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Quick reference guides

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.

Results

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

Offline examining

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

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
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Quick reference guide 1: SecureAssess basics

Log in

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

2. Enter username and password

Please Log In

SecureAssess’

BdSurpass’

B BTL Group Ltd, 2001 - 2010, A1 Rights Reserved

Server: hitps:levolve cityandguilds.com

3. You will land on the Homepage

g:%ﬁ,: SecureAssess® You are logged in as: | @ testuser

Cantres

Log out

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

}

g::ﬁsg SECUFEASSESSN You are logged in as: | @ testuser .

01.09.11

Change your details or password

1.Go to Personal Profile Management tab

2. Amend details as appropriate

EL[ R4’ Change My Details

or

3. Click

enter your old and new password.

Password must be at least 6 characters
long and it is case-sensitive

It could be letters and/or numbers

Important

e The Cll Customer Service Team can retrieve your forgotten user name and reset
your forgotten password.
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Quick reference guide 1: SecureAssess basics

General screen layout

Cityag

Guilds

SecureAssess’

You are logged in as: ‘ & testuser ‘ P"m'f]: SUI’paSSI

Home

Centres

Users

Candidates  Exam Sche...  Invigilabion Keycades Results SA Local Ad... Personal Pr...

Qualification ‘ Exam Name ‘ First Name* Last Name

i Menu tabs. Access different ouranon B | |

2330 Demo 2330-202 Prin... Seyhan Baki System areas. The number of tabs =
2330 Demao 2330-202 Prin.., Tim Burnett H
i 8 — available depends on your role
2330-01 2330-201 Maryam Abdulrahman REM3961 Barkmg 2 Dage.. 05/10/2010
U Basic and advanced search options to filter the data
2330-01 2330-201 kathy -
Eea W Shown on the screen :
2330-01 2330-201 Afzina Afzal REQS678 1234562 City . 11/10/2010
2330-01 2330-201 Peter Ailwood REPO316 Pass £3% 1234562 City . 19/10/2010 45
2330-01 2330-201 Jamil Akhtarce RPOE359 Fail 10% LEWISHAM CO.. 1871072010 52
2330-01 2330-201 Claire A\garCC RPMEZE1 Fail 179% 1234562 City . 18/10/2010 52
2330-01 2330-201 Maria Alieva REMad444 Credit 73% 1234562 City . 14/10/2010 47 1
2330-01 Table Containing the information 0% 1234562 City o 13/10/2010 as
2330-01 . . 23% LEWISHAM CO.. 1871072010 52
Bewsa You are interested in. For example, o Lewisram oo [1ortarz0t0 52
2330-01 lists of exams or results 13% CARSHALTOM ... 18/10/2010 52
2330-01 7% Barkmg & Dage.. 05/10/2010 45
2330-01 2330-201 JAMES ANDERSON RLN3158 Fail 0% 1234562 City . 13/10/2010 45
2330-01 2330-201 Jill Anikeeva REM4815 Fail 3% 1234562 City . 13/10/2010 45
2230-01 2320-201 Claire Anna REM4542 Fail 0% 1224562 City .. 13/10/2010 45
2230-01 2320-201 Claire Anna REM4542 Fail 20% 1224562 City . 14/10/2010 S0
2230-01 2320-201 Mariam Annett REM2224 Fail 7% Barkmg 2 Dage.. 05/10/2010 45
2230-01 2320-201 Mariam Annett REM2224 Fail 47% 1224562 City . 14/10/2010 45
N=01 0-201 harl kb REM4. Fail 1 1 4! it 1 10fz01n 4! -]

Page 1(1-50 of 160) |+

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

Advanced search functions
A range of search tools are available when you click

Last Name Result Frat @ August 2010 -
[ Fil t°[2"“°ﬂ]sm'rW'r|=s
1z 3 4 5 6 7

] close

& % 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 .
29 30 31

I

(+) centains () Exact match & pass
[] woided

<7

Exam Time Range

00.00 = 23,59

Table customisation

O\

First Narn(e qd_a}ﬁﬁ_m

N—

i} | Exam MName A

L
2330-201 Laila Gibhs

23320-201 Maha Stewensan

Sort by clicking Alter the order in which columns appear by

dragging and dropping from column heading

on heading

Important

¢ Navigate using the buttons within the SecureAssess interface, not the buttons of
the web browser.

e 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.
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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.

Select Qualification 2 Exam | Select Date 2 Time | Output Options

Please chooss the Ttamns you require for printing:

[¥] attendzncs Register

Print Invigilation Pack

[¥] supervision Report
Select Qualification & Exam | Select Date & Time | Output Options

[¥] keyeods slips

Please Note: For the best results, st your printer to print in landscape orientation,

E Attendance Registar

E Supervizion Repaort

some umnston (|| seeewem [ ] Keyeods Slips

CF1 UK Financial services, regul

CF2 Investment and risk

CF4 Retirement planning

ER1 Equity Releass

FAL Life office administration

IF3 Insursnce underwiting proc

D

- Cancel

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

Print Invigilation Pack

Select Qualification & Exam | Select Date & Time | Output Options

Start date:  [08/12/2010 |

stereme: [0 ]
=
S G i Gl

[ * | A

01.09.11
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Attendance Register

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.

Supervision Report

For Cll exams use the ClI
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.

5. Click and choose a printer.

Keycode Slip

This is not required for

Cll exams. Contains exam
information and individual
candidate details, including
their unique exam keycode.
Provide each candidate a
slip for reference purposes.

Important

e You need to set your printer to landscape

e 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

Cityée Bl Invigilation Tab [N
Guilds SecureAssess Y logged in as:

=] centre_user3 QETiNslis

Powersd E@Surpass’ For Cll use only, once evidence
e.g. medicate certificate
received and accepted. All
queries to be referred to ClI

Online Exams Team.

Modify Duration

Invigilation Personal Profile Management

Search [ ] D Show today's exams anly

iauiy Setand remove optional
PIN number to unlock exams.
G L (See 2a overleaf)

Kew (@ Locked @Locked For Invigilator ELOCkedB',' PIM @Reat:ll,I °In Progress °Paused & Finished ¥ Voided ‘ Ready for Download t Downloaded

5 User Disconnectad (1)

State |PIN | Keycode | Centre MName | Qualification | Exam Mame | Candidate | Enrolment N+ Exam Dat:{ Exam Timel Duration| Invigilal Click to Unlock exams without

@ SDBWCGEE S12183 (02BGHK) Giltspur Stra y Skills  3638- &0 true a PIN number.
@ RIZTZWEE S12182 (01BGHI) Rearm 1 - Evafppl.. 2632 K}y skills  2638-975 Co.. Louiz oiffin &0 true (See 2b overleaf)
QIGETZEZ  S18183 (01BSHK) Main Cam H H &0 true
(R} Exam and candidate details Pause/Resume an
@ LUIMETABZ 515183 (01BGHK) Main Campus - ... 2330 Elactrote,., 2330-201 Wo.., Jon Maring (=30 true .
exam (e.g. in the event
CAGYWYBZ S1818% (02BGHK) Giltspur Street -.. 3638 Key Skills | 3638-975 Co.. BenJacksen  SWWOSES &0 true . .
'R 0 ) Giltsp y of a fire drill).
W 0000 PWEITYBZ S12183 (02BGHK) Giltspur Street -.. 3748 Function.. 3748-114 Wri.. Jhan Rider SWW1SES 29/03/2011 |15:00:00 &0 true
o CAAM3SEZ 18183 (02BGHK) Silespur Street -, 3748 Function., 3748-114 Wi, John Rider EWW1992 29/03/2011 [15:30:00 &0 true Click to Void an exam.
> a0 SJITAXBZ  S18182 (01BGHI) Room 1 - Exampl.. 3638 Key Skills  3638-975 Co.. SuzanBoyle  SWW96LS 29032011 |12:00:00 &0 true For use only where a
candidate is absent.

Exam duration,
including any

T Keycode: Uniquely identifies the
candidate and the exam they are to

(See 3 overleaf.)

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

Print Invigilation Pack

additional time

take. Necessary to unlock the test

PIN number (See 2.a overleaf)

Symbols indicating exam state
(See 1 overleaf)

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

Select All in Page

The information on this screen
is live, and is constantly

being updated as the exams
progress. You can also refresh
Important manually at any time by
clicking Refresh.

Refresh

(i o) D D D D G (D G CITIT CINUE CI -

Columns may appear in a different order. You can alter the order at any time by dragging and dropping the columns.

01.09.11
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Quick reference guide 3: Invigilation screen

1. Symbols indicating exam state

E Locked

Exam cannot be started yet (exam content is being
prepared). Lasts only 24 hours.

2. Unlocking an exam
2a: With PIN number

@Ready

Exam ready to be taken by the candidate.

@ Locked For Invigilator

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

Invigilator sets
PIN in advance

v

8 Locked By PIN

Candidate has entered keycode and now needs to enter PIN.

6 In Progress

Exam currently being taken by the candidate.

Candidate enters
keycode

Candidate enters PIN

-

o)

@)

Exam is unlocked

@ Pauzed

The exam has been paused by the invigilator.

@ Ready

B Locked By PIN

6 In Progress

@ Uszer Disconnected

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

Step 1

Step 2

Step 3

4 Finished

The candidate has finished taking the exam.

# vaided

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

2b: Without PIN numbe

r

‘i' Ready for Download

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

Candidate enters
keycode

e

Invigilator clicks
‘Unlock’ in
invigilation screen

‘E’ Cownloaded

3. Voiding an exam

1. Click w

2. Select a reason. You will be
prompted to enter a reason if you

select ‘Other’.

3. Click w again to finish

01.09.11

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

Please state your reasan for veiding this enam,

[ Please Select... | b }

Absent

Ilithdrawn

Partially Completed
Orther

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.

Exam is unlocked

@Read-,- E‘Locked For Invigilator eln Progress
Step 1 Step 2 Step 3
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.
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Quick reference guide 4: Exams — What the candidate sees

1. Launch
SecureClient
from shortcut

on exam
station’s
desktop

Keycode is not
case sensitive.

City&g Exam: 3638-975 Communications Lovel 1
Guilds  Time Remaining: 00:58:56

e (O ‘zuws:tssz\ |

2. Enter keycode
provided by
invigilator

SecureAssess’

Please enter your exam Keycode. »

Preferences

BBSurpass’

i BTL Group Ltd, 2001 - 2010, Al Rights Reserved

Change screen colour
scheme (you can also

do it later on, at any
time during the exam)

Confirm Details

3. Confirm
personal
details

SecureAssess’

Please confirm your details.

Enrolment No.:

1JT1399

First Name:

( J
( J
Last Name: [DEGA ]
( J
( J

Date of birth: 30/04/1990
Exam Name: (5129-223 Common plumbing processes
Prferences
- ®
BASurpass

©BTL Group Ltd, 2001 - 2010, Al Rights Reserved

B

@)

Warning

4.1 wait for invigilator
to unlock

Exam is locked by invigilator. Please wait...

Exam is locked by PIN. Please enter PIN to proceed.

4.2 Enter PIN
provided
by
invigilator

Candidate: SKG8079
Finish
Progress: [T 5%

Candidate: 7712125866
Progress: (NI 0%

Geoooeee-eesamee:

introduction

@ g
Cll ..
6. Click Finish
to submit
Ve sk Tt b kg st s s, your exam
T

and complete
exam
(overleaf)

01.09.11

I —

Are you sure you want to Finish?
Choose "Cancel” to return to the items.

Choose "Finish" to end the exam.

>

Choose “Exit" to exit the exam.

Choose "Cancel" to return to the items.

8. Click Exit to
finish exam
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Quick reference guide 4: Exams — What the candidate sees
CitY&P Exam: 3638-975 Communications Level| 1 Candidate: SKG6079 s Click when you
Guilds Time Remaining: 00:58:17 Question 2 Progress: BITTIIIT] 25% finish exam
The document is :
(10 |
Flagged Progress bar
question @
_
(5) :]
Gotoa b
an advertisement for a CD
specific
question
& .
an article on the success of Stomp
12 d B
@ a report on a performance ]
Sheffield Lyceum
Change screen
colour scheme :ucg;‘;::‘ri":::
[ 19 | to suit your N 10 MILLION PEOPLE |mporlant
Scroll particular needs X o 1 LANGUAGE ) )
down to THE RHYTHM OF The clock will continue to
view more L~ B run while the preferences,

help or introductory
screens are accessed
during the exam. To

Flag this maximise your exam time,
question to come review these screens
back to it later before starting the exam.

questions

—

Preferences ] [ Help ] [ Inlmduction]

Access a tutorial Go back to

anytime during Introduction
the exam screens

10

01.09.11
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Quick reference guide 5: Results

CityCs:
Guilds

SecureAssess’

You are logged in as: 8 adelet Log Out

Powertd BSurpass”

Invigilation

Results %A Local Admin Personal Profile Ma...

Search [

)

Qualification| Exam MName | First Name | Last Name |Enrolment Nl{ Grade

Percent

| Centre Name| Completed | Duration

&129 Plumbin...

6129-21Z Ba..,

FEEE Key Skills | 3638-975 Co.,

BTLTest ual BTLTest1Exam

2748 Function.., 2748-114 Wri..,

98938 NAVTest |9895-998 NA..

Sanity Check SP17407

Pass 100%.

Pass 40%

Pass 0%

Fail ek

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

Sanity
Candidatg

Candidate

Candidate

123456 Pazs 0%

Centre installation where

the exam took place

TEA&AA online [11/03/2011 1]
TSAAAAnIine 11}"03{‘11 =1} A
AA0000fTest .., 11/03/3011 &0
TrAsAMonline 11/03/3011 &0
Taaasonline 11/03/4011 75
TiasAaMonline 11/03/3011 &0
BTL Tesf{Centre 10/03/3011 &0

BTL TesfCentre 02/03/3011 &0

Date completed

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

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

Page 1 (1-8of8) | |

Important

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

01.09.11

Olp,

Report buttons

Candidate Report

Summary

Candidate Breakdowrn

Exam Breakdown

Do not use — Not applicable
to ClI

Results Slip

Additional buttons

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

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

Refresh

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

11
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Quick reference guide 5: Results

Score report sections

You can print a Results slip from the results screen.

gﬁﬁ: SecureAssess”

clgal
CII Q4 centrel
123124

town
Bedfordshire
England

Candidate Name:

Onscreen Exam

Result Report

PRIVATE AND CONFIDENTIAL

First Test
99991111

CI1 Q4 centrel
ClQAL

ci

ER1 Equity release
09/08/2011
Fail

[rint J cancel

01.09.11

Results screen

Results slip
Provisional
results slip for
the candidate,

indicating
candidate/test
details and
overall result.

Print report

Cll

Candidate selection

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 EEEELERETLIRATELT I a e BTl T B

Method 2 - Reporting Wizard
1. Press the Results Slip button

2. When prompted’ click Create report using reporting wizard

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

Important
¢ Printer page layout must be set to landscape.

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

12
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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.

gll“l:ﬁg: SeCUFeASSESSm Key: @@ Locked @ Locked For Invigilater P Locked By PIN (D Ready @ InPrearsss (@ Paused ## Finished ¥ voided W Ready for Downlosd & Downleadsd
BS Use ted (0
state ‘pm‘ Exam Name | Key(nd‘ Centre NamelQualifi(aliun ‘Slart Da'{ End Dat% StartTil“ End Tim‘ candidate | Enrulmen{muig.lat{ Duration
Flease enter your exam Keycods a 2330-201 Wor.. LKSZQ.. €1AAAA (666.. 2330 Elecwots.. 10/02{Z.. 10/02(2.. 0£:0000 14:00:00 ST201101211.. SIUIL1EE s 0 -
v 3638373 Co.. |FescD.. DARAR 2635 Koy Sklls 09/02(2.. 03/02(2. [05:30:00 1613000 sleuche kid  |sKAS3S2 o o [
Keycode: [ ] 'R 9898-398 NA.. XNFxl. DlAAAA 9858 NAVTest 03/02(2.. 13/0Z/2. DO:ODIDO 12:00:00 Louise Maye sivss2z e
@  17. 9595-995 NA. VQWEE.. D3AAAA 9896 NAUTEst  09/02/Z.. 13/02/Z.. D0:00:00 12:00:00 Zi bl skA4sTe  tru 60 -
- » 3595-358 NAL. | KTC2UL. D3AAAA 9855 NAUTest  09/02/Z.. 13/02/%.. 00:30:00 12:30:00 Viwi Orunitis  SKA4601 [t 0
Q@ 3555-358 NAL ZMBEV.. DiAAAA 9855 NAVTest  09/02/Zu. 13/02/2. 01:00:00 13:00:00 Adelbere Sreiner SKA4S25 60 1
Q@ 9895-998 NAw | TEASH. D3AAAA 9895 NAVTest  09/02/Zu. 13/02/2.. D1:30:00 13:30:00 GarnetTil Alen., SKA466Z [t 60
m @  12. 9898-592 NAL S2WPH.L. D4AAAA 9898 NAVTest  09/02/2.. 13/02/2., 00:20:00 12:30:00 Jemma Tubbs  |SJY8772  [tru 60
& 00. 2330-201 Wor.. GVDCR. €8ARMA (666.. 2320 Eladtreten, 09/02/Z. 09/02/2., DS00I00 16100:00 RegsrMoore  SKAL279  wwus 0
SUrpaSS. ¥ D0.. 2330-201 Wor.. WHYSE.. EBAAAA (666.. 2330 Electrots... 09/02/Z.. 05/02/2.. DSODIDO 16:00:00 Don Victor skes4ez 0
® 3638-975 Co.. | FEFNM.. TIAAAA(S6SE. 3638 Key Skills 9/02{2.. 09/02(2.. 0MOD00 10:00:00 sanwy0SDZ ch.. SKGSS1 0
BT GIOUPLE 20012010 ASRis Reserved ® 3535-335 NA.. REG45.. TIAAAA(SESE.. 3998 NAUTGSt D3/0%(Z.. 13/0%(Z. 00000 10:00:00 sancy0SDZ ch.. SKGI31 0
# 00 3838-375Co. eSQXs. TEJTEST 3638 Koy skills  03/02/2.. D8/02/Z.. 0S:00:00 23500 SimThomas | $333300.. T
®  00.. 3835-375 Co.. | 6TWQZ.. TEJTEST 5656 Key Skills | 08/02/2.. DS/0Z/Z.. DS:00:00 23:5::00 SamThomas | 5333900.. tru
& 00.. 3835-375 Co. BITVE.. TEJTEST 3635 Key Skills  08/02/Z.. DE/OZ/Z.. 05:00:00 23:53:00 SsmThomas  3333300.. tru
& O0. 3835-375 Co.. TINVE.. TEJTEST 3635 Key Skills  08/02/Z., DE/0Z/Z.. 0S5:00:00 23:59:00 SsmThomas 3353500, tru
2. Cllck m button' This W|ll open the Secureclient Admin Console' % D0, 96368-975 Co.. QOHS1. TEIJTEST 3538 Key Skills  0B/02/2.. 08/02/2. 08:00:00 23:53,00 Sam Thom. 9999300, tru

Portoeezen 7] (R D CEEED (XD (D D £

Download Exam

3. Login with your SecureAssess username and password.

6. Ifyou have not set a PIN for the 7. Apop-up willindicate when
exams to be downloaded, you will be the download of the exams

City&s: ® rompted to do it now. You can enter begins. Click ‘Close’ to download
cu  SecureAssess promp s o€

a PIN for all the selected exams at the more exams. Click ‘Close

same time, or you can cancel and set Download Window’ to go back to

U:”Nam:’ C_—J the PINs from the Invigilate screen. the SecureClient dashboard.

® The exams are downloading. Click 'Close Download Window' to
.ﬂ.S
urpass teturn £ tha administration consols.

@ BTL Group Ltd, 2001 - 2010, Al Rights Reserved

Mot all of the selected exams
hawve a PIN set You must set the
PINs, Erter a value here to set all
of the PIMs, or click Cancel and

set each one individually,
4. Click the RLELIECRZETTER button at the bottom of the screen. Enter a PIN:
)

This will open the SecureAssess invigilation screen.

- Cancel

1
01.09.11 }
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Quick reference guide 6: Offline examining

8. The SecureClient Admin Console will show the status for each exam (downloading
or ready). Ready exams can be taken offline by the candidate.
gﬁ}{s’: SecureAssess’

You are logged in as: ‘ 8 testuser

Fowersd @Surpass”

Key: ¥ Downlosding (D Resdy EP Locked by PIN @) In Progress  + Finished Cache key: A - Advance Caching R - Resilience Caching

State | Ea(he| PIN ‘ Exam Nam‘ Keycode ‘ Centre Nai Qualificati| Start Date| End Date ‘ Start Time| End Time ‘ Eandidatel Enrolment| Duration
A 1234 3638-375 .. fz3yhnbz O1AARA 3638 Key S.. 17/0/2011 17/03/2011 00:00 23159 Jonathan Be.., &0

A 1234 2E38-975 .. wbéezbz O1AAAA 3638 Key 5., 17/02/2011 17/03/2011 00,00 23159 JoeBloggs  SK&EODTI &0
A 1234 2330-201 .. ceScyTh2  O1AAAA 2330 Electr., 17/03/2011 17/03/2011 00:00 23159 John Barnes  51¥9232 &0
A

1234 2330-201 .. 86dpmkb2  O1AAAA 2330 Electr., 17/03/2011 17/03/2011 00:00 2359 James Arm.. SHNS1ST 60

(218 SR N0}

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

Delete Exam

10.When you finish, log out of the SecureClient Admin Console by clicking
| 8 testuser [GLECLLA | at the top of the screen.

2. Sitting exams offline

e Same process as online
o After the test, the Invigilator logs into the SecureClient Admin Console and views
results by selecting an exam and clicking

01.09.11
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3. Uploading completed exams

1. Log back into SecureClient Admin

2. Select completed exam and click

Cityés
Guilds

SecureAssess”

Kew: __ Downloading @Rean:ll,I ELocked by PIM OIn Frogress 4 Finished

State | Cache| PIN ‘ Exam Nam‘ Keycode ‘ Centre Nal Qualificati
f = 12324 2330-201 ... 9qtmrubZz 0288088

2330 Electr.,,

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

Upload Exams

The following =xams were successfully uploaded:

Exam Name | Keycode | Qualification | Candidate

2330-201 Working Effectively a... 9gtrmrubz 2330 Electrotechnical uzerl usarl

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

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

e Access SecureAssess Local with a url specific to your Centre (provided by your IT department).

e 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.

Exam window starts

Schedule exam using l Exam automatically > Exam delivered - Results automatically > View results

GUELEDAS Local Installation ID downloaded to Local in Local uploaded to Central in Central

’ Ready for Download
Exan-l. S‘tatl:ls in Central n/a l ‘i’ Cownloaded + Finished
Invigilation screen
i Cownloaded
Exal:n ‘Stal:.us in Local n/a O ready e InProgress — « Finished 4 Uploaded to Online
Invigilation screen

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.
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