / Overlays

Green Paper * Blue Paper *

Green Overlay * Blue Overlay *

I

Yellow Paper * Grey Paper *

I W

Yellow Overlay * Grey Overlay *

Red Paper * Orange Paper *

J=A

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 *

el e S ) A
R | Y W ) 9

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

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

Recording of Access Arrangements Used
To facilitate the invigilators in electronically

documenting whether candidates utilised their |~ A

Access Arrangements during an examination, eres @ x
please follow these steps: Go to the Overview i ®
Tab, then navigate to Configure Exams Assist and BiRic Paper v X

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 portal whether a candidate used their Access Arrangements.
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T0325: Dalila Rolle

Details Access Arrangements Exam Entries | Exam Timetable

Wed 28 May 2025 13:00 - 14:30 (1h 30m) . This information can be accessed in the
g candidates’ log under the Timetable Tab.

SClI Science

SCI1 Science 1

East Wing Performance Hall Seat: 81

11:02 : Present

11:03 ROOM:Started 09:00 by Mrs M Anderson
16:13 : Used Laptop

16:13 : NotUsed Extra Time

o 0 0 O

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.

% Extra Time Usec- AA Used . AA Not Used -
Laptop

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.

M pate B time [Mstatus Bl Exam Duration (m[Bll Extra Time (m)[l Extra Time (%) [l started |B Finished Bl SR8 (m) Bl Time Used (m)ll % Extra Time Used
Dalila Rolle 28/05/2025 13:00 Present 90 23 25 09:00 0|
Dalila Rolle 11/07/2025 13:00 Present 120 30 25 13:00 15:20 0| 140 16.7%|

Viewing SRB Time Used Spreadsheet

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

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

Invigilator Settings

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

Invigilator Availability Dates

() Use the exam timetable definition to determine the Dates
@ Specify the Exam Dates For Invigilator Availability Request

November 2022
M T w T F S S
1 2 3 4 5 6

00000 - =

14 15 16 17 18 19 20

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.

01/09/2025

Invigilators can enter their availability from: until:

Invigilators will only be able to submit their availabiltiy between these 2 date times

08:00 o 12/09/2025 0 16:30 C]

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

Additionally, it is possible to include a note and attachments in
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, such as the Sy Tt s

ICE booklet.

u JEQ-Instructions:-for-conducting-examinations.pdf £

-mvigﬂam-sjpeem,mw,znzs-npz b 000/ 25— )

Add Attachments

Choose files Mo file chosen

Cancel | #Restore . | STV ERUEERREE

Training joruary 2024

Invigloter scheduie for Agency Agent 1 e
[

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

Invigilator Speech

A default speech is available for each season. To access this, [

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

become accessible to the invigilators during the exam season.
Centres also have the option to upload their own speech. If

Select Audio File
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multiple speeches are available in Exams Assist, they will be displayed in a drop-down menu located in the

Overview Tab on the invigilator's portal.

D 3 This room requires IT/AV Equipment

Invigilators Can Select
Invigilators_Speech_May_2025.mp3

Invigilators_Speech_Control_Assessment

Invigilators_Speech_Practical_Exam

None

( AUdIo Fres
Invigilators_Speech_Practical_Exam v

Close % Roaming Invigilate Now E

Text to Speech

However, if there are multiple speeches available and the
Exams Officer wishes to ensure that the correct option is
utilised 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.

If the Centre intends to create or modify the invigilator's 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] — Add this tag to a new line, this tag will add a beep to the recording.
[break] — Add this tag to a new line, this tag will add a 750ms pause to the recording.
[break 2000] — Add this tag to a new line, this tag will add a 2 second break to the recording.

Welsh Recording

To use a Welsh Language voice with a Welsh Accent, use the following tag when writing the script - [Welsh].

Ensure to enter this tag on a separate line,

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.

Overview Access Arrangements ||nvigilutors ‘ Timetable and Seating ~ Candidates  Rooms ~ Schedule  Daily Planner

Details W/C 07/07/2025 All Dates

Availability

o Rachel Cooke Cooke@example.com Invigilator 0/8 Sessions j @
[m] Wendy Harris Harris@example.com Staff igilator Alway: 3 [
1 £135=£162
(u] Brenda Peters Peters@example.com Invigilator iglator [ Prompt 0/8 Sessions 2 @
4h0m @ £12.22 = £48
Agreren
To do this, navigate to the Invigilator tab and select Add New |+ New Invigilator

Invigilator.

New Invigilator

Joe Bloggs

jbloggs@hotmail.com

om ... v =+ Add Staff as Invigilator ~ »

Enter the Invigilator's Name and Email Address.

Once the staff member is successfully created, the invigilator popup box will appear.
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Details Tab Invigilator : Wendy Harris
Email - This will be the default email that has synchronised from the | e s

Centre’'s MIS. Alternatively, to add a different email address, please | ... commpecn
enter it in the Other Email Section. Once provided, the staff member s e sl

will be able to utilise this email address to log into Exams Assist.

Mobile

Note

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

Invigilator Type

Staff ~

Hourly Rate - Enter the hourly rate for the invigilator. This rate will
be used to calculate the invigilator's cost for the season, based on the
number of hours assigned in the scheduler tab. (0 Ao Sheste ToSeeted oo

Assign To Room

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

Select Site - If your school has multiple sites configured, you can optionally assign an invigilator to one of
these locations.

Invigilator Type

Scan the QR Code to watch a video of
Invigilator Types

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

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

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

Note — If an invigilator is occasionally utilised as a roaming invigilator, there is no necessity to formally
categorise them as such. Once an invigilator is scheduled for a Roaming Session in the schedule tab, they
will have this functionality for the duration of the Roaming Session.
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IT Support — This role functions similarly to that of a roaming invigilator; however, they will only have
visibility of rooms equipped with ICT technology. Any room containing candidates utilising 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.

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.

Copying Invigilators from a Different Season

| Copy niigiotors From.- | | To facilitate Exams Officers, there is an option to copy the assigned invigilators
ﬁefe_'jzbe" 20 from one season to another. To do this, navigate to the Current Exam Season
(  t o e e 2093 Conen | Invigilators Tab | Copy Invigilators From, and select the season from which

to copy.

January Exams 2023 (Closed)

June (Summer) Exams 2023 (Closed)

November 2023 (Closed)

Tip — 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.

42



Exam Assist — User Guide V2.5

18/09/2025

A Send Email to selected
& Send Email of schedule to selected

[E* Send Email requesting availability to selected

T Remove selected invigilators

© Set Selected Invigilators as Always Available
@ Set Selected Invigilators
@ Selected Invigilator
@ Reset Availability for Selected Invigilators

[~ |
Edit Season Copy Iny

# Print Invigilator Schedule for Selected

NOT Available

lear Always or NOT Available

Allowing Invigilators to Accept/Declined their Allocations

Current/ Upcoming | F

Date Availability / Schedule
Monday From: 08:15 Until: 11:12 for exom 09.00 - 10:45 (11:1 c 27m Extra Time)
b L . 1 (Lead, o Accept | X
3420U20-1 Physics Unit 2 Foundation: Writter (6]
3420UB0-1 Physics Unit 2 Higher: Writter (32
3430U60-1 Science Double Unit 6 Foundatior (34
3430UF0-1 Science Double Unit 6 Higher (29 I
From: 12:45 Untik: 16:00 for exam 13:30 - 15:0X
E F 1(Lead v X Dedline
3800U40-1 French Unit 4 Foundation: Witing (3]
3800UDO-1 French Unit 4 Higher: Witing [2)

When the Centre enables invigilators to accept or decline
their allocations, the outcomes will be displayed in the
Schedule Tab. To activate this feature, navigate to the
Invigilator Tab | Edit Season | Invigilators | Invigilators
can Accept / Decline Assignment.

Once the invigilators have
confirmed their preferences,
the results will be shown 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.

8 Sessions
R £12.6 = £246
+ 2/8 Accepted

A 1/8 Declined

19h 32m

Note — When activating this function in Edit Season, specify how many days prior to the exam date
invigilators can confirm or decline their shifts. For instance, if the Centre 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.

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.

[ .
I 2 Print Selected B
B Asend Email to selected

[ B Send Email of schedule to selected

Send Email requesting availability to selected

I T Remove selected invigilators
@ Set Selected Invigilaters as Always Available tor
@ Set Selected Invigilaters as NOT Available
h @ Selected Invigilators Clear Always or NOT Available
© Reset Availability for Selected Invigilators
= Add Training for Selected

Copy Inv|

. |
Selected « Edit Season

appropriate email type.

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

While composing the message, incorporating Mail Merge Tokens is :
possible. The link to view the booking form will always be included at the | ... B
bottom of the message. S

Kind Regards,

[ISchoolNamel]

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

Recording Invigilator Training

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

Access Arrangements

Details  Availability = Training = Schedule
o cort St
Reader 29 Invigilator
e ‘ ~ & |o1/09/2023 B
Scribe 10 4
C‘ Safeguarding
O |ddimmyyyy B
Reader
W [o1/09/2023 B
Scribe
W [o1/09/2023 B

Additionally, it is possible to update a staff member’s 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.

B Remove selected imvigiators For recording training for multiple staff members simultaneously, go to the
e Invigilators Tab and select the staff members whose records need updating.
e e Once you've made your selections, proceed to Selected and choose Add
I Add Trining for Selected Training for Selected.

Removing Training Records for Selected
To remove training records for a group of Invigilators/Staff, navigate to 5h 3= Add Training for Selected

il Remove Training for Selected

the Invigilator Tab, SeIe?t fa/or group of Candidates. Once selected, select ~
Selected | Remove Training for Selected.

T TC T T T T I OO TS TO T O T Te T TT O T

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

into the default list of training records.

Configure Exams Assist

Settings | Training

Attendance

Results & Embargo  Contingency Days  Inv

gilator Che

cklist

Additional Invigilator Training

Full Invigilator Training

Safeguarding

Cyber Security|

Identifying Lapsed Training Records

In the invigilators table, each staff member’s 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.

Overview  Access Arrangements | Invigilators | Timetable & Seating  Candidates Rooms  Schedule  Daily Planner
Details W/C 05/02/2024 W/C 12/02/2024 All Dates

B Name Email Type Trained

0 Mrs Anita Abel Abell.3284096@mailinator.com Roaming ==

Removing Selected Invigilator

Remove Selected Invigilators

Are you sure?

Close

Removing these invigilaters will clear 2 bookings

orris has 2 bookings

Yes, Remove the Selected Invigilators

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
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.

will

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

@ Set Selected Invigilators as Always Available B
@ set Selected Invigilators as NOT Available

@ Selected Invigilators Clear Always or NOT Available

@ Reset Availability for Selected Invigilators

= Add Training for Selected

-
Selected « Edit Season Copy |I'|

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.
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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.

Note - It is important to remember that these settings will carry over from one season to the next,
emphasizing the necessity of the aforementioned quick tools.

Agency Staff

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

Invigilators Availability Tab

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

Global Invigilators Costs

To estimate the approximate cost of invigilators

Invigilator Timings (For Overview Tab) :

Number of minutes to arrive before the exam Number of minutes to stay after the exam for the Centre durlng a Season, go to the
- “ Overview Tab | Configure Exams Assist. Within
i sesson dureten minte the settings tab, input the costs for both the Lead
A s e Invigilator and the Invigilator in the Invigilator
12.65 ' 15.36) 5 Hourly Rate fields.

IMPORTANT - This estimate is a rough approximation and does not differentiate between types of
invigilators. For example, if a teacher assigned as a staff member is invigilating an exam and is scheduled 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.

Close Staff Details

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 equitable.
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Managing the Timetable and Seating

Centres can manage the Timetable and Seating for both Internal and External Exams using either Exams
Assist or their existing MIS System. When the Timetable and Seating are organised within the Centre’s 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 Centre's 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 utilise Exams Assist for the creation of Timetable and Seating, rather than their MIS
system, this function must be activated. Once this feature is enabled, Exams Assist will no longer synchronise
Exam Timetable information with the MIS System. To enable this feature, navigate to Overview | Edit Season
and select the option for Candidate Seating - Room, Seat, and Timetable allocation to be managed in
Exams Assist.

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

Feature in develoment - Check the box to disable Exam Timetoble import from SIMS and enable in SchoolWorkSpace

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 - 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 - Setting the Session Start Times

When entries are imported into Exams Assist—either from the TSV File (SIMS) or via the API for Bromcom,
Arbor, or ISMAS—the Start
Times for these exams E,/ Override component times with AM,Mid morning and PM session times detailed below when building the timetable
can be derived from the | Invigilator Availability Sessions
component times @ Two sessions per day : AM/PM
Lo () Three sessions per day: Early-Morning, Mid-Morning & PM

allocated within the MIS.

. AM Start Mid Morning PM Start
Alternatlvely, the Centre 09:00 ® ) 10:230 ® 13:30
has the option to override
these times and assign new ones for the components in Exams Assist.

Also used to override the component start times

If the Centre wishes to modify the start times, it should navigate to Edit Season | Invigilators | Override
Component Times. 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 - 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.

x7035 Sawyer Ross 1100U8  History Nazi Germany 1100U80-1 History Unit 4
1933-45 Option 8: Written

x7035 Sawyer Ross 1100UF  History Pariiamentary 1100UF0-1 History Unit 3

24May2023  105m - 210m
EFRM1780- Option 6: Written 0 1007%

x9431 Mike Harrisor 1200U3  Sociology Power an 1200U30-1 Sociology Unit
Control

22May 2023 120m oo 132m
3: Written e

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 - 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 — To add additional Extra Time %, navigate to Extra Time Settings.

Step 3 - Populating the Timetable Tab

After completing Step 1 - Importing the Entries and Step 2 - Confirming the Candidates’ Extra Time, the
Centre is prepared to construct the Timetable for the Exam
Season. If the Centre has not yet built the Timetable, navigate

Build Exam Timetable from Entries

Rebuild the Exam Timetable and seating from the settings on tO the overview Tab and Se|eCt Build Exams Timetable and
Options elp
@ Do not assign seats Seating From Exa mS ASSiSt

By Duration, Component then CandNo
Seats - Component then CandNe

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.

(O Assign Seats - Reg Group then Name

> Advanced Options
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Filter by Subject = Filter by Date = Filter v

Show |25 v |entries

03/05/2023  09:00 1h 30m - 3h Om

04/05/2023  09:00 2h30m-3h7m |m

Step 4 - Resolving Clashes

Show | 25 Vv |entries

n Date Time
Tue 14/05/2024 09:00
Tue 14/05/2024 09:00
Tue 14/05/2024 09:00

Duration

Oh 35m

1h Om

Oh 45m

18/09/2025

]"I‘I‘E

Clash Examples

a) Language Exams - Listening and Writing

Search: | \

§ Board §| Element§ Component$ Candidatesy| Seated ¢

EDEXL/KSQ  31555H 31555H01 1 o
EDEXL/KSQ  20168K 20168K01 15 o
EDEXL/KSQ  31525H 31525H01 15 o]

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.

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 Time.

Date 4| Time 4| Duration ¥
23/05/2023 13:30 Oh 45m - Oh 56m
23/05/2023 13:30 1h 15m - 1h 33m

Clash %

=
=

<«

Board 4| Element ¢ | Component § Condidates §| Seated 4

‘WJEC/GCSE 3800UB 3800UBO-1 9 7]

‘WJEC/GCSE 3800UC 3800UC0-1 9 I

Candidates : 3800UCO-1 in at 23/05/2023 13:30

Candidates €@ Clash Candidates @ | Actions

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

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

Time needs Amending, in the above example it will be the 0900~ 111
Component Code for French Reading, once selected the

following popup box will appear.

0x1028 : Abigail Cooper

JUS0-1 : Maths UNIT1 Higher Noncalculator em
13:30 - 14:26 1: French Unit 2 Higher: Listening
13:30 - 15:03 ICO-1: French Unit 3 Higher: Reading

o 250 extra time

0x1021 : Antony Wilson
09:00 - 10:45 0US0-1: Maths UNIT1 Higher Noncalculator m
13:30 - 14:15 1: French Unit 2 Higher: Listening @
13:30 - 14:45 3800UCO-1: French Unit 3 Higher: Reading m

o Medical

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

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

most effective way to address the clash.
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Cand s @ Clash Candidates @ Actions

Move tis Exam to: Step 2 - All candidates will need a new start time (so no need to
mosaom O ) O select any candidates), navigate to the Actions Tab, change the

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

Set Start Date Time ~

0 Sele ! es

All Clash Candidates

H [ et start date and time for all dash 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  show(25 ~ entries

be created in the timetable / seating tab to ® Dot Time Duration Clash Subject
indicate a new Exam has been created and is
then ready to be roomed. The Red Flag will
now be replaced with a Green Flag indicating =
the Clash has been Resolved.

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

Tue 14/05/2024 10:00 1h Om ~ French

b) Few clash candidates within a component

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

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

Candidates @ | Closh Candidates @ | Actions

Step 2 — Navigate to the actions tab and change the start time of
the chemistry ex  am to your new desired starting time and select
0 x4004 : Steven Andrews Set Start Date Time

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

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

[ 1h 15m ]

{ 1h30m J

0 x4296 : Sienna Chapman

09:00 - 10:15 2200U10-1 : Sociology Unit 1: Written €D
[ 1n 30m J

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

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

A Complex Clash Condidotes © | Closh Condictes @ | Actins

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

the morning and one in the afternoon, follow the following steps. ‘S‘gﬁzifauwirfq”:y|gu‘z \ [onom)
With this example two of the exams will require a New start time | aso- ioas oo s+ commsonts omen s wiser s
as the clash exam will go into the afternoon exam, creating a new 04296 : Sienna Chapman

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

09:00 - 10:30 2400U20-1 : Biolegy Unit

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

Condhtes @ s Crces@ | actors Step 2 - Click on the Biology component code to change to

Move this Exam to:

23052003 B [ 1130 @ that exam, the subject highlighted will then be Biology. Select
Set Star e Trme - | the candidate Valeria Bailey and then navigate to Actions and
| Al Lsted cancidtes change the start time to 11:30 and set for 1 Selected

1 Selected Candidates

v Candidates.

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

Once submitted this will resolve this clash but a new clash will be created as the second exam will now go
into the third exam (as seen below).
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Candidates : 2100U80-1 in at 23/05/2023 13:30

dates @  Clash Candidates @  Actions

o

Step 3 — Select the newly created clash so that the start time of
this new clash can be resolved. Select the candidate and navigate Showing all exams on 2310572023 fo clash candidates
to the actions tab and change the start time to 14:00 then all
clashes for this candidate will be resolved.

[0x4295 : Valeria Bailey
09:00 - 10:30 2400U20-1 : Bielogy Unit 2: Written m

1: Sociology Unit 2: Written m

1: History Unit 2 Option 8: Written m

Amend a Start Time due to Access Arrangements
If a candidate has an afternoon exam and has a high
percentage of Extra Time and Supervised Rest Breaks, it's

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

Candidates @ | Actions possible to amend their start time (if this has been approved

Dx7035: Sawyer Ross by JCQ) from 13:30 to 9:00. Select the candidate and then

“"D”;Llfdﬁa”k e 2 | navigate to the action tab and then enter a new start time for
o Separate Room this candidate and apply this to the 1 selected candidate.

Clash indicators:

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

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

O x1021 Antony Wilson ExtCand N 1 [ 3020u30-1 | | 3120UB0-1 | | 3430UD0-1 | [ 3100UB0-1 |

E [ 3310us0-1 | | 3430UE0-1 | | 3300U50-1 | | ™ 3800u80-1 ‘

‘ | zz000c0-1 | | 3430UF0-1 | | 3700U20-1 | | 3800UDO-1 |

| 3310U80-1 | | 3020U40-1 | | 3700U30-1 |

| 2300U60-1 | | 2100UKD-1 |

Show (25_~] entries Once the conflict has been resolved, a Green Flag will
B | Dote Time Duration Clash appear in the Clash Column to signify that the clash is
 Mon 08/09/2075 0900 O - 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.

u Mon 08/09/2025 13:00 2h O0m =

Please Note — 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 - Creating Supervised Rooms for Clash Candidates

Once a clash has been resolved for an individual candidate or a group of candidates, it becomes possible to
create and assign them to a Supervised Room. After assignment, an invigilator can be designated for the
room to facilitate attendance tracking. Additionally, once candidates are assigned to a room, this
information will be reflected on their timetables. To create a Supervised Room, please adhere to the
following basic steps:
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Step 1 - Edit the first exam of the day with a resolved clash. In the example below we will Edit component
3000N30-1.

Show [ 25 | entries Search:|

] [ Time Duration Clash Subject Room Level Board Element Component Candidates Seated
O Mon08/09/2025 09:00 2h om 1] Cymraeg Main Hall GCSE/FC WJEC/GCSE 3000CS 3000N30-1 2 100% o
O Mon08/09/2025 13:00 2h om 1] Cymraeg Main Hall GCSE/FC WJEC/GCSE 3000CS 3000N20-1 2 100% o

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

Add & new Supenvised room
+ Add to Superviseu sessions:

© Create a new Supervised Room and add 2 Selected Candidates

% Remove 3000N30-1 fr

Step 2 — 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.

ose Aing Plan

Step 3 - Allocate to a Room (We suggest creating a Room called

it Hotes(00M00- 2 Indiafirhiall ot R ENRGE R 000 Supervised Room), the Start Time will be populated based on the

S o oo oy ol il Do End Time of the previous Exam. Enter a comment for the room
- .| and a comment to be displayed to the candidate in their portal

Date StartTime: Duration i.e. a note to remind them to bring a packed lunch as they will be
— em B | S . in isolation between the two exams.

Dot For Condidates Once the candidates have been assigned to the room this will
e —————— appear in the Timetable and Seating Tab and the Schedule Tab,
Close [ st | so that an invigilator can be assigned to the room.

. o Tme | Duuten | Com | subex S J— Conddoes | Seced

] Mon 08/09/2025 09:00 2hOm -~ Cymraeg Main Hall GCSE/FC WJEC/GCSE 3000CS 3000N30-1 2 100 % @
Mon 08/09/2025 11:00 1hom [Supervised Room] Main Hall Supervised Room Supervised Room 2 0% I

Mon 08/09/2025 13:00 2hOm ™ Cymraeg Main Hall GCSE/FC WJEC/GCSE 3000CS 3000N20-1 2 100 % o

Tip — The Centre can download an Excel of Clashes — 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 - 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.

Existing Room — You can opt to select an existing room imported from the MIS for use in the seating
process.
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Display Name - This refers to the name that will be displayed for the invigilator on their seating plan or
attendance register. This feature allows centre’s to rename rooms to a more recognisable title that the
invigilator can easily understand. While the name will appear as recorded in the MIS under the timetable
and schedule tab, the new designation will be for the invigilators.

Room: New Gymnasium Display Row 1 at the bottom - Selecting this option will
e e position Row A1 in the bottom left-hand corner instead of the
' top left.
O Disploy ow 1 et thebotiom ) Dsply Column & on e righ Display column A on the right — Activating this feature will
 Fawisotiheapifnotseecd Colu s onte e ot selected position Column A on the right side of the layout. If the
e previous option is selected, A1 will be located in the bottom
Nmber of Colamne Nomber of Bows right corner; if not, A1 will be at the top right.
10 17
> Seating Plan Print Options Flip Axis to display Columns A-Z Down and Rows across —
vs.mmltl‘nit(. Choosing this option will invert the seating layout; columns (A-
ey gees ames sees Z) will be displayed along the vertical side, while rows (1-99)
e B et il et will be positioned across the top and bottom.

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

Room Dimension — Input the number of columns and rows within the room.
Snaking or Non-Snaking — 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 centre’s needs.

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

Ccs Bs || JAs Ccs Bs [aAs

Oca B4 || a4 Lca B4 (a4

Oc3| Oe3 || A3 Oc3 | O3 | a3

Ocz2 | Oe2 A2 Ocz2 | OBz | DAz

Oc1 B1 || EA1 Cci1| 01| DAa1

Laptop Seats — 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.

Deactivated Seats — Mark any seats that need to be made unavailable for the exam season.

More Settings

This room in not used in Exams — If this room should not appear in the list of locations available for
assignment to exams in the timetable tab, select this option, and it will be removed from display. It is also
possible to permanently delete a room from Exams Assist if it is no longer needed; this option can be found
at the bottom of the popup box.
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D Loptop Seots X Deactivoted Seots | 8 ore Settings Often used Room - If a room is utilised regularly during
O s room i not usedt in Bxems exam seasons, such as a Main Hall, checking this box will
(89 Oftn used Room - Diply o the top ofthe it ensure that the room is listed at the top of the list rather than

D Offsite - Skip Attendance writeback for this room

(W Auto allocate exam seats for this room p .
(M When auto allocating add gaps between different exams
(3 when auto allocating and room is less than 1/2 full do not use seats round the edge

Offsite — Skip Attendance writeback for this room - If a

(O Hide deactivated rows and columns

At lcote - Reseved et candidate is taking an exam offsite, select this option to
A11-D11,A1-D1

prevent their attendance from being recorded in the Centre's
Close MlS.

Auto Allocation - 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 - 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 — 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 capacity.

Auto allocate - Reserved seats

Al-A8E1-B8

Auto Allocate - Reserved Seats — The above functionality is great for when there is a small exam in a large
room. Enter the rows/columns (Letter and Number) that you don’t 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.

Note - If Room Bookings Module is activated it's possible to view the forthcoming bookings for the room
in the room settings.

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.

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

2| [m [ 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

veaIdU o goow ;| WL KOOW 3~

those who require a scribe or a reader, or prefer a smaller space.
Additionally, this system is advantageous for centre’s that assign their
ks pwow vuroih candidates to the same room and seat for all examinations.

nowe WUGOUA AIf2OU

211 COUGIARNE IZbIaN LOWS - 4 C60L B 126 U5 QE{ANE

DSfle | vecsee yuauBewsure  EXOW EURGZ  EXOW LIWGIOPIS

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
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the candidate, select Assign Candidate to a Room, find the appropriate room, and, if necessary, assign
them a seat. After submission, the candidate will automatically be assigned a room and seat for all their
exams.

Tip — To efficiently assign candidates who require a room due to their 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 - 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.

Assign to Room: Select Room -

[0 set room and seat only for the current exam season

Allocating Candidates to Exam Rooms and Seating

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

The Exams Team is now prepared to allocate Rooms and Seats for 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
access the Attendance Register. The percentage of seated candidates will be displayed, and if the seating
for that room is completed, it will be automatically highlighted in green. Additionally, if any Rooms contain
candidates requiring Extra Time, the corresponding icon will appear next to the Room Name.

Show| 25 ~|entries Seur(h:[
H | Date Time Duration Clash Subject Room Level Board Element Component Candidates Seated

O Sun12/01/2025 09:00 1h 45m Chemistry ~ Sports Hall 1 [Sports Hall] GCSE/B WJEC/GCSE  3410U2 3410U20-1 11 100 %
[J Sun12/01/2025 09:00 1h 56m Chemistry ~ Art Room 1 [Art Test] ® GCSE/B  WJEC/GCSE  3410UB 3410UB0-1 1 100 %
0 Sun12/01/2025 09:00 1h 45m Chemistry  Boardroom GCSE/B WJEC/GCSE  3410UB 3410UB0-1 1 100 %
O Sun12/01/2025 09:00 1h 45m Chemistry  Sports Hall 1 [Sports Hall]  GCSE/B WJEC/GCSE  3410UB 3410UBO-1 25. 100 %

O Sun12/01/2025 09:00 1h 15m Chemistry GCSE/B WJEC/GCSE  3430UE 3430UE0-1
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Allocating a Single Examinations to a Room

Overview Exam Entries

By Date By Exam

Filter by Room/Subject ~

either tab.

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

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 Edit. Once selected, the Centre will then be able to:

e Assign a Selection of Candidates to a Room - From the Candidates
Tab, select the required Candidates | Actions, then Select in the
Assign to Room drop-down — X Selected Candidates, Add Room,
once the Room is selected, Submit.

¢ Assign All Candidates to a Room - From the Actions Tab, select
from the Assign to Room drop-down — All Listed Candidates | Add
Room, once the room is selected, Submit.

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

Move this Exam to:
09/05/2023 m]

13:00 [c]

Set Start Date Time
Assign to Room:

All listed candidates v
| select Room -

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

From this popup it's 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).

Assign to Room:

47 Unroomed candidates

Select Room ~

Allocating Multiple Examinations to an Exam Room

To assist the Centre, it's 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.

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.

(

Selected « Q-1 '

@ Assign Room to Selected Rows
# Assign Seats To Selected

Assign room to selected rows

m to assign to the selected rows

"""" room.

Sports Hall 1 [Sports Hall

New Gymnasium [The Gym]

Allocating Multiple Rooms 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.

From the drop-down menu, choose the appropriate rooms and then
Submit. The exams you have highlighted will be allocated to the chosen

Candidates : 3700U30-1 in at 12/06/2023 09:00

Actions
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Please Note — 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 T ——————

There are three ways in which the Centre can automatically allocate the e .
Candidates to their Seats in the Exam Room. The first option is to Seat

all Candidates for all Rooms. From the Overview | Build Exams ‘
Timetable and Seating from Exams Entries. When running this )
routine ensure that you select the appropriate option of how the Centre
would like the candidates to be seated by. This routine will seat the
candidates for all Rooms.

#Build Exam Timetoble and Seating from Exam Entries.
Buid E om Entries

To Auto Seat Candidates for a selection of Rooms, navigate to the
E¥Clear Hoomifinm SelectedFiows Timetable and Seating Tab, select the required rooms, then Selected |
4 Assign Seats To Selected . .
, Assign Seats to Selected. Once selected, the above popup will appear,
2 Print select the appropriate seating option then Build Exam Timetable and
Seating for Exams Entries.

To Auto Seat the Candidates from the Timetable and Seating
Tab, Select the Assign Seats Button, once selected the
Candidates will be seated in accordance to the last selected

Overview Exam Entries  Access Arrangements  Invigilators ’ Timetable and Seating L

By Date By Exam

. . . . Filter by Room/Subject ~ Date Filter Filter : Active ~ # Assign Seats
option in the Build Exam Timetable Pop-up.
Manually Assigning Candidates to a Seat
If the Centre prefers to manually assign the Candidates to Unallocated with Access Arrangements i
Seats, then this is possible. When building the Timetable Unallocated with Laptop to Laptop Seat f

All Unallocated

ensure that the option — Do Not Assign Seats is selected
(Once selected, the Green Assign Seats will not appear in

Unallocated with Access Arrangements to selected empty seats [l
1

Unallocated to selected empty seats

the Timetable and Seating Tab). o~ .
ssign Seats « nAssign Seats «

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

33 Unallocated | Sort~
F By Cand b
| aemsmwae | When assigning candidates to their seats, it is possible to modify the sorting order of
! o how candidates are displayed in the unallocated section. To change the sorting order,
o 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.
-
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Note - 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 it's possible to manually amend
these, this may be because the auto allocation didn't 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.

To amend a plan, select the Edit Button at the bottom of the plan and you'll be able 5
to drag and drop candidates around the grid. Any unseated candidates will be =T
displayed in the unallocated column waiting for the Centre to assign them manually. ||| ojivia Stenton

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. 85201 X
Candidates : 8520/1 in English Room 4 at 13/05/2023 09:00 Once you are happy with the p|an, and no further
_ ol amendments are required, select the edit button in
condiictes T | Aerore the timetable / seating tab and select the Lock check
Floom Seating Changes box in the actions tab.
D & Lock - no edits possible for this room + start time

Allocating the Laptop Seats

When auto-assigning candidates to a room, if a candidate has requested a laptop, then they will be seated
in a laptop seat. However, if this request has been made after the seating plans have been created and the
candidate seat has been pinned, when 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 - If you search Laptop in the timetable/seating tab it will search for any of these errors.

Show 25 v |entries Search: |laptop

T 85201 J[1 |
. When you select the room, you will see the candidates that have the laptop error
Ka §i§';§”” will have a red border around the seat. Once the candidate has been moved to a
I Osde seat which has a laptop on it the red border will be removed and so will the icon in
| JL_8520/1 the timetable/seating tab.

58



Exam Assist — User Guide V2.5

Multi-Selecting Seats

18/09/2025

sa DiCaprio
(116)

DRAL

7038 AlS B15 =iy D15 E15

nara Gross
(11E)

DRAL

7063 AlG B16 Cle D16 Ele

7082
Jun (11A)

DRA1

[a17 B17 |[c17 |[p17 [E17

(- BPEEEEEP @ UnAssign Seats . | Il Copy Seating Plan

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.

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.

| Unselect 12 Selected Seats
Activate/Deactivate Selected Seats
Set Snake Order.

19 without AA to selected empty seats
2 with AA to selected empty seats
1 with Extra Time to selected empty seats

All 21 to selected empty seats

[-BPRECCEPN | @ UnAssign Seats« | Wi Copy Seating Plan «

TS ETS FI5

& Snake by rows starting top left B
# Assign Seats Snake by rows starting top right
Snake by rows starting battom right
Snake by rows starting bottom left
Snake by columns starting top left
Snake by columns starting top right

Snake by columns starting bottom right

fifi Snake by columns starting bottom left -

DRA1

Reg Group
19 without AA to selected empty seats

2 with AA to selected empty seats

DRA1 Without AA to selected empty seats (19)
DRA1 With AA to selected empty seats (2)

DRA1 With Extra Time to selected empty seats (1)
DRA1 to selected empty seats (21)

1 with Extra Time to selected empty seats ||| ||| | | | | ||

All 21 to selected empty seats

(B @ UnAssign Seats« | W Copy Seating Plan

Removing Candidates from a Seating Plan

To remove candidate(s) from the plan, edit the plan and navigate to the
Unassigned Seats menu, if there are multiple exams in the room it's

possible to remove each component at a time.

Changing the Colour for a Room or Component

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.

T T 1 T
All Allocated Seats :
All Pinned Seats

All Un-Pinned Seats

21484F01 Allocated Seats

2400U20-1 Allocated Seats
I 31617H1B Allocated Seats

3300U30-1 Allocated Seats

| @ UnAssign Seats a Wi Copy Seating Plan «

|

112
2100U80-1 Allocated Seats {———

112

m To modify the default colour of an exam within an exam room, begin by

| Oceor L

GEO1-F

Ocert

His1 E

| @ set Colour[iet color for HIS1

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.

___| selecting the room name, followed by the Set Colour option. Next, identify the
ot ||| 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.

Set color for 3430UF0-1
O (|

(O et this colour for it ex 1
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Please Note — 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

By Date By Exam

If the Centre wishes to 12/09/2025 09:00 German 1
customise the colour
displayed on the
p—— — p— Seating Plans and
' ' it it Attendance Register for each component, this can be modified

while editing the Exam. To change the colour, navigate to the

Timetable and Seating Tab, then proceed to the By Exam Sub-Tab. Once

Filter by Room/Subject ~ Date Filter ~ Filter : Active »

Date Time Exam Level

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, O

choose the desired colour for that component. Once a colour has been C

assigned, it will appear next to the date, ensuring visibility for Centre Staff. E O-g-o

How to Add an Icon to a Seat

AR EcasISats To assign an icon to a seat, such as a Mobile Phone on Table, select

Deactivate Selected Seats

Clearcon the seat, then choose Selected | Active/Deactive, and select the
i appropriate icon.

* Table

# Desk

:. Mobile phone on table

Changing the Size of the Seating Plan when Editing

1 . o= L

To amend the size of the plan, select the small/large T icon. Select this to Zoom In
B Print | 1T l 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 utilise the auto-assign seating
function, all rooms will reflect the same arrangements. However, if you
make manual amendments to one plan, you will be able to copy that
customied seating plan for the subsequent exam.

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

3430U60-1 (3)

I Copy Seating Plan ~

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.

‘ % Remove GEO1 from East Wing Performance Hall at 09:15
To do this, navigate to the Timetable and Seating Tab, assign  Add anather exam component to GEO
. . . Lo ‘ i Duplicate Exam GEOQ / GEO1
candidates to their respective rooms for the initial exam, and then & Edit this exam
. @R All Candidates from thi
proceed to seat them. Once the candidates are properly roomed o
and seated, edit the first seated exam and navigate to Actions | S Repiicate Room cnd Seating for this exam to...
More Actions | Replicate Room and Seating for this exam.

60



Exam Assist — User Guide V2.5 18/09/2025

Resetting Timetable / Seating

e =

SR @ Upon selection, all rooms associated with the exam will be displayed,
Select the exams torepcate the room ond st allocatons o along with the number of candidates assigned to each room. Below this
prm— @ list, you will find all other exams linked to the candidates from the
B s selected exam. Choose the exams for which you wish to replicate the
ey “ room and seating arrangements, and then click Submit.

ol -

P g e -

If necessary, you can reset several actions related
to the timetable and seating arrangements. To

Reset

D Reset exam rooms - clear any allocated rooms & seats

do so, navigate to Overview | Build Exam

() Reset exam seats - clear any allocated seats (rooms left alone) Timetable and Seating, This will present you

D Reset exam start times (if modified to resolve clashes)

with various options for resetting the timetable.

() Ak seset candidte kish flags Select the most appropriate option for what the
Centre is trying to achieve.

Assign Seats - Advanced Options

Assign Seats Only — 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

v Advanced Options
(@ Assign Seats only; do not process Exam Entries - this run only
D Assign Seats only; don't process Exam Entries - this and future runs

D Check the Group Membership Level and update the entered Exams

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

Exam Entries (this option is selected by default).

Check Group Membership — When exams are created in Exams Assist according to Group Membership,
select this option to 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

Manually Adding Exams to an External Season

Board Level Code Name Components v Subject
WJEC/GCE  GCER 1100UN  History [100um0-1 ] History . .. . . .
e Once an Entry file is imported into EA, these entries will
WECGE  GCEE 111005 Geogophy  [EESESE]  Geograshy appear in the Entries Tab. Additionally, the component
iesgaon information will be displayed (as illustrated below).
WIEC/GCE GCEB 1570U4  Hscand (15700801 | Health and
e socil Care The component codes are colour coded as follows:
Developmnt

Colour Code:
Grey — No Date/Time Assigned to the Exam or NEA.

Light Green — Timetabled Exam, but candidates not roomed.

Dark Green — Exam Timetabled, Candidates both Roomed and Seated.
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To create an exam for a non-timetabled exam, simply click on the component code, once selected, the
details popup box will appear.

Not Timetabled : Hsc and Childcare Unit 4: Nea

Exam Type

Exam hd

Select an existing Exam Element

Exam Board Exam Level
W]EC/GCE GCE/B
Element Code Element Name
1570U4 Hsc and Childcare Support Developmnt
Subject
Health and Social Care v
Component Code Component Name
1570U40-1 Hsc and Childcare Unit 4: Nea
Date: Start Time: Duration:
dd/mm/yyyy ] --l- © 1h Om ~

(W Add candidates from the element
nd in exal

If any candidotes ms with a matching element then add them to this exam component

E,/ Add Extra Time if candidate has Access Arrangement

C‘GSE m

Enter the Date, Start Time, Duration and a Room for this non-timetabled exam. Once created the
component code will appear in light green (in the table) indicating that it's 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.

IMPORTANT - 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.

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

Navigate to the Timetable and Seating Tab, select Add Exams | cooe: ©  actors
by Subject. Select the number of exams required for each | "m=eem=

. . . + Add another exam component to ENG Jate Time ~
subject, then select Next. When populating the details for each 4 Dupicote exom ENG /ENG1
1 . @ Edit this exam
exam there is no need to populate the room (as this  Remove All Candidates from this exam |
information will be copied from the previous exam). Once the © A Candidates totis exan

Bl Copy Roem and Seat allocation from another exam

exams have been created, Edit the exam and select Actions |
More Actions | Copy Room and Seat Allocation from i =
another exam.
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A list of all exams with candidates in common from all
open seasons will appear. Use the search to filter the list,

Selectexomto copy from[Searcn | then select one that need to be copied from.

ENG English (19 ]
ENG1 English 1 (on 12/10/2024)

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

The number in the badge is the number of candidates in

ENG English Q . .
ENG2 English 2 (on 12/10/2024) common. Once selected the rooming and seating
FRE French {10 allocation from the selected exam will be assigned to the

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

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 Public url is /Embed/ExomTimetable/M1041
iframe and the timetable will be displayed.

(W Published Exam Timetables visible on public site

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

Start: Year 12 & 13 Internal Exams
No Exams

Tuesday 07 January 2025
AM PM
09:00 - Science EDEXL/KSQ BTNG/B 31617H1C 13:00 - Science EDEXL/KSQ BTNG/B 31617H1P
09:40 Chemistry 13:40 Physics
Wednesday 08 January 2025
AM PM
09:00 - BTEC Sport EDEXL/KSQ BTNG/B 31525H01 13:00 - Business Studies EDEXL/KSQ BTNG/B 31483H1A
11:30 Fitness Training and Programming Part B 15:00 Developing A Marketing Campaign Part A
09:00 - English W|EC/GCSE GCSE/B 3720U10-1 13:00 - Science EDEXL/KSQ BTNG/B 31617H1B
11:00 Eng Lit Unit 1 Foundation: Written 13:40 Biology
09:00 - English W|EC/GCSE GCSE/B 3720UA0-1
11:00 Eng Lit Unit 1 Higher: Written

Restoring/Backup of Timetable and Seating

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

Note - Periodic backups are automatically created by Exams Assist.

Restore Exam Timetable and Seating

Select one of the backups from the list.

A fresh backup will be made.

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

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 | resoeaseos oraiseosons intmenoci

@ Restore All Seats for the current season

restored back to that date and time, O Select the seats to restore in the current season

Select the exam timetable backup to restore
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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 - Create a New Season

Add Season

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

To create a New Season in Exams Assist, navigate to the Overview
Tab | Actions | Add new Exam Season, enter a name the start and
end date for the new season and select Submit.

& Submit

Step 2 - Season Settings - Set Start Time

Once the season has been created the Season Settings will appear, go through the settings and amend as
necessary. Select that the Season Type is a Mock, this will mean that Exams Assist will not track Clashes.
See Section — Season Settings.

TIP - It is possible to define the Starting Time of the exams if these are different to other seasons. If you
have three sessions during the day, ensure that you amend this setting as pictured below. Also, amend the
starting for each season — AM Start, Mid-Morning and PM Start. When selecting a start time for each exam
you will be able to select one of these starting times.

Invigilator Availability Sessions

(O Two sessions per day : AM/PM

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

AM Start Mid Morning PM Start

09:25 ©|10:35 © (1330 @

Step 3 - Adding Candidates to a Season

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

Note - If a candidate doesn’t have a candidate number, then a temporary number will be created starting
with a T, this is just for EA purposes.

Any previous information stored against the candidate from other seasons will display as this data is stored
against the candidate and not the season. The details that are saved are Exam Name, Room/Seat Allocation
and any Access Arrangements. Therefore, when a candidate is assigned to an exam they will automatically
be allocated to that room, and the access arrangements will be applied.
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Step 4 - Creating a Timetabled Exam

Once a New Season has been created there are two ways of creating timetable exams, this can be done
Individually per Subject or by a Group of Subjects.

Creating a Single Exam

Add Exam / Oral / Practical

Exam Type

Exam

Element Code Element Name
Art Art Option

Subject
Art

Component Code Component No
Art1 Art Option

Close

A

me

A

Date: Start Time:
09/06/2023 ] 09:00

]

Duration:

2h Om

(W Add Extra Time if candidate has Access Arrangement

Once the exams have been created, the candidates will need to | candidates: Art 1in at02/06/2023 02:00
be added. To add a candidate, or a group such as an Academic
Class, Edit the exam and select Add Candidates to the Exam,
it's possible to either add a candidate which has been added to
the season or select a group of candidates, the only groups that
will appear are groups that have candidates in the season.

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

Candidates @ | Actions

Note — Any candidates that have been assigned to a room in the candidate’s tab will be automatically
assigned to that room in the timetable/seating tab. The remaining candidates will need to be assigned to
the exam room, once assigned to a room they will be ready for seating.

Add Exams for a Group of Subjects

It's possible to create several exams in one action, this wizard is very quick to create several exams, assign
candidates and allocate them to a room.

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

s

When creating exams by subject it's only possible to add the classes associated to the subject.

Add Exams For Subjects

Exam Type Duration:
Exam hd 1h Om

«| (¥ Add Extra Time if candidate has Access Arrangement

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

Agriculture
Astronomy
Business Studies

Citizenship

Art
Biology
Chemistry

Computer Science

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

~ = = ~
< < < <

Note — Room is optional but if selected candidates will be assigned to the room until the room is full.
Candidate’s individual room/seat assignment takes priority.
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Add Exams For Subjects
Select the time and groups for each Exam
Art
Element Code Element Name
ART Art
Component Code Component Name
ART1 Artl
Date: Duration: Room:
Thu 88/86/2023 ©9:0¢ v 1h Om v Boardroom v
10B/Arla (O 10B/Arlb
Component Code Component Name
ART2 Art2
Date: Duration: Room
Fri @9/06/2023 89:0t 1h Om ~ New Gymnasium [The Gym] A
[0 10B/Arla 10B/Arlb

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

Show entries

O  08/062023 0900  1nOm

O  09/062023 0900  2hOm

[m] 09/06/2023  09:00 1h0m

O 10062023 1330  1nOm

O 10062023 1330  1nOm

O 15062023 1330  1hOm

O 15062023 1330  1nOm

Filter by Room/Subject ~ | Filter by Date ~ | Filter: Active v [SEANSIIEEES

At [Exam]

At [Exam]

Art [Exam) New Gymnasium [The
Gym]

Biology [Exam]

Biology [Exam] ArtRoom 3

Computer Science A1 [Room A1]
[Exam]

Computer Science Kitchen1. [Kitchen]
[Exam]

\
Search:
ART ARTL 18 %
Art Art1 21 %
ART ART2 10 0% G
BIO BIOL 13 @
BIO BIOL 8 0% @
CcoM com2 1 100 % @
CcoM com2 20 0% @

Creating a Tiered Exams

= Mr Adrian Blacker

Curriculum

>|0|0/0|0/0 s

Once they have selected on the class,
they can assign each candidate with
the appropriate level. Navigate to the
Actions Dropdown and select Levels.

To create a tiered exam, the subject teachers
will need to assign a level to each candidate
from their portal. Each teacher will need to log
into Exams Assist and from their homepage
select the Group and then the class ie.
11y/Maz2.

a 11y/Ma?2 - Mathematics

1 e
Sember 8 phie Aarol

View Details
Stephen Ackton Levels
Attendance
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Levels : 11y/Ma2

Mathematics
Group Level
None

None

Foundation
Intermediate

Higher
Sylfaenol
Canolradd
Uwch
Mixed

Y The member of staff can select a global level for the whole

o ' Phbtbli

D D

class by selecting Intermediate and then submit. This will
assign the whole class as working at this level.
&\ 11y/Ma2 - Mathematics (Intermediate) _ GradeBook m

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

select Submit.

Levels : 11y/Ma2

Mathematics
Group Level
Mixed

Students
Name

Sophie Aaron
Stephen Ackton
Tina Angel

Xander Berk

Level

| Intermediate M

Foundation
Intermediate
Syltaenol
Canolradd
Uwch

Once all classroom teachers have assigned a level to each candidate within their Maths classes, it's now
possible for the EO’s to create the exam based on tiers.

-
d Q

Tina Angel
[Higher]

Aout

@\ 11y/Ma2 - Mathematics (Mixed)

Emcoa

)

A d
@ Xander Berk
~ | [Higher)

Add Exams For Subjects

Exam Type
Exam ~

« | [ Add Extra Time if candidate has Access Arrangement

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

Agriculture 0~
Biolog [ov]
mistry O~
Computer Scienc [o~]
Jrama Div
glish v
0~

German

=)
<

e
<

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

you select 2, then submit.
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Mathematics

Complete all the details regarding the exam, | c..coicon Element Name

Component Name, Date, Time and the Location | "' ethemeans

of the Exam. Finally, select the groups you'd like | /o™ e e Faper 1

to be attached to this exam; you will notice that | ___ —

the level of the class will appear next to the class Mon 65/02/2024 B9:6¢ ¥ | 1nOm ¥) | EngtshRoom 1 Y
O 11xMal 0 11xMa2 O 11xMa3 (] 11yMal 11y/Ma2 (Mixed) J 11y/Ma3 ) 11z/Mal

identifier.

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

Show | 25+ |entries Search:

O 05/02/2024 09:00 1h Om Mathematics English Reom 1 Foundation MAT MAT1-F 1 % G
[Exam]

O 05/02/2024 09:00 1h Om Mathematics English Reom 1 Higher MAT MAT1-H 2 0% G
[Exam]

O 05/02/2024 09:00 1hOm- 1h Mathematics English Reom 1 Intermediate MAT MAT1- 11 0% G

15m [Examj

Creating Science Practical Exams

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

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

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

Add Exams For Subjects

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

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

Agriculture Art
Biology Business Studies

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

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

Select the time and groups for each Practical

Biology
Element Code Element Name

BIO Biology

me

ctical Part A&B

Date: Duration:
Mon ©8/01/2024 13:3 v 1h Om ~

Group Override Date Time

11x/Bil 08/01/2024 [m] 10:30

11yz/Bil 09/01/2024 m] 1130 Q@

Override Duration

2h Om

1h0m

Override Room

English Room 1

English Room 3

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

ators ‘ Timetable & Seating

O 08012024 1030 2 Biology [Proctical] &

Note — From the above image it is possible to notice that 2 candidates haven't been allocated to a room,
this is because the room is full, the overflow will have to be manually allocated to a different room.

Timetable & Seating | Condidates  F

By Dote By Exam

iiter by Room/Subject~  Filtes

Note - If you are creating these exams one at a time, remember that the Component Name and Code need
to be unique. E.g. If you create an exam for the Science Class and enter the data, the component code will
be “SCI-1", when you create the next exam, you will need to edit “SCI-1" to “SCI-2" (or some other unique

code).

Creating Oral Exams

For Oral exams you create a session (or sessions) for the orals to run and enrol the candidates and then can
set an individual start time for each candidate. When assigning to a room the normal room exam capacity
can be exceeded as either it is just used as a waiting room, or the candidates are not in there at the same
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time. To create a single oral session in the Timetable & Seating tab click on Add Single Exam/ Oral /

Practical
Add Single Exam / Oral / Practical
Change the Exam Type to Oral and you see some new
Exam Type . . .
oral 5 options for Prep Time and Oral Duration
Select an existing Exam Element » The Oral Session Duration is the duration of the session
) and is used for scheduling invigilators and the room.
Element Code Element Name If you select an existing element or enter one already
GEO Geography
matching, then candidates from that element will be
Subject
Geography v added to this oral component.
Component Code Component Name . .
Go1 Geography Oral Optionally select a Room to add the Oral into the room.
Prep Time: Oral Duration: . .
o I 1om " Save then Next to add candidates and other actions
P from the familiar popup.
Date: Start Time: Oral Session Duration:
28/02/2024 1600 O 2h Om v Candidates : GO1 in Boardroom at 28/02/2024 16:00
Room:
Boardroom v Candidates @  Actions
Room Seating Changes:
Clase (O & Lock - no edits possible for this room + start time

Move this Exam to:
28/02/2024 16:00 (O | setStart Date Time ~

© Add Candidates to this exam

Close Invigilators m

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

° Boardroom @ 28/02/2024 16:00 2h Om

I GO1 Geography Oral Starting 16:00  Ending 18:00  Oral Prep Time 15m  Oral Duration 15m o I
iE Candidates
Show \E\ entries Search:\:

Cand Name Exam Oral AA Action

x0001 Chloe-Grace Kelley-MacMilligan GO1 16:05

x0002 Kirsten Dixon GO1 16:20

x0003 Mary Turner GO1 (]

x0004 Tony Murray GO1 (]
Showing 1 to 4 of 4 entries Previous Next

Oral Start Time for Kirsten Dixon

Oral Start Time:
16:20

The Oral details (Prep time, Duration and Start Time) are then shown on the candidate timetable.
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x0001 Chloe-Grace Kelley-MacMilligan
Exam Centre: Groupcall SIMS Secondary School
Candidate Number: x0001
Name : Chloe-Grace Kelley-MacMilligan
Reg: T11A
Year: Year T11

Date Time Exam Room : Seat [Duration|
Wednesday SCI1/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m
- - Feb 28 09:00 | SCI/2802B Biology SCI/2802 Training E Hall : A2

Wed 28 Feb 2024 16:00 - 18:00 (2h Om) / jology SC1/2802 Training Exam | Hal
Wednesday SCI/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m
Feb 28 10:30 | SCI/2802C Chemistry SCI/2802 Training Hall : A2

GEO Geography o

GO1 Geogrophy Oral Wednesday | SCI/2802 Science SCI/2802 Training Room1 - West Wing Performance | Oh 30m

Feb 28 10:30 | SCI/2802P Physics SCI/2802 Training Exam | Hall : B4
Wednesday RS/2802 Religious Studies RS/2802 Training| Room1 - West Wing Performance | 2h Om

Oral Start Time 16:05

. Feb 28 13:30 | RS/2802 Religious Studies RS/2802 Training| Hall : A2

Oral Prep Time 15m R5/2802 Relq / 9

Oral tion 15m Wednesday | GEO Geography Boardroom 2h Om
ral Duration Feb 28 16:00 | GO1 Geography Oral Oral:

Boardroom Start 16:05, Prep 15m, Duration

15m

Step 5 - Confirming the Access Arrangements

Once the timetable has been created and the candidates are assigned to the Exams. Candidates who have
Access Arrangements will appear in the Access Arrangements Tab. The Centre can go through each tab and
state if the candidate requires a Modified Paper, Laptop, Computer Reader or Bilingual Dictionary for each
Exam. This is the same process as for an External Exam. Therefore, if a candidate requests one of these
Arrangements for their Exam, the appropriate Icon will appear on the Attendance Register and Seating Plan.

Depending on the Centre Settings, the Invigilators could record if the Candidate used each Arrangement in
each Exam. To enable this feature, navigate to the Overview Tab | Edit Season | Invigilators | Log AA
Used.

Step 6 - Allocate Rooms and Seating

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

Once the Timetable has been built, the Centre can assign Rooms to each Exams. The Centre can assign a
room when the timetable is being created. A detailed guide on Room and Seating can be found here.

Step 7 - Invigilators and Scheduling

When a new season is created the invigilators, tab will be empty, staff could be manually adding one at a
time, any settings previously assigned will remain including training dates.

Tip — Copy the invigilators from a different season and then remove any are no longer required by selecting
the invigilators Selected | Remove selected Invigilators (If the invigilator has been allocated to a room,
then it will not be possible to remove them).

s Arangements | Invigilators | Timetable & Seating  Candidates  Rooms
.

Select the invigilators that aren’t required navigate to Selected | Remove selected invigilators.
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O

# Print Invigilator Schedule for Selected E

A Send Email to selected nator.com Invigilator

& Send Email of schedule to selected
& Send Email requesting availability to selected  gilingtor.com Roaming E
T Remove selected invigilators

Selected Edit Season Copy Invigilators From ... « 4 Add Staff as Invigilator

Once rooms have been assigned to a Room in the Timetable and Seating Tab, invigilators can be assigned

to the Room. To assign the invigilators, navigate to the Schedule Tab, and edit each exam room in turn and

assign the invigilators.
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Managing the Candidates

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

Candidates  Student/Parent Confirmations  Retakes

oQ 35500001
The Candid P
e Candidates Popup.
5016 : Jamie Bar nett (Jamie Barnett)
Name Jamie Bamnett
Photo
AM\“!

CandidateNo 5016 G5
ucl 951370185016E
ULN 5142336525

Name On Certificates

d g play name - f i

Assign to Room:| Comma »
Assign to Seat :

Student Details |~ 4

Amending the Candidate’s Number

If a candidate’s number has been imported into Exams Assist, but needs to be corrected due to initial
inaccuracies, this can be easily modified from the Candidate popup in the Candidate Tab. Simply locate and
select the candidate requiring the amendment, click the edit button adjacent to the candidate number, and
input the new number.

Amending the Candidate’s Name

It is possible to modify the name of a candidate as it appears on seating plans, attendance registers, and
candidate cards. This feature is particularly useful for candidates who are known by a different name. To do
this, navigate to the Candidate Tab, search for the candidate, and select their name. Then, enter the
corrected name in the Exam Name box.

Adding a Candidate Photo

To upload a photo for an external candidate, access the candidate popup
and click on the photo avatar. Upon selection, the option to upload a photo
will become available.

Choose a new image

For internal candidates, navigate to the candidate popup, click the edit e
button (Admin User Only), then select the photo avatar to upload a photo. " ' '

Note - If there is a photo in the Centre’'s MIS then this will overwrite on the next data sync.
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How to turn a Candidate into an External Candidate

To turn a candidate that used to be at the Centre into an
external candidate, navigate to the candidate’s tab, locate
the candidate and select. Once selected, select Turn this
student into an External Candidate.

D Turn this student into an External Candidate

[

Student Details || &

Once this has been done, the candidate will appear as an ExtCand in the Reg Group. It's also possible to

filter on ExtCand making it easier to locate them.

Filter : ExtCand ~ Filter -

Show | 25~ |entries
u CandNo

Name Reg Room/Seat

[m} 7008

Tina Ange ExtCand Library (A1) N

[m] 7052 ExtCand N

Damon France

Note — This can only be done to a Centre leaver candidate and once converted it cannot be changed back.

Assigning Candidates to a Room and Seat

It is possible to assign a candidate to a specific room and/or a designated seat within that room. This feature
is particularly advantageous for Centres that consistently allocate the same room and seat to candidates
across all their examinations. Additionally, it is beneficial for assigning candidates who require
accommodations such as a reader, scribe, or a smaller room, ensuring they are automatically designated to

the appropriate location.

To assign a candidate to a room, navigate to the Candidate Tab and search for the candidate intended for
room assignment. After selecting the candidate, click on Assign Candidate to a Room, then locate the
desired room and assign a seat if necessary. Once you submit, the candidate will be automatically assigned

a room and seat for all their exams.

Please Note — that if another candidate is already assigned to a seat within the room you selected, that seat
will be highlighted in red, indicating that you cannot assign the new candidate to it.

TIP - If seating arrangements have already been done for all candidates in a particular season, but a new
requirement arises for a candidate to be seated in a smaller or separate room, the Centre can quickly assign
them to a new room using this function. Even if a candidate has already been seated in a room, once you
assign a new room in the Candidate Tab and click Submit, the candidate will automatically be removed from
their previous assignment and seated in the new location (this applies only to future dates).

Category of Risk

High Medium

A

Low

A

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

Category Of
Risk:

None

Do Not Send
Emails Until

High

Medium
Parents Low
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Note - For the Category of Risk Icon to appear on the Seating Plans and Attendance Registers, ensure this

has been selected Configure Exams Assist.

c1 7002 . . . . .
Liz Aaron By selecting a category of risk for a candidate, then one of the three icons will appear on
the seating, making it quick and easy for the invigilators to see where these candidates are
: Sﬂﬁl sitting. This is also useful when the seating plans are being created.

Note — Only Staff assigned to the Safeguarding Security Group can Assign the Category of Risk to a

Candidates.

Editing a candidate’s Access Arrangements

5016 : Jamie Bar nett (Jamie Barnett)

Details = Access Arrangements = Exam Entries  Exam Timetable

Access Arrangements
o Wears ear defenders (need to be checked each exam)
o Prompt
o Buff Paper

cand. will bring magnifying pebble

G Edit Access Arrangements for Jamie Barnett

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

Viewing Candidate’s Timetable Popup

To view a candidate’s exam timetables magic link that can be emailed to the candidate, select a candidate
and select the Link icon at the bottom of the details tab.

Adding an External Candidate

Add External Candidate to this Season

Close Save

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

Note — The fields in red are mandatory.

Remove Candidate from an Exam Season

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

Centres can email candidates or parents a dynamic link to access exam timetables, which updates
automatically across all open seasons. Recipients can save the link as a mobile icon for easy access. To
send, navigate to the Candidate Tab, select candidates, and choose Send email with Exam Timetable. You
can monitor delivery and view open statuses via the Messaging module.

Emailing Exam Reminder Parents / Candidates

To email parents/candidates reminding them of a forthcoming exam, navigate to the Daily Planner Tab |
Exams Tab. Select the date that the Centre wants to remind the candidates that specific exams on a specific
date. Therefore, if the Centre reminds all candidates that they have an exam the following day. Navigate to
the Exams Tab | Actions | Send email reminder to Student or Parent.

Student/Parent Confirmation Tab

If the Centre requires the parents/candidates to confirm that the entries are correct, the parental/candidate
responses can be found in the Candidates Tab | Student Parent Confirmation Tab. From this tab the Exams
Officers will be able to view the comments received and respond. There is also the functionality from this
tab to send out reminders to both Parents and Candidates, this could be to remind them they need to
complete this request.

Students Confirmed
Students Not-Confirmed

Search: |

Student Parent Narme Correct DOB Correct Entries Comect AA Correct AA Gronted Correct Status
o @ L]
0003 Bothany L] @ Yes Yes Yes Yes ves Ok
0% @ L]

Schedule Emails to Parents / Candidates

When emailing parents / candidates it's possible to schedule these to send later. After composing the
message, select Schedule, enter the date / time for the message to be sent then select Send, the messaged
will then be scheduled.

Scheduled messages can be viewed in the messaging module and if required deleted.

Retakes Tab

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

(m] 0030 11C |_ 8xMaz2 (Foundatian)
v" Samuel Cole T
i

0O 0066 q 118 ([ 5xta3 (Foundation) |
:‘g Daniel Jefferson

[m] 0106 11D ByMa Foundation)
@ Matis Pellos -

Once the Centre has scanned for retakes and gone through the entries and selecting any other candidates
that should be identified as retaking a subject, it's then possible to invoice the candidates or parents. If the
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Centre has set up the Invoice Module (there is no additional charge), then in the Retake Tab will be the
ability to invoice the candidates for each exam. The candidates that will be charged will depend on the
Centres policy.

Candidates  Student/Parent Confirmations ~ Retakes

Filter by Year/Reg ~ | Filter~

Show [ 25 v |entries

CandNo Name Reg Retakes Total Price Invoices

0005 Louie Allen & WJEC/GCSE  GCSE/FC  3300PH  Mathematics Higher ~ Mathematics £ 10.00 £1000
0010 Noor Bag ac WJEC/GCSE  GCSE/FC  3300PH  Mathematics Higher ~ Mathematics £ 10.00 £1000 ([E=rD)

0030 Samuel Cole ac WJEC/GCSE  GCSE/FC  3300PF  Mathematics Foundation  Mathematics £ 10.00 £1000
0037 Ayam Dhania e WJEC/GCSE  GCSE/FC  3300PH  Mathematics Higher ~ Mathematics £ 10.00 £1000

Once the Exams Officer has selected the candidates that should be charged. This information will be
populated in the Invoice Module, ready for the Finance Department to email the invoices out to the parents
or candidates.

Fiter by Status « | Fiter by Category =
Show 250 v entres Search| )
= Do Due [ Category e Person Status Total Link

O 28052025 27/06/2025 Exam Retake ‘Summer 2025 Exam Retakes

O 28052025 2710612025 2025050003 Exam Retake ‘Summer 2025 Exam Retakes

O 19052025 27/06/2025

Exam Retoke Summer 2025 Exam Retakes

O 21042025 21/05/2025 Exam Retake May 2025 Exam Retakes

As the parents/candidates pay these invoices, the Retakes Tab will get updated with the status of the
payment. So, both Exams Officer and the Finance Department will be able to monitor these payments.

All invoices will be able to be viewed on the candidates and parental portal. Therefore, if there is a need to
see the invoices sent to one candidate, this can be viewed from their profile in SWS.

¥ Samuel Cole - 8C
= Summer 2025 Exam Retakes [ DRAFT
Curriculum Total : £10.00
Amount Due : £10.00
= Due: 27/06/2025
Exams
=
Invoices

See the Invoice Section of the manual to see how to setup this Module. Managing Invoices

Post Results Tab

Full Detail on how to manage the Post Results can be found in the Results Section.

Rescheduling an Exam

If a candidate has missed an exam due to an absence, therefore this needs to be rescheduled for a different
date. Navigate to the Candidate Tab, select the candidate, then the Exam Timetable Tab. Once selected,
navigate to the exam that requires rescheduling, then select the

Actions Button. There will be an option in the popup to reschedule | reshedecriet o sorian ken
th|S exam. 27/05/2025 13:00: Library : Goraidh Kerr
Date: Stort Time:
Enter a new Date and Start Time for the rescheduled exam, there is dgammyyy 8] [ @
also the ability to clear the room and seat. If not selected, then the new | Ocermommeses
Close m
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date and start time will be allocated to the original scheduled room and seat.
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Managing the Scheduler
Understanding the Schedular Tab

The scheduler tab is used to schedule the staff/invigilator to the Examination Room in an exam season. The
examination information contained in this tab is the same as from the Timetable and Seating tab but is
grouped by Start time and Room. The Staff/Invigilators have already been allocated to the season, and their
availability has been received, and this information will now be used to schedule them to an exam room.

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

Note - If the Centre requires the users assigned as an Exams Aid to schedule invigilators. Navigate to the
Overview Tab | Configure Exams Assist and select Exams Aid can schedule invigilators.

ns | Schedule | Daily Planne)
Filter Site /Room ~ | Date Filter~  Filter +

Show | 25 v|entries Search: |

Mon 07/07/2025  09:30 11:00 1h 30m English Room 4 (Ge0: Geo1 |

Mon 07/07/2025 09:30 11:00 1h 30m West Wing Performance Ha [ ee0:Geo01 | 18 2 @ Edit
Mon 07/07/2025 09:30 10:30 1h Om Library ((mus:musL ) 1 [o/1 ]

The following information can be viewed in the table:

Date - This is the date of the Examination.

Time — This is the start time and end time of the Examination.

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

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

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

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

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

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

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

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

The estimated number of invigilators required per room is:
If 0 candidates, then = 0
If <=2 candidates = 1 invigilator
if any AA and <30 candidates = 2 invigilators
if any AA and <60 candidates = 3 invigilators
else
= 1 invigilator per 30 candidate
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Invigilators : GEO1 in English Room 4 at 07/07/2025 09:30

nvigilators | Candidate Counts  Actions
Number Of Invigilators Required

1

Invigilator number of minutes

(O nvigilator / Staff Allocation is complete
(0 D his room requires IT/AV Equipment
(3 © This room requires Learning Support Staff

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

O ceo1

Audio File:
Invigilators Can Select

Close @ Roaming Invigilate Now m

Number of Required Invigilators — The number initially entered in this box, is an estimate based on the
above formulae.

Tip — Once the timetable has been built, go through the number of invigilators required and confirm these
are correct. By doing this, it will ensure that the heatmap on the overview tab is accurate.

Invigilators Number of Minutes — Enter the amount of time before the exam the invigilator needs to arrive
at the Centre, and the length of time they need to stay after the exam. This information will appear on the
invigilators schedule.

Date Availability / Schedule Note

Monday 07/07/2025 From: 09:00 Until: 11:30 for exam 09:30 - 11:00: English Room 4 (Lead,Extra Time)

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

Tip - Room Note — Copy the key information that each exam board provides, i.e. the examination
requirements. This information will be displayed to the invigilators at the top of the seating plan. So, a
great reminder of the requirements in each room during an exam.

Invigilators Accept/Declined Allocations

If the Centre has enabled the functionality for the Invigilators to

+ Miss A Batchley (Lead.Extra Time) Accept/Decline their allocations, once enabled, the Centre will be able
to see the results on the Schedule Tab next to their names. If the
Invigilator has accepted the allocation, then a Green Tick will be
shown, but if they decline the allocation there will be a Red
Exclamation Mark.

A\ Miss A Batchley (Lead.Extra Time)

+ Miss A Batchley (Lead.Extra Time)
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Changing Allocations from the Exams Officers Portal

If there is a need to quickly amend the Invigilators
Schedule or Swap allocations, the Exams Officers will be
able to do this from their Roaming Portal. From the
roaming portal, select a room, the invigilators tab, then
Edit. Once selected, the Invigilators Popup will appear
allowing the Exams Officers to assign or change an
invigilators allocation to a different room. This will
allow Exams Officers to be able to amend things quickly
and easily on their mobile device if around the Centre

Invigilators  Candidate Counts Actions

Number Of Invigilators Required

2

Miss A Batchley n =
@ Is Lead Invigilator 8 Extra Time

Move to 13:301T 1

o) E:’i: . ® Move to 13:30 Main Hall

on a busy day
Creating a Roaming Session

ﬁ If the Centre requires to use staff as roaming
e ® Download Excel Invigilator/Room Schedules for Date Range { InVIgIlatOI’S, these can be Scheduled |n the Schedule
Sur ® Download Excel Invigilator/Room Schedules (June (Summer) Exams 2024) . . . .

® Download Exam Logs Tab. By creating and assigning staff to these sessions,
Showing 1to ::;;:JZR they will not need to be assigned as a Roaming
Upervise: oom . . . . .
s [ Invigilator Type. To create a Roaming Session, navigate
to the Schedule Tab | Actions | Add Roaming
Session.

Once selected, select the Date, Time and Duration for the Session, then select Next. Finally, assign the Staff
Member or Invigilator. On the day, when the invigilator opens their portal they will have the same view as
the Roaming Invigilator Type for the duration of the Session.

Roaming Invigilate Now

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

Excluding Exams on the Public Website

If the Centre allows the timetable to appear on a public website, then from the scheduler it's possible to
select for a specific exam NOT to show on the website. By default, this is unselected, therefore all exams
will appear.

Reminder - If there are any clashes during an exam season, as these gets resolved and a new timetabled
session is created, then both seasons for the same exam will appear on the public website, this may cause
confusion to the parents/carers and candidates, therefore ensure that the resolved clash sessions DO NOT
appear on the Centre public site.

‘ Filter = |

A Remove Filter

Complete Onl
It is also possible to identify that the room requires Learning Support Staff. m,:p‘eteo:ly

When selected, the member of staff allocating the invigilators will be able to With Access Arrangements Only

1
use the filter — Learning Support Only. ff’wfq“fme”‘f;ql“'md o
earning Support Only

W Mot Learning Support
3 Supervised Rooms
| @ with Non-Published Exam codes
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24 Print Selected
A Send Email to Invigilators for Selected It's also possible to select a few rooms and mark them as complete
© Mark Selected as Learning Support by selecting Selected | Mark Selected as Complete.

& Mark Selected as Complete

@ Set number of required Invigilators

Selected - =4 Print

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

Downloading the Invigilator Schedule

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

Printing the scheduler

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

Viewing Attendance Register/ Seating Plan

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

How to show Candidate Photos on the Attendance Register

To help the Centres with identification of candidates within the exam room, it is possible to display the
candidate photo on the attendance register. To enable this feature, navigate to Overview Tab | Configure
Exams Assist then select Show photo on invigilators candidate lists.

The Attendance Register

° Library @ 08/07/2025 10:30 m

I GEO1 Geography Option B Starting 10:30  Ending 12:00 (1] I

HIS1 History Option B Starting 10:30  Ending 12:30 (1]

Osian Bevan Year 10 104 HIS1 2hom 12:30 AL &) [(separate Room |

| To298 A Ceridwen Powel Year 10 108 GEO1 1h30m 12:00 E1 o (Ges)

The Seating Plan
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MAT/101H Tic T/0101 HIGH Exam Starting 09:30  Ending 11

MAT/0101L Training MAT/OLS

MAT/0101M Trainin

= Condidates | 8 Seating

m x0021}[81 %0026} [C1 x0030| (D1 X003

[

Ted Armstrong Sienna Michael Baker | Owen Wilson
Chapman

MATO101M MATO101M MATOL01H MATD101H

° Room2 @ 01/01/2023 09:30 2h Om

0 (7]
Starting 09:30  Ending 11:3(

0 (7}

Storting 09:30  Ending 11:3

0 (3]

A8 B8 A T0379||(C8 A T0415|||D8 = 10306/  |ES 10422
Stephanie Sara Abjit Abhra ||| Biji Gowda
Ramsey Dimichele

HIS1 HIS1 MAT1-F MAT1-F
7 Oeeor E7 70425
Br Jack

HIS1 Henderson

B7 # T0364
Ashlea
Kendal

= Print T < > ‘ & Set Colour -

If there are more than one examination scheduled to a
room, each exam will be identified by having a different
colour allocated around the box. Single Exam — White
(Unless stipulated in Configure Exams Assist); Second Exam
— Yellow; Third Exam - Light Blue; Fourth Exam — Lilac and
Fifth Exam — Green. However, it is possible for the Centre
to use their own colour schemes. To assign a colour
navigate to the seating plan, then select Set Colour.

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

the box.

Note - If you require a colour to appear on the first exam in the room, then navigate to the Overview Tab
| Exams Assist Configuration | Settings and select Highlight the first exam in the Seating Plan if there are

multiple.

The Action Icon

This icon will bring a pop-up box providing greater |[54 4033| [~ anaal lna

i | information about the candidate. The

list of their Access Arrangements, Notes and finally a log of Bukolt, Krystal Oh 44m
everything that has been recorded for that candidate in the exam.

. b4 : 4033
Candidate Name, a || Bukolt, Krystal

OO0 |+ re= FH

1FRO 1H 1FRO 1

Bukolt, Krystal
Access Arrangements
Reader
Scribe
Practical Assistant
Word Processor
Comment line 1

Comment line 2

Comment line 3

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

Edit Note
Log:

01 May 2022

18:23 Bukolt, Krystal : Present
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Restoring from a Backup

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

Restore Season and Invigilator Assignments

Restore Exam Timetable and Seating

| 4 Restore « Delete this Season

84



Exam Assist — User Guide V2.5 18/09/2025

The Daily Planner
Exam Tab

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

|
g

Board Level Season

If there are two or more Exam Season taking place at the same
time, an additional column Season column will display in the
Exams Tab. This will help Centre Staff to identify the different
Seasons.

] 1200U30-1 WJEC/GCE GCE/B September 2025

] 3720020-1 WJEC/GCSE GCSE/B September 2025

w
=
~
=1
@
N

WJEC/GCSE GCSE/B September 2025

n
|
=3
@
N

WJEC/GCSE GCSE/B September 2025

| All Day ~ ‘ Ass'stanceReqwedG'

T
ES

Year 7 Mocks

It is also possible to Filter by each

Season. I Pmony m
I September 2025

Y Year 7 Mocks E/8 Septen

‘f—?‘

Year 7 Mocks

Assistance Required Popup

To enable staff to monitor the Assistance Required Tab it's possible to select this popup and this tab will
open in a new web browser. This will mean that the monitoring staff can always have this web browser open
whilst continuing to work in other browsers.

Enable Sounds

This function is found within the Assistance Required Popup. To assist Exams Officers and various admin
staff to keep an eye of any assistance requests it's possible to enable sounds, so when a member of staff
asks for assistance, the device will make a noise. A different sound is made for each assistance required i.e.
IT required, or Assistance Required.

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

Adding a Daily Note for Invigilators
To add a note to display for the invigilators on their schedule page, navigate to the Daily Planner Tab |
Exam Tab and select Note. Once selected, enter a note that the Centres require the invigilators to see.
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Creating a Broadcast
o To send a broadcast to an individual room or all rooms during an exam, navigate
to the Daily Planner Tab | Exam Tab and select Broadcast to all invigilators.
T Enter a title and a note that needs to be sent to the invigilators. Select which rooms
to send this broadcast too and how long does the message need to remain active

for.

Lockdown / Fire

If there is a need to stop all exams due to fire or the need to enter lockdown.
Select either Lockdown or Fire button within the Daily Planner Tab. Once
selected, enter a note to be displayed to the invigilators, all exams running will | .
be stopped, a pause symbol will appear on the invigilator's devices and screens. | -

@ Lockdown

Note- The note will not appear on the exam room viewer, therefore the candidates will not see the message.

Once the exam can restart, the Exams Officers will need to edit the event and deselect the Active option.
Then a broadcast can be sent to inform the invigilators that they can restart the exams.

It is not possible for the Exams Officers to centrally restart the exams.

Type Time Message Active Edit

Lockdown 22:09 Lockdown v G
We need to go into lockdown

Streaming Logs

Streaming Logs : 10/09/2025

To assist the Exam Team, they can view in Real Time, the

Streaming Logs. This will list key actions that are being

recorded in each Exam Room in one Stream. The purpose of the

Streaming Logs is to allow the Exams Team to have their finger

: i on the pulse during a busy Exam Season. To access the

:::T:il;ﬂs:flbytmzbl;ﬁzd; byDeb:?:Harvey@m:ee in i Ll Streaming Logs’ navigate to the Dai'y Planner | Actions |
Endad by Dabda Parvny 9 19122 1n i Streaming Logs.

Printing the Daily Noticeboard

To print the daily noticeboard, select Print | Print Daily Noticeboard. If there are multiple seasons open
during the date of the exams, to print the daily noticeboard for a specific season, use the filter to display the
appropriate season, then select Print | Print the Daily Noticeboard. This will print the Noticeboard for
that Season only.

Email Timetable Reminder Email

To help Centre’s, it is possible to send emails to the Candidates that have scheduled Exams for a specific
date from the Daily Planner Tab. If the Centre sends out reminder email, navigate to the following date and
select Actions | Send Email Reminder to, compose the email and select send. This will only email the
candidates that have an exam on the selected date. The link will include the exam timetable.
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Download Excel Daily Planner

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

Started and Absence Tab

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

Here is a break-down of what each of the tick's means:

Tick One — This means that the Invigilator/Staff attendance has been taken for the room.

Tick Two — This indicates if the attendance has been taken for that room, if it's in orange the register has
been partially taken and green indicates that it's been completed.

Tick Third - This indicates that the exam has been started.

Fourth Tick - This indicates that the exam in that room has finished.

Qverview Exam Entries  Access Arrangements  Invigilators  Timetable Candidates Rooms Schedule | Daily Planner | Events
Exams Started and Absence Access Arrangement Requirements  Exam Room Details  Notes  Attendance  Q Search
Thu, 15/12/2022 ~ All Day ~ Enable Sounds
Start & End Times Absent Candidates
Room Start  Started End Attendance Candidate Start Time Exam Room
] =] Room1 09:30 [of o] ) Valeria Bailey 09:30 5CI/15128 Room2 -
[ Xo0m?2 9 5:41 PV 3 17| -
vva Foom?2 0930 S4lFM n . ] Sienna Chapman 09:30 SCI/15128 Room2 -
[6) Room3 09:30 [cf o] 3]
— Michael Harper 09:30 SCI/15128B Room2 ™
6= SmallRooml 0930 [cf o] 9]

Adding a note — As candidate or Staff/Invigilator are marked absent in the exam room, these appear in the
Absent Candidates or Absent Invigilator table. Once the parent/carer has been contacted it's possible to
add a note to the absence. These notes are added into the logs and it's therefore possible for the invigilators
to also see these messages in their logs.

Amis, Harold : Absent was Late
12 May 2022 10:31 PM : Farent
Contacted - Candidate Il

Comment: Parent Contacted - Candidate Il

Assistance Required — The invigilator can request two types of support in a room — Assistance Required
and IT Support Required and provide a reason for this request. These requests are listed in a table, which
also displays the reason for the request entered by the staff/invigilator in their link.

v v+ (D09:34 - 11:34 : Room1 - West Wing Performance Hall ne m

v+ (@ L109:34 - 11:34 : Room2 : Art & Design

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

It is possible for the Exams Officers and the Roaming invigilators to
cancel these requests and add a note to these requests from their portal
(once a reply is added the request is automatically cancelled). This will
be visible to the invigilators in their portal too.

09:34 IT Support required by Mrs M
Anderson in Room2 : Art & Design :

09:33 Assistance required by Mrs M
Anderson in Room2 : Art & Design :

Need More Paper in the Exam Room
o Mrs M Anderson I'm on my

Assistance Required

way. 09:34 IT Support required by Mrs M Anderson in Room2 : Art & Design : -

09:33 Assistance required by Mrs M Anderson in Room2 : Art & Design : Need More Paper in the Exam Room
o Mrs M Anderson I'm on my way.

09:30 Assistance required by Dafydd Lloyd-George in Room1 - West Wing Performance Hall : Need more paper in
the exam room

(=

Access Arrangement

Requirements Tab
This tab displays all the candidates that have access arrangements for that day.

Exams Started and Absence = Access Arrangement Requirements  Exam Room Details  Notes
Candidate 4 Room 4| Seat 3 Exam % | Requirement
Appleton, Nicholas Main Hall A5 1FRO 1F B [ Reader | [ Scribe | | Proctical Assistant | | Word Processor |
Avary, James Main Hall c2 1FRO 1F B

Exam Room Details Tab

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

together.
Exams Started and Absence  Access Arrangement Requirements = Exam Room Details | Notes  Attendance
Search: | ‘
Time 4| Duration 4| Room 4| Exoms 4| Cands 4| AACands 4 |Invigilators 4| Action 4
9:00AM 0Oh 35m - Oh 44m Main Hal [2FRoF: 1FROTF | 52 & Edit
9:00AM 1h 30m Caretaker Stock Room [ 8300F : B300/1F | 0 G Edit

Tip — If the Centre have several different seasons running during the year, it may be easier for the Centres
to schedule their invigilators from this tab as this tab brings all seasons together.

Notes Tab

This displays all the notes that has been added for a candidate by the Exams Officer, either notes that have
been entered in the access arrangements module in Exams Assist or the notes within the access
arrangements that has been imported from SIMS. This also displays any Room Notes that has been entered
by the Exams Officer’s.
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Exams Started and Absence  Access Arrangement Requirements  Exam Room Details | Notes = Attendance

Search:

Exam 4| Start Time 4| Room
1FRO 1F 9:00AM Main Hall B4 Bukolt, Krystal Comment line 1
Comment line 2
Comment line 3
8300/1H 9:004AM Drama Studio Aaron, Chris Clash - AM session (edited)

Attendance Writeback (Arbor, Bromcom and SIMS only)

Once the attendance has been taken in the exams room, it's possible to write this data back to the Centre's
MIS system.

Step 1 - Refreshing the Attendance Data (SIMS Only)

Navigate to Daily Planner | Attendance, then select Refresh.

It is important to refresh the data from SIMS so any attendance data entered by members of Centre staff on
SIMS in the morning will be synced into Exams Assist (this also includes any notes). If this isn't done, any
attendance data from exams assist will overwrite data entered in SIMS when the data is synced.

Overview  Exam Entries  Access Arrangements  Invigilators  Timetable and Seating  Candidates  Rooms  Schedule  Daily Planner

Exams Started and Absence Access Arrangement Requirements Exam Room Details  Motes  Attendance Q, Search

14/05/2024 ~ All Day ~ [ Enable Sounds | Assistance Required (5

Attendance data last updated 14/05/2024 8:58 PM 2 Refresh ‘

Note — For Bromcom and Arbor, when the Attendance Tab is selected, the latest data is fetched from the
MIS.

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

Quick Routine
Once attendance has been taken in the exam room it's possible to select Set Attendance from Exams. This
will automatically complete the register and notes for each candidate. If a candidate is Present in the Exam,
it will give them a Present for the appropriate

. ) . Set Attendance From Exams
be assigned an L and if the candidate were absent

they will be marked as an N (or whatever has been
configured).

Manual Method

Alternatively, the completion of the attendance can be done manually, once the attendance has been
completed in the exam room, this information will be displayed in the attendance tab. Shortcuts are
available to quickly populate the attendance drop-down.

The options available in the Actions Menu are:

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

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

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

Step 3 - Managing the Notes

When the Set Attendance from Exams is selected, the notes will be populated, this will contain the Start
Time, End Time, the Component Code, Room and Seat Number. However, this will also enter a note
for absent candidates if this is done on the day of the exam.

It is possible to apply these notes for exams
in the future which could be beneficial to
the teaching and pastoral staff. For any
future dates the above message Set
Attendance from Exams will be replaced with Set Attendance Notes from Exams.

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

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

Step 4 - Submitting the Attendance data

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

Write back History

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

Global Search

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

Scan the QR Code to watch a video of
Results Setup

Scan the QR Code to watch a video of
The Download Day

It's possible to import results files received from the awarding bodies and manually

enter results into Exams Assist. Before the results file can be imported, the equivalent Basedata must be in
Exams Assist, however, if the Basedata doesn't exist in Exams Assist the system will indicate what file is
required to be imported.

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

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

Understanding the Exam Results & Embargo Configuration

Before the results day it is important to understand the configuration for managing the Exam Results. These
configurations are global settings and not season specific. Therefore, when an embargo is set in Exams
Assist, this is applied across all seasons and not just the current default season.

ce | Results 8 Embargo | Contingency Days  Invigilater Checklis

To configure the results and embargo, navigate to Overview
Tab | Configure Exams Assist | Results and Embargo. This
tab contains several options; we will go through each of
these to ensure that you fully understand what they do.

Results Embargo - Only Exams Officer, SMT can see results — When this option is selected, only staff with
Exams Officer or S M T Access Rights will be able to view any results in Exams Assist. This will apply across
all seasons within exams assist., even if an embargo date and time has ended. With this option selected,
neither candidate nor staff will be able to view any results. A message will appear in the results tab warning
Centre's that this embargo is in place.

Students can see results in the portal — Select this option if the candidates should be able to view their
results on their portal, the results will be visible unless any embargo is in place.
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Note — Once candidates have been identified as leavers within the Centre's MIS system, their access to
Exams Assist will continue for a period of 3 month. This will ensure that candidates will have access to their
results past the enquiry of results period. However, if the candidates email address is linked to a Centre
specific system, once they are identified as leavers their emails are no longer active, if the candidates forget
their password to exams assist, there will be no way for them to reset their password as their recovery
method will not be available.

Students can see results from the link in an email - Select this option if the Centre requires the candidates
to view their results from a magic link included in a results email. With this link, the candidates will not need
to log into their portal, this link will just work. As this is dynamic, if the results are amended, these changes
will always be reflected when the link is selected in the future. There is no need to send another email.

Edit message for results — If the Centre requires any information to be displayed to the candidates
regarding their results, it is possible to enter a message here. This message will appear in the results tab in
the candidate’s portal. This message will also appear in the candidate’s link, if emailed by the school.

Hide results in portal / email link with a series date - If there is a need by the Centre to only show exam
results from a specific date, then enter this date here. If the Centre only requires the Summer Season Results
to be visible on the candidate’s portal, or in the email link, then enter a date in the Before Date Option

Note — Any results entered for the Summer Season; for May, June or July, the date for all these will be set
to the 1% of June in Exams Assist.

Embargo Until/Embargo Staff Until — This is the time that the embargo will be valid too, after this time
the results will be available for the staff and candidates to view in their portal (it's possible to set different
times for when staff and candidates can view their results).

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

Results Days — By entering the results dates, the results will not be available for the candidates to view until
the Thursday of that week. It is important that the Centre enters the actual date of the results, the Thursday
and not the Wednesday. By entering the date, which is the Thursday, the results will not be visible on the
Wednesday for the candidates or staff to view.

Results footer message — If the Centre requires a message to appear at the bottom of the statement of
results printout or a message to appear in the results tab in the candidate’s portal, then enter the message
here.

Importing Results via an EDI File

TR
‘ @ Upload SIMS Statement of Enfries

@® Upload SIMS Candidate Special Arrangements

@® Upload SIMS Candidate Report I

Navigate to the Overview Tab | Actions | Upload Results File. Locate the
file(s) that's been downloaded, then import into Exams Assist.

& Close on
Edit Season
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Tip — It is possible to import several results files at a time and for any season i.e. if you have 10 result files
to import from multiple seasons, then these can be imported at the same time.

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

Importing Component Results File (XML File)

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

Adding Manual Results by Candidate(s)

Scan the QR Code to watch a video of
Manually Adding Results into Exams Assist

2182 Brionna Adams
Navigate to the Candidate Tab | select candidate(s)| Selected | i e
Add Qualification Results. | © Add Qualification Result
A+ Send Email with Exam Results to Students

Add Qualification Results to Selected Candidates

Enter the appropriate QAN or QWAD (Wales Only) code, then select Next
and then enter a valid grade/mark for the candidate(s). Once a grade/mark
has been entered, select the Year and Month for these results. If required,
the Centre can enter an embargo date.

Adding Manual Results by Group

£ View Bosedata
Navigate to the Results Tab | Actions | Add Qualification Results to ® Upload Basedata file 6

Candidates and select a group (this can be any groups within the MIS | ® Upload Resuits files
. . @® Upload Results csv file
or Groups Created in Exams Assist).

© Add Qualification Result to Candidates

m @ Download = ¥ Configure E

Once selected, enter the QAN/QWAD (Wales Only) code and select Next, then enter a valid grade/mark next
to each candidate in the list. Once a grade/mark has been entered, select the Year and Month for these
results. If required, the Centre can enter an embargo date.

Note - If a candidate is left blank then no grade/mark will be allocated to that candidate.
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Adding Results via a CSV File

6

S View Basedata
® Upload Basedata file 6

® Upload Results files ' Navigate to the Results Tab | Actions | Upload Results CSV File. There

Ll _ are a few different types of file formats that are supported.
© Add Qualification Result to Candidates

m ® Download « || % Configure E

The Different File Formats:
Format 1:

Date, UCI, QAN, Grade (the UCI can be replaced with CandNo)

o Date is the date for the qualification e.g. 30/06/2024 for a June 2024 (24/6A) result
e QAN is the QAN code e.g. 603/3139/2 — with or without the "/"
e UCI is the 13-character Unique Candidate Identifier
o CandNo is the 4-digit candidate number for this Centre
e Grade is the grade awarded - this is not validated against the QAN to check if is valid for the qualification

Format 2:

Uploading UAL Exam Board File

Create the following report from their website and download as a CSV:
(Batch_Run_Cohort_ID,Start_Date,End_Date,Learner_ID,Provider_Centre_s_ID_for_learner,Given_name,Family
_name,Qualification_Name,RITS_Code,Provider_Centre_Entity_Name,Site_name, Textbox32)

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

Format 3:

Date, UCI, [QANCODE], [QANCODE]

‘CandNo’ or ‘Exam No." can also be used instead of UCI

Extra columns are ignored — a Grade of “X" will delete an entry

Editing Exam Results

If exam results need to be
amended, this could be due
to remarks or an admin

error, this is possible by ek i Seare )
navigating to the results tab CandNo Name Year Reg Mark Grdt Grd2 Grode
and Se|eCting the 2085 ‘ Kalpina Fatania (13) 0 7 7 o

qualification that the grade
needs to be changed for. Once selected, find the candidate and select the Edit Button.
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18/09/2025

Grade

Partial Absence

Logs

11/08/2024 11:33 AM

Added by

11/08/2024 12:57 PM

Changed by

FirstGrade changed from 7 to 6

Viewing absent Candidates

Enter the new Grade/Mark, this will then be
updated for the candidate, this change will appear
in the logs for that candidate.

To assist Centres managing their results against the absences it's possible to view the number of candidates
that were missing from the exam (this feature will only work if the registers were taken electronically using

Exams Assist).

Show | 25 v |entries

W | Board Level Series
] EDEXL/KSQ BTNGB 24/68B

EDEXL/KSQ  BTNG/B 24/68
] EDEXL/KSQ BTNG/B 24/6B
] EDEXL/KSQ BTNGB 24/68B

] EDEXL/KSQ BTNG/B 24/6B

Code Title

20168K DISPUTE SOLVING IN CIVIL LAW

20170K APPLYING THE LAW

31617H PRINCIPLES AND APPLICATIONS OF SCIEN
31619H SCIENCE INVESTIGATION SKILLS

40888M BEHAVIOUR AND DISCIPLINE IN THE UNIF

search: |
Subject Count | Absent Count
! 16 0
7 0
Science 7 1
Scienc 1 0
Public Services 9 2

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

om 12:00 on the 15th o

Results

Viewing Results in the Staff Portal

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

Overview Exam Entries  Access Arrangements | Results | Invigilators Timetable and Seating  Candidates Rooms  Schedule  Daily Planner  Events
Show| 25 v |entries Search:| |
u Board Level Series Code Subject Count
O AQA Level 1/2 24/6A 60142923 AQA Level 1fLevel 2 GCSE (9-1) in English Language English 2
(] UAL Level 4 24 /64 60331332 UAL Level 4 Foundation Diploma in Art and Design Science 1
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Assigning to a staff member

The staff that can view the results are linked to the staff associated to a subject within the entries tab. If a
staff member is unable to view their results, navigate to the Entries Tab and assign the appropriate member
of staff to the appropriate qualification.

= = = T =TT

=1 Print Selected ° ° .
A Send Email with Exam Results to Students ASSIgnlng to a subjeCt

# Set Subject for Selected Select the qualification(S) | Selected | Set Subject for Selected,
P Goownead.  mcd  oOnce selected select the subject to assign the qualification too.

From the results tab, it's possible for the exams officer to download the broadsheet and export to excel.

Viewing Subject Results
When a subject is selected, all codes for that subject will be displayed for all candidates i.e. for history all the
GCSE and GCE will appear. This can be filtered down to by Year Group as well as being able to include
results from the previous year (previous season results are coloured in Yellow). It's possible to either print
or download these results to excel.

Printing Exam Results

To print off the candidate’s statement of results, navigate to the Candidates Tab | Select Candidates |
Selected | Print Selected and select the report called Statement of Results.

Note — If you only want this Year's Results to appear ensure to select Filter Results by Dates, it will only
display the results between the dates at the top of the popup box.

Printing Exam Labels

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

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

How candidates can share their results with their parents.

As the results belong to the candidate, the candidates can opt to share their results with their parents from
their portal. When they log into their portal, in the results tab there will be the option to share their results
with parents.

How to Download a Broadsheet.

To download the broadsheet, navigate to the Results Tab and select Download. There are several types of
Broadsheets available for downloads. Each Broadsheets includes a pivot table, so Centre's can-do further
analysis of the data in Excel.

[J WIEC/ Download Excel Broadsheet by Subject for 24,25/ 6W - Certification Only
O wick Download Excel Broadsheet by Subject for 24,25 / 6W - Include Units and Modules
) Download Excel Broadsheet by Result for 24,25 / 6W - Certification Only

[J WIJEC/ Download Excel Broadsheet by Result for 24,25/ 6W - Include Units and Modules

| ® Download » @ Edit Season s Configure Exams Assist
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Managing Access to Scripts

To allow the Centre to manage the access to scripts, for both consent and request in exams assist, the Centre
will need to enable this. To enable, navigate to the Overview Tab | Edit Season | Results Tab.

The Centre will have two options available; they can allow the candidates to consent to the Centre having
access to their script and allowing the candidates to request a copy of their script from their portal. To allow
candidates to consent to the Centre accessing their script for teaching purposes, then select Allow Students
to Consent to Access to script by the Centre. To allow candidates to request a copy of their script via the
portal, then select Allow students to request a copy of selected script. However, if the Centre would like
to collect the Access to Script information for the candidates but don’t want the candidates to request these
themselves, then Select Allow Exams Officers to complete the student consent form.

Note — Only members of staff with Exams Officers Access Rights will be able to complete this form on the
candidate’s behalf.

Details  Invigilators  Portal

Results ‘

Once selected, enter the data and time for when
this function should be made available to the
candidates. The Centre can enter a message for

B Show Results Tab - for results files imported from the exam boards

Access to Scripts:

E Allow students to consent to Access to Scripts by the centre

it Messcne For Access T Scpee the candidates; this could be the access to scripts
E,/A\Iowstudentstcrequesto copy of selected scripts pO|Icy that |S |n place. ThIS message Wl” appear
E,/A\Iow Exams Officers to complete the students consent form |n portal under the grant access to Scrlpts Opt|on
Portal Access to Scripts Active From: Portal Access to Scripts Active Until:

15/08/2025 [m] —=i== @ 30/09/2025 ] i O

Grant Access To Scripts : June (Summer) Exams 2024

9071 : Jennings, Adam
test

Once selected, the candidates will be able to grant access to Centre to A e
access their scripts and if these can be used in classroom. Scect ONE of e ptons s

([ 1 would like o copy of the selected scripts (there may be a charge for this):

Signature

w

please use your mouse or finger sign above

Close E

Once the candidates have completed the form, a new tab will appear in the Candidates Tab in Exams Assist
called Post Results.

- CandNe Name Access To Seripts v | Total Price Payment Status
u| 9003 Akeman, Rebecca ¥ B0 v Applied £20.00

O 9009 Astwick, William « X Requested

O 9040 Doyle, Polly + X v Requested £10.00 Invoiced

0 9071 Jennings, Adam « X’ Requested £10.00

Understanding the icons in the Access to Script Column:
Tick 1 — Access to Script has been Granted.
Tick 2 — Candidate has agreed to the Script to be used in the classroom.

ol
ik - The Candidates does not want their data (Name and Candidate Number) to be used in the classroom;
these must be removed.

119 _ The Exams Officers has added a note against the request.
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Ve The candidate has requested copies of their scripts, the number indicates the number of different
scripts selected.

The Centre staff will be able to track centrally if consent for their scripts to be accessed

Requesting Scripts (If allowed by the Centre)

If the candidate requires a script, they can request this via their portal by selecting | would like a copy of
the selected scripts. Once selected, the element and the components (including their results/marks for
each) they have received a result for will appear. The candidate can select the papers that they require a
copy for. Once selected they will need to sign the form and then select Save.

Note — For the component details to appear, the component files will need have been imported.

EI would like a copy of the selected scripts (there may be a charge for this):

D 3000CS Cymraeq laith (E)

E,/BUDQS Geography (B)

gnmus RS Option 1B Christianity & Islam

D 3125QT RS (Short Course) Cash-in (E)

D 3300PN Mathematics Intermediate (B)

D 3310PN Mathematics - Numeracy Intermediate (C)

D 3430QD Science (Double Award) Cash-in (€ C)
([0 3430U7 Science Double Practical Assessment
D 3430UA Science Double Biology 1 Higher
D 3430UD Science Double Biology 2 Higher

EBAEDUE Science Double Chemistry 2 Higher

D 3430UF Science Double Physics 2 Higher

How to Print an Access to Script Form
To print either a blank or a completed access to script form. Navigate to the Candidate Tab, select a
Candidate | Selected | Print Selected | Results — Access to Scripts.

Access to Scripts

Candidate consent form for access to and use of examination scripts

e =T
95137 Green Abbey Test Secondary
e o et e
9071 Adam Jennings

I consent to my scripts being accessed by my centre

[J 1 consent to my scripts being used in the classroom for teaching
Select ONE of the options below:

If any of my scripts are used in the classroom, T do not wish anyone to know
they are mine. My name and Candidate number must be removed.

[J  1f any of my scripts are used in the classroom, I have no objection to other
people knowing they are mine.

1 would like a copy of the selected scripts (there may be a charge for this)

343007 Sc
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How to email the Scripts to the Candidates

Status

Applied ~ | Once the Centre has downloaded the scripts from the exam
boards website, it is possible to email these directly from
< Exams Assist. To email, select the candidate from the Post

Pices | 20 Results Tab, then select email. Once emailed, the Centre can
.| add a note indicating the scripts have been emailed, then
— = update the status of the request.

How to Invoice the Candidate for this service
If the candidate needs to be invoiced for this service, then

select the candidate that requires an invoice from the Post N 1000

Results Tab. Once selected, enter an amount for the | | emimn i
candidate to be invoiced. Once the payment has been

received then the Centre can update the Payment Status. Close || Condiame || Mol ==

Creating & Recording NEA Results

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

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

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

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

| ‘ [+ PG & Configure Exams Assist

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

Add NEA

Select the Elements or Components to create the result gradebook columns

Art

O 3650QS Art and Design (Art, Craft & Design)

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

Biology

0 1400Us Biology Pracitcal Examination

O 1400U50-1 Biology Unit 5: Practical

[J 3400U3 Biology Practical Assessment

O 3400U30-1 Biology Unit 3: Practical

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

Show | 25~ |entries
Year Goup Subject

Year 11

Geography

Exam

1110U50-1 Geography Unit 5: Nea

Search:|

Gradebook

<]

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

Title:
Geography Unit 5: Nea

Type

NEA

Exam Season:

January 2025

Active From:

dd/mm/yyyy ]

Grade:

© Numeric Mark
O Comment

@® Gradeset

Assigned To:

Assign to Another Group

Subject

v Geography

Exam:
v 1110U50-1

Unti

11/12/2024 B

‘Year Group:

v Year 11

Resuits File

Choose file | No file chosen

Excel with CandNo or Adno Column and Mark or Grode column

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

Creating & Recording Mock Results

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

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

© Add Mock Result

£ Configure Exams Assist

Step 3 — Select all of the component that require a Mock Grade column created in a Gradebook and select
Next. Once selected enter a date for the columns to be visible to staff and also what type of grade to be

used for the Grade.

Add Mock Result

Select the Elements or Components to create the result gradebook columns

History
[m] HIS History
[m] HIS1 History 1
Close Next

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

Show | 25 «|entries

Year Goup Subject

Spanish

Spanish

Sociology

Exam

SPA Spanish

SPA Spanish

SOC Sociology

Search:|

Gradebook

a

a@

@

How to download and upload a spreadsheet

Once the Gradebooks have been created it's possible to download these as an excel file for the purpose of
staff being able to view the data that has been entered or alternatively, the Centre can manually enter data
into the spreadsheet and then upload these results to Eas.

To download/upload a spreadsheet navigate to the Results Tab | Actions and select the appropriate option.

£ View Basedata

® Upload Basedata file

® Upload SIMS Statement of Results for Mocks
@ Download Excel - Mock and NEA Results

® Upload Excel - Mock and NEA Results

© Add Mock Result L Configure Exams Assist

How to Upload a SIMS SOR for Mocks (SIMS ONLY)

If Centres have created results Marksheets in SIMS for the purpose of recording mock results, these can be

imported into Exams Assist via the TSV File for the Statement of Results.
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Managing Events

The event tab will display any types of events that occur in an exam room. The type of events that are
displayed are Malpractice, Special Considerations, Absent, Late, Late Start, SRB, Toilet Breaks and Move
Seats. Each of these events are filtered into a different tab making it easier for Exams Officers to look at a
different type of event.

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

Malpractice (o] Special Consideration O Absent ® Lote @ LoteStart @ SRB © ToiletBreak @ Move Seat ©

How to Add a Note

To add a note to any event, navigate to required tab, locate the candidate and select the note icon on the
end of the table.

Tip — This is great for recording updates in relation to a Malpractice/Special Considerations case. Use the
note function to record that you've notified the JCQ of an issue, record the outcome and also if the
parent/candidate has been notified.

How to Delete an Event

To delete an event recorded by a staff member, navigate to the appropriate tab and select on the time
hyperlink of the event and select delete.

12:15: Absent Ewan Andrews

Timestamp 04/11/2024 1215

Event Absent

Exam Date 04/11/2024

Exam Start Time 09:00

Room Gym

Seat cz

By SIMS Secondary Now

Cand No 0009

Cand Name Ewan Andrews

Message Ewan Andrews : Absent
Close Ewan Andrews

Note - This deletion is irreversible.

How to Download the Events Tab Logs
To download the Events logs, navigate to the Events Tab | Download Exams Log.
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As part of Exams Assist, the Centre has the option to send emails to Staff/Invigilators, Parents and the
Candidates. The tools that are available to the Centre are consistent when sending messages in area of
Exams Assist. From Attendance Tracking (First Day Response), Parents Evening, Bookings, Trips, the
messaging functions are all consistent.

If the Centre requires to send out SMS to Candidate’s or Parents, for Exam Reminders then the Centre will
need to purchase the Full Messaging Module - https://schoolworkspace.co.uk/Order/Messaging

IMPORTANT - To ensure that the delivery of emails is successful.
Communicate with Staff, Invigilator, Parents and Students asking
them to add the following address as a Safe Senders.
noreply@schoolworkspace.co.uk
notifications@schoolworkspace.co.uk
This will stop Messages appearing in their Junk or Block Folder.

To view the people who do not have an email

P Sonb| O address sync’d into SWS, navigate to School
i ol sl Settings | More Settings | Parental Contacts.
Toggle through the other tabs to view the
1 other groups that don't have an email address
1 in SWS.

Show | 10 v |entries

Name Email Last Seen Children

To view a list of recipients that do

not receive emails in SWS, navigate tatt_ Sutents [ERCmg) O
. . All LastSeen NoSend No Email Address
to School Settings | More Settings -
| Parental Contacts. Toggle Nome s No s Lot s o

through the other tabs to view the
other groups that do not receive
emails from SWS.

General Settings

In Configure Exams Assist |

Email :
Reply To Email Address Email From Name Settings Tab, the is a Configuration
exams@greenabbey.co.uk Green Abbey - Exams Department to set the Reply to Email Address

and the Email from Name. Once the
reply to email has been populated, this email address will
be used as the default when sending an email. However, (&% Green Abbey - Exams Department
it is possible to amend this when composing the email. -
The Email From Name is a great way to identify where the
email has come from. |If the Centre uses a different
Communication Software, then the Centre can enter in ——
here that the Message has come from the Exams Team. ——
So, when the email is in the Inbox this Message will be | ooty |
visible to the user. s o

Invigilator in Green Abbey School : Y11 Mocks Sept 2025
Dear Mr J Atkinson,

Please provide your availability to invigilate for our Y11 Mocks Sept 2025 season.
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Omitting a Person from receiving a Message
To stop a recipient receiving an email from SWS, Use the Global Search on the Homepage to locate the
recipient, once selected, enter a date in the Do Not Send
Do Not Send dd/mm/yyyy O Email Unit. Also, it's possible to add the recipient to the
Emails Until Blocked List and provide the reason for adding them.

Schedule a Message

When composing an email in Exams Assist, it is possible to
Close =~ Load Template« = [RCESSININ schedule the message. An advantage of this feature is being able
to view the message prior to the email being sent. If the Centre
notices that there is error in the message, this can be deleted

prior to them being sent. To Schedule a Message, when | Scheduled Send:

composing an email, there is a Schedule Option at the bottom. dd/mm/yyyy B || --i-- ©
Once selected, the Centre will be able to enter a Date and Time
for the message to be sent. Once a Date and Time have been
entered, the Send option will change to Submit. Select Submit, the message will be Scheduled.

send Bxom Timetable Emalo Selected Students Once the message has been Scheduled, the
SendLog message logs popup will appear. This will give
" the Centre to select the Message Status. Once
select, the Centre will see a Preview of the
Message, along with the list of recipients.

shed 2025-09-10T13:43:37

Message Status

If required, the Centre can either Cancel (Delete) the Created: 10/09/2025 14:43
message, therefore this will no longer be sent. Alternatively, Scheduled: 11/09/2025 12;oom ASend Now
if they are happy with the Message, they can select Send Reply To:
Now.
To:Abjit Abhra
Sobjecten Tinetaute for fegss s To view the message, scroll down to the recipients list
IE— and click on an email address. Once selected, the
Please find below  ink to view the Exam Timetable for Abjlt email will be displayed in a popup. Any tokens used
::::egards in the body of the email; these will display what the
Martin's Green Abbey recipient will see. The Link Blue Buttons will also
m work, so these can also be tested at this time too.
Mail Merge Tokens Tokens - | StudentTokens - | <>+
When creating email, the Centre can personalise the message by adding the Dear [jsa StudentForename
available Mail Merge Tokens that are available. Depending on the area the Please fir StudentSurname L)
emails are being sent from in Exams Assist will depend on what Tokens that Kind Reg StudentName
will be available. The Tokens will be available in the drop-down menu on Martin  StudentRegGroup
the tool bar of the compose email popup. [[School\ StudentNameOnCertific...
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Change the Text on the Button

When sending emails, several of them will have an Action

e a biton thet IS 9 SchooiweriSpdcs Button at the bottom. This button, when selected, will open a
View Exam Timetable new Web Browser; this could be the
Candidates Access Arrangements, View Exam Timetable

Timetable or Results. If the Centre are not happy with the description of the
Button, the Centre are able to amend this to display the preferred name.

Sent by SchoolWorkSpace

Uploading a Document
When sending emails, it is possible to attach documents. To attach the document, drag and drop the
document into the Drop Attachments Here box. When the message has been sent, the attachment

document will show in the Message History. Therefore, the Centre will be able to check that the document
was sent with the email.

Managing Templates

%‘é Mr John Atkinson ~
© School Settings To help Centre’s it's possible to create Message Templates, once these templates
Sfe‘”“ have been created, they can be selected when creating emails. To create/manage
o= Invoices
® Parents' Evening the Templates navigate to the Messaging Module | Templates. Once selected,
fg‘o‘i‘:;‘:m““ the list of pre-populated templates will appear. To
I
@ Messaging amend a template, select one, edit the message and EANES SRR R N
. . . || Exams: examresults_withlink
either Save the message, or Save As and give it a Exams : examtimetable
New Name Exams : invigilator_availability

; Exams:invigilator_schedule

Exams : Student Exam Timetable

To create a New Template, select New Template. Once selected, give the o 7
template a name, and select the appropriate Category. Compose the message,

including and tokens, then give the Button Text a Name. Once the message has

been created, select Save.

Message History

& Templates @ Email Block List o

Show | 250 v | entries Search: | |
Date Send To Category Emails SMS
11/09/2025 12:00 Student Exams ] 1 0
22/08/2025 09:00 Student Exams tNa 1 0
28/07/2025 09:00 Student Exams 0A1 0
10/09/2025 20:26 Staff Exams nvigilator Schedule in Martin&#39;s Green Abbey & 1 0

To view the History of a Message sent from Exams Assist, navigate to the Messaging Module from the
Main Menu. Once selected, a list of all messages sent from SWS will appear in a list. If the Date/Time for
a message is in Italics, this indicates a Scheduled Message. Also displayed in the table, the number of emails
Sent and the number that may have Failed.

Select a message to view specific details regarding the message. When selected, the message that was sent
will appear, the list of recipients, along with the email address used and finally the delivery status for each
recipient.
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Viewing the History for a Specific Recipient

To view the messages that has been sent to an individual person, such
Mr Robert Acton as a Staff Member, Invigilator, Parent or Candidate, navigate to
homepage and search for the individual in the Global Search at the

top of the webpage. Once

Email Acton@mailinator.com

the person has been Messages Sent : Mr Robert Acton
selected, the Centre can
click on the email address
and the list of all sent messages will appear, it will also display the

Home Email Acton@mailinator.com

08/02/2024 : Exam Timetable for jordan Acton - P1 Only
To : jane.acton.3284096@mailinator.com
08/02/2024 09:58 : delivered OK

status of the message. If the person clicks on the Message Subject, i e
To : jane.acton.3284096@mailinator.com
then the email will appear. 08/02/2024 10:04 : delivered OK

Email Blocked List

If an email has been sent to a person but this has been rejected/declined for any reason by the recipients
email provider, then they will be added to the Blocked Email List in SWS. Once the email address is marked
as blocked, no more emails will be sent to that person. To remove these from the blocked list, navigate to
the Messaging Module and select Email Blocked List.

IMPORTANT - Before unblocking an email address, ensure that the person has added SchoolWorkSpace
as a save sender. Otherwise, once the email is sent again, it will just go back into the Blocked List.

To add an email to the blocked list, navigate to the Email Blocked List, then select Add. Once selected, enter
the email address along with a reason for adding the person.

The Importance of adding SchoolWorkSpace as a Safe Sender

Adding an email address to a safe sender list is crucial for ensuring that important communications are not
mistakenly filtered into spam or junk folders. This practice enhances the reliability of email correspondence,
allowing users to receive messages from trusted sources without interruption. By designating
SchoolWorkSpace as a safe sender will ensure that vital information is received.

How to add SchoolWorkSpace as a safe sender

e Open your email client or service settings.

e Locate the Safe Senders or Whitelist section.

e Enter the email address you wish to add.

e Save the changes to update your settings.

e Verify that the email is now listed as a safe sender.
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Configuring the Candidate Portal
Parents and Candidates can log into the Portal either by the email registered with the Centre or the Centre
can create login codes and give these to the Parents/Candidates.

Creating Login Codes

For login for Students, Staff and Parents to SchoolWorkSpace

Students, Staff and Parents can register/login if they have an email add Generate Login Codes - Staff

To create codes for the parents or the candidates to

Alternatively users can login with a unique login code that you can gen¢ Generate Login Codes - Students Iog into the Online portal, navigate to centre Settings
kil e o M) GonrtaLogi Codes-Pornts | | Other Settings | Setup logins. Select Generate
ta 4 - 92%  Clear Login Codes - Staff . .
Stdents 157 P g e Login Codes, once created you will be able to
e | Clear Login Codes - Students X . X K
Forents = s "1 Clear Login Coges - Farents download or print these codes for distributing.
@ More Stats ® Download = 2 Print « ‘ Generate/Clear Login Codes « |

Candidate Portal Setup

Portal | F

(O Published to the Parental & Students Porta

Exom Entr Exam Time

(O Parents can confirm entries in Porta O Students can confirm entries in Portal [ Fees show in Portal (O Hide Room And Seat in Porta O show Information For Candidates Download Pdf in Portal

To configure what the Candidates and Parents can view on their Portal, navigate to Edit Season | Portal.
Season Display Name — As the Centre are unable to amend the Season Name in their MIS system or in
Exams Assist. Therefore, If the Centre needs to name the Season something the Candidates would relate
too, then enter this here.

Published to the Parental & Students Portal — Select this option to allow the Candidates and Parents to
view the Candidates Entries, Access Arrangements and Timetables in their Portal.

Fees Show in Portal — Select this option if the Candidates and Parents should see the costs of each individual
Exam they are entered for.

Hide Room and Seat in Portal — Select this option if the Centre do not want the Candidate and Parents to
view the Room and Seats a Candidate has been allocated too.

Show information for Candidate Download — Centre’s can upload a document that the Candidates can
download from their portal. This document is uploaded in Configure Exams Assist | Settings |
Information for Candidates PDF.

For an External Season, to display the Results to the Candidates navigate to Overview Tab | Configure
Exams Assist | Results and Embargo.

Note - If the Centre doesn’t want the Candidates Access Arrangement to appear in their Portal, select the
following in Configure Exams Assist - Do not display Access Arrangements on the Student Portal.

Confirm Name and Entries : January 2025

Allowing Candidates and Parents to

Ackton, Stephen

confirm that "Name on Certificate' is correct

{ ] [ ]
Confirm Entries
To allow either the Candidates or Parents to view/confirm their entries
navigate to Overview | Edit Season | Portal and select Parents
Access Arrangements listed (where applicable) are correct
and/or Candidates can confirm their Entries in the Portal. Once

selected, Parents and Candidates will be able to view their entries and
: E|  then can confirm that the following are correct — Entries; Access
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Arrangements; Name on Certificate and Date of Birth. From the Edit Season it's also possible to add a note

to explain to Candidates / Parents of what that they are required to do.

Once the data has been submitted by the Candidates / Parents the results will appear in the Candidates Tab.

Candidates  Student/Parent Confirmations  Retakes

Filter by Yeor/Reg «  Fifter =

Students Confirmed 0 (0.0%)
Students Not-Confirmed 108 {100.0%)

Parents Confirmed 1(09%)
Parents Not-Confirmed 107 (99.1%

Number of Students
Students Viewed
Parents Viewed 1(0.9%)

Show[ 25 +|entries
CandNo Name Student Parent
0001 Abdulloh, Tomwe @ @ Yes Yes Yes Yes Yes

0003 Allen, Bathany (X3 ®Q Yes Yes Yes Yes VYes

0005 ouie © o0 Yes Yes Yes Yes Yes

Search:

AA Granted Correct

Status

Ok

Ok

ok

Sending Reminder to the Parents and Staff

To help manage the confirmation of entries, it's possible to send reminder emails to both parents and the
candidates. To send these messages, navigate to the Candidates Tab | Student/Parent Confirmations

then select Send email reminder.
confirmed their entries.

Adding a Message to the Portal for Results

This email will only go to the parents or candidates that haven't

Navigate to the Overview Tab | Configure Exams Assist | Results & Embargo and select Edit Message

for Results, then enter the message you wish the candidate to view.

Note - This message will be visible even if the results are embargoed.

(&) Access Arrangements | Results

Dashboard These are the latest results - if you need to appeal click here

— The Grade Boundaries can be viewed by selecting the following link

= https:/ffilestore.aqa.org.ukfover/stat_pdf/AQA-GCSE-GDE-BDY-JUN-2023.PDF ;
Curriculum
(O share exam results with parents

= Summer 2024

Ex
s Board  Level [ Title Mark  Grdl  Grd2
- AQA Level 172 60142923 AQA Level 1/Level 2 GCSE (9-1) in English Language A

Groups

& Download PDF

Overall Grade

A

Tip — Add any information the Centre would like the candidate to see, such as the procedure for EAR, Grade

Boundary Links etc.

Candidate Allowing Parents to View their Results

Within the Candidates Portal there is option for the candidates to allow their Parents/Carers to view their

results in their portal.

D Share exam results with parents
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Emailing Results to Candidates

Settings Training  Attendance

Results & Embargo | Contingency Days  Invigilator Checklist

Exam Results

D Exam Results Disabled for all Seasons - Results only visible to Exams Officers / SMT

Global Embargo - This overides the results day embargo below

(@ Students can see results in Portal when they login

Requires Result Files to be imported into SchoolWorkSpace.

E,/ Students can see results from the link in an email

Requires Result Files to be imported into SchoolWorkSpace.

To allow candidates to view their results via
the email, navigate to the Overview Tab |
Configure Exams Assist and select Students
can see results from the link in an email.

&4 Print Selected

Once the above has been enabled navigate to the candidate tab, || © addquaification Resuit

select or filter the group of candidates that results need to be
emailed too. Once selected navigate to Selected | Send email with

A+ Send Email with Exam Results to Students

X Remove Selected Candidates with no exams

| = .
exam results to students. Create a message and then send to the I Delete Seiected Candidates

candidates (the link to the results will automatically display on the

bottom of the email).

@ Clear Room+Seat allocation for Selected Candidates

| @ Assign Room to Selected Candidates

Allowing Mock Results and NEA to display on the Portal

Portal Mock Results Visble From:
dd/mm/yyyy O —-ie- [c]

Portal Mock Results Visible Until:
dd/mm/yyyy O ]

Edit Message For Mock Results

Portal NEA Results Visble From:
dd/mm/fyyyy B @ - c]

Portal NEA Results Visible Until:

dd/mm/yyyy O Q@

NEA [Non Exam Assessment] Results are not shown to Farents in the portal. | Edit Message For NEA Results

It is also possible to add a

To allow Mock Results or NEA to be viable on the
portal, navigate to the Overview | Edit Season |
Portal and enter a date to and from for these
results to be visible on the portal.

message to be visible for

Candidate Details  Entries  Timetable  Access Arrangements | Mock Results

the candidate to see in
the portal, this is great for
explaining the Centre's
procedures for appealing

Year 11 Mocks Feb 2024

DRA1 Droma 1

DRA Drama

These are the Mock Results for the January Internal Exams

>J>)

their NEA marks.
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Managing Invoices
How to Setup the Module

To setup the module, there will be the need for the Centre to create a SumUp Account as this is the
payment system that is used by SWS. Once the account has been created, follow the following steps:

Navigate to School Settings | More Settings | Payment Settings.

Payment Settings

Payment Provider SumUp e

Currency £- GBP v

I Bank Accounts

Ensure that Payment Provided selected is SumUp. and the currency is GBP.
Select Add SumUp Bank Account.

Enter a Name for this Account — SumUp SchoolFund

Select Enabled

Select if this is to be the default account to be used with the Invoice Module.

Note — The school may be required to create several SumUp accounts. Once for the School Account, one
for School Fund and another for School Trips. Remember, this module can be used to create and send any

invoices to students/parents in the school.

Add SumUp Bank Account

Select the link that will take the Centre to the SumUp website to get the
required API key to link everything up. Once setup the Centre will be
ready to send out invoices from the module.

Note - The staff that need to access this module will need to be allocated to the Accounts security group

in SWS. Navigate to School Settings | Staff Roles.

Creating an Invoice
To create an invoice, navigate to the Invoice Module and select Add.

Title — Enter a title for the invoice.

Category - Select a category for the invoice.
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Description - Enter, if required a description for the invoice, this information will be visible to
parent/candidate when they open the invoice.

Bank Account - Select which Bank Account the money should be deposited into.
Invoice Total - Enter the total amount for the Invoice.
Invoice Date and Due Date - Enter the invoice date, and the due date for the invoice needs to be paid by.

Add Staff, Student or Group - Add the candidates or staff that needs to be invoiced.

rrrr
Day Trip to the Beach

Category
Trips.

Bank Account

Invoice Date: Due Date:
28/05/2025 O 27/06/2025 0

Add Staff / Other | Add Students | Add Group

Managing Retakes

Once the Exams Officer has identified the candidates that require to be invoiced for the retakes. These
candidates will appear in the Invoice Module, ready for the Finance Department to email these out to the
parents or candidates. There is no need to create these in the Invoice Module, all retakes can be managed
in Exams Assist.

Managing Access to Scripts

Once the Exams Officer has charged candidates for the Access to Scripts Service, if the invoice module has
been setup these charges will appear ready for the Finance Department to email these out to the Candidates.
There is no need to create these in the Invoice Module, all Access to Script Request Charges can be managed
in Exams Assist.

Editing an Invoice

To edit an Invoice, select the Invoice ID number. Once selected, any information within the invoice can be
edited. There may be the need to mark the invoice as Paid, as the candidate has brought cash into school
to pay for the retake and not using SumUp. Once paid, the Centre can record the payment method and
payment date.

Emailing and Invoice

Once the finance department are ready, the invoices can be emailed to the
I Delete DRAFT Invoices parents/candidates for them to be paid. To email these navigate to the
A Email Invoices Invoice Module, select the invoices that need to be sent, then Selected |
Email Invoices.
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Managing Basedata

For Centres to import their results into Exams Assist the appropriate Basedata will be required in the system
(The most common Basedata will have been imported). The Basedata is required as results file doesn't

contain any information about the qualification only the result/grade.

Centres that require to import their Edexcel 7b File then they will need to import the Basedata received from

the exam board.

Viewing/Managing and importing Basedata

Navigate to the Overview Tab | Actions | View Basedata

| ® Upload SIMS Statement of Entries

® Upload SIMS Candidate Special Arrangements
® Uplood SIMS Candidate Report

2 View Basedata

® Upload Results file

+ Add new Exam Season

© Access Arrangement Settings

« Set as Default Exam Season

€ Exam Seasons Entry Info

i Close this Season i

The Basedata is broken down into seasons, then exam board and finally each individual level. To view the
Basedata for any qualification, navigate to the appropriate season, select the awarding boarding then the

level and use the search functionality to locate the appropriate code.

° Basedata [ SULRIVA]

AQA EDEXL/GCE EDEXL/GCSE EDEXL/GVQ EDEXL/KSQ NICCEA OCR RSA WJEC/GCE | WJEC/GCSE

1&2 EL GCSE L1L2 L3 VRQ WJQ WTA

Last Updated : 03/08/2023
Show|25 v |entries

3300PF Mathematics 3300PF Mathematics Foundation 2391 0007204
Foundation

3300PH Mathematics Higher  3300PH Mathematics Higher 2391 C0007204

Search: (3300

(2000301 ) (000201 |

(000501 ) (33000801 )

If the required Basedata is not in Exams Assist it's possible for this to be uploaded, navigate to the Basedata

table, Actions | Upload Basedata File. Locate the .zip file and import.

® Upload Basedata file

Tip — You can import several Basedata files at once, when importing the files select several files and import.

Important — All Basedata files must be uploaded into EA before results files can be imported. Most common
Basedata files will have already been imported, but there may be a need to import Edexcel BTEC specific

files.
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Managing Gradebooks

How to Edit a Gradebook

To edit the gradebook, select Actions | Edit Gradebook. From this dialog box you will be able to add
student attributes such as FSM, EAL or SEN. You can also hide or make a column read-only and finally you
are able to move the order of the columns by selecting the up and down arrows.

Edit GradeBook

GradeBook Title:

Year 9 Physical Ed 9y/Pe2

Subject:
Physical Ed ~

YearGroup:
Year 9

Student Attributes:

[ =sm mEE O ea ) s=n 0 Gifted

Column Hidden ReadOnly Move

Bleep Test D D + ¥
PE Exam 0O 0 + 3
Target Grade D D + ¥

Note — The Student Attributes will only display if the Centre allows the data share of this data item. To able
this additional data, navigate to School Settings | Data | Xporter on Demand Settings.

How to add Exam Codes to a Gradebook

To add exam entry codes to a gradebook, navigate to a gradebook, then select Actions | Edit Gradebook
and enter an Exam Entry Codes in the appropriate box.

How to view a result for an individual Pupil

If you select a pupil in the gradebook, you will be able to view the results for that individual pupil. It will
also display the date and the name of the teacher that entered the grade. It is also possible to add a new
grade, and the old grade will be stored in the history.

It is also possible to print these set of results for this individual pupil by selecting ‘Printable Version.’

How to edit a column heading

It is possible to edit the column of a grade by clicking on the column heading. From this dialog box you will
be able to give the column a new shorter heading, hide a column, make a column read-only or make the
column a predicted grade. It is now possible to sort the Gradebook by a column from this screen.
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Internal Grade

Title:
PE Exam
Column Heading:
(O Hidden
Do ot display this column

O Read-Only

Active Between:
dd/mm/yyyy (m] 10/01/2022 ]
Sort:

O NoSort O I Highest to Lowest O 12 Lowest to Highest

=

How to delete a column

If you have created a column in error, it is only possible to delete this if no grades have been recorded. To
delete the column, you will need to edit the Mock Grade. Select the column heading and then select Details

(See above). When you view the Mock Grade, you will be able to select Edit Mock Grade button.

Scroll down to the bottom and select Delete.

—

Grade:

Distinction*Pass e

Aszigned Tao:

TuPel
!ﬁ‘ :fe' Ed

Assign to Another Group

However, if you have entered some grades / results you will have an error message.

Grodes have been submitted. You

cannot delete work that has student
submission, or grades or comments.

How to download a set of results
To download a set of results to an excel spreadsheet, select Actions and then Excel Download.

Managing Gradesets

From School Settings Select Other Settings | Gradesets, Centres will be able to view/manage the

gradesets.
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Source

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Martins Green
Abbey

Active Name

v RAG

v AF+G+U

v 9-1

v Pass/Fail

v 5 Outstanding - 1
Poor

v Level 1-8 +
Exceptional

v Distinction*-Pass

% Progression Step 1-
5

v Percent

Values

Pass  Fail
5) Outstanding ~ 4) Very Good | 3) Good  2) Inconsistent 1) Poor

Exceptional  Level8 Level7 Level6 Level5 Leveld Level3 Level2

Levell A B C N D
Distinction*  Distinction Merit  Pass  Unclassified

1] 12] (3| |4| |5

Numeric 0-100

° Add/Edit Gradesets

[# Edit
[# Edit
[ Edit
[Z Edit
' Edit

# Edit

[ Edit
[# Edit
[Z Edit

+ Add Gradeset

How to Add New Gradesets
Navigate to Manage Gradebooks and select Add Gradesets.

Gradeset Properties

4 Add Grodeset

Name

Max

Edit Gradeset

(W Gradeset Is Active
] = [Red NE
@ A |Amber | ‘5 |
@I G |Green | ‘10 |

RAG

RAG

0

For numeric only grades, 0 to this value

|Descw iption | ‘0 |

ID - Give the Gradeset a unique ID.
Name - Give a unique name to the Gradeset.

Max — Enter a Maximum Value for a Numeric Grade Only.

Colour - Select the appropriate colour associated to the grade.

Grade - Enter the appropriate grade type such as A*to G or 9 to 1 etc.
Description — Enter a description for each grade entered.

Value - Enter a value for each grade.
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A Guide to Staff on using SWS/Exams Assist
Getting Logged in

Navigate to the following website - https://examsassist.co.uk/

Select — Login / Register, then Login to SchoolWorkSpace

Login with your email address

s

f wour email is entered in the school datoscs

The username will be your Centre email address, the address that's recorded in the Centre MIS. 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.

Staff Homepage

Staff will be able to access a vast amount of information from their homepage (this will also be depending
on the modules purchased). By default, teaching staff (if allocated to the Teaching security group) will be
able to view the Exams Tab, Group Tab and the Timetable Tab.

= Entries Review | Exams Results

Exams

January Exams 2025

& 31463H Personal and Business Finance For Review
Bookings 31760H Information Technology Systems For Review
31489H Developing A Marketing Campaign For Review
[T 31761H Creating Systems to Manage Informati Reviewed
Parents' September Entries 2024
Evening
CGWWV2A Business (2018) (Award) Authorised
= CGWW3A Information Technology Reviewed
Groups SKWO5BA Information and Creative Technology Action Required
CGWV4A Business Authorised
Timetable

The Exam Tab will display the entries that have been assigned to the staff member to be reviewed, a list of
all exams that has been created by groups, Results and any Invigilation Scheduling associated with the staff
member.

Reviewing the Entries

To view and check entries, 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.

CandNo $| Name

0O 7001
@ Jason Aaren

O 7002

.E Liz Aaron

Or alternatively you can navigate to Action at the bottom of the table and select an appropriate option (see
below).
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-

Mark All Blank as Correct
Mark All Blank as Incorrect

Mark All Blank as Query

‘ Action = | 1 Print Access Arrangements <

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.

Add Comment
_ Jason Aaron for French Reading
[his candidate needs 10 be withdrawn as he has dropped | |
®  Chris Ctrl D' Acron
w f
Ok Cancel
o
5 s
11B
g Jason Aaron v ® 1

Once the comment has been applied this can be viewed next to the candidate. SMT 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.

11B ® ] Mrs | Darby 0 minutes oga eply
28 Jason Aaron «/» This candidate needs to be
withdrawn as he has dropped the
subject.

It is also possible (if required) to Add Candidate if they have been omitted from the entries. Navigate to the
bottom of the list and select Add Candidate and you'll be able to search any pupil within the Centre, select
the pupil and they will be added to the list ready for a member or SMT to approve. These entries will be
marked as ‘Additional’ in the entries table until the pupil is added in the MIS. 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.

° DOM > GCSE/9FC > ART : Art Due : 02 Oct 2022 SV Access Arrangements | € - >

Status:  For Review ~ Assigned To:  Add Staff

Link this Exam to a Teaching Subject
Correct : 13 Incorrect: 0 Mrs A Buxton Subject:

Query: 2 Blank : 13 Mathematics v

0

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 SMT 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.
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It is also possible to switch between each entry that have been applied to a member of staff by selecting the
arrow down at the top of the screen.

Access Arrangements

~  ArtExam L
Droma Exam
Geography Exam L

-

S

To view the entries for an individual, just select the candidates name and their entries would appear in a
popup dialog box.

Exam Entries For : Jason Aaron

Season: Summer Exams 2022
Name: Jason Aaron

Gender: Male

Date of Birth: 08/03/2006
Candidate Number: 7001

ULN: 5142311344

uck: 951370217001E
Name on Certificates: Jason Aaron

Entries

DOM GCSE/9FC Art Art Exam

DOM GCSE/9FC CS Computer Science Exam
DOM GCSE/9FC DRAMA. Drama Exam
DOM GCSE/9FC FR French Reading
DOM GCSE/9FC GG Geography Exam
Last updated 25/06/2022

Viewing the Entries by Subject

To assist you review the entries an additional view has been added — View by Subject. This view will display
all component codes in a table format. This view to great for modular/tiered exams as you'll see all the entry
codes acrooss the top and the candidates down the side. To view the entries in this view, from your
homepage select an element that requires checking, once the page has opened select the View by Subject
button. From this view your able to change subject that has been assigned to you and also filter to a different
level.

You have the same functionality as completing the review by list, select the column header of a element and
a popup box will appear which will give you the ability to select all blanks as correct, incorrect or query.
Once checked you are able to approve these from this view too. Any notes added to a candidate will be
indicated by a flag next to the question mark symbol.

Viewing Access Arrangements

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.

Access Arrangements £ - >
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You will then see the list of the candidates that have any kind of special arrangement in that Element /

Component.
(These will have been indicated by the EO or the Centre SENCO).

EDEXL/GCSE > GCSE/9FC > 1FROF : French Option F

Show entries

Adno % | Name Gender ¥| Reg ¥#| CandNo 3 Component

Reader
Scribe

Practical Assistant
Word Processor

O 004609 - Male (114) 4009 1FRO 2F Speaking (F}

It is also possible to view if a ‘Modified Paper’ or ‘Laptop’ is required for that examination

Access Arrangments

To view Access Arrangements for Candidates within a staff member teaching classes, staff can select the

Group Tab, then select a Teaching Class.

= Mr Adrian Blacker
§ . YearGrp
Curriculum & vear7
YearGrp
fod e Year 11
Exams RegGrp
11F
e
ReqGrp
Bookings \‘ 7C
Music (Mixed)
) e 11AMul
Parents'
Evening Mathematics (Mixed)
11yMa2
e, Science
Y oy/sct

Select the appropriate group, then Members. A list of candidates within that group will appear with any

Access Arrangements lcons assigned to them.

@& 11AMu1 - Music (Mixed)
Py
= M  Chris Aaron Liz Aaron
Curriculum ap (Highe) somEdT LA & oundation) # A
M David Barton M Martin Chappling
2 < (sylfaench 4 (Conoradd) &
Members
@ Jack Eckhart ? Denise Elija
(Higher) @ s gLt Q@ECHN ermediate]
= =
Exams ﬂ Stuart Frankwell a Victor uﬁOff‘lS
k< (Intermediate) Q® B 3 ntermediate}

Seating Plan ~ i

Harold Amis
(intermediate] @

2

Emily Dickson

(Uw, .h

{ Mia Fel
D (reermediote) O g %
William Godfrey

(Intermediate) &

we

Viewing Results

Teaching staff will also be able to view the results assigned to them but also the results for the whole season
by element. Also (if applicable), you will be able to view the previous year's results too.

To view individual candidate results, use the global search at the
once located select the Exams Tab then Results.

top of SWS and search the candidates,

Viewing Internal/External Exams assigned to your Groups

To view any exams assigned to a staff members group, select Exams from the Homepage and then the
Exams subtab. This will display any exams that are created/assigned to a group.
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Entries Review | Exams | Results

Infermation Technology
Date Exam

10/01/2025 09:00 EDEXL/KSQ BTNG/B
31760H Information Technology Systems
31760H01 Information Technology Systems

14/01/2025 13.00 EDEXL/KSQ BTNG/B
31761H Creating Systems to Manage Informati
31761H1A Creating Systems to Manage Part A
15/01/2025 03:00 EDEXL/KSQ BTNG/B
31761H Creating Systems to Manage Informati
31761H1B Creating Systems to Manage

22/01/2025 10:30 INF Information Technology
INF1 Information Technology On Demand Exam

Groups Candidates
7
8
8

\_ 10C/m1 | 15

Viewing Upcoming Exams

For staff to view the upcoming exams for a group of students, they can view this from their homepage.

Navigate to the homepage, locate the group of candidates

» Mrs M Anderson

#invigiate | # Exams Assist [| GradeBook~ |

- Upcoming Exams | Exams  Results
S Monday 07/07/2025

Time Name Exam
Bookings 13:00 Malvina Hamilton English
ENG English
ENG1 English 2
L 1300 Uileog Twombly English
Parents’ ENG English
Evening ENG1 English 2
— 13:00 Celesto Capriglione English
= ENG English
Groups ENG1 English 2

Room

Library

Library

Library

Additional Functionality for Staff

From this view, staff can select a candidate and view their details, timetables and exam timetables.

How to assign Groups to a Homepage

If as a staff member you require to view a group that you're not assigned too, then it's possible to have
these appear in your Group. Use the Global Search at the top of SWS and search for the class, once the
group’s homepage, navigate to Actions | Add x to My Groups.

]

Send Email
Send SMS
View Details

Levels

Attendance

Attendance Tracking

Add 11A/Mul to My Groups

Assigning Levels to Teaching Sets

Select a teaching class that need levels assigning too, view the members of the Group by selecting

Members. Then navigate to Actions | Levels.

@ 11y/Ma2 - Mathematics

8
Sophie Aaron [}
Members 10 &
e Tina Angel -
@ 11D =
About
m Martin Chappling

11D

Seating Plan~ || GradeBook~ \

View Details

Stephen Ackton Levels

HE Attendance
Xander Berk

11D

Emily Dickson

11E
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Select a level most appropriate for each candidate within the class. A global level for the whole class can be
selected such as Intermediate and then submit. This will assign the whole class as working at this level.

Levels : 11y/Ma2

Mathematics
Group Level
None v

None
Foundation

Intermediate
Higher
Sylfaenol
Canolradd
Uwch

Mixed

4 11y/Ma2 - Mathematics (Intermediate)

19 T~ Wit

(& I & ]

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

Levels : 11y/Ma2

Mathematics

Group Level

Mixed v
Students Ma2 - Mathematics (Mixed) \ \
Name Level
hi @ Stephen Ackts

Sophie Aaron | Intermediate “| g “”j‘*;“f‘ "
Foundation

Stephen Ackton . Tina Angel @ Xander Berk
Intermediate a (Figher) & | (Higher)

Tina Angel Syltaenol
Canolradd

Xander Berk Uwch

Accessing Gradebooks

If there is a need to record any NEA or Mock results/marks in Exams Assist, then this is possible. From the
Staff Members homepage, you will see any Gradebooks that have been created for you by the Exams Officer.
Navigate to your Homepage | Gradebook and select the appropriate Gradebook. Once selected complete
the appropriate column.

# Mr Adrian Blacker GradeBook ~
|

=] Invigilator Schedule  Exams | Results 10A/Mul

11A/Mul

Curriculum These are the latest results - if you need to appeal click here 11B/Col
The Grade Boundaries can be viewed by selecting the following link 11C/Frl
https:/ffilestore.aqa.org.ukjoverjstat_pdf/AQA-GCSE-GDE-BDY-JUN-2023.PDF ; 11yMa2

13A/Ma2

Editing Gradebooks

To edit the gradebook select Actions | Edit Gradebook. From this dialog box you will be able to add
student attributes such as FSM, EAL or SEN. You can also hide or make a column read-only and finally you
are able to move the order of the columns by selecting the up and down arrows.
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Edit GradeBook

GradeBook Title:

Year 9 Physical Ed 9y/Pe2

Subject:
Physical Ed v

YearGroup:
Year 9

Student Attributes:

[ esm (Jer O ea () sen O cifted

Column Hidden ReadOnly Move

Bleep Test D D + 4+
PE Exam D D + 4+
Target Grade 0 0 + 4

-]

Note — The Student Attributes will only display if the Centre allows the data share of this data item.

Adding Exam Codes to a Gradebooks

To add exam entry codes to a gradebook, navigate to a gradebook, then select Actions | Edit Gradebook
and enter an Exam Entry Codes in the appropriate box.
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A Guide to Invigilators

Scan the QR Code to watch a video of
Providing Availability

Scan the QR Code to watch a video of
The Schedular

There are two ways to access the invigilator schedule, the first is by opening the Magic Link that you have
received from the examinations officer or alternatively you can log into exams assist:

https://examsassist.co.uk

Select Login / Register then Login to SchoolWorkSpace. Enter your email address and as you've yet to
login, select Forgot Password, a 6-digit pin will be emailed or text to you, enter this into exams assist and
you'll be prompted to create and confirm a new password.

Once logged in, select Invigilate.

? &

- = | YAk
«» Mrs ] Darby

To assist you during the examination period we advise that you save this link as an lcon on your mobile
device, this Icon would then appear on your homepage so that you don’t need to refer to the email daily.

Creating the icon on an iPhone
Open the link in Safari and tap the Share Button at the bottom of the screen. Scroll down and select Add
to Home Screen and then give the icon a new name and then press Add.

Add to Home Screen
Copy

Add to Reading List 0.0
© eading Lis Invigilator Schedule
Add Bookmark (

Add to Favorites

Find on Page

Add to Home Screen

Creating an icon on an Android.
Open the link in ‘Chrome,’ tap the menu icon (3 dots in upper right-hand corner) and tap ‘Add to home
screen’. You'll be able to enter a name for the shortcut and then Chrome will add it to your home screen.
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Invigilator Availability

At the start of an exam season the Examination Officer will ask you to provide the dates that you are available
to invigilate, this may include two or more seasons. On opening the link, you will be able view the available
dates, you will be required to select the dates and sessions that you are available. As you provide your
availability you can add a note against each day, use this to inform the EO of any issues you may have on a
specific date. On completing the form select Submit at the bottom of the page.

However, if you are not available to invigilate during the season you can just select — Not Available or
alternatively, if you are available for every date, then you can select — Is always available.

As the Exams Officer schedules you to a room, these allocations will appear on your schedule. Once you've
been allocated to a room you will no longer be able to amend your availability for that date. If you require

to amend/cancel a date you will need to contact the Centre to arrange this.

Past Schedule — To help you keep track of your previous schedule, this can be viewed by selecting the Past
tab in your portal.

Confirming Availability

Current/ Upcoming

Once scheduled to a room (depending on the Centre

= P
o s o i g S Setup), you may be able to accept or decline the allocations.
3420020-1 Physics Ui 2 Foundation: Wit - o As you are unable to amend your schedule once assigned
242R0:1 Py Uk 2ol Wit o to a Room, then if you are no longer able to invigilate a
— © | session, you will be able to Decline the Allocation.

From: 12:45 Until: 15:00 for exam 13:30 - 150

3800U40-1 French Uniit 4 Foundation: Writing (3]

3800UDO-1 French Unit 4 Higher: Writing (2]

Invigilators Functionality

Scan the QR Code to watch a video of
The Invigilators Portal

Scan the QR Code to watch a video of
Invigilators Basic Functions

Scan the QR Code to watch a video of
Invigilators Additional Functions
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Roaming Invigilotor - Pick a date 07/01/2024 = Once assigned to a room you will be able to select a room and view
No exams scheduled for 07/01/2024 the exam details, invigilators and your role within the room. The
full invigilator functionality will become available up to 24hrs of the
el et b = exam - the attendance registers and seating plans. These are
e Unemeg | Post available the day before so you can assist the Exams Officer in the
preparing the room. You will not be able to complete the
Wednesday 20/03/2024 09:00 - 11:00 . .
Room Al (Lead Extra Time) attendance registers and other tasks until the actual day of the
Thursday 21/03/2024 09:00 - 10:45 exam.
Room Al (Lead,Extra Time)

Invigilators Daily Note

Once a room has been selected on the day of the exam you will see 6 Tabs at the top of the screen (All these
tabs will only show on the day of the exam, the logs tab will only appear when an action has been taken).

Overview & Checklist = Candidates & Invigilators £ Seating Plan B2 QRCode Scanner Logs

Tab 1 - Overview — This will provide you with information about the exams taking place in the room. Details
such as the name of the exams, length of exam, the official start as well as any candidates with Extra Time.
This is where the Lead Invigilator will mark that the exam has started and when each individual exam has
finished in the room.

This tab will also be where the Invigilators will be able to request either IT Support, General Assistance, add
a comment against the room or pause an exam in an emergency. If a candidate has been marked as starting
the exam late or have used their SRB, these candidates including their new end times will appear in this tab.
This view will help the Lead Invigilator keep a track of different end times in the Exam Room.

The computer icon at the top right corner of these screen enables the invigilator to display the Exam Room
Viewer on a screen for the candidates to see the exam details such as start and end times. This can be used
instead of putting the exam content on the whiteboard within the exam room.

° Invigilate : 30/12/2022 09:30 in Room1

©=E L EBRE
Scheduled Start Time : 09:30
Started : 9:42 AM | G
PE/3012 Training PE/3012 Exam €@D
TRAIN: INT o
End Time : 11:42 AM natow
Extra Time €ED

— ) —— — End Now

End Time : 12:12 PM

Elian Grant
Late start : 5:41 PM
Candidate End Time : 8:11 PM

Tab 2 - Checklist - Listed in this tab are the items that the Centre requires the invigilators to confirm that
have been done in the exam room. This list will include items that need to be selected before, during and
after the examination.
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|Note — This functionality can be assigned to the Lead Invigilator only, this is determined by the Centre.|

Tab 3 - Candidate List — This tab displays the names of the candidates that are sitting the exams in that
room and is sorted in Candidate Number order. In this tab the invigilators/staff will be able to complete the
registers by marking the candidates either present or absent. When marked absent another option will
appear to mark the candidate late - this can be updated to late when the candidate arrives on site, this can
be done by a member of staff outside of the exam room (This time can be used to prove the candidate
arrived under formal supervised supervision within the 60min of the official start time). Once the candidate
has been marked late, a Late Start button will appear, the invigilator can select this when the candidate
actually starts their exam (once selected this will calculate the End Time and the details will appear on the
overview tab). It is also possible to view the candidates that have requested a laptop, a modified paper,
Extra Time and any additional notes for the candidate by selecting the 3 Dots button (Additional Actions).

TIP - It's possible to mark all absent candidates first for the purpose of getting these chased up and then
selecting set all Blank as Present which can be found at the bottom of the attendance register.

Tab 4 - Invigilator Attendance - It is possible to record the attendance of the invigilator/staff within an
exam room.

Tab 5 - Seating Plan — This tab provides/displays the same information as above, but rather than being
displayed in a list it is shown as per seating plan for that room.
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18/09/2025

Tab 6 - QR Reader (Optional) — This is used to complete the registers by scanning the QR Code on the
candidate’s desk. Once you've selected this tab it will ask to access your mobile camera so it can scan the
code. Allow this software to access the camera and then hold the phone above the candidate card and their
details will appear on your device ready for you to mark them Present, Absent or Late.

Tab 7 - Logs - This tab displays any actions taken in the Exam Room, from completing the register, marking

the candidate late or recording an SRB/Toilet Break in a room.

Access Arrangements Icons

Reader ws | Scribe # | Practical Assistant 0
Supervised Rest Breaks Z | Signer 4 | Computer Reader o
Prompter | Note [J | Medical B8
ARA 3¢ | Dictionary H | Separate Room 2
Reading Pen & | Extra Time ®

Green Paper B | Blue Paper ki | Purple Paper [
Green Overlay B Blue Overlay B | Purple Overlay B
Yellow Paper Grey Paper B | Pink Paper B
Yellow Overlay | Grey Overlay " | Pink Overlay 2
Red Paper E | Orange Paper [ | Coloured Paper o
Red Overlay u Orange Overlay | | Coloured Overlay

If a modified paper has been ordered from the JCQ for a candidate then the icon below will appear on the
seating plan, attendance register and the candidate card. If the candidate has requested either a laptop or
a computer reader for their exam, then the icon below will appear in the same documents as the above.
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Modified Language Paper | [3] | Laptop L1 | Computer Reader oo
Dictionary =]
Clash Icons
] This icon will indicate that a candidate has a clash on this date, however the exam with a yellow
flag indicates that this exam is taking place at the official starting time as set by the exam board.
= This icon indicates that a candidate has a clash on this date and the exam they are currently siting
is being done at a different time as outlined by the exam board.

D2 [d A2 - x0002 A2  x0002
Kirsten
Dixon
Kirsten Dixon 2h Om =
MAT/26041 )1 | | AMAT/2604E
““oliver B Eddy || camia || Chice-
Stewart Warren Ferguson Grace

: E E
MAT/2604E IIMAT/26040) IMAT/2604C) IMAT/26040

Additional Actions

The Action Icon will bring a pop-up box providing greater information about the candidate.
The Candidate Name/Photo, a list of their Access Arrangements, Notes and finally a log of

: everything that has been recorded for that candidate in the exam. It's also possible to record
various actions such as SRB, Toilet Break and Enter a Note.

Note — A candidate might be entitled to a modified paper, laptop or a computer reader and this may appear
in their record when you select the additional action button, but the icon doesn’t appear on the seating
plan. The reason for this would be the candidate has not requested the use of a laptop or a computer reader
for this exam.

Invigilators Speech (Optional)

There is the ability to play the invigilators speech to the candidates from the Exam Room Viewer. Centre's
have the option of uploading their own speech to be played to the candidates before every exam. Once
played this is recorded in the Room Logs.

Note - If the Centre is using the Exam Room Viewer and the Invigilators are using their Mobile Device, it is
not possible for the Mobile Device to control the audio file on the laptop. The audio file needs to be played
from the device the PA is connected too.

b 0:00/259 - )

Start the Exam

Starting and Ending the Exam

Once the attendance register has been completed and either the Invigilator Audio File has been played
or the Warning to Candidates has been read out the next process is to start the examination. Select the
Start the Exam button and a confirmation dialog box will appear which includes the ability to edit the start
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time. It's possible to edit the start time in case the exam was started later on the mobile device to what the
exam board states. Once the start time has been entered the end times will all be calculated?

Once the exam has started the invigilator/roaming invigilator is able to record a number of actions against
either the room or the candidate (these additional functions are only available once the exam has started,
and the candidate has been marked present).

Start the exam?

Time the Exam Started:

[Bo1 o |
19 0z

Once the exam has started it's possible to finish each exam in the room individually, if a room contains a
number of exams with different end times each of these can be ended individually. Alternatively, if the
invigilator/Centre doesn't wish to record this level of detail it's possible to just select End the Exam and this
will finish all the exams in the room and give the same time for each exam in that room.

o Invigilate : 26/11/2022 09:30 in Room 1

L@ BE a

o}

Scheduled Start Time : 09:30

ENG/2611 Training ENG/2611 Exam
End Time : 4:48 PM End Now

[ 2h om }
NG/2611 Training ENG/2611 Exam €ED

nd Time : 5:08 Now

m

o
@
0
o
bl
i}
W

m
3

o
=z
™
5

=

PE/2611 Training PE/2611 Exam €D
End Time : 4:48 PM End Now

o

E/2611 Training PE/2611 Exam €ED

nd Time : 5:08 P! d Now

m
o
=
m
)

Ending an individual candidate

If a candidate has completed the exam at a different time to the others in the room i.e. finished the exam
early or has access to Extra Time/SRB, then they might finish later than the others. To record this end time,
navigate to the candidate and select the Actions Button. Scroll down to the available actions, select
Candidate Finished.

Exams Officer - Edit Note

B Candidate Finished

Once selected, the end time will appear next to the candidate’s name on the attendance register.
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been selected the Centre is able to configure that the room
requires the Lead Invigilator to sign off that all exams were done
in accordance to the JCQ regulations. Enter the time that the
exam has finished, use your finger or mouse to sign and finally
select Submit.

Signing off the Exam Room (Optional)  [-w~=
Confirm the actual End Time for the exam.
Once all exams has finished in the room and the End Exam has | rme e cemenes
14:30 ®©
| confirm that the exam was conducted in accordance to the JCQ rules.
B
please use your mouse or finger sign above

18/09/2025

Show | 250 v | entries

Kirsten Dixon FRE/0701 1h Om 16:45 D2 B [(vedca |

Cadie Payne FRE/0701 1h Om 16:28 cz | Word Fracessar |

End Time

¢ |Present

¢ | Present Finished 16:28

Recording Supervised Rest Break (SRB)

Once the exam has started and the candidate has been marked present it is
possible for a member of staff to record when a candidate takes an SRB. As the
start time is recorded against the candidate each of these breaks are added on to
the end time, this means that the member of staff no longer needs to record these
breaks manually and calculate the end time each time the candidate takes a break.
All information is recorded in the room log too.

Note — The candidate must be entitled to SRB for this functionality to be available. Once an SRB has been
recorded these candidates will appear on the overview and their box on the seating plan and attendance
register will turn blue, this is to help the invigilator to keep track of these candidates.

Exams Officer - Edit Note

Recording Toilet Breaks

It is possible for a member of staff to record that a candidate has left and
returned to the exam room following a toilet break (This time doesn't get
added to the SRB time). These are also recorded in the room and candidate
log. To help the invigilator keep a track of these when the candidates is marked
as Toilet Out their name on the seating plan and attendance register will turn
blue.

Adding a Comment

&° Toilet Breok - Qut
Il SRB - Out

W Add Comment
Log:

22 May 2022

21:11 Amelia, Goss : Present

21:20 Amelig, Goss : SRB - Out

21:23 Amelia, Goss : SRB - Return
21:25 Amelia, Goss : Toilet Break - Out

21:26 Amelia, Goss : Toilet Break - Return

It is possible to add a comment against a candidate, by selecting Add Comment. Record any incidents that
may occur with a candidate during that examination. These are also added to the candidate and room log.
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Exam Room Viewer

To display the exam details — Exam Name; Date; Start Time; Length of Paper; Centre Number and a Clock
(Digital and Analogue) can be done from any of the Invigilator's that have been assigned to that room. One
the first tab (Overview) there is a Computer Icon when selected this turn the view into the Exam Room

Viewer and will go into full screen mode.

30/12/2022 0930 in Room1. =]

Friday, 3@ December

Scheduled Start Time : 09:30

Started : 9:42 AM

TRAIN 1 INT

End Time : 11:42 AM

Extra Time
End Time: 12:12 PM

PE/3012 Training PE/3012 Exam €rm

6:56

Centre Number: 12345

Hiding the Extra Time from the Exam Room Viewer

‘ Enable 5 Minute Warning
Enable 15 Minute Warning

If there is the need to hide the Extra Time information from
displaying on the exam room viewer, this can be done from the
Overview Tab. Navigate to the arrow up next to the Add

Enable 30 Minute Warning

Hide Extra Time Display

8 Add Comment E‘

Moving a Candidate (Seat)

To ensure that the seating plan within an exam room remains a
true reflection, you can move a candidate to another seat if
required. Select the action button for the candidate that needs
moving from either the register or seating plan, a dialog box will
appear. Navigate to the Move a Seat drop down and then select
the seat that the candidate has moved too, you will be asked to
provide a reason for the move.

Moving a Candidate (Room)

|

4 Move To Seat + ‘

Change Room and Seat

Al10 B10 C10 D10 E10| F10 G10 HI10 |J10
Seat.
A9 B9 c9 D9 E9 F9 G9 H9 ' ]9
AB B8 c8 D8 E8 F8 G8 H8 |8

A7 B7 c7 D7 E7 F7 G7 H7 )7

A6 Be& C6 D6 E6 F6 G6 He J6

‘ Comment option, then select Hide Extra Time Display.

4 Move To Seat -

‘ Change Room and Seat

C1
c2
B3| |C3
B4 C4
B5| |Ch

D1
D2
D3
D4
D5

El
E2
E3
E4
E5

F2
F3
F4
Fs

This feature is only available to the Roaming Invigilator or the Exams
Officer. To move room, navigate to the attendance register and select the
Actions Button. Select the Move to Seat then the Change Room and
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Search for the room from the drop-down menu and select, then
allocate to a seat. You will also need to provide a reason for the

move.

The candidate will now be removed from your attendance

18/09/2025

Reason For Move:

Moved due to feeling ill

Room:

[ Room1 - West Wing Performance Hall ]

Ne

Room3 (25/37 Seats)
Room2 : Art & Design (22/39 Seats)
SmallRoom1 (20/21 Seats)

Register and Seating Plan and their details will be transferred to the new room.

Recording Access Arrangements Used
Invigilators can record on their portal if the candidates have used their Access Arrangements during their

Access Arrangements
Laptop
Extra Time

Blue Paper

exams. To record this, navigate to the
attendance register, select the actions

@ X button for the appropriate candidate
and scroll down to the Access
® Arrangements section. The invigilator

V) (X will then be able to mark the

Recording Additional Time

B° Toilet Break - Out

+ Additional Time

W+ Add Comment

arrangements that were used or not.

If there is a need to record additional time for a candidate, then navigate
to the attendance register, select the actions button for the appropriate
candidate and scroll down to the Additional Time Button. Once selected,

enter the number of minutes to add

to the candidates end time and the

reason for this addition. (This is a school setting; therefore, the school may
not allow the invigilators to access this feature).

How to Pause an Exam (Emergency Stop)

Emergency Stop the

Exam Button. Once selected a reason for this pause will need to be
provided, once submitted the clock will stop for the exam and all
functionality within the invigilator link will stop until the resume button

is selected.

Provide a reason for stopping the exam. The Exams Officer will also

be notified of this event.

To pause (emergency stop) an exam due to an incident or
emergency in the room, navigate to the overview tab (Tab

B Emergency Stop the Exam
1) and scroll down to the bottom and select the

Emergency Stop the Exam

09:00: Room1 - West Wing Performance Hall

Stop the exam for all candidates?

Fire Alarm has sounded

Do not use this function for Supervised Rest Breaks

Close EMERGENCY STOP NOW
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The functionality within Exam Room Viewer will become locked until the Resume
button is selected. Once selected a new End Time will be calculated which will
include the stopped time.

Fire or Lockdown Broadcast

If the fire alarm sounds, then the Exams Officer or Senior Leader can stop all exams centrally. Once the
Exams Officer has stopped the exam a red notification will appear on your device, and a pause icon will
appear on the screen. Once the exam can restart, the Exams Officer will send out a broadcast to notify of
this. The Exams Officer cannot restart the exam centrally; therefore, each invigilator will need to restart them
individually once all candidates are settled and ready to start.

General Broadcast

If the Exams Officer needs to communicate with the invigilators during an exam, then they can send a
broadcast to an individual exam room or all room. This notification will appear on the invigilator's portal in
a blue box.
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A Guide for the Parental / Candidate Online Portal

How to Log in

There is the functionality within SchoolWorkSpace for both parents and candidates to log into their portal
to view their exams entries, access arrangements and timetables. These can be viewed in near real-time,
ensuring that parents/candidates utilise this portal will reduce the amount of paper that the Centre produces.

There are several ways in which they can log into their portal — using email address registered by the Centre;
Login Code; a google account or a Microsoft account.

Navigate to the following website:

https://examsassist.co.uk

Select Login / Register then Login to SchoolWorkSpace. Enter your email address and as you've yet to
login, select Forgot Password, a 6-digit pin will be emailed or text to you, enter this into exams assist and
you'll be prompted to create and confirm a new password.

The parents / candidates are then advised to save this link as an Icon on their mobile device; this Icon would
then appear on your homepage so that you don't need to refer to the email on a daily basis.

Creating the icon on an iPhone
Open the link in Safari and tap the Share Button at the bottom of the screen. Scroll down and select Add
to Home Screen and then give the icon a new name and then press Add.

Add to Home Screen
Copy

Add to Reading List

Invigilator Schedule
Add Bookmark @

Add to Favorites

Find on Page

Add to Home Screen

Creating an icon on an Android.
Open the link in ‘Chrome,” tap the menu icon (3 dots in upper right-hand corner) and tap ‘Add to home
screen’. You'll be able to enter a name for the shortcut and then Chrome will add it to your home screen.

What can | see as a Parent or Candidate?

Once logged in you will be able to view any forthcoming exams, any groups associated and the candidate’s
academic timetable.

Various information available within the Exams Tab, firstly key information will be displayed, information
that will appear on the exam board certificate. If any of these details are incorrect you will be able to
communicate with the Centre and get the information updated.
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ﬁ Stephen Ackton - 11E

Test for Entries

Confirm Name and Entries
= Candidate Details | Entries  Timetable Access Arrangements  Mock Results

=

Exams

Groups

January 2025
. Candidate Number 7004
[£]
. Date of Birth 2006-03-12
Timetable

Name on Certificates Ackton, Stephen

The next tab will be any entries that the candidate has been entered for, these will be external examinations.
Centres may ask you via the portal to confirm that the entries and candidates’ details are correct. Centres
will communicate with you if this is their preferred method to confirm the exam entries.

@ Stephen Ackton - 11E

Test for Entries

=
Exams Confirm Name and Entries
= Candidate Details | Entries | Timetable Access Arrangements  Mock Results
Groups
January 2025
11, i1 : Biol : WJEC/GCE
Timetable @ ozl EREIESS
1400QS Biology A Level Cash-in
1400U3 Biology Energy and Homeostasis
22/01/2025 1:00 PM 1400U30-1  Biology Unit 3: Written 120m
1400U4 Biology Variation & Inheritance
28/01/20259:00 AM  1400U40-1 | Biology Unit 4: Written 120m

The timetable tab will show any forthcoming exams that the candidate has been timetabled for. This could
include both Internal (Mocks) and External, but also it could be any Oral Exams, Science Practical’s etc. If
these have been timetabled they will show in this tab.

@ Stephen Ackton - 11E

Test for Entries

=
Exams Confirm Name and Entries

= Candidate Details ~ Entries | Timetable | Access Arrangements  Mock Results
Groups

Monday 06/01/2025 Start Time: 09:00
End Time: 10:53 Duration: 1h 53m
E| 240001 Biology Biochemistry & Cell
Timetable 2400U10-1 Biology Unit 1: Written
Art Test Seat: D8

Thursday 09/01/2025 Start Time: 09:00
End Time: 10:34 Duration: 1h 34m

220001 Sociology Acquiring Culture

2200U10-1 Saciclogy Unit 1: Written

Art Test Seat: D8

The Access Arrangements Tab will show any arrangements the candidate

examination.

is entitled to during an
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The Mock Results and Non-Examined Assessment Tab will display any results from these exams. If the
Centres do not record this information in Exams Assist as they have other systems to do this then the tabs

will not display.

18/09/2025

E?j Stephen Ackton - 11E

Test for Entries

=

Exams Confirm Name and Entries
Candidate Details  Entries  Timetable | Access Arrangements | Mock Results

Groups

® Extra Time
From : 2024-09-02 To: 2026-07-31
Timetable 8 Laptop

From : 2024-09-02 To : 2026-07-31

# Scribe
From : 2024-03-02 To : 2026-07-31

NOT Subjects : English;

3 Stephen Ackton - 11E

-

Exams

o
3
2

=l

]

Timetable

Test for Entries

Confirm Name and Entries
Candidate Details  Entries  Timetable  Access Arrangements | Mock Results

These are the Mock Results for the January Internal Exams
Year 11 Mocks Feb 2024

DRA1 Drama 1

DRA Drama

> N>)

The Results Tab will display any results of External Exams.

Exams

P

Attachments

Groups

B

Timetable

Timetable  Access Arrangements | Results

(O share exam results with parents

Summer 2024

Boord Level Code Title Mark Grd1 Grd2 Overall Grade

WIJEC/GCE ~ GCE/ASB  2100QS History AS Cash-in 168 A

A

Component  Grade Code  Uniform Mark Scale

2100Qs A

168

WJEC/GCE ~ GCE/ASB  2300Q5 Mathematics AS Cash-in 225 A

A

Note — Exams Results will not be showing to Parents by default, as the results belong to the Candidate.
However, the candidates do have the ability from their portal to share these with their Parents.

Access to Scripts

D Share exam results with parents
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Exam Room Display

Each room has its own Exam Room Viewer that can be displayed in an exam room. The purpose of this link
is so that Centres can save this on the desktop of the device in the exam room. With this link there is no
requirement for the users to be logged into Exams Assist for this to be displayed, it's just a magic link for

that specific exam room.

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

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

Scheduled Start Time : 09:00

Exam Room Display (TRAINING) : The Hall E

Saturday, @6 January

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

Extra Time
(<0010 | [ xo018

18:16:30

Note — This room viewer supports exams with different start times (this view is not possible from the

roaming invigilators link).

Scheduled Start Time : 13:30

SPA/2812 Spanish SPA/2812 Training Exam XD

TRAIN :INT

25% Extra Time EED
Scheduled Start Time : 14:30

FRE/2812 French FRE/2812 Training Exam ~ &XD

TRAIN D INT

25% Extra Time €D

2 Relood

Saturday, 28
December

2:42:39PM

Centre Number:
95137
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Printing Examination Materials

Setting Favourite Reports

There are several reports available in Exams Assist to help Exams Officers during an Exam Season. To help
Centre's it's possible to mark reports that are frequently used as a Favourite, by selecting the Star Icon next
to the Report. Once selected, a new Favourite
Tab will appear when printing a report, all other
reports will appear in the All Tab. To remove a
report from the Favourite Tab, click on Star Icon
again and the report will be removed from the
Favourite Tab.

Favourites A

Vv _Candidate

v Component

O Allowances Card - A5/ A4 two per page %

Date Selector

When printing reports from Exams Assist, it's possible
for the Centre to print the documents between a
certain date range or after a specific date. This is
From: To: helpful if printing documents after the season has

11/09/2025 () dd/mm/yyyy 0O

Print for selected Invigilators

Print for Selected Candidates
started, enabling the Centre not to print information
from the past. Also, it's possible for the Centre to select
to print documents for Candidates with Exams in a Date
Range. This will save the Centre printing pages for
candidates that doesn’t have exams during the selected From: Tor

date range. 27/05/2025 0 dd/mm/yyyy 0O

@® All Selected Candidates

O Only Candidates with exams in date range

Downloading Report Results to Excel

Download PDF

When creating reports, it's possible to download the results to Excel.
Finished Once downloaded, the Centre will be able to manipulate or use the
data contained for other purposes.

X Download Report Data to Exce

[ Download pdf now

Multi-Print

If the Centre would like to print several reports at a time, this can be done
by selecting Multi Print before selecting the report. Once selected, the Close Multi-Print
Centre can select several reports to be generated and printed.

138



Exam Assist — User Guide V2.5 18/09/2025

Candidate Reports

Candidate Tab

The following Reports are best printed from the Candidates Tab, by either selecting a Single Candidate, a
Group of Candidates or All Candidates. As the Reports are based on the Candidates, then print from this
tab.

Access Arrangements List

[ Cand No Name Reg Access Arrangements I SOI’t OptiOﬂS _ Sort by CandNo, Sort by
T0297 Awstin Morris 10E Extra Time
| T0298 Ceridwen Powell 108 Laptop Name' Sort by Reg group then Name
TO300 Goraidh Kerr 10D Laptop

Computer Reader . . .
‘ Blue Paper Available Options - Only use candidate
I i i il S firstname and lastname
T0302 Uileog Twombly 10A Extra Time

Computer Reader

Candidate Address Labels - 21 to a Page

Sort Options — Sort by CandNo, Sort by
Osian Bevan (T0296) Awstin Morris (T0297) Ceridwen Powell (T0298)

3 Abbey Fields 11 Church End 23 Cutdliffe Place Na me
Elstow Biddenham Bedford
Bedford Bedford MKa0 4OF
MK42 9GP MK40 4AR

United Kingdom United Kingdom United Kingdom

Private and Confidential Private and Confidential Private and Confidential

Malvina Hamilton (T0299) Goraidh Kerr (T0300) Shanessa Conniff (T0301)
21 Hurst Grove 34 Top End 19 Goodman Croft
Bedford Renhold Marston Moretaine
Bedford Bedford

MK41 OLR MK43 0GU

United Kingdom United Kingdom

MK40 4DN
United Kingdom

Private and Confidential Private and Confidential Private and Confidential

Candidate Card - 8 Per Page

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name, Sort by Candidate Room
then Name, Sort by Candidate Room then CandNo, Sort by
Candidate Room then Reg then Name

Name: Sadie Barclay

Year: Year 10 Reg:10B
Cand No: T0O339

0,40 A
¥ uh Available Options - Show candidate photo, Show QRCode, Show
E | f candidate Access Arrangement Icons, Show candidate assigned
SEO e Hgbeaibnton Room And Seat, Only use candidate firstname and
lastname. Show candidate Reg group, Show candidate Year
Group, No Border, Coloured Border
Print on Perforated Paper - 8 Equal Boxes

Candidate Card A6 - 4 per page
Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Name: Sadie Barclay

Year: Year 10 Reg: 10B
Cand No: T0339

Available Options - Show candidate photo, Show QRCode, Show
m ERE candidate Access Arrangement Icons, Show candidate assigned

"9 uq%? Room And Seat, Only use candidate firsthname and
4““ [m]0¥5 lastname. Show candidate Reg group, Show candidate Year
' Centre Number: 68000 Group, No Border, Coloured Border
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Candidate Card with Access Arrangements - 8 per page

_—
Eadie Barclay
'Year 10 Laptop
10B SRB

OX

Cand No: T0339 Centre Number: 68000

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Show candidate photo, Include candidate Access
Arrangement Icons, Show candidate Year and Reg group, Include
Access Arrangement Notes, No Border, Coloured Border, Only
Candidates with Access Arrangements

Candidate Card with Access Arrangements - A5 / 2 per page

Sadie Barclay

Year 10 Laptop
108 SRB

8x

)
Ml

Cand No: T0339 __Centre Number: 6800C

Sort Options — A4 two per page - Sort by Name, A4 two per page
- Sort by CandNo, A4 two per page - Sort by Reg then Name, A5
one per page - Sort by Name, A5 one per page - Sort by CandNo,
A5 one per page - Sort by Reg then Name

Available Options - Show candidate photo, Include candidate Access
Arrangement Icons, Show candidate Year and Reg group, Include
Access Arrangement Notes, No Border, Coloured Border, Only
Candidates with Access Arrangements

Candidate Card with Larger Photo - 8 per page

Sadie Barclay

Name:
ear: Year 10 Reg:10B
Cand No: T0O339

a

Fl

Centre Number: 68000

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Show candidate Reg group, Show candidate
Year Group, Show candidate Access Arrangement Icons, Only use
candidate firstname and lastname, No Border, Coloured Border

Candidate Card with Photo - 8 per page

- -
Sadie Barclay
Year 10

Name:
ear: Reg:10B
Cand No: TO339

M

Centre Number: 68000

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Show candidate Reg group, Show candidate
Year Group, Only use candidate firstname and lastname, No
Border, Coloured Border

Candidate Card with QRCode - 8 per page

Name: Sadie Barclay

Year: Year 10
Cand No: TO339

[=] =
[=] 23"

Centre Number: 68000

Reg:10B

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Only use candidate firstname and lastname,
Show candidate Reg group, Show candidate Year Group
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Candidate Card with QRCode and Photo - 8 per page

Name: Sadie Barclay

ear: Year 10 Reg:10B
Cand No: T0339 ox
l &
[ | [ | -
i
sy ol
Centre Number: 68000

Candidate Label - 14 per page

Name: Sadie Barclay
Year: Year 10
Cand No: T0O339

Reg: 10B

Centre Number: 68000

Candidate Label - 8 per page

Name: Sadie Barclay
Year: Year 10

Cand No: T0339

Room:

Seat:

Citze %

Centre Number: 68000

Sort Option — Sort by Name, Sort by CandNo, Sort by Reg
then Name, New page per Reg then Name

Available Options - Show candidate Reg group, Show
candidate Year Group, Only use candidate firstname and
lastname, Show candidate Access Arrangement Icons, No
Border, Coloured Border

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg
then Name, New page per Reg then Name

Available Options - Only use candidate firstname and
lastname, Show candidate Reg group, Show candidate
Year Group

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name, Sort by Candidate Room
then Name, Sort by Candidate Room then CandNo, Sort by
Candidate Room then Reg then Name

Available Options - Show candidate photo, Show QRCode, Show
candidate Access Arrangement Icons, Show candidate Room
And Seat, Only use candidate firstname and lastname, Show
candidate Reg group, Show candidate Year Group

Candidate List with Assigned Room + Seat
Sort Options — Paginate by Room, Sort by CandNo, Paginate by Room, Sort by Name, Paginate by
Room, Sort by Seat, Paginate by Reg Group, Sort by Name

Available Options - Default name format, Only use candidate firstname and lasthame, Lastname,

Firstname
8A
Cand No Name Room + Seat

0001 Tamwar Abdullah Boardroom - A2

0008 Sara Anderson The Gym - Al

0015 Shay Bryne Art Room 2 - D1

0025 Kashi Chabra Art Room 3 - C3

0027 Alicia Ciprio A2 - A3
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Candidate List with Name on Certificates

Sort Options — Paginate by Year Group, Sort by Name, Paginate by Year Group, Sort by Cand No,
Paginate by Reg Group, Sort by Name

Year 10

Cand No

UCI Name

Reg

T0339
T0296
T0304
TO301

Barclay, Sadie
Bevan, Osian

Capriglione, Celesto

Conniff, Shanessa

10B
10A
10F
10D

Candidate Name Labels - 21 per page (3 by 7)

Osian Bevan

T0296
10A

Sort Options — Sort by CandNo, Sort by Name, Sort by Reg then Name

Available Options - Only use candidate firstname and lastname, Add Reg

Group, Add candidate number

Candidate Photo Book
Sort Options — Sort by Name, Sort by CandNo

Available Options - Only use candidate firstname and lastname

Sadie Barclay

T0339 T0296
Osian Bevan Celesto

Capriglione

TO0301
Shanessa Conniff Jose Coombs

3

. A

T0343

Candidate Seat Card -

8 per page

Name: Tamwar Abdullah piN

Year: Year 8 Reg: 8A
Cand No: 0001
Room: Boardroom

Seat: A2
B E e
ﬁﬁ*%‘j <
[=]:0;

Centre Number: 12345

Room then Seat

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name, Sort by Room then Name, Sort
by Room then CandNo, Sort by Room then Reg then Name, Sort by
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Sort Options — Sort by CandNo, Sort by Name, Sort by Reg then Name

Available Options - Double sided printout - add blank pages, Hide Room and Seat Column, Hide Seat,
Use Subject not Exam Code and Title, Include Access Arrangements, Include contingency days in
footer, Print on Headed Paper (5cm), Create a zipfile of candidate timetables, Show candidate photo,

Multi season

Reg: 10A
Year: Year 10

T0296 Osian Bevan

Exam Centre: 12345 Groupcall SIMS Secondary School
Candidate Number: T0296

Name : Osian Bevan

Exam Centre: 68000 Groupcall SIMS Secondary School
Candidate Number: T0296
Name : Osian Bevan

Reg: 10A
Year: Year 10

Date Time Exam Room : Seat Duration
Tuesday CHE Chemistry English Room 1 : A1 2h Om

27 May 13:00 | CHE1 Chemistry 1

Monday MUS Music Library : A1 1h Om
07 Jul 09:30 | MUS1 Music Option A

Candidate Timetable Card - 8 per page

Sadie May 28 13:00 - SCI1 (East Wing
Performance Hall : A1)

Barclay Jul 07 09:30 - MUS1 (Music

Year 10 Room : A3)

10B Jul 07 13:00 - ENG1 (East Wing

Og Performance Hall : BS)

- Jul 08 10:30 - HIS1 (West Wing
Performance Hall : B6)

",’ ‘ Jul 08 13:00 - MAT1-I (East

BE . Wing Performance Hall : H6)

=y Jul 11 13:00 - ENG 2 (East Wing
p Performance Hall : B8)
[ Jul 17 09:30 - MUS2 (Library : )

Cand No: T0339 Centre Number: 68000

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Show candidate photo, Include candidate
Access Arrangement Icons, Include Room and Seat

Candidate Timetable Card Alt - 8 per page

Sadie Barclay (10B)

May 28 13:00 - SCI1 Science 1 (East Wing Performance Hall : A1)

Jul 07 09:30 - MUS1 Music Option A (Music Room : A3)

Jul 07 13:00 - ENG1 English 1 (East Wing Performance Hall : BS)

Jul 08 10:30 - HIS1 History Option B (West Wing Performance Hall : B6)
Jul 08 13:00 - MAT1-I Mathematics 1 Intermediate (East Wing Performance
Hall : H6)

Jul 11 13:00 - ENG 2 English Unit 2 (East Wing Performance Hall : B8)

Jul 17 09:30 - MUS2 Music 2 (Library : )

Cand No: T0339 Centre Number: 68000

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Include Room and Seat

Candidate Timetable Label - 4 per page

Sadie
Barclay ".’ §
-

Year 10 {
10B r
ox f

May 28 13:00 - SCI1 Science 1 (East Wing Performance Hall : A1)

Jul 07 09:30 - MUS1 Music Option A (Music Room : A3)

Jul 07 13:00 - ENG1 English 1 (East Wing Performance Hall : BS)

Jul 08 10:30 - HIS1 History Option B (West Wing Performance Hall : B6)

Jul 08 13:00 - MAT1-1 1 (East Wing Hall : H6)
Jul 11 13:00 - ENG 2 English Unit 2 (East Wing Performance Hall : B8)

Jul 17 09:30 - MUS2 Music 2 (Library : )

Sort Options — Sort by Name, Sort by CandNo, Sort by Reg then
Name, New page per Reg then Name

Available Options - Show candidate photo, Include candidate
Access Arrangement Icons, Include Room

and Seat
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Laptop and Computer Reader Required Data Collection Form

T0298 Ceridwen Powell

Candidate Number: T0298
Name : Ceridwen Powell
Reg: 10B

Year: Year 10

Laptop

Exam Centre: 68000 Groupcall SIMS Secondary School

Sort Options — Sort by CandNo, Sort by
Name, Sort by Reg then Name

Date Time Exam

Laptop Y/N

Available Options - Double sided printout -

Tuesday CHE Chemistry
May 27 13:00 | CHE1 Chemistry 1

Thursday GEO Geography
May 29 09:30 | GEO1 Geography 1

add blank pages, Include Access
Arrangements, Print on Headed Paper

(5cm), Multi season

Large Candidate Desk Labels - 4 per page

Sort Options — Sort by Name, Sort by

cand No: TO0339

Sadie Barclay

0z ERE

Results - Access To Scripts

CandNo, Sort by Reg then Name, New
page per Reg then Name

Available Options - Show candidate photo,
m Show QRCode, Show candidate Access
%3 Arrangement Icons, Show candidate
Room And Seat, Only use candidate
firstname and lasthame

Access to Scripts

Candidate consent form for access to and use of examination scripts

Sort Options — A4 Sort by Candidate Number,

A4 - Sort by Name

Centre Number Centre Name

12345 Groupcall SIMS Secondary School
Candidate Number Candidate Name

T0296 Osian Bevan

[:] I consent to my scripts being accessed by my centre

[:] 1 consent to my scripts being used in the classroom for teaching

Statement of Results

Candidate Name : Ackton, Stephen

Candidate Number : 7004

Exam Results : Summer 2025

UCI : 951370217004C

Year : Year 13

ULN : 5142335545

Reg : K

Board Level Code Title

Mark Grdl  Grd2  Overall Grade

Level 2

usF Leve 60319331 LIBF Level 1/ Level 2 Lessons in Financial Pass Pass
1/Leve Education Certificate

Exam Results : Summer 2024

Board Level Code Title Mark  Grdl  Grd2  Overall Grade
WEC/GCE WBQ/A  9003Q0  Welsh Baccalaureate Advanced Cash-in 3 Pass
WEC/GCE WBQ/A  90S3PA  Welsh Baccalaureate Advanced Route A 217 B B

WIEC/GCE WBQ/A  90S3U1  Welsh Bacc Advanced Project 19 M Merit

Sort Options — Sort by CandNo, Sort by Name, Sort
by Reg then Name

Available Options - Double sided printout - add

blank pages, Print on Headed Paper (5cm), Add
Reg and Year group, Filter results by dates
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Component Reports

These reports are based on the Timetabled Exams, either Internal or External Season. Depending on how
the Centre sorts their documents will depend on which tab to print these from. If the Centre prints reports
for each room at the time, then print the following from the Room Tab. Select the Room(s), then Selected,
Print Selected. Any report selected will be batch things by Room, by Date. Alternatively, if the Centre sort
things by Date, then Print the following Reports from the Timetable and Seating Tab. Once an Exam(s) are
selected, they will be printed in Day order then by Room.

Allowances Card - A5 / A4 two per page

CENTRE NUMBER 12345
Name Cand No Allowances Room Seat
Stephen Ackton 7004 [ =V Art Test B 1
12/09/2025 Actual Start Time : Actual End Time :
GER1
German 1 Scheduled [09:00 - 10:15| Student signature :
1h 15m

Extra Time I:] Used D Not Used

Laptop [:] Used D Not Used
Please record the Scribe D Used D Not Used
allowances used by
ticking the relevant [:I Used D Not Used
box [:] Used D Not Used

Allowances Card Alt - A5 / A4 two per page
Available Options - Add box for invigilators signature

CENTRE NUMBER 12345
Name Cand No Allowances Room Seat
Stephen Ackton 7004 [cl=Vg Art Test B 1
12/09/2025 Start Time : End Time :
GER1 including extra time
German 1 Exam Duration 1h Om plus 15m (25% Extra Time)
Candidate Duration 1h 15m
Extra Time : Used : Not Used
Please record the allowances | Laptop [ ] Used ] Not Used
used by ticking the relevant — =
box Scribe L | Used L | Not Used
: Used : Not Used
Student signature : L | Used L | Not Used
: Used : Not Used
Invigilator signature : | |Used || Not Used
: Used : Not Used

Candidate and Component Card with Seat + Photo - 8 per page
Sort Options - Sort by Seat then CandNo, Sort by Seat Snake

s:::e ::: iclkha;:_g: 516 e Order then CandNo, Sort by CandNo, Sort by Name, New page
Cand No: 7044 HIS1 'V per component, Sort by Seat then CandNo, Guillotine Sort : A1
HISORY 4 pagel, A2 page2 etc, Guillotine Snake Sort : A1 pagel, A2
12/09/2025 09:00 (1h 15m) pageZ etc
Sports Hall og
&0 .\ . . .
Y Additional Options - Show candidate photo, Show candidate
Centre Number: 12345 L B Access Arrangement Icons, Show candidate Reg group, Only

use candidate firsthame and lastname, Show Seating plan
colour border, Show exam duration, Only Candidates with Access Arrangements
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Candidate and Component Card with Seat + Photo - A5 2 per page
Sort Options - A4 two per page - Sort by Seat then CandNo, A4 two per page - Sort by Seat Snake

then CandNo, A4 two per page -

Name: Reggie Varney
Year: Year 11 Reg: 11E
Cand No: 7145

GEO Geography

GEO1 Geography 1
12/09/2025 09:00
Sports Hall

Cl2

Centre Number: 12345

" Sort by CandNo, A4 two per page
’} - Sort by Name, A5 one per page -
' Sort by Seat then CandNo, A5 one
per page - Sort by Seat Snake then
CandNo, A5 one per page - Sort by
CandNo, A5 one per page - Sort by
Name

Available Options - Show candidate
E E photo, Show QRCode, Show

candidate Access Arrangement
E Icons, Show candidate Reg group,
Only use candidate firstname and
lastname, Show Seating plan

Name: Goss Amelia
Year: Year 11 Reg:11F A
Cand No: 7006 GEO1

Geography 1

e on

Centre Number:
95137

12/09/2025 09:00
English Room 3

colour border, Only Candidates
with Access Arrangements

Candidate and Component Card with Seat QR+Photo - 8 per page

Sort Options - Sort by Seat then CandNo, Sort by Seat
Snake Order then CandNo, Sort by CandNo, Sort by
Name, New page per component, Sort by Seat then
CandNo, By Component then Date, Room, Seat then
CandNo, Guillotine Sort : A1 pagel, A2 page2 etc,
Guillotine Snake Sort : A1 page1, A2 page2 etc

Available Options - Show candidate photo, Show QRCode,
Show candidate Access Arrangement Icons, Only use
candidate firstname and lasthame, Show Seating plan
colour border

Candidate and Component Card with Seat AA + Photo - 8 per page

Name: Mia Hancox

Year: Year 11 Reg:11F A

Cand No: 7006 A/PE3

A Level PE 3

25% 16/10/2025 10:30

Supervised Rest Break ih 15m

Supervised Rest Breaks

Fidget Toy English Room 3

Small room :Ir- ©
D1 i
Centre Mumber:
95137

Candidate and Component Label with Seat - 14 per page

Geography 1

7053 Stuart Frankwell
Year 11 11F (O) =}
GEO1 ar

12 202 s
/09/20 5??1?3 Sports Hall

Sort Options - Sort by Seat then CandNo - New page
per room+date-time, Sort by Seat Snake Order then
CandNo - New page per room+date-time, Sort by

~ = CandNo - New page per room+date-time, Sort by

& Name - New page per room+date-time, New page per

13 Component, sort by Timestamp, Room, Name, New
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page per Timestamp + Component, Sort by Room,Timestamp,Seat - No page break, Guillotine Sort :
A1 pagel, A2 page2 etc, Guillotine Snake Sort : A1 page1, A2 page2 etc

Available Options - Show Seating plan colour border, Show candidate Reg group, Show candidate Year
Group, Show candidate Access Arrangement Icons, Show candidate photo, Show exam duration

Candidate and Component Label with Seat +Photo - 8 per page

Sports Hall 2025-09-12 09:00

Name: Stuart Frankwell
Year: Year 11 Reg:11F \7 -
Cand No: 7053 11B/Ggl

GEO1
Geography 1

@ -D- Z 12/09/2025 09:00 (1h 15m)

JL Sports Hall

¥ I3

Centre Number: 12345

Art Test 2025-09-12 09:00
Name: Alfie Ansell h
Year: Year 11 Reg:11C ¥ by
HIS1 £

Cand No: 7009
History 1

E 12/09/2025 09:00
iy | Art Test

Centre Number: 12345

a0

Extra Time Card - 8 per page

Name: Alfie Ansell
Cand No: 7009
Date: 12/09/2025 09:00
History 1
Room: Art Test
25% ET: 1h Om + 15m ET = 1h 15m

You ma
star:[_ ] woupto:[ ]
Extra Time Used?  [_] YES [_]NO
Candidate Signature:l I

Sort Options - Sort by Seat then CandNo, Sort by Seat Snake
Order then CandNo, Sort by CandNo, Sort by Name, New
page per Component

Available Options - Show candidate photo, Show candidate
seat, Show candidate Access Arrangement Icons, Show
candidate Reg group, Only use candidate firstname and
lastname, Show Seating plan colour border, Show
Teaching Set (if exam created by subject), Show exam
duration

Candidate and Component Label with Seat QR+Photo - 8 per page

Sort Options - Sort by Seat then CandNo, Sort by Seat Snake
Order then CandNo, Sort by CandNo, Sort by Name, New
page per Component

Available Options - Show candidate photo, Show Admission
Number (as Student ID) not Candidate Number, Show
QRCode, Show candidate Access Arrangement Icons, Only
use candidate firstname and lastname, Show Seating plan
colour border

Sort Options - Sort by Date, time, Room then Seat, Sort by
Seat then CandNo, Sort by Seat Snake Order then
CandNumber, Sort by CandNo, Sort by Name, New page per
component, Sort by Seat then CandNo, Guillotine Sort : A1
pagel, A2 page2 etc, Guillotine Snake Sort : A1 page1, A2
page2 etc

Available Options - Show candidate photo, Only use
candidate firstname and lastname, Show Seating plan colour
border, Show start time

Large Component Desk Labels - 4 per page

Natasha Johnson

12/09/2025 GEO1-H Geography 1 Higher

= A

09:00 1hOm

Cand No: 7078

Room: Sports Hall

seat: B8

Centre Number: 12345

Sort Options - Sort by Seat then CandNo, Sort by
Seat Snake Order then CandNo, Sort by CandNo,
Sort by Name, New page per component, Sort by
Seat then CandNo

Available Options - Show candidate photo, Show

QRCode, Show candidate Access Arrangement

Icons, Only use candidate firstname and lastname, Show Seating plan colour border
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Sort Options - Sort by Seat then CandNo - New page per room+date-time, Sort by Seat Snake Order
then CandNo - New page per room+date-time, Sort by CandNo - New page per room+date-time,
Sort by Name - New page per room+date-time

Available Options - Show Seating plan colour border, Only use candidate firstname and lastname

Main Hall 2025-09-16 09:00

Q
1
"W

9002 B2 9001 9004 4 9021 B5 9022 B6
Maryam Ahmed Ethan Adams Eva Allen Alfie Booth Adrijana
Brankovic

Prompt Card - A5 / A4 two per page
Sort Options - A4 two per page - Sort by Room, Date-Time then Seat, A4 two per page - Sort by Room,

Date-Time then CandNo, A4 two per page -
Sort by Room, Date-Time then Name, A4 two
per page - Sort by Date-Time then Name, A4
two per page - Sort by Date-Time, Exam then
Name, A4 two per page - Sort by Date-Time,
Exam, Room then Name, A4 two per page -
Sort by Room, Date-Time, Exam then Seat;
New page per Exam, A5 one per page - Sort by
Room, Date-Time then Seat, A5 one per page -
Sort by Room, Date-Time then CandNo, A5 one
per page - Sort by Room, Date-Time then

Name Cand No. [ Exam Room Seat
16/09/2025 09:00 - 10:53
Aleena Anwar 9006 3310U20-1 Matha-Num UNIT2 Found Calcator
RECORD THE PROMPTS GIVEN BELOW:
Prompt Time Note
1
2
3
4
5
6 Name

Rest Break Card - A5 / A4 two per page

Name Cand No.| Exam Room

Seat

12/09/2025 09:00 - 10:34
3430 Unit 3

Ben Davies 9036 UCO-1 Science Double Higher English Room 1

B4

Note to Student:

again when you want to start writing again.
You should close your question/answer book when taking your rest break.

RECORD THE REST BREAK/S TAKEN BELOW:

Please make a member of the invigilation team aware when you wish to take a break and

Break No. Start time End time Duration

New End Time

1
2
3
4
5
6

Calculate here the total time taken for breaks
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Word Processor Cover Sheet

CENTRE NU
Name

Cand No
Date

Exam

MBER 95137
Ben Davies
9036
12/09/2025

3430UCO0-1 : Science Double Unit 3 Higher

I also confirm my printed script consists of pages

I verify the script printed is my own and confirm that the required information that must
be provided in the header or footer has been inserted.

Some questions were answered in the answer booklet Yes / No

Candidate Signature

After signing please hand to the invigilator or exams officer

Registers Reports

Sort Options - A4 - Sort by Room, Date-
Time, then Seat, A4 two per page - Sort
by Room, Date-Time, then Seat, A5 one
per page - Sort by Room, Date-Time,
then Seat

These reports are based on the Timetabled Exams, either Internal or External Season. Depending on how
the Centre sorts their documents will depend on which tab to print these from. If the Centre prints reports
for each room at the time, then print the following from the Room Tab. Select the Room(s), then Selected,
Print Selected. Any report selected will be batch things by Room, by Date. Alternatively, if the Centre sort
things by Date, then Print the following Reports from the Timetable and Seating Tab. Once an Exam(s) are
selected, they will be printed in Day order then by Room.

Access Arrangements Counts Per Exam

2025-09-

12

Sort Options - Sort by Date,

Exam

Count

Exam- new page per date

1RUOH Russian Option H : 1RUO 4H Writing (H)

3420U1 Physics Electricity & Energy Found :
3420U10-1 Physics Unit 1 Foundation: Written

3420UA Physics Electricity & Energy Higher :
3420UA0-1 Physics Unit 1 Higher: Written

3430U3 Science Double Physics 1 Foundation :
3430U30-1 Science Double Unit 3 Foundation

3430UC Science Double Physics 1 Higher :
3430UCO0-1 Science Double Unit 3 Higher

3660QS Music : 3660U30-1 Music Unit 3 Appraising

1: 25% extra time
1 : Orange Paper

1 : Supervised Rest Break
1 : Prompter

12

1 : Prompter

3

NN

: Access to Laptop

: Reader

: 25% extra time

: Modified Language Paper
: Supervised Rest Break

Available Options - AA Text
rather than Icons, Modified
Paper Access Arrangements
Only

Access Arrangements Register

Access Arrangements Register : 12/09/2025 09:00 English Room 1
3430U30-1 Science Double Unit 3 Foundation
1RUO 4H Writing (H)
3430UC0-1 Science Double Unit 3 Higher
3420U10-1 Physics Unit 1 Foundation: Written

Cand No Name Exam Seat | Access Arrangements |

9014 Joseph Bassett 3430U30-1 | B2 O
9016 Alex Bell 1RUO 4H Al oB
9036 Ben Davies 3430UC0-1 | B4 200
9040 Polly Doyle 3430UC0-1 | B3 o mOB
9096 Gan Miao 3420U10-1 | A4 &

Sort Options - Sort by Room, Timestamp
then CandNo, Sort by Room, Timestamp
then Exam + CandNo, Sort by Room,
Timestamp then Name, Sort by Room,
Timestamp then Seat, Sort by Timestamp,
Room then CandNo, Sort by Timestamp,
Room then Name,Sort by Timestamp,
Room then Seat

Available Options - Only use candidate firstname and lastname, AA Icons rather than Text
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Access Arrangements Register - A4 Landscape
Sort Options - Sort by Room, Timestamp then CandNo, Sort by Room, Timestamp then Name, Sort by
Room, Timestamp then Seat, Sort by Timestamp, Room then CandNo, Sort by Timestamp, Room
then Name, Sort by Timestamp, Room then Seat

Access Arrangements Register : 12/09/2025 09:00 English Room 1
3430U30-1 Science Double Unit 3 Foundation
1RUO 4H Writing (H)
3430UC0-1 Science Double Unit 3 Higher
3420U10-1 Physics Unit 1 Foundation: Written

Cand No Name Exam Duration | Seat| Access Arrangements |Used Comment
9014 Joseph Bassett 3430U30-1 1h 15m B2 Prompter
9016 Alex Bell 1RUO 4H 1h 47m Al 25% extra time
Orange Paper
9036 Ben Davies 3430UC0-1 1h 34m B4 Supervised Rest Break
Access to Laptop
25% extra time
9040 Polly Doyle 3430UC0-1 1h 34m B3 Access to Laptop
Reader
25% extra time
Modified Language Paper
9096 Gan Miao 3420U10-1 1h 45m A4 Supervised Rest Break
Prompter

Electronic material - download check form

95137 Green Abbey Test Secondary
Electronic material - download check form

The exams officer or other authorised member of staff must log the download details of the paper and ensure it is transported in a sealed
non-transparent envelope marked clearly with the exam details on the outside of the envelope.

Venue of Date
secure download

Time |Awarding Body

Component/unit code

Secure download staff
member - name,
signature and role

Secure script transport
staff member - name,
signature and role

Written

sports hall Friday 09:00 | EDEXL/GCSE | 1RUO 4H Adrian - Exams Officer Joe - Invigilator
12/09/2025 Writing (H)

sports hall Friday 09:00 | WIEC/GCSE 3420U10-1 Adrian - Exams Officer Joe - Invigilator
12/09/2025 Physics Unit 1 Foundation:

Exam Candidate List - by Date

Sort Option - Sort by Name, Sort by CandNo, Paginate by Date and Year Group, Sort by Name

Available Options - Default name format, Only use candidate firsthname and lasthame, Lastname,
Firstname, Show candidate end time

12/09/2025

Friday,12 Sep 2025

Cand Name Time Exam Room/Seat

9012 Rachel Barnes 09:00 : 10:45 | 3420U10-1 : Physics Unit 1 | English Room 1 / A2
Foundation: Written

9014 Joseph Bassett 09:00 : 10:15 | 3430U30-1 : Science Double | English Room 1 / B2
Unit 3 Foundation

9016 Alex Bell 09:00 : 10:47 | 1RUO 4H : Writing (H) English Room 1 / Al

9023 Eriberto Brocato 09:00 : 10:15 | 3430U30-1 : Science Double | English Room 1 / B1
Unit 3 Foundation

9025 Theo Butler 09:00 : 10:15 | 3430U30-1 : Science Double | English Room 1 / C1
Unit 3 Foundation
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18/09/2025

Exam Candidate List - By Date+Time and Room
Sort Options - Sort by CandNo, Sort by Name, Sort by Seat, Paginate by Date-Time and Year Group,
Sort by Name, Paginate by Date-Time, Sort by Name

Available Options - Default name format, Only use candidate firsthname and lasthame, Lastname,

Firstname

12/09/2025 09:00 English Room 1
1RUO 4H Writing (H)
3420U10-1 Physics Unit 1 Foundation: Written
3430U30-1 Science Double Unit 3 Foundation

3430UCO0-1 Science Double Unit 3 Higher
3420UA0-1 Physics Unit 1 Higher: Written

Cand No Name Exam Seat
9016 Alex Bell 1RUO 4H Al
9012 Rachel Barnes 3420U10-1 A2
9087 Amber MacDonald 3420U10-1 A3
9096 Gan Miao 3420U10-1 A4
9117 Swati Ramanathan 3420U10-1 A5

Exam Candidate List - by Exam
Sort Options - Sort by Name, Sort by CandNo

Available Options - Default name format, Only use candidate firstname and lastname, Lastname,
Firstname, Show candidate end time, Add Present box, Only list candidates marked Absent

3420U1 : Physics Electricity & Energy Found
3420U10-1 : Physics Unit 1 Foundation: Written
Cand Name Time Room/Seat Present
9012 Rachel Barnes 12/09/2025 09:00 : 10:45 | English Room 1 / A2 Present
9087 Amber MacDonald 12/09/2025 09:00 : 10:45 | English Room 1 / A3 Present
9096 Gan Miao 12/09/2025 09:00 : 10:45 | English Room 1 / A4 Present
9117 Swati Ramanathan 12/09/2025 09:00 : 10:45 | English Room 1 / AS Present

Exam Room Envelope Labels - 14 per page

Date:
Room:
Count:

Exam:

15/09/2025 09:00 (1h 45m)
English Room 1

18 0101 &1 B

WJEC/GCSE GCSE/B 3420UB0-1
Physics Unit 2 Higher: Written

Sort Options - Sort by Date-Time, Exam then Room, Sort
by Date-Time, Room then Exam

Available Options - Include the AA Icons and counts

Exam Room Envelope Labels - 8 per page

Date:
Room:
Count:

Exam:

Lead:

12/09/2025 09:00 (1h 45m)
English Room 1

4 X101

WJEC/GCSE GCSE/B 3420U10-1
Physics Unit 1 Foundation: Written
Debbie Harvey

Sort Options - Sort by Date-Time, Exam then Room, Sort
by Date-Time, Room then Exam

Available Options - Include the AA Icons and counts,
Include the lead invigilator names
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Examination Register

Available Options - Only use candidate firstname and lastname, Add Reg Group in brackets to name,

Add Present box

18/09/2025

Exam Register : 15/09/2025 13:30 English Room 1 (5 Candidates)
3800U40-1 French Unit 4 Foundation: Writing (3 Candidates)
3800UDO-1 French Unit 4 Higher: Writing (2 Candidates)

Cand No Name Exam Duration| Seat |Present
9022 Adrijana Brankovic (M) 3800U40-1 1h 15m |C1 [:]
9050 Marco Ferrari (J) 3800U40-1 1h 15m | C2 |:]
9073 Charlie Jones (N) 3800UDO-1 |1h 30m |Al J
9096 ‘Gan Miao (G) 3800U40-1 |1h 15m |C3 [l
9100 Nevaeh Morgan (L) 3800UDO-1 |1h 30m | A2 |:|

Modified Paper Register

Sort Options - Sort by CandNo, Sort by Name, Sort by Seat, Sort by Exam then CandNo

Available Options - Only use candidate firstname and lastname, AA Text rather than Icons, Include the

AA Notes

12/09/2025 09:00 English Room 1
1RUO 4H Writing (H)
3430UCO0-1 Science Double Unit 3 Higher

Cand No Name Exam Seat Paper Arrangements
9016 Alex Bell 1RUO 4H Al Orange Paper
9040 Polly Doyle 3430UC0-1 | B3 Modified Language Paper

Paper Received Confirmation
Sort Options - Exam Board, Date-Time then Exam, Exam Board, Date-Time, Level then Exam, Exam
Board, Exam then Date-Time, Date-Time, Exam Board, Level then Exam

95137 Green Abbey Test Secondary : Exam Paper Confirmation Report

Date Time

Paper

Entered

Received

16/09/2025 | 14:05

12/09/2025 | 09:00

16/09/2025 | 13:30

16/09/2025 | 14:15

Reading (H)

Supervised Room

EDEXL/GCSE GCSE/9FC 1RUO 4H 1
Writing (H)

EDEXL/GCSE GCSE/9FC 1RUO 1H 1
Listening (H)

EDEXL/GCSE GCSE/9FC 1RUO 3H 1

6
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8/09/2025

Room Candidate and AA Counts per Exam
Sort Options - Sort by Time, Exam then Room - new page per date, Sort by Time, Room then Exam -
new page per date, Sort by Time then Exam - new page per date + Room

Available Options - AA Text rather than Icons, Landscape

12/09/2025
Time Room Exam Count

09:00 - 10:47 | English Room 1 1RUOH Russian Option H : 1RUO 4H 1

Writing (H) 1: 25% extra time
1 : Orange Paper

09:00 - 10:45| English Room 1 3420U1 Physics Electricity & Energy 4
Found : 3420U10-1 Physics Unit 1 1 : Supervised Rest Break
Foundation: Written 1 : Prompter

Second pair of eyes check form - By Exam Room

Sort Options - Sort by Timestamp, Room then Component, New page per Room, Sort by Timestamp
then Component, New page per Date + Session + Room, Sort by Timestamp then Component

95137 Green Abbey Test Secondary :

Second pair of eyes check form

Two individuals must check the day, date, time, subject, component/unit code and tier of entry, if appropriate,
immediately before a question paper packet is opened.

Date Time Room Paper Count | Name, Role + Signature 1| Name, Role + Signature 2
Friday 09:00 English Room 1 EDEXL/GCSE GCSE/9FC 1RUO 4H 1 | Mr Blacker, Exams Officer Zoe Invigilator
12/09/2025 Writing (H)
Friday 09:00 | English Room 1 | WIEC/GCSE GCSE/B 342010-1 4 | Mr Blacker, Exams Officer Zoe Invigilator
12/09/2025 Physics Unit 1 Foundation:
Written
Friday 09:00 | English Room 1 | WIEC/GCSE GCSE/B 3420UA0-1 1 | Mr Blacker, Exams Officer Zoe Invigilator
12/09/2025 Physics Unit 1 Higher:
Written

Second pair of eyes check form - Secure Room

95137 Green Abbey Test Secondary : Second pair of eyes check form (Secure Room)

Two individuals must check the day, date, time, subject, component/unit code and tier of entry, if appropriate,
immediately before a question paper packet is opened.

Venue of check| Date Time Paper Count | Name, Role + Signature 1| Name, Role + Signature 2
Secure Room Friday 09:00 EDEIQ/GCSE GCSE/OFC IRV0.4H 1 | Adrian Blacker, Exams Officer Zoe, Invigilator
12/09/2025 Writing (H)
Secure Room Friday 09:00 WIEC/GCSE GCSE/B 3420U10-1 4 | Adrian Blacker, Exams Officer Zoe, Invigilator
12/09/2025 Physics Unit 1 Foundation:
Written
Secure Room Friday 09:00 WJEC/GCSE GCSE/B 3420UA0-1 1 | Adrian Blacker, Exams Officer Zoe, Invigilator
12/09/2025 Physics Unit 1 Higher:
Written

Subject Group Level

Additional Options - Default name format, Only use candidate firstname and lastname, Lastname,

Firstname

Geography 11A/Gg1l

Cand Name Reg Level
7003 Sophie Aaron 11D Higher

7005 Mohammed Adasheji 11F Higher
7008 Tina Angel ExtCand Higher
7017 Louisa Bartholomew 11F Foundation
7023 Kiran Brooks 11A Higher
7028 Mitchell Carr 11E Higher
7043 Ruby Eagle 11D Foundation

153



Exam Assist — User Guide V2.5 18/09/2025

Room Report

Exam Room Checklist
Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

Exam Room Checklist
Tuesday, 16 Sep 2025 09:00 : Main Hall

A) Arranging the examination room:
Charts, diagrams, etc. have been cleared from the walls
Analogue and/or digital clock that all candidates can see clearly
A board/display showing the centre number, subject title, paper number, start, finish and date for each exam
Subject specific instructions and/or stationery
Mobile phone, to be used in emergencies only, has been switched to silent mode
B) Identifying candidates:
Make sure you know the identity of every candidate in the examination room
Check the documentary evidence that private candidates or transferred candidates provide.

Exam Room Cover Sheet - By Room
Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

Main Hall
Tuesday 16/09/2025 09:00

Exam Count
3310U60-1:Maths-Num UNIT2 Higher Calculator 32
3310U40-1:Maths-Num UNIT2 Intermedi 2

Exam Room Cover Sheets
Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

Exam Room Cover Sheet

Date 16/09/2025
Day Tuesday
Room Main Hall

Component | WJEC/GCSE / GCSE/FC / 3310U60-1
Exam Title Maths-Num UNIT2 Higher Calculator

Start Time 09:00

Duration 1h 45m (31), 2h 12m (1)
# Candidates| 32 O1 E1B1[A:
# Papers 33
Access 1: 25% extra time
Arrangements 1 : Supervised Rest Break

1 : Orange Paper

1 : Toilet Pass
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Exam Room Incident Log

Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

Date: Tuesday 16/09/2025
Time: 09:00
Room : Main Hall

Exam Room Incident Log

Exam Start End
3310U60-1:Maths-Num UNIT2 Higher Calculator

3310U40-1:Maths-Num UNIT2 Intermedi

Invigilator(s):

Name Time in Time out

Record of incident:

Time Incident

Recorded by

Exam Room Incident Log - Smaller Font

Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

Exam Room Incident Log

Date : Tuesday 16/09/2025

Time : 09:00

Room : Main Hall

Exam Start End
3310U60-1:Maths-Num UNIT2 Higher Calculator

3310U40-1:Maths-Num UNIT2 Intermedi

Invigilator Name Time in Time out
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Exam Room Info Sheet
Sort Options - A4 Sort by Room then Date-Time, A4 - Sort by Date-Time then Room

18/09/2025

Calculator

Centre Number 95137

Room Main Hall

Date 16/09/2025 09:00

Exam Board WIEC/GCSE

Exam Title Maths-Num UNIT2 Higher

Exam Paper Code | 3310U60-1

Exam Duration

1h 45m (31), 2h 12m (1)

Start

Finish

Extra Time Finish

Exam Room Schedule & Layout

Main Hall
Date Time Seated Total
16/09/2025 | 09:00 - 11:12 34 34
16/09/2025 | 13:30 - 14:15 7 7
16/09/2025 | 15:00 - 16:15 8 8

Exam Room Timetable - Exams and Invigilators

Sort Options - Sort by Room - New page per Room, Sort by Date - New page per Date

Main Hall

Date

Time Invigilators

Exams

16/09/2025

16/09/2025

16/09/2025

09:00 - 11:12 | Debbie Harvey (Lead)

13:30 - 14:15 | Sarah Hughes (Lead)

15:00 - 16:15 | Debbie Harvey (Lead)
Sarah Hughes

3310PH Mathematics-Numeracy
Higher : 3310U60-1 Maths-Num
UNIT2 Higher Calculator

3310PN Mathematics-Numeracy
Intermediate : 3310U40-1 Maths-Num
UNIT2 Intermedi

3810UB Spanish Listening Higher :
3810UBO0-1 Spanish Unit 2 Higher:
Listening
3810UC Spanish Reading Higher :
3810UCO-1 Spanish Unit 3 Higher:
Reading
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18/09/2025

Exam Skeleton Timetable
Sort Options - Sort by Room then Date, Sort by Date then Room

Available Options - Include Invigilators column, Component Code and Subject

Date Time Room Invigilators Exams
16/09/2025 | 09:00 - 11:12 | Main Hall Debbie Harvey (Lead) 3310U60-1 :
3310U40-1 :
16/09/2025 | 13:30 - 14:15 | Main Hall Sarah Hughes (Lead) 3810UBO-1 : Spanish
16/09/2025 | 15:00 - 16:15 | Main Hall Debbie Harvey (Lead) 3810UCO-1 : Spanish
Sarah Hughes

Exam Skeleton Timetable by Exam
Sort Options - Sort by Exam then Date, Sort by Date then Exam

Available Options - Include the Rooms Column

Date

Time

Exam

Count

16/09/2025

16/09/2025

16/09/2025

16/09/2025

09:00 - 11:12
1h 45m - 2h 12m

09:00 - 10:45
1h 45m

13:30 - 14:15
45m

15:00 - 16:15
1h 15m

WIJEC/GCSE GCSE/FC 3310U60-1
: Maths-Num UNIT2 Higher Calculator

WIJEC/GCSE GCSE/FC 3310U40-1
: Maths-Num UNIT2 Intermedi

WIEC/GCSE GCSE/B 3810UBO-1
Spanish : Spanish Unit 2 Higher: Listening

WIEC/GCSE GCSE/B 3810UCO-1
Spanish : Spanish Unit 3 Higher: Reading

32

Exam Skeleton Timetable by Exam + Room
Sort Options - Sort by Exam then Date, Sort by Date then Exam

Date

Time

Exam

Room

Count

17/09/2025

19/09/2025

19/09/2025

25/09/2025

09:00 - 10:30
1h 30m

WIJEC/GCSE GCSE/B 3020U30-1
Welsh : Welsh Second Language UNIT3:

Main Hall

09:00 - 10:30
1h 30m

13:30 - 14:30

WIJEC/GCSE GCSE/B 3020U40-1
Welsh : Welsh Second Language UNIT4:

WIEC/GCSE GCSE/B 3100UGO0-1

Main Hall

Main Hall

1h Om
13:30 - 14:45

History : History Unit 2C: Written

WIEC/GCSE GCSE/B 3100UKO0-1

1k 1L Histany - Histaoy Linit 38 \Written

Main Hall

Room + Seat Card with QRCode - 8 per page

Room: Main Hall
Seat: B2

Room:
Seat:

Centre Number: 95137

Main Hall
B3

Centre Number: 95137
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Room + Seat Label - 14 per page

Room: Main Hall Room: Main Hall
- B 2 - B 3
Centre Number: 95137 Centre Number: 95137
Room: Main Hall Room: Main Hall
Seat: Seat:

B4 B5

Centre Number: 95137 Centre Number: 95137

Room Card with QRCode - one card per room - 2 per page

Main Hall

o

Centre Number: 95137

Room Card with QRCode - one card per room - 8 per page

Room: Main Hall

% &)
[=] ¥

Centre Number: 95137
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Seating Plans Reports
Compact Seating Plan

Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Available Options - Scale each plan to Fit Page, Show candidate Access Arrangement HighlightColor

Tue 16 September 2025 09:00 : Main Hall
A B c o E F

3310U60-1 Maths-Num UNIT2 Higher Calculator [1h 45m-2h 12m](32)

1 b K L M N
9096

3310U40-1 Maths-Num UNIT2 Intermedi [1h 45m](2)

(34)

o

s 9008 1
e
fros

w014 2

e @ N @ w

Compact Seating Plan - Alt

Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Available Options - Scale each plan to Fit Page, Show candidate Clash flag, Show candidate Access

Arrangement HighlightColor

Tue 16 September 2025 09:00 : Main Hall
A B c D E [

9069

2 Maryam |Sapele |Nathaniel
Ahmed Ibrahim |Jack
3310060-1 |3310U60-1 |3310060-1 |
9001 9065 9074 19158 |

3 Ethan Sarah Robin Saskia
Adams  Hudson | Jones Zebed
3310U60-1_|3310060-1 |3310U60-1_|3310U60-1 |
9004 9060 9078 9146

4 Eva Matthew |Jahed Courtney
Allen Hall Khan  |Whiting
33100601 |3310U60-1 |3310U60-1 |3310U60-1 |
9021 9058 81 9143

5 Alfie Kenrich |Scarlett |Mark
Booth Guilliams |King |Webster
3310U60-1_|3310U60-1_|3310U60-1_|3310U60-1 |

33100401 :

Bassett
3310040-1

Compact Seating Plan - with AA for Invigilators
Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Available Options - Scale each plan to Fit Page, Show candidate Access Arrangement Icons, Show
candidate Access Arrangement HighlightColor, Display End Time not Duration, Only use candidate
firstname and lastname, Do not list invigilators in the footer

Tue 16 September 2025 09:00 : Main Hall
A 8 c o E

" 9002 9068 9069

3 ‘ —

9001 9065 %074 9158
3 "

2004 2060 9078 9146
° i .

202 9058 908, 9143
s

%022 2055 9083 9131

3310U60-1 Maths-Num UNIT2 Highe:
Invigilators : Debbie Harvey (Lead)

3310U40-1 Maths-Num UNIT2 Intermedi [1h 45m)(2

(34)
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Seating Plans - Medium Boxes for Display
Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Available Options - Scale each plan to Fit Page, Only use candidate firstname and lastname, No Group,
Include RegGroup, Include Teaching Set, Show candidate Access Arrangement HighlightColor,
Exclude Exam Details

Tue 16 September 2025 09:00 : Main Hall (34)
N1 9096 O1 9009
Gan Wills
Miao Astwick
| 3310040-1 G_ 33100601 N
B2 9002 C2 9068 D2 9069 02 9014

Maryam Sapele Nathaniel Joseph
Ahmed Ibrahim Jack Bassett
3310U60-111C) | 3310U60-K11A) | 3310U60-K11A) 3310U40-1(118)
B3 9001 C3 9065 D3 9074 E3 9158

Ethan Sarah Robin Saskia

Adams Hudson Jones Zebed

3310U60-X118) | 3310U60-1 M | 3310U60-K11D) | 3310U60-X110)

B4 9004 C4 9060 D4 9078 E4 9146

Eva Matthew Jahed Courtney

Allen Hall Khan Whiting

3310060-X110) | 3310U60-K11F) | 33100601 ) | 3310U60-1 K

Seating Plans - Medium Boxes with AA for Invigilators
Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Additional Options - Scale each plan to Fit Page, Show candidate Access Arrangement Icons, Show
candidate Access Arrangement HighlightColor, Add Present tick box, Display End Time not Duration,
Only use candidate firstname and lastname, Do not list invigilators in the footer

Tue 16 September 2025 09:00 : Main Hall

9069

9074 E3 9158
Saskia

Zebed

B4 9004 | C4 9060 | D4 9078 E4 9146
N Matthew Jahed Courtney
Asien Hal Khan vihting

3310U60-1 Maths-Num UNIT2 Higher Calculator [1h 45m-2h 12m)(32) 3310U40-1 Maths-Num UNIT2 Intermedi [1h 45m)(2)
Invigilators : Debbie Harvey (Lead) o

Seating Plans - No Names for Display
Sort Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait

Additional Options - Scale each plan to Fit Page, No Group, Include RegGroup, Include Teaching Set,
Show candidate Access Arrangement HighlightColor, Exclude Exam Details

Tue 16 September 2025 09:00 : Main Hall (34)

NL o1
9096 9009
3310U40-1 | 3310U60-1

B2 [c2 [p2 02

9002 9068 9069 9014

3310U60-1 | 3310U60-1 | 3310U60-1 | 3310U40-1

83 c3 D3 €3

9001 9065 9074 9158

33100601 3310U60-1 3310060-1 3310U60-1
B4 ca D4 E4

9004 9060 9078 9146

3310U60-1 3310U60-1 3310U60-1 3310U60-1

Seating Plans - Small Boxes for Display
Seating Options - A4 Landscape, A4 Portrait, A3 Landscape, A3 Portrait
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Available Options - Scale each plan to Fit Page, Only use candidate firstname and lastname, Show

candidate Access Arrangement HighlightColor

Tue 16 September 2025 09:00 : Main Hall

Gan

Ahmed |Ibrahim |Jack

[3310060-1 _ |3310060-1  |33100601 |

B3 9001/C3 9065/D3 9074 E3 9158
Ethan Sarah Robin Saskia
Adams Hudson |Jones Zebed
[3310060-1  |3310060-1  |3310060-1  |3310060-1 |
B4 9004/C4 9060D4 9078 E4 9146
Eva Matthew |Jahed Courtney
Allen Hall Khan Whiting

3310060-1 3310060-1 3310U60-1 3310U60-1

NI 9096 01 9009

Wills

Miao Astwick
| | 3310U40-1 .nlm-l |

[82 9002/c2  9068|p2 9069 02 9014
Maryam |Sapele Nathaniel Joseph

Bassett

3310040-1

Seating Plans - Small Boxes with AA for Invigilators

Available Options - Scale each plan to Fit Page, Show candidate Access Arrangement Icons, Show
candidate Access Arrangement HighlightColor, Display End Time not Duration, Only use candidate

firstname and lastname, Do not list invigilators from in the footer

Tue 16 September 2025 09:00 : Main Hall

601 1 AM%umwx hasm
B3 9001 C3 9055‘03 9074 E3 9158
Ethan Sarah Robin Saskia
Adams Hudson Jones Zebed

o 10060-1

33100601 1h 45m | 100601 1 a5 [ 33100KG-1 1h asm | 3100601 1 asm

N1 9096|01 9009
Gan Wills
Miao Astwick
3310040-1 1 aSm | 33100601 1h 4Sm
| Bo | BO@
9002{C2 9068 D2 9069 02 9014
Sapele Nathaniel Joseph
Ibrahim  |Jack Bassett
1100601 1 3100604 1h asm

©

Invigilators Reports
Invigilator Schedule

Available Options - Double sided printout - add blank pages, Create a zipfile of invigilator schedules

Miss A Batchley
Email: Batchley@example.com
Room: Art Room 1
Type: Invigilator
Date Time Room + Role Exam
Monday 08:15 - 11:12| English Room 1 3430UF0-1:Science Double Unit 6 Higher
15/09/2025 Lead, Extra Time 3420UB0-1:Physics Unit 2 Higher: Written
3430U60-1:Science Double Unit 6 Foundation
3420U20-1:Physics Unit 2 Foundation:
Written
Monday 12:45 - 15:00 | English Room 1 3800UDO-1:French Unit 4 Higher: Writing
15/09/2025 Lead, Extra Time 3800U40-1:French Unit 4 Foundation: Writing
Tuesday 08:15 - 11:15| Drama Studio 3310U20-1:Maths-Num UNIT2 Found
16/09/2025 Lead, Extra Time Calculator
Tuesday 12:45 - 14:05| Gym 3810U20-1:Spanish Unit 2 Foundation:
16/09/2025 Lead, Extra Time Listening
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Invigilators By Date

Available Options - Show Invigilators email address, Double sided printout - add blank pages

18/09/2025

15/09/2025
Invigilator Time Room + Role Exam

Miss A Batchley 08:15 - 11:12 | English Room 1 3430UF0-1 (29),

Batchley@example.com Lead, Extra Time 3420UB0-1 (32),
3430U60-1 (34),
3420U20-1 (6)

Miss A Batchley 12:45 - 15:00 | English Room 1 3800UDO-1 (2),

Batchley@example.com Lead, Extra Time 3800U40-1 (3)

Invigilators Sign In Sheet

Available Options - Double sided printout - add blank pages

Monday 15/09/2025 - Invigilator Sign In Sheet

Date Name

Room

Signature

Time In

Time Out

15/09/2025 | Miss A Batchley

English Room 1
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Glossary of Key Terms

e Access Arrangements (AA): Special provisions made for candidates with disabilities or special
educational needs to ensure fair access to examinations, such as extra time, supervised rest breaks, or
the use of a laptop.

o Attendance Register: An electronic or paper list used by invigilators to mark candidates as present,
absent, or late for an exam, often integrated with seating plans.

o Basedata: Essential reference data from examination boards (e.g., qualification details, grading
structures) that must be imported into Exams Assist before results files can be processed.

e Broadcast: A message sent by the Exams Officer to one or all invigilators during an exam, appearing as
a blue notification on their portal.

e Candidate Portal: An online platform where candidates and parents can view exam timetables, entries,
access arrangements, and results.

e Centre Number: A unique identification number assigned to an educational institution by examination
boards.

e Clash Candidate: A candidate who has two or more exams scheduled at the same or overlapping times.
Indicated by yellow or red flags in Exams Assist.

o Component Code: A specific identification code for a particular paper or unit within a qualification.

o Configure Exams Assist: Global settings that apply across all exam seasons within the system, allowing
customization of various functionalities.

o Contingency Days: Designated dates that appear on timetables to account for unforeseen disruptions
to exams (e.g., widespread school closures).

o Daily Planner: A tab in Exams Assist that provides Exams Officers and staff with real-time information
about exams, attendance, and assistance requests on a specific day.

o EDI File: Electronic Data Interchange file; a standardized format for transferring exam entry or results
data between institutions and exam boards.

o Embargo Date/Time: A specified date and time before which exam results are restricted from public
or staff view.

o External Candidate: A candidate taking exams at a centre but not enrolled as a full-time student.

o Extra Time: An access arrangement allowing candidates additional time to complete an exam, typically
a percentage increase on the standard duration.

e Global Search: A system-wide search function allowing staff to quickly find information about
candidates, exams, or other data within Exams Assist.

e Global Stop: A function allowing the Exams Officer to remotely pause all ongoing exams across multiple
rooms (e.g., during a fire alarm or lockdown).

o Invigilator: A person appointed to supervise candidates during an examination, ensuring fairness and
adherence to rules.

« Invigilator Portal: A dedicated online interface for invigilators to access their schedule, manage exam
room functions, and record incidents.

e JCQ Portal: The online platform for the Joint Council for Qualifications, used for managing access
arrangement applications and other exam-related processes.

e Lead Invigilator: The designated invigilator in charge of an exam room, often with additional
responsibilities and system access.

e Magic Link: A direct, often temporary, web link that allows access to specific information (e.g.,
invigilator schedule, candidate timetable) without requiring a full login.

e Malpractice: Any act or attempt to cheat or gain an unfair advantage in an examination.

e Management Information System (MIS): A school's central database system (e.g., SIMS, Arbor,
Bromcom) that manages student data, timetables, and other administrative information, which can
often integrate with Exams Assist.

e Multi-Factor Authentication (MFA): An enhanced security measure requiring users to provide two or
more verification factors to gain access (e.g., password plus a code from an authenticator app).
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e NEA (Non-Examined Assessment): Components of a qualification assessed internally by the school
rather than through a traditional external exam.

e QAN/QWAD: Qualification Accreditation Number (QAN) or Qualification Wales Award (QWAD); unique
identifiers for qualifications.

e QR Code Scanner: A feature in the invigilator portal that allows scanning QR codes on candidate cards
or desks for quick identification and register completion.

e Roaming Invigilator: An invigilator type with the ability to view and "check-in" on multiple exam
rooms, providing general oversight and support.

e Season: A defined period for a set of examinations (e.g., "Year 10 Internal Exam Season,
External Exam Season").

e Security Groups: Pre-defined roles within SWS (e.g., Teaching, SMT, Exam Officer, Exam Aid, SEN/ALN)
that determine a user's access rights and functionalities.

e Seating Plan: A visual representation of the exam room layout, showing candidate seating assignments,
access arrangements, and other relevant icons.

e Special Consideration: An allowance made for candidates who have been disadvantaged by temporary
illness, injury, or other adverse circumstances during the examination period.

e Streaming Logs: A real-time feed within the Daily Planner that displays key actions and events
occurring in various exam rooms.

e Supervised Rest Break (SRB): A scheduled break during an exam for candidates with specific access
arrangements, where the exam clock is paused, and supervision continues.

e Teaching Set: A group of students taught together for a particular subject, often imported from the
MIS system.

o Text to Speech: A feature in Exams Assist that allows Centres to create custom invigilator speeches,
which can then be played in exam rooms.

e Training Season: A simulated exam season created in Exams Assist using dummy data for the purpose
of staff training and system exploration.

e Whitelisting an IP Address: Configuring network settings to allow specific IP addresses to bypass
certain security measures (e.g., MFA) when accessing Exams Assist from a trusted location.

e XML File: Extensible Markup Language file; often used for importing component results data from exam
boards.
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