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Quick reference guides
Guide Content

1 SecureAssess basics Understand the basic aspects of system navigation, like how to log in and 
log out, general screen layout, how to search and how to customise tables to 
display the data you wish to view. Use the Personal Profile Management screen 
to change your personal details and your password.

2 Print Invigilation Pack Understand how to print an Invigilation Pack.

3 Invigilation screen Understand all the functions available to the invigilator during an exam, 
including how to unlock an exam, pause it, resume it and void it.

4 Exams – What the candidate sees Understand the SecureClient Candidate Interface: in other words, the screens 
that the candidate sees when taking an e-volve exam. You will need to be 
familiar with this guide in order to be able to assist candidates if they have any 
questions regarding the use of the system.

5 Results View results in SecureAssess Central. Generate and print score reports.

6 Offline examining Download exams to a laptop, deliver them offline and upload the candidate’s 
answers back to the Central Server.

7 SecureAssess Local (mobile network) This guide is only applicable to centres that use SecureAssess Local. 

Require further assistance?
Contact the City & Guilds dedicated e-volve migration team on:

Tel: 020 7294 2898

Email: e-volve.migration@cityandguilds.com 

mailto:e-volve.migration@cityandguilds.com
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Quick reference guide 1: SecureAssess basics
Log in Change your details or password

Log out

1. Follow URL: https://evolve.cityandguilds.com 

2. Enter username and password
1. Go to                                                                    tab 

2.  Amend details as appropriate  
and click

 or

3.  Click                                           
enter your old and new password.

3. You will land on the Homepage

Login details will be 
emailed to you
Password is case-sensitive
Password does not expire
Change Password to 
something memorable 
when you first log in

Password must be at least 6 characters 
long and it is case-sensitive
It could be letters and/or numbers

 

 

Important
•  The CII Customer Service Team can retrieve your forgotten user name and reset 

your forgotten password. 

https://evolve.cityandguilds.com
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Quick reference guide 1: SecureAssess basics

 

Important
•  Navigate using the buttons within the SecureAssess interface, not the buttons of 

the web browser.

•  To view whole screen properly, screen resolution should be at least 1024 x 768.  
You may need to switch your browser to ‘Full Screen’ mode.

General screen layout Advanced search functions

Table customisation

A range of search tools are available when you click 

Table containing the information 
you are interested in. For example, 
lists of exams or results

Menu tabs. Access different 
system areas. The number of tabs 
available depends on your role

Basic and advanced search options to filter the data 
shown on the screen

Buttons to create or edit entries in the table. 
Selecting a button will often launch a dialog box

 
Resize

Alter the order in which columns appear by 
dragging and dropping from column heading

Sort by clicking 
on heading
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Quick reference guide 2: Print invigilation pack
1. Click on                                             on the Invigilation Screen. 

2.  Select the Centre Installation ID where the exam takes 
place, qualification and unit being tested.

4. Select the elements you wish to print.

5. Click                    and choose a printer.

3. Select the time and date when the exam takes place.

 

Attendance Register Supervision Report Keycode Slip

It is a requirement that 
you use this form to 
indicate that candidates 
were present and verify 
that all candidates 
completed the exam 
under the proper 
conditions.

For CII exams use the CII 
Incident Report Form to 
confirm that the exam was 
carried out according to 
exam body regulations. 
Report and detail any 
disturbances that occurred 
during exam. 

This is not required for 
CII exams. Contains exam 
information and individual 
candidate details, including 
their unique exam keycode. 
Provide each candidate a 
slip for reference purposes. 

Important
• You need to set your printer to landscape

•  With Adobe PDF Writer (or a similar product) installed, you can save an electronic 
copy by selecting Adobe PDF (or equivalent) in the printer name dropdown.
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Quick reference guide 3: Invigilation screen
 Invigilation Tab

Exam and candidate details Exam date 
and time

Exam duration, 
including any 
additional time

PIN number (See 2.a overleaf)

Symbols indicating exam state  
(See 1 overleaf)

Keycode: Uniquely identifies the 
candidate and the exam they are to 
take. Necessary to unlock the test

For CII use only, once evidence 
e.g. medicate certificate 
received and accepted. All 
queries to be referred to CII 
Online Exams Team.

Set and remove optional  
PIN number to unlock exams. 
(See 2a overleaf)

Click to Unlock exams without 
a PIN number.  
(See 2b overleaf)

Pause/Resume an  
exam (e.g. in the event  
of a fire drill).

Click to Void an exam.  
For use only where a 
candidate is absent.  
(See 3 overleaf.)

Click to Print an Invigilation 
Pack including: Attendance 
Register, Supervision Report 
and Keycode Slips. (See 
separate guide for details.)

Select all exams in the page 
to set PIN, unlock, pause, 
resume or void them all at the 
same time.

The information on this screen 
is live, and is constantly 
being updated as the exams 
progress. You can also refresh 
manually at any time by 
clicking Refresh.

Important
Columns may appear in a different order. You can alter the order at any time by dragging and dropping the columns.
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Exam cannot be started yet (exam content is being 
prepared). Lasts only 24 hours.

Exam ready to be taken by the candidate.

Candidate has entered keycode and is waiting for the 
invigilator to unlock exam. 

Candidate has entered keycode and now needs to enter PIN.

Exam currently being taken by the candidate.

The exam has been paused by the invigilator.

The candidate lost connection to the internet. Hover over 
icon for more details.

The candidate has finished taking the exam.

The exam has been voided by the invigilator,  
or ‘auto-voided’

Only for SecureAssess Local users – The exam is ready to 
be downloaded to the local server.

Only for SecureAssess Local users – The exam has been 
downloaded to the local server.

 Important
All exams will be available on the invigilation screen in a ‘Ready’ state during the exam 
window: This is from 8 days before until 30 days after the scheduled exam date. These 
limits may vary by up to 24 hrs for international centres, depending on their time zone.

Quick reference guide 3: Invigilation screen
1. Symbols indicating exam state 2. Unlocking an exam

3. Voiding an exam

1. Click  

2.  Select a reason. You will be 
prompted to enter a reason if you 
select ‘Other’.

3. Click                  again to finish

Invigilator sets  
PIN in advance

Candidate enters 
keycode

Candidate enters 
keycode

Candidate enters PIN

Invigilator clicks 
‘Unlock’ in  

invigilation screen

Exam is unlocked

Exam is unlocked

Step 1 Step 2 Step 3

Step 1 Step 2 Step 3

2a: With PIN number

2b: Without PIN number

Important note: The Void button should only 
be used where a candidate is absent. Where 
a candidate has started an exam this should 
always be marked regardless of whether they 
fully complete it.
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  1.  Launch 
SecureClient 
from shortcut 
on exam 
station’s 
desktop

 

8.  Click Exit to 
finish exam

 

6.  Click Finish 
to submit 
your exam

 

7.  Confirm

2.  Enter keycode 
provided by 
invigilator

3.  Confirm 
personal 
details

Keycode is not 
case sensitive.

Change screen colour 
scheme (you can also 
do it later on, at any 
time during the exam)

Quick reference guide 4: Exams – What the candidate sees  
4.1  Wait for invigilator 

to unlock

4.2  Enter PIN 
provided 
by 
invigilator

OR

 

 

5.  View 
introduction 
and complete 
exam 
(overleaf)
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Quick reference guide 4: Exams – What the candidate sees
 

Flagged 
question

Click when you 
finish exam

Go to a 
specific 
question

Scroll 
down to 
view more 
questions

Timer Progress bar

Access a tutorial 
anytime during 
the exam

Change screen 
colour scheme 
to suit your 
particular needs

Go back to 
Introduction 
screens

Flag this 
question to come 
back to it later

Important
The clock will continue to 
run while the preferences, 
help or introductory 
screens are accessed 
during the exam. To 
maximise your exam time, 
review these screens 
before starting the exam. 
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Quick reference guide 5: Results

Important
• Results only take a few minutes to appear on this screen after the test.

 

Exam details

Date completed

Candidate  details

Result and % mark achieved (based on total 
number of items in the exam). 

Centre installation where 
the exam took place

For CII exams only use Results 
Slip, Print and Refresh options

Standard time allocated for the exam 
plus any additional minutes allocated 
to the candidate

Report buttons

Do not use – Not applicable 
to CII

Results slip only. Can be run 
for multiple candidates. One 
sheet per candidate.

Additional buttons
Click to obtain a printout of the 
Results table as you see it on 
the screen.

Click to refresh the data on the 
screen with new results coming 
through and search filters 
applied.



12
01.09.11

There are two ways of selecting the candidate(s) for whom you wish to generate a report.

Method 1 – Manual selection (recommended):

1. Select candidates from the results screen (hold Ctrl+ key for multiple candidates).

2. Press the Results Slip button

3. When prompted, click   

Method 2 – Reporting Wizard

1. Press the Results Slip button

2. When prompted, click   

3.  Follow the wizard’s instructions to select centre, exam and candidates. Click next to 
generate the report.

Quick reference guide 5: Results
Score report sections Candidate selection
You can print a Results slip from the results screen.

Results screen

Results slip    
Provisional 
results slip for 
the candidate, 
indicating 
candidate/test 
details and 
overall result.

Print report

Important
• Printer page layout must be set to landscape.

•  With Adobe PDF Writer installed, you can save an electronic copy by selecting Adobe 
PDF in the Printer Name dropdown.

 

 

 



13
01.09.11

 

 

 

Quick reference guide 6: Offline examining
1. Launch SecureClient. Make sure you have an internet connection. 5. Select the exams you wish to download and click the                                  button.

6. If you have not set a PIN for the 
exams to be downloaded, you will be 
prompted to do it now. You can enter 
a PIN for all the selected exams at the 
same time, or you can cancel and set 
the PINs from the Invigilate screen.

7. A pop-up will indicate when 
the download of the exams 
begins. Click ‘Close’ to download 
more exams. Click ‘Close 
Download Window’ to go back to 
the SecureClient dashboard.

2. Click                                           button. This will open the SecureClient Admin Console.

4.  Click the                                     button at the bottom of the screen. 

 This will open the SecureAssess invigilation screen.

3. Login with your SecureAssess username and password.

 



14
01.09.11

 

 

 

Quick reference guide 6: Offline examining
3. Uploading completed exams

2. Sitting exams offline2. Sitting exams offline

8.  The SecureClient Admin Console will show the status for each exam (downloading 
or ready). Ready exams can be taken offline by the candidate.

1.  Log back into SecureClient Admin

2.  Select completed exam and click

3.  A pop-up will display showing successfully/unsuccessfully uploaded exams.

4.  Successfully uploaded exams will disappear from SecureClient and they will 
appear in the Results screen in SecureAssess Central.

9.  To delete any downloaded exams, select them in the table and click                            
at the bottom of the screen.

• Same process as online

•  After the test, the Invigilator logs into the SecureClient Admin Console and views

 results by selecting an exam and clicking 

• Same process as online

•  After the test, the invigilator logs into the SecureClient Admin Console and views

 results by selecting an exam and clicking 

10.  When you finish, log out of the SecureClient Admin Console by clicking

  at the top of the screen.

Important
Completed exams must be uploaded before the end of the exam window (30 days after 
the scheduled exam date). Failure to do so will cause complications and there is a 
danger that we may not be able to recover your exam results.
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Quick reference guide 7: SecureAssess local (mobile network)
This guide is only applicable to centres that use SecureAssess Local
• Access SecureAssess Local with a url specific to your Centre (provided by your IT department).

• Username and password are the same as those for SecureAssess Central.

• The only function that you will carry out in SecureAssess Local is invigilation. Everything else is done in SecureAssess Central.

•  The invigilation process in SecureAssess Local is exactly the same as the one in SecureAssess Central. The only difference is that when an exam is finished, it will automatically 
upload to SecureAssess Central (if an internet connection is available). The status icon will turn from uploaded to online.

•   Results are not available in SecureAssess Local. Once the exam status turns from uploaded to online, you can log out of SecureAssess Local and log back in to SecureAssess 
Central, and go to the Results tab as usual to view the score reports.

The following diagram summarises the process of delivering exams in SecureAssess Local.

Important
Score reports are not available immediately after the test in SecureAssess Local. To obtain a score report, the server laptop needs to connect to the internet and upload  
the completed exam to the central server.

Schedule exam using 
Local Installation ID

Exam window starts

Process steps
Exam automatically 

downloaded to Local
Results automatically 
uploaded to Central

Exam delivered  
in Local

View results  
in Central

n/a
Exam status in Central 

Invigilation screen

S chedule exam  
using Local 

Insta lla tion ID

E xam  
autom atica lly 

downloaded to  
Local

E xam  delivered
in Local

Results 
autom atica lly 
up loaded to  
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V iew results in  
Centra l
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