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A Guide to Staff on using Exams Assist

Getting Logged in

First-Time Registration
1.

After logging in, you will be directed to your SchoolWorkSpace
homepage.

Logging In Again

Go to schoolworkspace.co.uk.

2. Select Login / Register on the homepage. gRrElierracs
3.
4. Enter the email address recorded in your school's Management Information System (MIS). A

Login

Select Register with SchoolWorkSpace.

6-digit verification code will be emailed to you.
Enter the verification code, then create and confirm your
password. 9

Go to schoolworkspace.co.uk, select Login / Register, then log in using your registered email address
and password.

Staff Homepage

When you log into SchoolWorkSpace, you are taken to your homepage, where you can access
information and tools relevant to your teaching role. The tabs and features you can view depend on
the modules purchased by your school and your access permissions.

Your homepage will normally include the Exams, Groups and Timetable tabs, where these are
available to you.

4 Mrs D Asher = e

B —

a

To view exam information, select the Exams tab. Here, you can view examination entries assigned to

you for review, exams created for your teaching groups, examination results and any invigilation duties
allocated to you.


http://schoolworkspace.co.uk/
http://schoolworkspace.co.uk/
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Reviewing the Entries

Exams Assist - Reviewing Entries

o Review status & authorise o S ——

e whe

Ohawn G - My

g e et Pne (W ST e caiente et e
Rt e B S el
Eaamgie comment |
o View by subject
Seelz 12 3 tabde sh % S

Select an Exam Element to view its candidates, listed in surname order.
1. Check each entry
Check the candidate list and mark each entry as:

e Correct - the entry is correct.
e Query - you need clarification about the entry.

¢ Incorrect — the entry needs to be changed.

You can also use the Action menu at the bottom of the table to apply the available options.

The row colour shows your selection: Green for Correct, Orange for Query and Red for Incorrect
Rows remain White until checked. A summary of the entry checks appears at the top of the table.

B* Download Excel Exam Entry Student Status

Mark All Biank as Cormect
Mark All Blank os Incorrect

Mark All Blank as Query

ACtON - é Pt

ACCess Arrangements
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2. Explain any queries or incorrect entries

Add Comment

lason Aarum tur Tremch leading

1 [lhn candcdate md‘hhwdunmnhruuhml

When you select Query or Incorrect,
a pop-up will appear asking you to
enter a reason for the selection. Your
comment then appears beside the
candidate.

A member of the Senior Leadership
Team (SLT) or the Exam Team will
review the request and approve or
decline it. You can view their

decision and any response beside the candidate and add a further comment if needed.

118
@ jason Aaron

®

..:\ MIM Tolee oy
<2 This candidote needs to be
withdrawn as he has dropped the
subject

3. Add any missing candidates
If a candidate is missing from the list:

e Select Add Candidate at the bottom of the list.
e Search for and select the pupil.

e The pupil is added to the list for approval by SLT or the Exams Team.

The entry is marked as Addition until it has been added to the school's management information
system (MIS) and updated in Exams Assist. You can then check the entry and mark it as Correct.

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

° DOM > GCSEARC > ART © Art Dus ; 02 Oct 2022

Swtasl  For Revew v Assigned T A0 Saalt
Correct 13 Incormect 0 Mrs A Buxton
Quety Whunk

Entries Access Amangements < - >

Q

4. Request changes or authorise the entries

If changes are needed, change the Status to Action Required. SLT or the

Exams Team will review your requests, and the Exams Officer will make the m

necessary changes.

Corre ——
|“| When all entries are correct, select the Quen Reviewed
green Authorise button.

A Important - Once the entries are approved, you cannot make any further changes. If you identify

an error after approval, contact the Exams Officer.

©  Note - See Appendix A for a step-by-step crib sheet on reviewing entries.
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Other options
¢ Print the list - Select Print at the bottom of the candidate list. e =
e Download - To download the Entries select Actions | Download es
Excel Exam Entry Student Status.
e Switch exam elements - Use the drop-down arrow at the top of e

the screen to select another element assigned to you.
e View a candidate’s entries - Select the candidate’s name to open
their entries in a pop-up.

Viewing the Entries by Subject
The View by Subject option displays candidates down the side of a table and entry codes across the
top. This makes it easier to check modular or tiered exams.

To open this view:

e From your Homepage, select an Exam Element that requires checking.
e Select View by Subject at the top of the page. Reer S Scditoct
e If needed, switch to another subject assigned to you or filter by level.

You can review entries in the same way as in the list view. Select an
element’s column heading to open the available actions, including
marking all unchecked entries as Correct, Incorrect or Query.

— A flag beside the question mark symbol
indicates that a note has been added for a @ : =
candidate.

Once all entries are correct, you can authorise them from this view.



Exams Assist Staff — User Guide V2.1

Viewing Access Arrangements

You can view the access arrangements recorded for candidates entered for an exam element,
including the arrangements assigned to each component. Select Access Arrangements at the top of
the entries page.

The view lists candidates with recorded access arrangements for the selected element or component.
It also shows whether extra time, modified paper or laptop is required, where this has been
recorded by the Exams Officer or SENCO.

FOEX)CSE » GUUESIT > UIIDF - Fijme) Option I

Show 26 v emitiey Search
* Mr Adrian Blacker
= -
To view access arrangements for pupils in one of
° s your teaching classes, select Groups from your
homepage, select the required class, then choose
a Q Members. Any recorded access arrangement icons
= \‘ appear alongside the candidates.
- @
q
=
Groups s
e o
@ 11AMu1 - Music Mixed) EmirTroeE=
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") ’ e s - LR ER N} , ) -
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Viewing Results

You can view results assigned to you and, depending on your access permissions, results for the whole
exam season. The information available depends on your school’s settings and the data imported
into Exams Assist.

From your homepage:

1. Select Exams, then the Results tab.
2. Open the Results drop-down and select the required exam season to display its results.
3. Select a code in the table to open the candidate results for that examination.

Understanding the results
The results page displays candidates’ grades and marks, alongside any available attendance and post-
results information.

Exams Assist - Understanding Your Results

o Aovwt 208 ITTVLR Fronw™ Boundvdion

of Marking (ROM) requests

o

o ot Dimretorses 3 ‘| S T | _ 0]
144 ‘ x w
Cornguerment Doprdores Wim Mwd
ARy o
iy
oy
LI
- 2] 2 Q-
a x 0 - L) Q
‘ vv i - [ a
-” \ (N - | Q
| * ‘ vvA | a
" | vvih Vnctanil oo a
8 » 0 -
9 L s O Uowsland to Lacel ks . é?: f\iJ
o Grade boundaries o Grodes & marks
Son the marks requined for each grade and the component boundanes View the overall grade, component marks, 1otal mark and marks needed for the next grade
o Attendance & post-results o Search
View exam sttendance, Access 10 Scripts (A 25) mformation and Review Fnd a candidate  the disployed results

Print, export & subject results

Point results, download 10 Exool for pives -table analyss, o select Franch 10 view the subject’s rosults.

Use filters and Include results from previous year where avallable.

Avalable irformation depends on your peomistions, school settings and Impocted data

e Grade Boundaries — the marks required for each grade, including component boundaries where
available.

e Overall Grade - the candidate’s overall grade for the qualification.

e Component Marks — the marks for each component, shown as scaled or weighted marks where
applicable.

e Mark - the candidate’s total mark.

e Marks to Next Grade - the additional marks needed to reach the next grade.

e Attendance - the candidate’s recorded examination attendance.
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e Access to Scripts (A2S) — information is shown alongside candidates’ results so you can check
whether they have given permission for the Centre to access their marked examination scripts and
whether those scripts may be used for teaching. Select the icons to view further details about the
application.

Use the icon key below to understand the consent indicators, requests for anonymity, candidate
notes and script requests.

Access to Scripts (A2S) - Icon Key

The Access to Scripts column provides a quick summary of each candidate’s consent and requests.

Ilcon Meaning What it tells you
Tick: consent given for the Centre to access the scripts.
v X Tick 1 - Access consent Cross: consent not given
x Tick: scripts may be used for teaching
J X Vick 2 - Teaching consent Cross: scripts must not be used for teaching
Scripts may be used in lessons, but the candidate’s name
a Anonymous and candidate number must be removed
D Candidate note The candidate has added a note to their request
J 3 Script request - Third tick A third tick shows that scripts have been requested

The small number above it shows how many

Access consent and teaching consent are separate permissions.

e Review of Marking (ROM) — shows which candidates have requested a review, together with the
request status and any recorded outcome.

. . 24/06/2026 ACH1 CHEMISTRY (Open)
Select the code in the ROM column to view 20/06/2026 1STOH STATISTICS OPTION H {Open / Awaiting Payment) £2¢
. ' . . 19/06/2026 1STOH TiCS OF N H (Oper
the candidate’s application. ' el

Use Marks to Next Grade alongside the Access to Scripts (A2S) information to identify candidates
who may benefit from a review. Where access consent has been given, you can view the script through
the awarding body’'s website (depending on Centre Policy on accessing scripts) and assess whether
there are grounds for a ROM.

Viewing an individual candidate’s results
1. Use the global search at the top of SchoolWorkSpace to find the candidate.

2. Select their name to open their record. _ =
3. Select the Exams tab, then Results to view their

examination results.
Viewing Exam Timetable

From your SchoolWorkSpace homepage, select the Exams tab, then Timetable.

All scheduled internal and external exams are displayed in date order. To view the candidates sitting
a particular exam, select the number of candidates shown against that exam.
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Viewing Internal/External Exams assigned to your Groups

From your SchoolWorkSpace homepage, select Exams, then the Exams subtab.

While the Timetable tab shows all scheduled exams for the Centre, the Exams subtab only shows
internal and external exams involving candidates in groups you are assigned to, such as the classes
you teach. For example, if an exam is created for one of your teaching groups, it will appear here.

Additional Functionality for Staff

From the Members view, select a candidate’s name to open their record and view their details, lesson

timetable and exam timetable.

How to assign Groups to a Homepage
You can add a group to My Groups on your homepage, even if you are not
assigned to it.

1. Use the global search at the top of SchoolWorkSpace to find the class
or group.

2. Select the group to open its homepage.

3. Select Actions | Add [group name] to My Groups.

The group will then appear in My Groups on your homepage for easy access.

=
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Assigning Levels to Teaching Sets

Teaching staff should assign the appropriate level to each candidate before the Exams Officer creates
tiered exams. These levels are then used to create the appropriate exam for the subject, such as
Foundation, Intermediate or Higher Mathematics.

Opening the Levels Settings
From the Groups tab, select the teaching class, choose Members, then select Actions | Levels.

e

> ¢

2
o

N

Assigning One Level to the Whole Class

If all candidates in the class are working at the same level, select the appropriate level from the Group
Level drop-down menu, then select Submit. This assigns the selected level to every candidate in the
class.

o =
3

Assigning Different Levels Within a Class ‘
If candidates require different levels: T —

1. Select Mixed from the Group Level drop-down menu.
2. Select the appropriate level beside each candidate’s
name.

3. Select Submit to save.

2 Note — Mixed is a group setting. Each candidate must still be assigned an individual level.

=
D W

' Note - See Appendix B for a Crib Sheet of how to Assign Levels.

10
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Checking or Amending Levels

Return to Members and check the level displayed beneath each candidate’s name. To amend a
level, select Actions | Levels, make the required changes, then select Submit. Once teaching staff
have saved and checked their levels, they will be used to create the appropriate tiered exam for that

subject.

Accessing Gradebooks

Gradebooks allow you to record NEA marks and mock exam results or
marks in Exams Assist. "

From your SchoolWorkSpace homepage, select Gradebook to view the
gradebooks created for you by the Exams Officer. Select the appropriate
gradebook, then enter each candidate’s marks or results in the relevant

column.

124 NEaT

Editing Gradebooks

To edit a gradebook, select Actions | Edit Gradebook. From this dialog box, you can:

e Display student attributes, such as FSM, EAL or SEN.

e Hide columns or make them read-only.
e Change the order of columns using the up
and down arrows.

2 Note - Student attributes are only displayed if the school has enabled sharing of the relevant

data.

Adding Exam Entry Codes to a Gradebook

Exam Codes

3320UA.3320U1|

To add exam entry codes to a gradebook, open the gradebook and select
Actions | Edit Gradebook. Enter the required code in the Exam Codes box. To
add multiple codes, separate each code with a comma.

Sttt Ry Choms 132004 ot Chemiatry Uit 1 Hyg

11
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Appendix A - Reviewing Entries

Exams Assist - Reviewing Entries %
Teaching Staff Crib Sheet ulrL:s(%sr

kn-kw(-’]

0

N J Adonson View By Sabiect
Comect: O Imcoerect: O s O Asher

Mark each candidate’s entry: (v |Correct, 7 Query or ( X ) Incorrect.
Use the Action menu for bulk options. =’

Row colours: green = Correct; orange = Query; red = incorrect;
¥mite'u\cheched.01ed(thes‘myatmezop.

" Step 2 - Explain queries or incorrect entries | rccommer . ‘
|
|
1
|

Screen key: 1 Status, summary & Authorise 2 View by Subject ’
3 Correct / Incorrect / Query 4 Comments & Add Comment

5 Add Candidate, Action, Print & Access Arrangements ‘

~ 5 |

( Step 1 - Check each entry w

Enter a reason when prompted. Your comment appears beside e S A ——

the candidate. The Exam Team or SLT will review and approve "““":"’"'"’“m"""“"
or decline the request, depending on your school's policy. L R
Check their response and add a further comment if needed. & it
>

-
Step 3 - Add missing candidates

|| Select Add Candidate, search for the pupil and select them. Additional candidate requests are reviewed

and approved by the Exam Team or SLT, depending on your school’s policy.

Entries show as Additional until added to the MIS and updated in Exams Assist. Check the updated entry

L and mark it Correct.

f Step 4 - Request changes or authorise

Changes needed: set Status to Action required. The Exam Team or SLT reviews requests according to
school policy; the Exams Officer makes the necessary changes.
All entries correct: select the green Authorise button,

& D" li )
L Print: select Print.  Switch elements: use the top drop-down arrow.  Candidate details: select the candidate’s name. )
Important: Once entries are approved, you cannot make further changes.
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Appendix B - Assigning Levels Crib Sheet

Exams Assist - Assigning Levels
Teaching Staff Crib Sheet

)

EXAMS ASSISY

Teaching staff assign the appropriate level to each candidate before the Exams Officer creates tiered
exams, such as Mathematics, using those levels.

1 Open the teaching group

Select the teaching class from the Groups tab, choose Members, then select Actions | Levels.

AT Rre— == mm
- n g =
‘ ° ° ]

2 %)

2 Choose how to assign the levels

ONE LEVEL FOR THE WHOLE CLASS DIFFERENT LEVELS WITHIN THE CLASS
Under Group Level. select Foundation, Select Mixed under Group Level. Choose the
Intermediate or Higher, then select Submit The appropriate level besice each candidate. then select
levei applies to every candidate in the class. Submit
e ——  —we——}
T
N enm—

A3 Check the saved levels

Return to Members and check the level displayed beneath each candidate’s name. For a mixed class,
confirm that every candidate has the correct level If any levels need amending, follow Point 1

) 11002 - Momematics Mased -u-
B - :
o >

o

4 Exams Officer: create the tiered exams

Once teaching staff have saved and checked their levels, they will be used to create the appropriate
tiered exam for that subject.

Remember: Mixed is a group setting, Each candsdate must still have an individual level before the tiered exams
are created

SChoolWorkSoace | Teattng staff and Exarms OfMcens
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