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What's New in this Release? .....cccevirrnnssemssssssnnsssssssssnnsnssssssnnnnnsssnnns 1

Where to Find More Information.....cuuussssssssssssssssssssssssssssssssssssnnnnnnnnnn 1
Overview

This handbook has been created to provide you with all the relevant
information that you need to administer and register internal and external
candidates for an Exams season.

It also explains how you can enter student data using an Optical Mark
Reader, create submission and amendment files, arrange the seating for
examinations and produce a number of useful reports in a variety of
formats.

What's New in this Release?

A number of additional features and enhancements have been provided for
this release.

Enhancements to External Results Manual Entry Dialogs
Tools | Examinations | External Results Manual Entry

Cosmetic enhancements have been made to the Add External Exam
Result and Edit External Exam Result dialogs.

i) More Information:
2/ Manually Recording External Exam Results with a QN on page 110

Where to Find More Information

Online help can be accessed by pressing F1 or clicking the applicable Help
button in SIMS.

A wide range of documentation is available from the SIMS Documentation
Centre, including handbooks, quick reference sheets and tutorials. Click the
Documentation button located on the top right-hand side of the SIMS
Home Page, select the required category and then select the document you
require.

The following additional handbooks for Examinations Organiser are available
from the Documentation Centre:

= Preparing Examinations Organiser for an Exams Season
= Guide to Importing and Structuring your Basedata

= Setting Up Domestic Exams in Examinations Organiser

= Using the Unit Seating Wizard in Examinations Organiser
= Guide to Importing and Analysing Examination Results

Administering and Registering Candidates for Exams | 1
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=  Processing Results and Calculating PI Data in Exams and SIMS (Welsh
specific and general versions).
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Selecting Potential Candidates for Examinations.......ccccviimesnannnanas 3
Understanding Examination Numbers........ccicveiiiirinaninasnessnenasnnaess 3
Generating Examination Numbers ..........cccciiiiiiiiinns s s s s s nnanas 4
Tidying Examination Numbers ........ccivcrimieririerssssansmsassansansansannans 5
‘Unfreezing’ Examination Numbers.......ccivccviiinnsnn s s s ssnnsnnnss 8
Understanding the Unique Candidate Identifier (UCI) ......ccrverarunuass 9
Generating the Unique Candidate Identifier ......ccccvicviemmncmnnnsnansnansns 9
Adding Internal Candidates .....cccviirirrrrnsrnsrn s s sr s sra s nnannns 11
Viewing/Editing Internal Candidate Details........c.ccvcriivriiianimianannas 13
Managing Examination Entries and Forecast Grades for Internal

L0 ] 3 e [1'a F= 3 o= 16
Transferring the Candidate Status from Internal to External......... 19
Deleting Internal Candidates......c.cccviiiiiimssrrr s srssnansnanes 19

Selecting Potential Candidates for Examinations

Internal candidates are students who are on-roll at your school and who
may potentially be sitting examinations in a specific examination season.

The candidates taking the examinations must be associated with each
season. For internal candidates, you will need to identify the students that
you expect to be potential candidates for examinations. This is achieved by
selecting required groups of students from your SIMS system, e.g. Year 10,
Year 11, etc.

Once a student has been selected within the appropriate season, Exam and
UCI numbers can be assigned and the student entered for the
examination(s). Once the entries have been finalised, you can create a
submission file and send this file to the appropriate examination board.

At the time of making entries to the examination boards, the list of potential
candidates is reviewed and each candidate entered for one or more
examinations is included in the entry file.

Understanding Examination Numbers

Examination boards require all candidates to have a unique number by
which they can be identified. The user can input the number manually or
allow the module to allocate numbers automatically.

1. Exams Numbers must not be modified if an entry has been made to any
board for any open season using the existing number.

The number should consist of a 4 digit number.

3. External candidates could be numbered as if their cohort was the year that
had just left.

Administering and Registering Candidates for Exams | 3
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Once assigned, you should use this number when entering a candidate for
any examinations offered by any other examination board.

The Exam Number must be assigned before the UCI can be assigned.

Generating Examination Numbers

Examination boards require all candidates to have a unique number by
which they can be identified. It is not possible to assign Exam Numbers to
individual candidates automatically. The user can input the number
manually or allow the module to allocate humbers automatically (please see
Understanding Examination Numbers on page 3).

1. Select Tools | Allocate UCI & Exam Numbers to display the Allocate
UCI and Exam Numbers dialog.

Mumber of MNumber of Candidates without
Ceun 118 < Candidates Exarm Nurmber

StartPoint |1 -2 (000 Range of 1000 to 2999

D

Allocate Exam Numbers | Tatal numbers allocated in
Allocate UC] | Highest number used in range

Candidate Exarm Numb... |[Exam No. Us... |UC U Used -
Ackroyd Marcus 9513701070021
Ackrovd Mary 7003 9513701070037
Ambrose Chaz 7006 9513701070061 =
Anderson Harvey 1027
Becker Barris mv 9513701070171
Brocklehurst Clint 7030 v 9513701070303 v
Craig Lorna 1028

Daniels Sandra 1024
Drummond Yanessa 7044 9513701070441
Dunn Courtney 7045 9513701070457
Hobhbs Sarmarntha 7060 9513701070607
Holding Julian 1030
Jacks Diana 1031

toody Shaun 7048 951370107098

Cancel

2. Select the required Group of candidates by clicking the Field Browser
button.

Once selected, the Number of Candidates field displays the number of
candidates in that group.

3. Select the Start Point from which the Exam Numbers will commence.

The list box at the bottom of the screen displays the nhame and details of
each candidate in the group. These details include the Exam and UCI
numbers (if they have already been assigned) and whether either number
has been used (i.e. the numbers have been registered with the examination
board by making a submission using these numbers).

If you are assigning numbers for use in domestic examinations, and you opt
to do it in Registration Group order with a view to annual re-allocation, you
should be careful not to select the Exam No. Used check box manually.
Once selected and saved, it cannot be reversed.

4 | Administering and Registering Candidates for Exams
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IMPORTANT NOTE: Examination numbers are assigned only to
candidates who do not already have an Exam Number.

The right-hand side of the dialog displays the Number of Candidates
without Exam Number, the Range of Numbers in use, Total numbers
allocated in range and the Highest humber used in range.

4. Click the Allocate Exam Numbers button to allocate these numbers based
on the information displayed on screen.

The Allocating Exam Numbers dialog displays a summary of the process,
together with a message when the process has completed.

Mumber 1017 Skipped
Mumber 1018 Skipped
Mumber 1019 Skipped
Mumber 1020 Skipped
Mumber 1021 Skipped
Mumber 1022 Skipped
Mumber 1023 Skipped

MNumber 1024 Skipped

MNumber 1025 Skipped

MNumber 1026 Skipped
MNumbers 1000 to 2993 Allocated... O
Highest number allocated - 7161

49 Mumbers Allocated

Allocation Complete

5. Click the Close button to complete the process.

You can subsequently amend an Exam Number in the Allocate UCI and
Exam Numbers dialog.

6. Click the Save button.

Tidying Examination Numbers

This routine can be used to remove Exam Numbers from candidates who left
your school more than one year ago, together with Exam Numbers for
external candidates who last appeared more than a year ago or for a group
of candidates.

If a member of a selected cohort is still on-roll or associated with an open
season, it is not possible to remove their Exam Number. Only one radio
button can be selected at a time. To remove another set of candidates,
select the menu route again and proceed accordingly.

Administering and Registering Candidates for Exams | 5
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1.

Select Tools | Tidy Exam Numbers to display the Tidy Candidate
Numbers dialog.

® Leavers Lef Before 28022011 A
(" External Candidates LastEntered Before  |28/02/2071 J

" Group A |

n Cancel

If you want to tidy Exam Numbers for candidates who have left your
institution, select the Leavers radio button.

Click the Calendar button adjacent to the Left Before field to select the
required date. Any candidates who still have Exam Numbers assigned, but
left before this date, will have their Exam Numbers removed. The date
defaults to exactly a year prior to the current system date.

If you want to tidy Exam Numbers for all external candidates, select the
External Candidates radio button.

Click the Calendar button adjacent to the Last Entered Before field to
select the required date. Any candidates who were not entered for an
examination after this date will have their Exam Numbers removed. The
date defaults to exactly a year prior to the current system date.

If you want to tidy Exam Numbers for a group of candidates, select the
Group radio button. Candidates in a year group who have been assigned
candidate numbers purely for the processing of domestic Exams, can have
their numbers cleared by this route ready for reassignment for the next
academic year.

Click the Field Browser button adjacent to the radio button and select the
required group from the drop-down list.

6 | Administering and Registering Candidates for Exams
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5. Click the OK button.

Tidying Internal Candidates
0 Mumbers De-Allocated..... OK

Tidy Completed Il

A message is displayed once the process has completed successfully.
6. Click the Close button to complete the process.

Tidying Examination Numbers for Candidates with Entries but No
Results
It is not possible to tidy Exam Numbers for candidates who have been
entered for an examination but where no corresponding result has been

recorded. If you want to tidy Exam Numbers under these circumstances,
you must carry out the following process:

1. Select Focus | Change Current Season to display the Change Current
Season browser.

2. Highlight the last season in which the candidate(s) were presented and click
the Select button.

NOTE: You can also change the current season at any time by clicking the
season name and selecting the required season from the Change Current
Season browser.

3. Select Tools | Allocate UCI & Exam Numbers to display the Allocate
UCI and Exam Numbers dialog.

4. Click the Field Browser button adjacent to the Group field and select the
All candidate group for the season from the drop-down list (e.g. Summer
Exams 201n All).

5.  From the candidate list, click the Exam No. Used check box for the
candidate whose Exam Number you want to recycle. If the selected
candidate has examination entries in the selected season but no
corresponding examination results, the following message is displayed:

This Candidate has n entries without associated results. Are you
sure you wish to proceed?

Administering and Registering Candidates for Exams | 7
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6. If you are certain that no future results import will be compromised by the
removal of the Exam Number (e.g. the candidate left your establishment
two years ago), click the Yes button.

The Exam No. Used check box is deselected for the candidate and the
Exam Number can now be deleted.

7. Select Tools | Tidy Exam Numbers to display the Tidy Candidate
Numbers dialog.

8. Select the required parameters and click the OK button to display the
Tidying Exam Numbers dialog.

A message is displayed once the process has completed successfully.
9. Click the Close button to complete the process.

‘Unfreezing’ Examination Numbers

It is possible to edit a candidate’s Exam Number manually, even if you have
already used this number in correspondence with an examination board.

Originally, it was not possible to edit a candidate’s Exam Number once it had
been submitted to an examination board, but the rules surrounding this
have been relaxed in Examinations Organiser. This is particularly useful if
your school has recently merged and you need to re-allocate a batch of
Exam Numbers.

1. Select Tools | Allocate UCI & Exam Numbers to display the Allocate
UCI and Exam Numbers dialog.

2. Select the required Group of candidates by clicking the Field Browser
button.

Field Browser button

Any candidate whose Exam Number has been assigned and has been
submitted to an examination board will display a tick in the Exam No. Used
column.

3. Deselect the check box of the candidate(s) whose number you wish to
unfreeze.

IMPORTANT NOTE: If you attempt to carry out this process after
submitting an entries file to an examination board and before receiving the
results from the examination board, a message is displayed informing you
of the number of affected entries and asking if you wish to continue. Click
the Yes or No button, as appropriate.

4. Click the Save button.

Once the Exam Numbers have been ‘unfrozen’, open the Allocate UCI and
Exam Numbers dialog again and enter any Exam Numbers manually, or
click the Allocate Exam Numbers button to generate them automatically.

8 | Administering and Registering Candidates for Exams
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Understanding the Unique Candidate Identifier (UCI)

Each candidate beginning a course should be allocated a 13 character
unique identifier, unless the candidate already has a UCI. The candidate will
retain this identifier throughout the course.

Once the UCI has been generated, it must be used for all specifications
entered with the examination board or any other examination board and for
all examinations at any examination Centre.

NOTE: Each candidate must have only one UCI.

The UCI is used for:

. entries and results for individual units/components
= entries and results for subject awards

= certificates.

It is essential for candidates moving from one centre to another to know
their UCIs, particularly if they are continuing courses at a new centre. The
UCI is quoted on results documentation.

How the UCI is Generated
The UCI consists of 13 characters:

= Centre number (5 digits) - the number of the centre where the
candidate took their first unit. Candidates moving to different centres
part-way through the course will retain their original UCI.

= Board Identifier (1 digit) - usually set to zero.

= Academic year of registration (2 digits) - the academic year in which the
candidate enters for the first unit.

=  Candidate serial number (4 digits) - this is under your control and must
be in the range 0001 to 9999 and for any year of registration, there
must be no duplicates. In subsequent years, when new candidates are
entered with a new year of registration, serial numbers may be re-used.

= Check character (1 digit) - this is automatically generated. It provides a
useful means of validation to ensure that no mistakes have been made
when providing the other characters in the identifiers.

Generating the Unique Candidate Identifier

Each candidate beginning a course should be allocated a 13 character
unique identifier, unless the candidate already has a Unique Candidate
Identifier (UCI). This could be where they have previously taken a GCSE
modular syllabus. The candidate retains this identifier throughout the course
(please see Understanding the Unique Candidate Identifier (UCI) on page
9).
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1. Select Tools | Allocate UCI & Exam Numbers to display the Allocate
UCI & Exam Numbers dialog.

Murmber of MNumber of Candidates without
Eus 118 Al Candidates Exarn Mumber
Start Point |1 =/ (000 Range of 1000 to 2999

D

Allocate Exam Numbers | Tatal numbers allocated in
Allozata LI | Highest number used in range 1026
Candldate Exarm Numb...|Exam No. Us... |UC UC Used -
Ackroyd Marcus 9513701070021
Ackroyd Mary 7003 951370107003
Ambrose Chaz 7006 9513701070061 =
Anderson Harvey 1027

Becker Borris 017 9513701070171
Brocklehurst Clint 7030 9513701070303
Craig Lorna 1028
Daniels Sandra 10249
Drummond Yanessa 7044 9513701070441
Dunn Courtney 7045 9513701070457
Hobhbs Sarmarntha 7060 9513701070607
Holding Julian 1030

Jacks Diana 1031

toody Shaun 7048 951370107098

2. Select the required Group of candidates by clicking the Field Browser
button.

Once selected the Number of Candidates field displays the number of
candidates in that group.

The list box at the bottom of the screen displays the name and details of
each candidate in the group. These details include the Exam and UCI
numbers (if they have already been assigned) and whether either number
has been used (i.e. the numbers have been registered with the examination
board by making a submission using these numbers).

NOTE: A UCI number is only assigned to candidates who do not already
have a UCI Number.

The right-hand side of the form displays the Number of Candidates
without Exam Number, the Range of Numbers in use, Total numbers
allocated in range and the Highest nhumber used in range.

3. Click the Allocate UCI button to allocate these numbers based on the
information displayed on screen.

The Allocating UCI Numbers dialog displays a summary of the process,
together with a message when the process has completed.

4. Click the Close button to complete the process.

You can subsequently amend a UCI number in the Allocate UCI and Exam
Numbers dialog.

5. Click the Save button.
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Adding Internal Candidates

2.

For a person to be considered for taking an examination, they must first be
recognised as a Candidate in Examinations Organiser.

Registering a person as an internal candidate consists of associating them
with a season and allocating both an Exam Number and a UCI number.
These details are displayed in the Registration panel of the Student
Details page in SIMS.

NOTE: You cannot add internal candidates if the season is locked or closed.

Select Focus | Candidates | Internal to display the Internal Candidate
Browse dialog.

Internal Candidate Br X

Looking for

4 |Exam Num... |UCI
Abbot Claire 1000
Adams Kathryn
Allen Megan
Anderson Jacoh

Appleby Harbinder
Archer Glenda
Arnold Lisa

Armold Randeep
Bagshaw Gany
Ballinger Eden
Banner Charlotte
Barker Katie
Barnetti Alexia

Batchelor Michael

Click the Assign button to display the Select Source Groups dialog.

H

Flease selectthe type of the groups from which candidates
will be assigned

™ Academic Groups (Courses [ Classes | NC Year Groups)

" Pastoral Groups (FreAdmission Groups /ear Groups [ Feq Groups)
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3.

Click the relevant radio button to select the type of groups from which the
candidates will be assigned, Academic Groups
(Courses/Classes/NCYear Groups) or Pastoral Groups (PreAdmission
Groups/Year Groups/Reg Groups).

Click the Select button to display the Member Chooser dialog.

Liurce Population |Curricu|um Year10 ﬂ From |20/02/201% E To |§
| [ElName |Fr0m ‘To - |
& Abkot Claire 01092011 D2;’DQ,."2D1|E| i
B Adams, Kathryn 01/08/2011  02/09/201
& Allen, Megan 01/08/2011  02/09/201
& Anderson. Jacob 01/09/2011  02/08/201
B Archer, Glenda, 01/08/2011  02/09/201
& Amold, Lisa 01/09/2011  02/09/201
& Bagshaw. Gary 01/08/2011  02/09/201
FAEanner. Charlote 01/09/2011  02/09/201
B Barker, Katie 0170872011 02/09/201 ~
Choose All T} "Choose E1s ‘ ﬂ :move All
Name |me ‘TD |
& Appleby, Harbinder 2nfoziema
& Amold. Randeep 20/02s2mz2
KA Ballinger, Eden

From [B0j62i2002 | To [

Update

Cancel

Click the Source Population browser button and select the required group.
You can also specify the From and To dates by clicking the respective
Calendar button.

The top panel of the Member Chooser is populated with the names of the
candidates in the selected group.

Select the required candidates by double-clicking their names or highlighting
their name and clicking the Choose button. Multiple candidates can be
selected by holding down the Ctrl key and clicking each candidate name,
then clicking the Choose button. Select all the candidates by clicking the
Choose All button.

If you make a mistake in your selection, highlight the candidate's name in
the bottom pane and click the Remove button. Alternatively, click the
Remove All button and begin your selection again.

All selected candidates are displayed in the bottom pane of the Member
chooser.

Click the Update button to return to the Internal Candidate browser.
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i ) More Information:
~/  Making Special Arrangements for Candidates on page 90

Viewing/Editing Internal Candidate Details

All internal candidates and their details are made available to Examinations
Organiser from students recorded on the Student Details page (via Focus
| Students | Student Details).

It is possible to edit only examination-related details in Examinations
Organiser, such as the name format and previous Examination and Centre
numbers. Changes to any personal details must be performed in SIMS. For
more information, please refer to the Managing Pupil/Students handbook.

1. Select Focus | Candidates | Internal to display the Internal Candidate
browser.

2. Highlight the candidate whose details you want to edit and click the
View/Edit button to display the Internal Candidate Details form. The
Basic Details page is selected automatically.

[Z] internal Candidate Details =GR =
1: Basic Details | 2:Entrias & Foracast ]
Sumarme | : Gender emale | | Candidate Nurmbes |1 001
Forename [ legar DOB : 137 uc |:
LM 5142371827
Legal Sumams I Title J
. Exam Mumber Submited [
Chosen Mame | legar Miciname |-
UCI Submitted ] DAS Registers
‘rear
,ESpeclnlArrnngEments ﬂ
Feg Group
. ,7 Comment
Admission No |02
DA /0%
Exam Sumame | Exam Farename |
Exam Midname | Mame Format |Dsﬂaul1 q|
Qualifier Flags ’ﬁBoard Series |Suatus | M| Previous Examination Mumbe
Frevious Centre Mumbe
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Viewing Personal, Year and Reg Group Details

The details displayed in this section are read-only and as such cannot be
edited. Any changes to these details should be made in SIMS.

Year ,mi
Fag Group  |10A

Tutar ’W
Admission ND,W
DOA IWJ

? Additional Resources:
Lo

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook

Viewing Examination Details

The details displayed in this section relate to Examinations Organiser and
are editable either on this page or elsewhere in the module.

Candidate Mumbe |1 001

ucl |

ULN |5142371827
Exam Number Submited [

LCI Submitted [ DAS Registered [»

The Candidate Number and UCI fields are populated with any existing
numbers that were assigned in Tools | Allocate UCI & Exam Numbers.

The ULN field displays the candidate’s Unique Learner Number and can be
edited, if required.

The Exam Number Submitted and UCI Submitted check boxes will
automatically be selected if these humbers have been registered with the
examination board (i.e. submissions have been made using these numbers).

Select the DAS Registered check box if the candidate has been registered
with the Diploma Aggregation Service.

Editing a Candidate’s Exam Name

Exam Surname | Exam Forename |

Examn Midname | Mame Format |Default ﬂ

Enter or edit the Exam Surname, Exam Midname and Exam Forename,
if required.

The Name Format field indicates the way in which this candidate’s name is
displayed. The default setting is Default, which sets the name format to
that set in Tools | School Setup | School Details. Change this value by
clicking the Field Browser button adjacent to the Name Format field and
selecting a value from the Format drop-down list.
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Additional Resources:

oo

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook

Setting Qualifier Flags

Qualifier Flags should be used only if you want to notify the examination
board that a candidate is a Guest, or if you want coursework previously
submitted for a candidate to be taken into account for any series in the
current season. Qualifier Flags are fully described in the booklet Formats
for the Exchange of Examination Related Data published by the Joint
Council for General Qualifications.

Qualifier Flags Board |Series |Status |

E| Frevious Examination Numbe
Frevious Centre Numbe

Click the Add Item button adjacent to the Qualifier Flags list box to
display the Select Board and Series Combination dialog.

Board

Series

Status

This enables you to choose the Board, Series and Status with which to
associate a candidate. Select a Status of Guest if the candidate is not
on-roll at your school or Previous if coursework has already been sent to,
and accepted by the examination board in association with a previous entry,
and you want the coursework to be carried forward for the current entry.

NOTE: Where a coursework mark from a previous season is to be carried
forward, this flag must be set to P before a coursemark submission is
generated. Such marks should be entered as 0, with Status F. The
Formats book specifies that the form of submission should be
F<space><space><space>. The conversion from 0 to spaces is
performed by the submission routine itself.
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Managing Examination Entries and Forecast Grades for
Internal Candidates

There are two methods that can be used to make examination entries. You
can enter candidates using a marksheet, which is useful for a large number
of examination entries for a common component. Alternatively, you can
enter individual candidates for an examination using the Entries &
Forecast page of the Internal Candidate Details form.

1. Select Focus | Candidates | Internal to display the Internal Candidate
browser.

2. Highlight the candidate for whom you want to add an examination entry and
click the View/Edit button to display the Internal Candidate Details
form. The Basic Details page is automatically selected.

3. Select the Entries & Forecast page.

m Internal Candidate Details EI@
1:Basic Details  2: Entries & Forecast
Entries
ElEoard Element T..|Element Co... [Qualification  |Lewel Grade Descri... E
EDEXL/GCE Geography 9GEOQT General Certific GCE Achve Default Entry
EDEXL/GCE Physics 9FHDM General Cerific| GCE Adve Default Entry
EDEXL/GCE Applied Bus 9722 General Certific) GCE A Do Default Entry E
Forecast Results
Forecast Aspect Forecast Result J
Enralments
EID... |Award C...|Award Title |Reg. . |Descripti0n Start Date |End Date J

The Entries & Forecast page enables you to enter individual candidates for
examinations and, where necessary, assign forecast grades. This method of
entering candidates for examinations is particularly useful when there is a
small number of candidates to be entered for a particular examination.

The Entries panel displays details of any examinations for which the
selected candidate has been entered. The examination board, element,
qualification and level, etc. are displayed for each examination entry.

The entries displayed include those made via a marksheet or by adding
examination entries manually.

The Enrolments panel is currently unused.
4. Click the Add Item button to display the Entry Details dialog.
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Alternatively, highlight an existing examination entry in the Entries panel
and click the Edit Item button to edit an existing entry.

Basedata for June (Summer) Exams 2012 E

ISR RACA
% BG12_70 AQA June 20712
B Science (AQA 4460)

w-5f 4411 Biology

H-2f 4421 Chemistry

#-1f 4451 Physics

--gg-ﬁ 4461 Science A

=2 4463 Additional Science
7@ EDEXL/GCE
78 EDEXL/GCSE
18 EDEXL/GYQ
7 EDEXLAND
-
-
-

EDEXL/KSO
EDEXLY/REG

- 18 WIEC/GCE
78 WIEC/GCSE

Note: Right Click on a node to view context-sensitive m

This dialog displays a navigation tree, comprising the examination boards
(at the top level), the series (at the second level) and the elements (at the
third level) for the selected season. This dialog enables the selection of
multiple elements.

NOTE: Unlike the standard Basedata tree, the award and component nodes
are not displayed.

Any examination board and series for which the selected candidate has
entries is identified by a grey tick in its check box. When expanded, the
following conventions are used:

=  Elements for which entries are already recorded are shaded in grey,
with a black tick (e.g. 015001 English Foundation).

= If there is a withdrawn entry on record (i.e. Entry Mode = *N’), this
element is shaded in pink, with its check box deselected (e.g. 014501
Drama Basic).

=  When a new element has been selected, its check box is selected, but
the node is unshaded (e.g. Science Single Higher).

Select the element(s) to enter the selected candidate. Navigate through the
tree structure, using the + and - buttons, from the top level (examination
board) to the third level (element) and select the check box(es) for the
element(s) you want to enter the selected candidate.

NOTE: Examination awards are not displayed in this tree structure.
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10.

11.

12.

13.

14.

The Number Selected refers only to the items selected for addition in the
current process.

Select an Entry Mode by clicking the Field Browser button at the top of
the dialog. This mode is applied to all entries added on this visit.

There are three modes of entry: Centre (C), Default (Y) and Private (P).

Default indicates to the system that individual entries are to be marked
according to the value set in the School Details dialog (in Tools | School
Setup | School Details). The other two are taken literally, over-riding this
default, if necessary.

NOTE: When editing existing examination entries, you can withdraw a
candidate from an examination by selecting No Entry from the Grade list.
This option is only available from the list when editing an existing
examination entry.

When you are satisfied with the entries you have made, click the Select
button to confirm your choice and return to the Entries & Forecast page of
the Internal Candidate Details form.

Click the Save Record Changes button.

This form can be used only to add entries, not to withdraw an entry or
change the entry mode.

If you want to delete an entry from within the candidate focus, as opposed
to changing the entry mode to 'N’, click the Delete Item button.

You are prompted to confirm the deletion, and informed that any forecast
grade records are deleted at the same time. If seating arrangements exist
relating to the element, you are informed but the seating arrangements are
not removed.

The seating arrangements remain because often, options have components
in common, and where the deletion of the element entry is performed as
part of a transfer from one option to another, deletion of seating
arrangements is not necessarily appropriate.

To allocate a forecast grade for a candidate, highlight the associated entry in
the Entries panel.

The Forecast Results panel displays the forecast details for examinations
for which the selected candidate has been entered.

Click the Edit Item button adjacent to the Forecast Results panel to
display the Forecast Entry Details dialog.

Click the Field Browser button adjacent to the Result field and select the
forecast Grade from the list of valid grades.

Click the Update button to confirm your choice and return to the Entries &
Forecast page of the Internal Candidate Details form.

The Forecast Result field is populated with the selected value.
Click the Save Record Changes button.
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Transferring the Candidate Status from Internal to
External

If a candidate was previously defined as an internal candidate for the
season, and has since left your establishment but is still sitting examinations
at the establishment, you can transfer their status from internal candidate
to external candidate. Using this routine means that you would not have to
create an external candidate manually, and would not therefore end up with
duplicate people in your SIMS SQL database.

This process can also be used to transfer candidates from internal to
external who were added as internal candidates in error.

NOTES: Transferring a candidate from internal to external does not affect
any examination results previously recorded for that candidate. Any
existing examination results are retained within the SIMS SQL database.

It is not necessary to reassign Exam Numbers or UCIs to candidates who
have been transferred in this way.

1. Select Focus | Candidates | Internal to display the Internal Candidate
browser.

2. Highlight the candidate you wish to transfer to an external candidate and
click the View/Edit button to display the Internal Candidate Details
form.

3. Select Internal Candidate | Transfer as External Candidate to transfer
the selected candidate.

The candidate’s details are replaced with the next candidate in the browser.
The transferred candidate will no longer be displayed in the Internal
Candidate browser, but is displayed in the External Candidate browser
(which can be opened by selecting Focus | Candidates | External).

Deleting Internal Candidates
It is only possible to delete a candidate who does not have any entries
recorded.

1. Select Focus | Candidates | Internal to display the Internal Candidate
browser.

2. Highlight the required candidate and click the View/Edit button to display
the Internal Candidate Details form.

3. Click the Delete Record button.
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Selecting Potential Candidates for Examinations

External candidates are people who are not on-roll at your school and who
may potentially be sitting examinations in a specific examination season.
They are usually people for whom you have not been responsible as far as
the supervision of their coursework is concerned.

They will ordinarily require adding to the SIMS system through Examinations
Organiser, although it is essential that you check whether the person
already exists (as a parent, member of staff, etc.) before adding them, to
avoid duplication.

External candidates taking the examinations must be associated with each
required season. For external candidates, you will need to identify the
people that you expect to be potential candidates for examinations.

Once a person has been selected within the appropriate season, Exam and
UCI numbers can be allocated and they can be entered for one or more
examinations. Once the entries have been finalised, you can create a
submission file and send it to the appropriate examination board.

At the time of making entries to the examination boards, the list of potential
candidates is reviewed and each candidate entered for one or more
examinations is included in the entry file.

i) More Information:
2/ Generating Examination Numbers on page 4
Generating the Unique Candidate Identifier on page 9

Adding External Candidates
For a person to be considered for taking an examination, they must first be
recognised as a Candidate in Examinations Organiser.

Registering a person as an external candidate consists of associating them
with a season and allocating both an Exam Number and a UCI number.

NOTE: You cannot add external candidates if the season is locked or
closed.
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1.

2.

Select Focus | Candidates | External to display the External Candidate
Browse dialog.

NSRRI

Looking for

Exam Number|UCI
Allen Megan 1001 951370101001F

Cance

Click the Add button to display the Add a new Candidate dialog.

Sumame |Allen Gender Female
Forename  [Megan DOB 05/04/1395

Legal Surnarne |Allen Title

Chosen Name |Megan Midname

Cance]

This dialog serves two purposes. Firstly, it acts as a search facility, so before
you enter a candidate’s details into the system, you can check to see
whether their details already exist. Alternatively, if you are sure that they do
not already exist, you can enter some basic details in the dialog and this
forms the basis of the candidate’s record.

IMPORTANT NOTE: If you intend to enter a former student for
examinations as an external candidate, ensure that you find them as an
existing person, rather than entering their details manually. If you enter
their details manually, it will not be possible to enter their UCI number
because the system will detect that it is a duplicate and therefore reject it.
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Searching for an Existing Person

If you want to check whether a person’s details already exist on the system,
enter some search parameters in the Add a new Candidate dialog. You
can search on their name, gender and date of birth. Partial details can be
entered as search parameters, so by entering ‘Smi’ in the Surname field,
people whose surname is ‘Smith’, ‘Smithers’, etc. are located.

NOTE: These search fields are not case sensitive.

When the search parameters have been entered, click the Search button to
perform the search. Any matches to the criteria entered are displayed in the
Search Results browser.

Looking for Role
| | |

BElsumame Forename

22|

Gainshorough

Gainshorough

Amanda

Cloud

Gainshorough

Aerig

Gainshorough

Cidl

Gainshorough

Fed

Galbo

Josefine

Gallagher

MNaoelle

Gallagher

Liam

Gallagher

Fatrick

06¢11/1942

Garnbioni

Peter

314031998

Gambioni

L

Garnbioni

G

Gambioni

Anthonio

23/03/1947

Ml »

Cancel

NOTE: If a large number of people matching the search criteria are
displayed, filter the results by selecting a person role. This is achieved by
clicking the Field Browser button adjacent to the Role field and selecting
an appropriate value. Selecting a value in this way ensures that only a
specific type of person is displayed in the Search Results browser.
Available values include Candidate, Employee, Student, Parent and
Governor.

If the person for whom you are searching exists in this list, you do not need
to enter their details. Click the View button to display the Add a new
Candidate dialog to view their basic details and click the Select button to
view or edit the rest of their details in the External Candidate Details
form.

Adding a New Person

Instead of searching for an existing person on the system, you can add a
person’s details from the Add a new Candidate dialog. This is the
preferred method if you are certain that the person does not already exist in
SIMS.

Administering and Registering Candidates for Exams | 23



03| Administering External Candidates

NOTE: For cases where you are not certain whether their details already
exist, you are encouraged to search for an existing person (please see
Searching for an Existing Person on page 23).

Enter the person’s details in the Add a new Candidate dialog, such as their
surname, forename, gender and date of birth and click the Select button to
display the External Candidate Details form.

H External Candidate Details @
1: Basic Details l 2 Entries & Forecast ]
Surname Jones Gender ’m Candidate Number l:l
Forename Simon (]3] ’m @ el |
Legal Sumame |Jones Title r - LLW |
Chosen Name  |Simon Jones Midnarme '7 UCI Submitted r
Deceased ’7 @ Ewarn Mumber Submitted [~ Special Arangements [
Special Arangements Comment
Address (= — [Exta Tire] ﬂ 16 Franklin Way
Peterborough

Telephone l— ﬂ -

E-mail l— ﬂ
Exam Surname | Exam Forename |
Exam Midname | Mame Format |Default ﬂ

Hualfier Flags | FEB oard Series Status | @ Previous Examination Mumber
‘ J Previous Centre Mumber

Viewing/Editing External Candidate Details

External candidate details can come from two sources. They may have been
made available to Examinations Organiser from SIMS. Alternatively, their
details may have been added to the system manually in Examinations
Organiser (please see Adding a New Person on page 23).

Changes to any personal details must be performed in Examinations
Organiser because no record of their data is held in SIMS.
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1. Select Focus | Candidates | External to display the External Candidate
Browse dialog.

Looking for

Exam Number|UCI

Allen Megan 1001 951370101001F

Cance

The names of those registered as external candidates are displayed,
together with their Exam Number and their UCI number.

2. Highlight the candidate whose details you want to edit and click the
View/Edit button to display the External Candidate Details form. The
Basic Details page is automatically selected.
Viewing/Editing Personal Details

The following personal details can be edited as required.

Sumname |JDHES Gender m
Forename  |Simon DOB 031071370 |
Legal Surname |JCII"|E$ Title bl -
Chosen Mame | Sirmoin Jones Midname li
Deceazed Ii E

Additional Resources:

oo

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook
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Viewing/Editing Address and Contact Details

The Telephone and Email details can be edited as required. The Address
details are read-only and as such cannot be edited.

FarEms |M|aa ALLEN

Address

45, Queen Sheet
Cardift
lEFT 028D

Telephone ﬂ
E-mail Q|

TIP: If you want to record an address for an external candidate, add their
address into the Comment section of the External Candidate Details
dialog. This ensures that their address is associated with their record and
is readily available when viewing their details.

Adding/Editing Telephone Number Details

It is possible to compile a list of telephone numbers relating to the selected
person. One number can be assigned a status of Main for each type (e.g.
land line, fax, pager) or location (e.g. home, work, mobile) of telephone.
This indicates the number that is most likely to be used as a contact for
each of these types or locations.

Any number of telephone numbers may be associated with a particular
person, but only one status of Main can be assigned to each identical
combination of type or location. For example, if two home land line numbers
have been associated with a person, only one can be assigned as Main
because both the type (land line) and location (home) are identical. The
telephone number assigned as Main is displayed in the Telephone field of
the Contact Details panel.

If one home land line number and one work land line number have been
associated with a person, each can be assigned as a Main number because
the type of humber is the same (land line) but the location is different (one
for home, one for work).

1. Click the Field Browser button adjacent to the Telephone field to display
the Telephones dialog.

Number Device Location |Main? |Notes
01234 78963! Telephone |Home v
07979 993281 Telephone || h

Harne
y'ork
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2. Click the Add Item button to add a telephone number for the selected
person. Alternatively, highlight an unwanted telephone number and click the
Delete Item button. To edit a telephone number, highlight the appropriate
record and edit the details accordingly.

3. Enter the Number of the communication device up to a maximum of 20
alpha-numeric characters.

4. Select the Device using the drop-down list. Available devices are
Telephone, Fax and Pager.

5. Select the Location using the drop-down list. Available locations are Home,
Work and Mobile.

6. Select the number(s) to assign as main numbers by highlighting the
appropriate Main? check box and clicking the Edit Item button.

7. Click the Save button or click the Cancel button to cancel the changes
made, as appropriate.

Adding/Editing Email Address Details

It is possible to compile a list of email addresses relating to the selected
person. One address can be assigned a status of Main for each location
(e.g. home, work, mobile). This indicates the email address that is most
likely to be used as a contact for each of these locations.

Any number of email addresses may be associated with a particular person,
but only one status of Main may be assigned to each location. For example,
if two home email addresses have been associated with a person, only one
can be assigned as Main as the locations are identical. The email address
assigned as Main is displayed in the Email field of the Contact Details
panel.

If one home email address and one work email address have been
associated with a person, each can be assigned as a Main address as,
although there are two email addresses, the location is different.

1. Click the Field Browser button adjacent to the Email field to display the
Emails dialog.

(EE mail Address Location  [Main?
allen_agency@sheffiel v

2. Click the Add Item button to add an email address for the selected person.
Alternatively, to delete an unwanted email address, highlight a redundant or
incorrect address and click the Delete Item button.

3. Enter the Email Address up to a maximum of 60 alpha-numeric characters.
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NOTE: The Email Address must contain '@’ before the last character for it
to be accepted as a valid email address.

4. Select the Location using the drop-down list. Available locations are Home,
Work and Mobile.

5. Select the address(es) to assign as main addresses by highlighting the
appropriate Main? check box and clicking the Edit Item button.

6. Click the Save button or click the Cancel button to cancel the changes
made, as appropriate.
Viewing Examination Details

The details displayed in this section relate to Examinations Organiser and
are editable either on this page or elsewhere in the module.

Candidate Mumber l:l

UcCl |

UL |5142375318

UCI Submitted n
Exam Mumber Submitted [~ Special Arangements v

The Candidate Number and UCI fields are populated with any existing
numbers that were assigned in Tools | Allocate UCI & Exam Numbers.

The ULN field displays the candidate’s Unique Learner Number and can be
edited, if required.

The Exam Number Submitted and UCI Submitted check boxes are
automatically selected if these humbers have been registered with the
examination board (e.g. submissions have been made using these
numbers).

Select the Special Arrangements check box if the candidate is eligible for
additional time for an examination. Special examination arrangements may
be approved for candidates who are unable to sit examinations under
normal examination conditions, as a result of a disability or other medical
condition. Special arrangements are designed to ensure that fair and just
examination conditions are provided to enable candidates to demonstrate
their knowledge and competence notwithstanding their disability (please see
Making a Candidate Eligible for Special Arrangements on page 92).

Editing a Candidate’s Exam Name

Exam Surname | Exam Forename |

Examn Midname | Mame Format |Default ﬂ

Enter or edit the Exam Surname, Exam Midname and Exam Forename,
if required.
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The Name Format field indicates the way in which this candidate’s name is
displayed. The default setting is Default, which sets the name format to
that set in Tools | School Setup | School Details. Change this value by
clicking the Field Browser button adjacent to the Name Format field and
selecting a value from the Format drop-down list.

Field Browser button

9 Additional Resources:
Lo

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook

Setting Qualifier Flags

Qualifier Flags should be used only if you wish to notify the examination
board that a candidate is a Guest, or if you wish coursework previously
submitted for a candidate to be taken into account for any series in the
current season. Qualifier Flags are fully described in the booklet Formats
for the Exchange of Examination Related Data published by the Joint
Council for General Qualifications.

Click the Add Item button adjacent to the Qualifier Flags list box to
display the Select Board and Series Combination dialog.

Board

Series

Status

This enables you to choose the Board, Series and Status with which to
associate a candidate. Select a Status of Guest if the candidate is not
on-roll at your school or Previous if coursework has already been sent to,
and accepted by the examination board in association with a previous entry,
and you want the coursework to be carried forward for the current entry.

NOTE: Where a coursework mark from a previous season is to be carried
forward, this flag must be set to P before a coursemark submission is
generated. Such marks should be entered as 0, with Status F. The Formats
book specifies that the form of submission should be
F<space><space><space>. The conversion from 0 to spaces is
performed by the submission routine itself.
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Managing Examination Entries and Forecast Grades for
External Candidates

There are two methods that can be used to make examination entries. You
can enter candidates using a marksheet, which is useful for a large number
of examination entries for a common component. Alternatively, you can
enter individual candidates for an examination using the Entries &
Forecast page of the External Candidate Details form.

1. Select Focus | Candidates | External to display the External Candidate
browser.

2. Highlight the candidate for whom to add an examination entry and click the
View/Edit button to display the External Candidate Details form. The
Basic Details page is automatically selected.

3. Select the Entries & Forecast tab.

(%] External Candidate Details E@
1;Basic Details  2: Entries & Forecast
Entries
Elaard Element Tite |Elerment Code |Qualifica...|Lewel Gracle Description [
AQA, Biology General C|GCSE Full| Default Entry
Additional Sci 4463 = GCSE Full Detfault Entry
L]
Forecast Results
ElForecast Aspect Forecast Res..
Enrolments
EID.. |Award C...|Award Title |Reg. |Descripti0n Start Date |End Date J

The Entries & Forecast page enables you to enter individual candidates for
examinations and, where necessary, assign forecast grades. This method of
entering candidates for examinations is particularly useful when there is a
small number of candidates to be entered for a particular examination.

The Entries panel displays details of any examinations for which the
selected candidate has been entered. The examination board, element,
qualification and level, etc. are displayed for each Examination Entry.

The entries displayed include those made via a marksheet or by adding
examination entries manually.
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4. Click the Add Item button to display the Select Elements dialog.

Entry bode Default Entry q| MNumber Selected 1

X ADA,
5| BA11 ADA GCE
“p[v] 1161 GCE Law AS
~wel[v] 1191 GCE Sociology AS
Y B 1431 GCE Elactronics AS

BGT1 AQAGCSE
EDEXL/GCE
EDEXL/GCSE
EDEXL/KE0
QCcR

REA
W.IEC/GCE
WIEC/GCSE

This dialog displays a navigation tree, comprising the examination boards
(at the top level), the series (at the second level) and the elements (at the
third level) for the selected season. This dialog allows for the selection of
multiple elements.

NOTE: Unlike the standard Basedata tree, the award and component nodes
are not displayed.

Any examination board and series for which the selected candidate has
entries is identified by a grey tick in its check box. When expanded, the
following conventions are used:

=  Elements for which entries are already recorded are shaded in grey,
with a black tick (e.g. 015001 English Foundation).

= If there is a withdrawn entry on record (i.e. Entry Mode = *N’), this
element is shaded in pink, with its check box deselected (e.g. 014501
Drama Basic).

=  When a new element has been selected, its check box is selected, but
the node is unshaded (e.g. Science Single Higher).

5. Select the element(s) for which to enter the selected candidate. Navigate
through the tree structure, using the + and = buttons, from the top level
(examination board) to the third level (element) and select the check
box(es) for the element(s) to enter the selected candidate.

NOTE: Examination awards are not displayed in this tree structure.

The Number Selected refers only to the items selected for addition in the
current process.
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10.

11.

Select an Entry Mode by clicking the Field Browser button at the top of
the dialog. This mode is applied to all entries added on this visit.

There are three modes of entry: Centre (C), Default (Y) and Private (P).

Default indicates to SIMS that individual entries are to be marked according
to the value set in the School Details dialog (in Tools | School Setup |
School Details). The other two are taken literally, over-riding this default if
necessary.

NOTE: When editing existing examination entries, you can withdraw a
candidate from an examination by selecting No Entry from the Grade list.
This option is only available from the list when editing an existing
examination entry.

When you are satisfied with the entries you have made, click the Select
button to confirm your choice and return to the Entries & Forecast page of
the External Candidate Details form.

Click the Save Record Changes button.

This form can be used only to add entries, not to withdraw an entry or
change the entry mode.

Alternatively, highlight an existing examination entry in the Entries panel
and click the Edit Item button to display the Entry Details dialog.

Element

|GCE Sociology AS

Entry hMode

Default Entry Q |

Update Cancel

If you want to delete an entry from within the candidate focus, as opposed
to changing the entry mode to *N’, click the Delete Item button.

You are prompted to confirm the deletion, and informed that any forecast
grade record will be deleted at the same time. If seating arrangements exist
relating to the element, you are informed, but the seating arrangements are
not removed.

The seating arrangements remain because often, options have components
in common, and where the deletion of the element entry is performed as
part of a transfer from one option to another, deletion of seating
arrangements is not necessarily appropriate.

To allocate a forecast grade for a candidate, highlight the associated entry in
the Entries panel.

The Forecast Results panel displays the forecast details for those
examinations for which the selected candidate has been entered.

Click the Edit Item button adjacent to the Forecast Results panel to
display the Forecast Entry Details dialog.
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12. Click the Field Browser button adjacent to the Result field and select the
forecast Grade from the list of valid grades.

13. Click the Update button to confirm your choice and return to the Entries &
Forecast page of the External Candidate Details form.

The Forecast Result field is populated with the selected value.
14. Click the Save Record Changes button.

Transferring the Candidate Status from External to
Internal

If a candidate was previously defined as an external candidate, but has
since joined your establishment, you can transfer their status from external
candidate to internal candidate. Using this routine means that you do not
have to delete their entries, delete them as an external candidate, re-assign
them as an internal candidate and recreate their entries.

This process can also be used to transfer candidates from external to
internal who were added as external candidates in error.

NOTES: Transferring a candidate from internal to external does not affect
any examination results previously recorded for that candidate. Any
existing examination results are retained within SIMS.

It is not necessary to reassign Exam Numbers or UCIs to candidates who
have been transferred in this way.

1. Select Focus | Candidates | External to display the External Candidate
Browse dialog.

2. Highlight the candidate to be transferred to an internal candidate and click
the View/Edit button to display the External Candidate Details form.

3. Select External Candidate | Transfer as Internal Candidate to transfer
the selected candidate.

The candidate’s details are replaced with the next candidate in the browser.
The transferred candidate is no longer displayed in the External Candidate
Browse dialog, but are displayed in the Internal Candidate Browse
dialog (accessed via Focus | Candidates | Internal).

Deleting External Candidates
It is only possible to delete a candidate who does not have any entries
recorded.

1. Select Focus | Candidates | External to display the External Candidate
Browse dialog.

2. Highlight the required candidate name and click the View/Edit button to
display the External Candidate Details form.

3. Click the Delete Record button.
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04 I Entering Data Using an OMR
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Quick Start

If you are responsible only for entering the marks on to OMR sheets, please
see OMR Sheets later in this chapter.

Introduction

An Optical Mark Reader (OMR) can be used in Examinations Organiser to:
= enter candidates for examinations

= enter forecast grades for candidates

= enter coursework marks for candidates

= enter examination results for candidates

For these purposes, an OMR can be used in conjunction with keyboard
entry, if required. For example, you might use OMRs for entering candidates
for examinations, whilst individual departments may prefer to enter Forecast
Grades using the keyboard.

Where only one person is responsible for entering candidates for
examinations, using an OMR is a quicker and more accurate method of
entering information onto your system.

IMPORTANT NOTE: The design of OMR sheets has been altered for
Examinations Organiser 6 and therefore the OMR stationery for
Examinations for DOS should not be used.

The process for registering candidates for examinations via OMR entry often
involves entering forecast grades for each potential candidate (both internal
and external). This is achieved by providing teachers with a list of
candidates (in rows), together with the potential examinations that they can
sit. This list is known as an OMR sheet. Each teacher will then enter a
character to indicate that the candidate should be entered for that
examination, to indicate their forecast grade or coursework mark or to
indicate their examination result.
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NOTES: Coursework component OMRs - it is not possible to create an OMR
form for a coursework component when the component assessment takes
the form of a grade. This is not generally an issue for public examinations
because there are very few instances where a board specifies this.
However, if you are using Examinations Organiser to manage the process
of domestic examinations, you should be aware of this limitation.

When printing OMR sheets for coursework marks, only candidates who
have an element entry that is linked to the selected component are
displayed.

The process of entering information via OMR also uses functionality from
SIMS Assessment, including the selection of aspects and the creation of
marksheets.

OMR Templates

Before OMR sheets can be printed and distributed for marking, you must
first create one or more OMR templates. The OMR template defines the
content of the associated OMR sheets, including the aspect, process type,
elements, columns and group(s) to be included on the OMR sheets.

Due to the number of columns available in an OMR sheet, each OMR
template can only consist of one aspect, which in turn might be associated
with one or more elements.

OMR Sheets
OMR Sheets can be created using one of the following methods:

making selections from each page of the OMR Sheet wizard, which
automatically creates and saves a template that can subsequently be
used to recreate the OMR sheets at a later date.

selecting an existing template and making ad hoc changes, if required,
to the content of the template.

Both methods provide you with the opportunity to print the resulting OMR
sheets at the end of the OMR sheet creation process, although you may
wish to print them at a later date instead.

Once printed, the OMR Sheets can be passed to teachers for marking as
entries, forecast grades, coursework marks or results and then fed into the
system through the OMR. The same type of OMR sheet is used to collect
each of the four process types, with just the range of grades, marks or entry
types being different. The pupil/students in the selected group(s) are listed
in rows, whilst the appropriate grade, mark or entry type available for
selection are displayed across 26 of the 27 columns.

NOTE: The 27th column (annotated with an "X") should only be marked
when you do not want a result read in for a pupil/student and will indicate
a valid omission (e.g. when a pupil/student has been absent due to
illness).
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Sheet Numbers

Each OMR sheet is given a unique Sheet Number (sheet id). This is
displayed in the top left-hand corner of the printed OMR sheet.

Sheet Number

0| 0| 0] 2|1
(1 1] [l 11 = [#
(2] [2] [2] [2] [Z]
[31 (31 "[31 (3] I3
41 (41 4 [4]  [4]
[51 (5] [8] [53]  [3]
6l [e] [6] [e] [6]
71 (71 71 (71 7]
8 (8 (8 [8] [
[2 (o (& [° 9

In addition to the display of the sheet humber in the second row (00021 in
this example), the sheet must also be marked, either with the sheet humber
as dashes in the lozenges or with a barcode. This choice is made in the OMR
Setup dialog.

In this example, the option to mark the sheet humber as dashes has been
selected. If the barcode option is selected then it would be printed within
the dotted lines to the right of the lozenges. If neither option is chosen then
the OMR Sheet Number will need to be marked manually or the sheet will be
rejected by the OMR.

The information on the header of the printed sheet will also detail the
template Name, the pupil/student group name, the group Supervisor’'s name
(if known), the result set (if selected) and the date of printing.

Duplicate OMR Sheets

You may need to reprint an OMR sheet, if perhaps the original becomes
damaged or lost. The reprinted sheet has a unique Sheet Number and
contain the same pupil/students in the same rows. When reading in a
duplicate sheet, (or indeed an original sheet with changed results), then any
existing results with the same Result Date, are overwritten.

NOTE: If you choose to re-read an OMR sheet, any previously selected
results (entered either through the OMR sheet or by the keyboard, with the
same result date) that are no longer marked on the sheet, will not be
deleted.

Marking OMR Sheets

To mark the sheet, a HB graphite pencil, which may be erased in case of an
error, should be used. Avoid the use of a harder pencil, such as 2H as the
mark may be too indistinct to be read reliably.
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Result Date, Result History and Result Sets

Before reading OMR sheets through the OMR you are given the opportunity
to select the Result Date. This is usually the date the results are attained
and is the result date with which the results that are read in are associated.
Unless you change it, the default result date (i.e. today’s date) is applied.
By reading in results for a pupil/student and applying different result dates
you can build up a Result History for that pupil/student. If you choose to
do this you may wish to group OMR sheets according to their result date to
simplify the reading in process.

Care must be taken not to inadvertently build up a result history. For
example, if you re-read the same sheet on two different days (perhaps
because a mark was unclear or missing), without applying the same result
date, the two default result dates (i.e. the current date) would be used and
a result history would be created.

If you have associated the OMR template with a result set then only a single
result can be stored for a pupil/student and an aspect, at any one time. If
another result is read in then it will overwrite any existing result.
Consequently, a result history cannot be created. Results sets can be
locked, at any stage, to prevent further entry of results.

i) More Information:
2/ How an Optical Mark Reader Works on page 147
Setting Up an Optical Mark Reader on page 148

Creating OMR Sheets at the Same Time as a Template

This method creates an OMR Sheet based on the selections made in the
OMR Sheet wizard and in doing so, creates a template that can
subsequently be used to recreate the OMR Sheet at a later date. This would
be particularly useful if you wish to use the same OMR Sheets year after
year using a different group of candidates, for example. The data within an
OMR Sheet is saved separately and therefore when an OMR Sheet is
deleted, the data is retained.

1. Click the OMR Sheet Setup button on the Application Bar or select Focus |
OMR Sheet Setup to display the OMR Sheet wizard. The Select Award
page is automatically selected.

“u | OMR Sheet Setup button
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OMR Sheet Wizard - Select Award -

OMR Sheet Creation Wizard

Following this step by step process you will create the OMR Sheets required
for capturing essential data forthe selected Season. twill allow vou to select
optional groups and aspects, and position the columns as required.

Selectan Award

r I -

Select Process Type for OMR Sheet
[ al

Select an Existing OMR Sheet Template

(If selected this will create a new OMR Sheet based on the existing OMR
Sheets' Aspects & Columns. You will then be prompted to attach & group of
students).

Select an Award on which you wish to base the OMR sheet by clicking the
Field Browser button and selecting the appropriate award from the
drop-down list.

Field Browser button

The awards displayed are those imported as part of the basedata for the
current season and those that have been created manually.

Select the process to be associated with the resulting OMR sheet by clicking
the Field Browser button adjacent to the Select Process Type for OMR
Sheet and selecting the appropriate process from the drop-down list. The
options include Coursework, Entry, Forecast and Result.

Administering and Registering Candidates for Exams | 39



04| Entering Data Using an OMR

4. To display all of the entry types for each element on the marksheet for an
Entry OMR sheet, (e.g. C for Centre entry, P for Private entry, and Y for
Default entry) select the All positive entry modes required check box.

OMR Sheet Wizard - Select Award

OMR Sheet Creation Wizard

Following this step by step process vou will create the OMR Sheets required
for capturing essential data forthe selected Season. Fwill allow you to select
optional groups and aspects, and position the columns as required.

Select an Award

T — ) al

Select Process Type for OMR Sheet
|Entry Q\l

[v Al positive entry modes required

Select an Existing OMR Sheet Template
[

(If selected this will create a new OMR Sheet hased on the existing OMR
Sheets' Aspects & Columns. Y'ou will then be prompted to attach a group of
students).

5. Click the Next button to display the Select Elements page.

i X
OMR Sheet Wizard - Select Elements [ — |

Select Elements

Aspects are displayed by their linked Elements. By selecting the parent Award,
all Elements under that award will be selected for inclusion on the OMR Sheet

Selected|Elements
. 50
v 4483 Additional Science

~pfv 4411 Biology

i 4421 Cheristry

v 4451 Physics

“piv 4451 Science A

6. Select the Award check box (top level) to select the award and all of its
associated elements to include on the marksheet. Alternatively, you can
select any combination of elements (second level) you wish to include in the
marksheet by selecting the appropriate Element check box(es).
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Click the Next button once the required elements have been selected for
inclusion to display the Configure OMR Sheet Columns page (only if an

Entry process type was selected). For all other process types selected,
please continue from Step 10.

“
OMR Sheet Wizard - Configure OMR Sheet Column e

Configure OMR Sheet Columns

The Aspects appear as columns on the OMR Sheet, this list represents the order
in which they will appear (Top-most Aspect being the first on the OMR Sheet).

Type MName i
AQA 4411 Entry I

Eritry AQA 4421 Entry
Entry AQA 4451 Entny
Eritry AQA 4461 Entry
Eritry AQA 4463 Entry

<< Back I8t 3>

The OMR sheet Type selected on the first page of the wizard is displayed
along with the Name of the aspect.

Use the buttons on the right-hand side of the page to manoeuvre the
columns to the correct order. The aspect at the top of the list is displayed on
the left-hand side of the resulting marksheet.

Click the Next button to display the Select Groups page.
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10. Using the navigation tree, select the group of examination candidates from

which you wish to populate the marksheet. Select Course, Exam Season
Candidates or National Curriculum Year.

OMR Sheet Wizard - Select Groups

Select Groups

Selected |Name
EHE [ | Course
E[:| Exam Season Candidates

4§ [ | June (Sumrmer) Exams 12 Al
B | | June (Summe

1] Exarms 12 Ext

(Summer) Exams 12 Int
H-(] [ ] Mational Curriculurn Year
By [ | PreAdmission Groups

11. Click the Next button to display the Enter Notes page.

OMR Sheet Wizard - Enter Notes

o

OMR Template Creation Status

OMR Template(s) will be created for the combination of selected Element and
Frocess. OMR sheets will be created forthe selected group(s).

=
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12. Click the Finish button and confirm whether you wish to automatically print
all OMR sheets after creation.

SIMS Examinations Organiser Module . | ——

‘:9:' Print all OMR Sheet after creation?

As the OMR sheets are being created, the Creating OMR Sheet dialog is
displayed.

1 Template(s) created successiully.
Errors occured while creating OMR Sheet(s)
Mo Supervisar present for Group: June (Summer) Exams 12 Int

13. Any errors encountered during the creation of the OMR sheets are displayed.
These errors can be printed or saved by clicking the appropriate buttons.

14. Click the Close button to complete the process. These OMR sheets can then
be accessed selecting Tools | Manage OMR Sheets.

i) More Information:
=) Creating OMR Sheets Using Existing Templates on page 43

Creating OMR Sheets Using Existing Templates

This method creates a marksheet based on a previously created template
and removes the need to continuously recreate identical marksheets. This
would be particularly useful if you wish to use the same marksheets year
after year but wish to select a different cohort of candidates, for example.
The data within a marksheet is saved separately and therefore when a
marksheet is deleted, the data is retained.
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2.

When creating marksheets using existing templates, the Marksheet wizard
enables you to select the groups on which you want to base the marksheet.
It will not allow you to select the required aspects or to position the
columns, as this would have been defined when the template was created.
The existing template notes can be edited as required.

Click the OMR Sheet Setup button on the Application Bar or select Focus |
OMR Sheet Setup to display the OMR Sheet wizard. The Select Award
page is automatically selected.

“% 1 OMR Sheet Setup button

OMR Sheet Wizard - Select Award X

OMR Sheet Creation Wizard

Following this step by step process you will create the OMR Sheets required
for capturing essential data for the selectad Season. fwill allow vou to select
optional groups and aspects, and position the columns as required.

Select an Award

I, - |

Select Process Type for OMR Sheet

[ <

Select an Existing OMR Sheet Template
| al

(if selected this will create a new OMR Sheet based on the existing OMR
Sheets' Aspects & Columns. Youwill then be prompted to attach a group of
students)

Cancel

Select an Existing OMR Sheet Template on which you want to base the
OMR sheet by clicking the Field Browser button and selecting the existing
template from the drop-down list. Selecting a template bases the new OMR
sheets on the aspects and columns in an existing template.

Field Browser button

The templates available are identical to the names of previously created
OMR sheets.

44 | Administering and Registering Candidates for Exams



04| Entering Data Using an OMR

3. Click the Next button to display the Select Groups page.

OMR Sheet Wizard - Select Groups

Select Groups

Selected |Narne
B3 [ ] Course
B3 Exam Season Candidates
B [ | June (Summer) Exams 12 All
B [ | June (Summer) Exams 12 Ext
H ] June (Summer) Exal 2 Int
3 || Mational Curriculum Year
By [ | Pre-Admission Groups

Using the navigation tree, select the source of examination candidates from

which you wish to populate the OMR sheet. Select Course, Exam Season
Candidates or National Curriculum Year.

Click the Next button to display the Enter Notes page.

OMR Sheet Wizard - Enter Notes

X

OMR Template Creation Status

OMR Template(s) will be created for the combination of selected Element and
Process. OMR sheets will be created for the selected group(s).

£ B
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6. Click the Finish button and confirm whether you wish to automatically print
all OMR sheets after creation.

SIMS Examinations Organiser Module .

‘:9:' Print all OMR Sheet after creation?

7. As the OMR sheets are being created, the Creating OMR Sheet dialog is
displayed.

1 Template(s) created successiully.
Errors occured while creating OMR Sheet(s)
Mo Supervisar present for Group: June (Summer) Exams 12 Int

8. Any errors encountered during the creation of the OMR sheets are displayed.
These errors can be printed or saved by clicking the appropriate buttons.

9. Click the Close button to complete the process. These OMR sheets can then
be used by selecting Tools | Manage OMR Sheets.

NOTE: Unlike a marksheet, where the list of candidates displayed is that
which is current on the date selected, the list of candidates on an OMR is
not dynamic - it represents the membership of the selected group on the
first day of the season.

Furthermore, again unlike a marksheet, it is not filtered against
membership of the season candidates group. This is to protect you from
the situation where a large number of OMR sheets are printed, only to
discover that not all of the candidates that you intended to assign have
been assigned. Be aware however that this does permit you to enter
candidates for examinations who are not assigned to the season, which
may cause unexpected problems at submission time.
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i ) More Information:
Creating OMR Sheets at the Same Time as a Template on page 38

Printing and Deleting OMR Sheets

1. Select Tools | Manage OMR Sheets to display the Manage OMR Sheets
dialog.

Categories
Description

n: June (Summer) Ex

Create Date |Last Printed |Read Date | Supervis

@ Sheet..|[Template Name

Frint

2. To populate the dialog with the appropriate selection of OMR sheets, click
the Categories Field Browser button to display the Category chooser.

Awailable tems

Board
El-Process

Chooss 5>

+# Qualification
Season

<7 Remove
<J Remove Al |
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3. Select the appropriate category or categories with which the required OMR
sheets are associated. For example, you may want to select the Process
category you selected when previously creating the OMR sheet.

4. Click the OK button to confirm your choice and return to the Manage OMR
Sheets dialog. The categories selected are displayed in the View panel,
together with details of the OMR sheets associated with the selected
categories.

Wiew

Categories
Descriptiun

Season: June (Summer) Exams 2012

Qualification: AEA

Process: Result

|Process: Forecast

Sheet. |Temp|ate Marne |Gr0up Create Date | Last Printed | Fead Date |Supervis

Printing OMR Sheets

1. Select the check boxes of the OMR sheets you wish to print. Multiple check
boxes can be selected, if required.

2. Click the Print button to print the selected OMR sheets.

3. Once the required OMR sheets have been sent to the selected printer, the
Print OMR Sheets dialog is displayed, confirming the OMR sheets that have
been printed. This list can be printed or saved as required.

4. Click the Close button to close the dialog.

Deleting OMR Sheets

1. Select the check boxes of the OMR sheets you wish to delete. Multiple check
boxes can be selected, if required.

Click the Delete button to delete the selected OMR sheets.

3. If any of the selected OMR sheets have been printed but not yet read into
Examinations Organiser, a dialog is displayed asking you to confirm whether
you wish to continue with the deletion. Once deleted, sheets cannot be read.
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Once the OMR sheet deletion has completed successfully, the Delete OMR
Sheets dialog is displayed, confirming the OMR sheets that have been
deleted. This confirmation message can be printed or saved as required.

5. Click the Close button to close the dialog.

Reading OMR Sheets

The method for reading OMR sheets varies slightly depending on whether
the Optical Mark Reader has a manual sheet feed (sheets are fed through
individually) or automatic sheet feed (sheets are fed through in batches). If
you are using an OMR with automatic sheet feed, rejected sheets are stored
in a separate tray enabling the read process to continue.

1. Ensure the OMR is connected and switched on.
2. Click the OMR Read button to display the Read Exam OMR dialog.

“u | OMR Read button

Selectthe Result Date EUDE:’EME E

Bead ORE:

3. The Select the Result Date field (i.e. the date the result is entered)
defaults to the current date. To change it, enter the date on which you are

reading the OMR sheet or select the required date by clicking the Calendar
button to display the calendar.

4. Click the Read OMR button to display the OMR Core Component dialog.

|Unab|et0 handshake with OMR. Make sure the OMR is connected and switched on
OMR Log

Setip

Sheets Read: Accepted 0, With errors 0, Total 0
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The system attempts to communicate with the OMR. An error message is
displayed if communication fails (please see Unable to Handshake with OMR
on page 152).

5. Start the process of feeding in the OMR sheets (the method will depend on
the type of OMR your school is using).

The total number of sheets read is shown at the bottom of the dialog. In
addition, details about the individual sheets, including sheet number and
whether it was successfully read or rejected, is also shown.

Once the results have been fed in through the OMR they can be
viewed/edited in any marksheet containing the relevant aspect(s). Or, if
necessary, you can create a new template and marksheet to view/edit the
results.

Any problems that occur are shown in the OMR Log panel. The Error Log
can be printed if required, when the read process is complete. If for any
reason an OMR sheet cannot be read through the Optical Mark Reader, the
results may be entered through a marksheet.

Editing Results Entered via the OMR

Once results have been entered into the system through the OMR they can
be edited:

= through a relevant marksheet; or
= by re-reading the relevant OMR sheet, using the same result date.

50 | Administering and Registering Candidates for Exams



05| Registering Candidates for Examinations

05' Registering Candidates for

Examinations

INtroduction ..iiciiciiciiii i s s s s s v s v s r s r s 51
Creating Marksheets at the Same Time as a Template.............euue. 52
Creating Marksheets Using Existing Templates........c.ccvevimnmnnnnannss 57
Batch Creation of Marksheets .......ccivcririmierierismssassensansassansannannans 59
Adding and Entering Data in Marksheets ..........c.cicveiiiinincninnannn 62
Navigating Around the Marksheet..........cciiciviciicinicin s sr s r s sre s sraanes 62
Selecting a Value for @ Column ....cuvcrverversarsassassassassassassassansansansansas 62
Entering Grades, Forecast Grades and Marks for Individual

L0 T 3 e [1'a 1= ) = 66
Restoring Saved Column Values.......cicivumieramimnamsesasiasasnmsessnsasnnnnns 67
Viewing the Properties of @ Column...ccciieverummerimsersmseransesansasansaransas 68
Restoring the Original Column Order .....ccvicvisresrsnsransranssanssanssannes 68
Clearing the Contents of a Column......cccieiiiirmirnir s e naes 68
Copying and Pasting Data......c.ccvvvimrimrimmimmsmssmssmssnssessssessnssnsnnsnnsnns 68
Adding NOtES .....ciieiiiiiirrrr s s s s s s s rs s s s ransnnnnnnnnnnnnns 69
Changing the Display Order .....cccicciiiisrsmsmssssnsssnsssnsssnsnansnnnsnnns 69
Changing the Column Width ......cccciiiiiiiiic i s e e e 70
Printing and Exporting Marksheets.........cocccviiiciicin i v s nve e ne e 70
Deleting Marksheets .......cccciiiiiriisrrssrrs s s s s s s r e 72

Introduction

The process for registering candidates for external examinations involves
entering forecast grades for each potential candidate (both internal and
external).

This is achieved by providing teachers with a list of candidates (in rows),
together with the potential examinations that they can sit. This list is known
as a marksheet. Each teacher will then enter a character to indicate that the
candidate should be entered for that examination.

The whole process uses functionality from SIMS Assessment including
aspects and marksheets.
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What are Aspects?

An aspect is any assessable task or event. When basedata is imported into
the module, aspects are automatically generated in preparation for
recording all the necessary examinations data including:

= to hold an indication of entry

= to hold predicted grades

=  to store grades or marks

= to record coursework marks or grades

= to record final results

= to record the results of any endorsement

Once created, aspects can then be grouped together and included in a
marksheet, according to your requirements.

What are Marksheets?

Marksheets consist of a grid, similar to a spreadsheet, where the areas of
assessment (aspects) are listed in columns and candidates are listed in
rows. Marksheets can be used to record and review a variety of examination
data and can be likened to a teacher’s mark or record book.

A marksheet could contain columns for three options, of which each
candidate will be included in only one, together with a column for the
syllabus in which an estimated grade will be recorded.

Alternatively, a marksheet might have columns for three units and any
candidate could be included with an estimated grade in any or all of the
columns.

Marksheets are created using templates. Once created, they can be made
available to class teachers, enabling them to indicate which candidate is
entering which examination. Marksheets can be completed via Examinations
Organiser or printed for teachers to complete manually and then entered
into the module by the Examinations Officer.

What are Templates?

Marksheets can be generated using a previously defined template, which
determines the aspects (columns) that will be included in the resulting
marksheet. By associating a template with one or more groups, it is possible
to create a set of marksheets (one per group) containing the aspects
(columns) defined in the template. A template is the definition of a set of
columns that will be merged with a group of candidates to produce a
marksheet.

Creating Marksheets at the Same Time as a Template

This method creates a marksheet based on the selections made in the
Marksheet wizard and in doing so, creates a template that can
subsequently be used to recreate the marksheet at a later date. This would
be particularly useful if, having created marksheets for classes, you later
want to use the same template for the corresponding course. The data
within a marksheet is saved separately and therefore when a marksheet is
deleted, the data is retained.
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Click the Marksheet Setup button or select Focus | Marksheet Setup -
Award to display the Marksheet wizard. The Select Award page is

automatically selected.

EE0| Marksheet Setup button

w_m
L) L)
(3 "
FOR
v =
] |
- s
& A
[
= L}
4 |

= | === | =

Marksheet Wizard - Select Award 28 |

Marksheet Creation Wizard

Following this step by step process you will create the Marksheets reguired
for capturing essential data forthe selected Season. fwill allow you to select
optional groups and aspects, and position the columns as required

Select an Award

4460 : ) q

SelectAspect Type for Marksheet
|Entry q\

Selectan Existing Template
|| a

(If selected this will create a new Marksheet based on the existing Marksheets'
Aspects & Columns. You will then be prompted 1o attach a group of students)

[ et >> Cancel

Select an Award on which you want to base the marksheet by clicking the
Field Browser button and selecting the appropriate award from the

drop-down list.

The awards displayed are those imported as part of the basedata for the
current season and those that have been created manually.

Select the Aspect Type to use for the marksheet by clicking the Field
Browser button and selecting the appropriate aspect type from the
drop-down list. The options include Coursework, Endorsement, Entry,

Equivalent, Forecast and Result.
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4. Click the Next button to display the Select Elements page.

X
Marksheet Wizard - Select Elements [ — |

SelectElermen

Aspects are displayed by their linked Elements. By selecting the parent Award,
all Elements under that award will be selected for inclusion on the Marksheet

Selected|Elements
e Scie .
EMH iology
~g2{¥ 4421 Chemistry
piv 4451 Physics
~g{¥ 4461 Science A

“piv 4453 Additional Science

= e =
=|r|r={r|=|= |5 x|
-'\..!v.t l'-l'-'\'.k.t I..I.-'\.

5. Select the Award check box (top level) to select the award and all of its
associated elements to include on the marksheet. Alternatively, you can
select any combination of elements (second level) to include in the
marksheet by selecting the appropriate Element check box(es).

6. Click the Next button once the required elements have been selected for
inclusion to display the Configure Marksheet Columns page.

Marksheet Wizard - Configure Marksheet Columns

Configure Marksheet Columr

The Aspects appear as columns an the Marksheet, this listrepresents the order
inwhich they will appear (Top-most Aspect being the first on the Marksheet).

Type Colurmn Heading MName -

ACA 4411 Entry AQA 4411 Entry I
Entry ACIA 4421 Entry AQA 4421 Entry
Entry ACA 4451 Entry AQA 4451 Entry
Entry ACA 4461 Entry AQA 4461 Entry

Entry AQA 4463 Entry | AQA 4463 Entry

[
S
R
e
b
[

A

(T
)
Ry

[

(SEE A S e —-—

<< Back ]t 33

The marksheet Type selected on the first page of the wizard is displayed
along with the name of the aspect.
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The Column Heading is editable, enabling it to be renamed according to
your requirements.

Use the buttons on the right-hand side of the page to manoeuvre the
columns to the correct order. The aspect at the top of the list is displayed on
the left-hand side of the resulting marksheet.

NOTES: If you selected an Aspect Type of Entry by Forecast Grade on
the first page of the wizard, both a Forecast Grade and Entry aspect for
each element attached to the selected award are displayed in alternating
columns in the marksheet. The column order for an Entry by Forecast
Grade aspect type cannot be altered.

Marksheets for Entry by Forecast Grade will function correctly only in
Examinations Organiser. The inference that a forecast also means an entry
requires additional code that is not present in SIMS Assessment or SIMS.
Exams Officers who want to make this facility available to class teachers
will need to ensure that they have Class Teacher access to Examinations
Organiser.

Click the Next button to display the Select Groups page.

Using the navigation tree, select the group of examination candidates from
which to populate the marksheet. Select Course, Exam Season
Candidates or National Curriculum Year.

Select Groups

Selected |Name
EHE Course
- Exam Season Candidates
H June (Surmmer) Exams 12 All
& | June (Summer) Exams 12 Ext
[ | June (Burmmer) Exams 12 Int
B+ Mational Curriculum Year
-[:| Pre-Admission Groups

C
a
&
A
-
A

&
a
L3

A
A

> P[T == T

e =
[} [}
o [
o &
[} [}
[] =
F [}
3 m
B -]
[ |

|

Cance/
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9. Click the Next button to display the Enter Notes And Create The
Marksheets page.

i 1 X
MarkSheet Wizard - Enter Notes And Create The Marksh [ ——

Enter Motes for Template

This marksheet should be used to Enter Candidates for OCR 1401 A,
Flease complete this Entry Marksheet by 28th Februans 2012

= plerE(= > Hr
I MRS S MRt
e i | e |
S PR P P

The required data has now been entered far Marksheet creatior

Click finish to create Marksheet(s) and exit the Wizard...
<< Back Cancel

10. Enter the appropriate notes for the template, which is displayed on each
marksheet associated with this template. These notes may include an
overview of the purpose of the marksheet as well as guidance notes on the
date by which the marksheets should be completed.

The number of marksheets that are created is displayed at the bottom of the
page. This refers to the number of aspects selected for inclusion in the
marksheet.

11. Click the Finish button to display the Creating Marksheets dialog and to
create the selected marksheets.

ﬁ
Creating Markshe: S

Creating Marksheetfor June (Summer) Exams 12 Int... Ok
Iarksheet Creation Campleted -0 Errars
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Any errors encountered are displayed. The errors can be printed or saved by
clicking the appropriate buttons.

12. Click the Close button. The marksheets can be used by selecting Focus |
Marksheet — Data Entry.

More Information:
Creating Marksheets Using Existing Templates on page 57

‘\{J'_I-lc

Creating Marksheets Using Existing Templates

This method creates a marksheet based on a previously created template
and removes the need to continuously recreate identical marksheets. The
data within a marksheet is saved separately and therefore when a
marksheet is deleted, the data is retained.

When creating marksheets using existing templates, the Marksheet wizard
enables you to select the groups on which you want to base the marksheet.
It does not enable you to select the required aspects or to position the
columns, as this would have been defined when the template was created.
The existing template notes can be edited as required.

1. Click the Marksheet Setup button or select Focus | Marksheet Setup -
Award to display the Marksheet wizard. The Select Award page is
automatically selected.

EEL| Marksheet Setup button

]
Marksheet Wizard - Select Award X

Marksheet Creation Wizard

Faollowing this step by step process vou will create the Marksheets required
for capturing essential data for the selected Season. will allow you to select
optional groups and aspects, and position the columns as required.

Select an Award

al
Select Aspect Type for Marksheet
; [Entry sy
W m e
- L)
= W
£ B A
w | @
L] L]
[T 7
- T Select an Existing Template
oot | Al

(If selected this will create a new Marksheet hased on the existing Marksheets'
Aspects & Columns. You will then be prompted to attach a group of students).

Cancel

2. Select an Existing Template on which you want to base the marksheet by
clicking the Field Browser button and selecting the existing template from
the drop-down list.

The templates available are identical to the names of previously created
marksheets.

3. Click the Next button to display the Select Groups page.
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4. Using the navigation tree, select the source of examination candidates from
which to populate the marksheet. Select Course, Exam Season Candidate

or National Curriculum Year.

Marksheet Wizard - Select Groups

I

Select Groups

» (el sjr|= =3 v+ 2 [T
G NN ]
MRt -
= plr={r|= =[x rr|
e e e el [E

Selected |Name

EHE [ | Course
B Exam Season Candidates

B | | June (Summer) Exarns 12 All

B [ | June (Summer) Exams 12 Ext

B June (Summer) Exal 2 Int
BHIQ [ ] Mational Curriculurn Year
-[:| [ Pre-Adrmission Groups

5. Click the Next button to display the Enter Notes And Create The
Marksheets page.

MarkSheet Wizard - Enter Notes And Create The Marksh

Edit the template notes if required, which are displayed in all subsequently
generated marksheets. These notes may include an overview of the purpose
of the marksheet as well as guidance notes on the date by which the

Enter Motes for Template

!
!

/
"
]

)
s
-
L
&
[
&
-
[

IENE R N O

This rarksheet should be used to Enter Candidates for OCR 1401 A
Flease complete this Entry Marksheet by 28th Februans 2012

The reguired data has now been entered for Marksheet creatior

Click finish to create Marksheet(s) and exit the Wizard...

marksheets should be completed.
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The number of marksheets that are created is displayed at the bottom of the
page. This refers to the number of aspects selected for inclusion in the
marksheet.

6. Click the Finish button to display the Creating Marksheets dialog and to
create the selected marksheets.

Creating Marksheet for June (Summer) Exams 12 Int... Ok
Marksheet Creation Completed - 0 Errors

Any errors encountered are displayed. The errors can be printed or saved by
clicking the appropriate buttons.

7. Click the Close button. The marksheets can be used by selecting Focus |
Marksheet — Data Entry.

i ) More Information:
"/ Creating Marksheets at the Same Time as a Template on page 52

Batch Creation of Marksheets
This enables templates and marksheets for a series to be created as a batch
process, rather than individually.

Before starting this procedure, you must ensure that the structure of the
basedata is complete and correct. To do this, please ensure that:

= all of the required elements have been imported and ensure that Heads
of Departments have signed off their requirements.

= all elements are associated with awards in the appropriate way.

. the awards for which marksheets will be created are associated with
courses.

= the courses are linked to the appropriate classes. This can be confirmed
by opening Marksheet Setup - Award and checking that courses
expand as expected.
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1.

Select Focus | Marksheet Setup — Series to display the Setup
Marksheets for Series dialog.

Note: This routine should be used only after the import of basedata is
complete, elements are associated with awards. and awards are
linked to appropriate courses.

Selectthe Series |EG12_?D

Selectthe Awards for which marksheets should be created

Blaward .. 7 |Intemal Title

Template Options Marksheet Optior

(@ Separate Marksheets ¥ Course

(" Consolidated Marksheets [ Classes
[~ Season Candidate Group
[~ Create Element Key

[+ Include Entry Aspects Year [(Al) @\l
Effective Date |01/05{2012 EI

Click the Select the Series Field Browser button and select the series for
which you want to create marksheets. The selection of series is limited to
those that belong to the currently selected season.

Click the Field Browser button adjacent to the list of awards to display the
Awards chooser.

Available Awards Chasen Awards

=] 3 ’ﬁl—
Choose o |
<p Remove |
<] Remaove Al |

Awailable iterns count: 0 Chosen iterns count : 0
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The list of awards displayed are those associated with the selected series
and linked with courses.

Select the required awards by clicking the Choose or Choose All buttons.
awards selected in error can be removed from the list by clicking the
Remove or Remove All buttons.

Click the Update button to return to the Setup Marksheets for Series
dialog.

In the Template Options panel, select either the Separate Marksheets or
Consolidated Marksheets radio button.

If you select the Separate Marksheets radio button, separate marksheets
are created for entries, forecasts, results, endorsements and equivalents.
However if you select the Consolidated Marksheets radio button, the
entire life cycle of the elements are displayed on a single marksheet.

Select the Create Element Key check box if you want to compile a list,
within the template notes, of all of the elements included, with their title
indicated against the code.

Select the Include Entry Aspects check box if you want to include
read-only entry columns for forecast and result marksheets.

NOTE: This option is available only if you have selected the Separate
Marksheets radio button.

In the Marksheet Options panel, select any combination of the Course,
Classes and Season Candidate Group check boxes. The Course and
Classes check boxes are selected by default.

Click the Year button and select the required year. This limits the classes to
those belonging to the selected year.

Enter the Effective Date or click the Calendar button and select the date.
This governs both the course and classes links, and the inclusion of classes
depending on their membership. They must have members in common with
the season candidates group on the Effective Date.

The explicit selection of awards provides a degree of control over how
different kinds of awards are to be processed. For example, if you have
awards that consist only of a couple of options (Foundation and Higher, for
example), you might decide that it would be more appropriate to present
these as consolidated marksheets because the whole marksheet might
comprise only six or eight columns. On the other hand, where you have
awards consisting of 10 items (Units and Certifications), you might decide
that the resulting 40-column width is excessive, and instead present these
as separate marksheets. Splitting the operation in two enables you to cater
for this differential.

Similarly, if you are offering Modular Science and/or Maths, which involve
both Year 10 and Year 11, but other subjects involve only Year 11, you can
create your modular awards with Year (All), and thus get your Year 10 and
11 classes for these subjects (other years will not be included because these
two are the only ones with members on the GCSE courses). You can then go
around again, selecting all the other subjects, and set Year to 11.
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If the system detects that a template or marksheet already exists, having
perhaps been created earlier as part of a single-award process, it will not be
duplicated. However, you are informed at the end of the process how many
templates and marksheets have been created, and how many have not been
created because they already exist.

Adding and Entering Data in Marksheets

Marksheets consist of a grid, similar to a spreadsheet, where the areas of
assessment (aspects) are listed in columns and candidates are listed in
rows. Marksheets can be used to record and review a variety of examination
data and can be likened to a teacher’s mark or record book. Marksheets are
created by designing a template.

Marksheets are made available to the supervisor(s) of the group of
candidates contained within the marksheet. If appropriate permissions have
been assigned, each supervisor can complete their own marksheets.
Alternatively, printed copies can be manually completed and results entered
by a user with permissions to enter data in all marksheets, e.g. the
Examinations Officer.

Navigating Around the Marksheet

Once you have altered the marksheet display according to your
requirements, you are ready to enter data. You can move around the
marksheet using any of the following methods:

= click in a cell to enter data.

= press the Right cursor key to move one cell to the right.
= press the Left cursor key to move one cell to the left.

= press the Up cursor key to move up one cell.

= press the Down cursor key to move down one cell.

= press the Tab key to move one cell to the right.

= press Shift + Tab move one cell to the left.

= press the Enter key to move down one cell.

= press Page Up and Page Down to move up and down the grid in steps
equal to the number of rows that can be displayed on the screen.

= press Ctrl + Home to move to the top left cell of the grid.
= press Ctrl + End to move to the bottom right cell of the grid.

Selecting a Value for a Column

This would be particularly useful if you wish to default the grade or mark,
etc. for each candidate to a given value, if you perceive that one particular
value is common for most candidates. Selecting Default from the Select a
grade drop-down list will fill the column with this value. Ad hoc changes can
subsequently be made to individual grades, etc.

This method can be used to save you from repeatedly entering the same
grade for numerous candidates as you will only have to edit the exceptions.

1. Click the Marksheet button or select Focus | Marksheet - Data Entry to
display the Marksheet browser.
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EEE| Marksheet button

Looking Wiew

Categories Owner

Descnption ﬂ |AII Q |

Board: AQA-70

Season: June (Surmmer) Exam

Fafrash

Group Template Comp...| Owner

Wernaon, Mrs L

Print

Use the viewing tools in the top part of the Marksheet browser to filter the
list of marksheets as required and click the Refresh button to display the
marksheets that match the search criteria.

NOTE: If you have been granted the View All Marksheets permission and
select All from the Owner list, the selected marksheet opens in read-only
mode. To edit your own marksheets, you should select your name from the
Owner list.

If you have been granted the Edit All Marksheets permission, on
selecting a marksheet for which you are not the owner, you are warned
that if you update any grades or marks then you are assigned as the
owner.
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3. Highlight the marksheet to be edited and click the View/Edit button to
display the Marksheet Details form.

E Marksheet Details E@
Template [Jun 2012 Entry 7044460 | Group [June (Summer) Exams 12 Al Creation Dete | 21/02/2012
Template Notes Effective Date [21/02/2012 E Eefresh
This marksheet should be used to Enter Candiclates for OCR 14014, -
Please complete this Entry hMarksheet by 268th Februarny 2012 ResultDate  [21/02/2012 E
T [ DataEntryis complate
Name Candidate |Year  |Reg ‘ -
Mo =
E % % Select grade for the column
= = z Restore saved column values
5 < 2 5
% Z = Column properties
¢ 2 € Restore original column order
ABBOT Claire 1000 10 104 a |
ADAMS Kathryn 10 108 ear column contents
ALLEM Magan G0te 12 0 Copy column cantents
ALLEN Megan 1001 10 104 Paste
ANDERSON Jacoh 10 10E |
APPLEBY Harbinder 10 10F
ARCHER Glenda 10 10c
ARNOLD Lisa 10 10F
ARNOLD Randeep 10 10E | | -
Aspect Name [AQA 4451 Entry Aspect Type |Grade Read Only |Na

The Effective Date defaults either to today's date or the start date of the
current season but can be edited, if required by selecting from the
Calendar. For example, if the season start date is a date in the future, (e.g.
June 201n season with season start date 01/05/1n and today is
21/04/201n) the Effective Date defaults to today's date. If the season start
date has already passed, (e.g. June 201n season with season start date of
01/04/1n) the Effective Date defaults to the season start date. The
candidates listed in the marksheet are those who were a member of the
selected group on that date.

4. Click the Calendar button adjacent to the Result Date field to select the
date on which the results, forecast, coursework marks, etc. were attained or
decided.

IMPORTANT NOTE: The result date does not refer to the date on which
entries, forecast grades, coursework marks, etc. were entered onto the
marksheet.

64 | Administering and Registering Candidates for Exams



05| Registering Candidates for Examinations

5. Right-click the column header to assign a default value to and select Select
grade/mark for the column from the pop-up menu to display the Select
a grade dialog.

Select a grade

Grade Description
i

Default Entry
P Private Entry

N |ND Entry |

6. Highlight the required grade or mark and click the Select button to confirm
your choice.

The selected value is displayed in red type in the highlighted column. The
red type signifies data that has not yet been saved.

Special Cases:

Entries

When entering data in entries marksheets, the following options are
available:

Y Yes, the candidate is entered for the examination. This code is
interpreted at query time according to the Centre default entry type
specified in the School Details dialog.

C The candidate is treated as a Centre-funded entry, regardless of the
default entry type specified in the School Details dialog.

P The candidate is entered for the examination as a Private candidate.

N The candidate is not entered for the examination (same as blank) or
a request for the candidate to be withdrawn from the examination (if an
entries file has already been submitted to an examination board).

<Blank> The candidate is not entered for the examination.

NOTE: If you are editing an Entry by Forecast Grade marksheet, both
a Forecast Grade and Entry aspect for each element attached to the
selected award are displayed in alternating columns in the marksheet.
Entering a Forecast Grade in an appropriate cell will automatically
populate the Entry aspect with a Y, denoting an entry is to be made.
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. Coursemarks

Every coursemark must be accompanied by a status. This will generally
be V, but a non-zero mark may be declared as E (educated elsewhere
or parent assessed). 0 must be explained as Z (a genuine zero mark
recorded), A (absent for this component), M (missing mark or grade) or
N (no work available at present). These codes are explained on pages
20-21 in the Formats book.

A special case is F (coursework carried forward). Such marks should be
entered as 0, with status F. The Formats book specifies that the form of
submission should be F<space><space><space>. The conversion
from O to spaces is performed by the submission routine itself.

7. Click the Save Record Changes button.

The values set as default are displayed in black text to indicate that the data
has been saved.

i ) More Information:
»/  Entering Grades, Forecast Grades and Marks for Individual Candidates on page
66

Entering Grades, Forecast Grades and Marks for
Individual Candidates

You may wish to do this, for example, if the selected group of candidates
carry a diverse range of forecast grades. In this case, there would be no
benefit in setting a default grade and editing the exceptions, as there would
be so many exceptions. This also gives you greater control over the data
entered in a marksheet and you can be more assured that the appropriate
and correct grade is being specified for each individual candidate.

Ad hoc changes can subsequently be made to individual grades, etc. but this
method can be time consuming as you are entering a result for every single
candidate. If a large number of the selected group share a common grade,
for example, you may prefer to set a default grade for the column and edit
the exceptions.

IMPORTANT NOTE: If an embargo has been set for the current season to
disable the viewing or examination related data for a defined period of
time, and you are currently in the embargo period, only authorised
personnel can view marksheets for the current season.

Additional Resources:

s

Setting Up the Results Embargo for Results Download Days in the in the
Setting up Examinations Organiser chapter of the Preparing Examinations
Organiser for an Exams Season handbook

1. Click the Marksheet button or select Focus | Marksheet - Data Entry to
display the Marksheet browser.

EEE Marksheet button
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2. Use the viewing tools in the top part of the Marksheet browser to filter the
list of marksheets as required and click the Refresh button to display the
marksheets that match the search criteria.

NOTE: If you have been granted the View All Marksheets permission and
select All from the Owner list, the selected marksheet are opened in
read-only mode. To edit your own marksheets, you should select your
name from the Owner list.

If you have been granted the Edit All Marksheets permission, on
selecting a marksheet for which you are not the owner, you are warned
that if you update any grades or marks then you are assigned as the
owner.

3. Highlight the marksheet you wish to edit and click the View/Edit button to
display the Marksheet Details form.
4. Click the Calendar button adjacent to the Result Date field to select the

date on which the results, forecast, coursework marks, etc. were attained or
decided.

IMPORTANT NOTE: The result date does not refer to the date on which
entries, forecast grades, coursework marks, etc. were entered onto the
marksheet.

5. Click the cell into which you wish to enter a grade or mark and enter the
appropriate value.

If an invalid grade or mark is entered, you are asked to select a valid entry
from the list. To manually view a list of valid grades, right-click the column
heading and select Column properties from the pop-up menu.

6. Press the Enter key to confirm the value entered.

The selected value is displayed in red type in the highlighted column. The
red type signifies data that has not yet been saved.

7. Repeat steps 4-5 until you have entered as many grades or marks as you
wish.

8. Click the Save Record Changes button.

The values entered are now displayed in black text to indicate that the data
has been saved.

Restoring Saved Column Values

If you have edited a set of grades or marks for a group of candidates and,
before saving these details, realise that the values have been edited
incorrectly, you can revert to the values as they were at the time the data
was last saved.

1. Right-click the column header for which you wish to restore the values and
select Restore saved column values from the pop-up menu.

NOTE: This function restores the column results from the database. Any
changes made to the data since the last save are lost.

2. If you wish to restore the values, click the Yes button.
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3.

Viewing
1.

2.

The column reverts to the values stored in the database, overwriting the
existing values.

Click the Save Record Changes button.

the Properties of a Column

Right-click the column header for which you wish to view the properties and
select Column properties from the pop-up menu to display the Properties
of Column dialog.

The Aspect associated with the column is displayed as well as the Aspect
description, a list of valid grades, the column Status (read-only, data
entry, etc.) and the Result Set Status (locked, unlocked, etc.).

Click the Close button to return to the Marksheet Details form.

Restoring the Original Column Order

It is possible to revert the display order of the column to its original value
i.e. the order specified by the template.

Right-click the column header to restore the original order and select
Restore original column order from the pop-up menu.

The column order reverts to the predefined order.

Clearing the Contents of a Column

Copying

Clearing the contents of a column is particularly useful if, as planned, the
marksheets created are used year-on-year. Using this method, you can
clear the values from previous years and enter the new values from scratch.

NOTE: If you clear the contents of a column and save the marksheet
before entering all of the new values, the original column values are
restored, i.e. the values from last year, for cells in the marksheet whose
contents are blank.

Another reason for using this area of functionality is for occasions when you
have entered values in a column for a group of candidates and later believe
that the majority have been entered incorrectly. You will therefore need to

clear the column contents so that you can re-enter the values from scratch.

Right-click the column header and select Clear column contents from the
pop-up menu.

and Pasting Data

Copying and pasting either individual cells or entire columns can reduce the
amount of time taken to enter your examinations data.

It is possible to copy the contents of a cell or a column to the Windows®
clipboard so that it can be pasted into another column of the current
marksheet or to another Windows application. For example, you may want
to copy a column of grades and paste it into Microsoft® Excel to carry out
further analysis of your data or you may want to paste the same grade into
a number of cells.
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Copying a Single Cell

1.

2.

Right-click the cell in the marksheet you wish to copy and select Copy from
the pop-up menu.

The contents of this cell are copied to the Windows® clipboard.
Select the required Windows application and paste the content of the cell.

Copying an Entire Column

1.

Right-click the column header for the column to be copied and select Copy
column contents from the pop-up menu.

The contents of this column are copied to the Windows clipboard.

Right-click the column header for the column into which to paste these
values and select Paste from the pop-up menu.

Adding Notes

You can add notes that relate to a candidate’s grade, mark, etc. This may be
a note stating a reason why a certain forecast grade was given, i.e. due to
recent illness it is predicted that this candidate will achieve this grade.

IMPORTANT NOTES: It is not possible to add notes for candidates
without grades or marks assigned on the marksheet.

You can add notes to read-only columns in forecast, result and coursework
marksheets.

Right-click the candidate name, admission number or individual cell
containing the grade or mark, etc. and select Notes from the pop-up menu
to display the Notes dialog.

Enter the notes as required.

Click the Update button to save the notes entered and return to the
Marksheet Details form.

NOTE: The notes entered relate to the candidate, not an individual grade
or mark. If more than one grade or mark exists for a candidate on a
marksheet, please specify the grade or mark to which the note relates.

Changing the Display Order

Example

The order in which data is displayed in a marksheet can be changed by
clicking the appropriate column header.

To sort the data in the Name column alphabetically, click the Name column
header. The data is sorted alphabetically. Clicking the Name column header
again sorts the data in reverse alphabetical order. The same principle also
applies to columns whose contents hold numerical values.

An ‘up arrow’ or a ‘down arrow’ on the column header indicates the order in
which the data is presented.
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Changing the Column Width

To view the complete contents of a column, it may be necessary to change
the column width.

Hover the cursor over the right-hand border of the column for which the
width needs to be amended. The shape of the cursor changes accordingly.

Eltiam: Admizzion
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o
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[

]
ALLEDAT Christopher Qo133
BROWHM Clair 0oav2n

Click and drag the mouse to expand or shrink the width of the column.

Release the mouse button when the optimum column width has been
attained.

NOTE: If the width of the column changes so that all columns are no
longer visible on screen, use the vertical and horizontal scroll bars to
navigate around the screen.

Alternatively, double-click the column border to set the minimum width of
the column whilst viewing the complete column contents.

NOTE: Please be aware that the column width on screen relates directly to
the column width when the marksheet is printed. When printing, ensure
that the columns are of suitable width to avoid printing a large number of
unwanted sheets.

Printing and Exporting Marksheets

Once the marksheet has been prepared and the results have been entered,
you can print and export the marksheet.

Previewing Marksheets

1.

Click the Marksheet button or select Focus | Marksheet - Data Entry to
display the Marksheet browser.

EEE]| Marksheet button

Use the viewing tools in the top part of the Marksheet browser to filter the
list of marksheets as required and click the Refresh button to display
marksheets that match the search criteria.

Highlight the marksheet you wish to print and click the View/Edit button to
display the Marksheet Details form.

Click the Print Record button to display the Print Options dialog.
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Select the appropriate radio button to determine the recipients of the
printed output and click the OK button to display the Print Preview
window. The marksheet is displayed for previewing.

5. The first page of the report is shown on screen. Scroll up and down the
report using the cursor keys or the Page Up/Page Down keys.

To view subsequent pages of the report, either:

= click the Focus Browser button to display the Display Page dialog.
Enter the page number you wish to view and click the Display button.

or

= click either the Next Page or Previous Page button to navigate
through the report one page at a time.

6. Click the Close Report Window button.

Changing the Orientation of the Report

To change the orientation of the report between portrait and landscape, click
the Report Orientation button.

Report Orientation button

Zooming In and Out of the Report

To zoom in on or zoom out from the report for easy viewing, click the
Report Zoom button.

Report Zoom button

Printing Marksheets
Once produced, the marksheet is displayed and can be printed as follows.
1. Click the Print Marksheet button to display the Print dialog.

Print Marksheet button

2. Select the appropriate printing parameters and click the OK button.

Exporting Marksheet Data

Once produced, the marksheet is displayed. You may wish to export the
marksheet data to disk, for use in another Windows application, such as
Microsoft Word® or Microsoft® Excel.

Data can be saved as a Tab Separated File, with each item of data
separated by a tab mark or a Comma Separated File, with each item of
data separated by a comma. Data can also be saved in Quick Report
format, so that it can be viewed using Quick Reports or as a plain text file.

1. Click the Export Data button to display the Export File As dialog.

Export data button

2. Enter the File name for the marksheet you are saving.

3. Select QuickReport, Tab Separated, Comma Separated or Text file
from the Save as type drop-down list.
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Click the OK button to export the marksheet to the required destination
using the specified file name and to return to the Marksheet page.

NOTE: If you select a file or enter a file name that already exists, you are
be prompted as to whether you wish to overwrite the existing file.

Click the Close Marksheet Window button.

& | Close Marksheet Window button

NOTE: Marksheet data can also be exported by opening the required
marksheet and selecting Marksheet | Export Marksheet.

Deleting Marksheets

4.

Marksheets are a mechanism for entering results. Once the data is saved,
the marksheet can be subsequently deleted. Only the marksheet is deleted,
the marksheet data is retained. You may also wish to delete any marksheets
created in error.

NOTE: It is possible to recreate a deleted marksheet if further
amendments are required to results, but this should be avoided wherever
possible.

Click the Marksheet button or select Focus | Marksheet — Data Entry to
display the Marksheet browser.

[EEE]| Marksheet button

Use the viewing tools in the top part of the Marksheet browser to filter the
list of marksheets as required and click the Refresh button to display
marksheets that match the search criteria.

Highlight the marksheet you wish to delete and click the View/Edit button
to display the Marksheet Details form.

Click the Delete Record button.

Deleting Multiple Marksheets

Multiple marksheets and templates can be deleted through a single process.
This is a batch process and reduces the need to delete marksheets
individually.
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1. Select Tools | Delete Marksheets to display the Delete Marksheet
dialog.

Selec...|Category Selec |Marksheet I
=]
E | | Process
& [ | Cualification
<[ AEA
~[|BTEC
[loioa
| |GCE
[ lGCEL
| |GCSE
[ laNva
= oNAT
[ wcE

B [ | Season

Fefresh |

2. Select the category or categories with which the required marksheets are
associated by expanding or contracting the navigation tree as required and
selecting the corresponding check box(es).

3. To display marksheets associated with the selected category or categories,
click the Refresh button.

The associated marksheets are displayed in the right-hand panel.

Selec |Categnry Selec |Marksheet
B Board ] Jun 2010 Forecast 7043311
- | AEB-32 d- [ | Jun 2010 Result 7043311
-[v]AcA-70 s [ Jun 2010 Forecast 70/G#006
- EDEXL/GCE-11 £ [ Jun 2010 Entry 70/G#009
| |EDEXUYGCSE-10 £ || Jun 2010 Entry 70/G#008
| |EDEXUGYE-14 £ || Jun 20710 Entry 70/CG#003
[ |EDEXLKE0-1E B[] Jun 2010 Fesult 0/GH009
[ EDEXL/REG-13 2 [ | Jun 2010 Result 70/G#008
- | MEAB/GCSE-20 # [ ] Jun 2010 Result FOAGH03
3 Jun 2071 Entry 70/2160
i [ | Jun 2011 Result 70,2160
5[] Jun 2011 Entry 70/2180
5[] Jun 2011 Result 70/2130
5 [ | Jun 2011 Entry 70/2430
f [ | Jun 2011 Result 70,2430
=

Fefresh Select Al | Deselect All
Cancel

-] OCR-m

-[IRsA72

- 13EG-30

[ WJIEC/GCE-N
| |WJIEC/GCSE-40

B | | Process

4. Expand the list on the right-hand side and select the check boxes for the
marksheets and templates you want to delete.

The top level item is the template (Sum 2003 Entry 70/8990 in the
previous graphic) and the bottom level item is the marksheet (Sum 2003
Entry 70/8990 Curriculum Year in the previous graphic).

5. Click the Delete button.
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Once the marksheets and templates have been successfully deleted, a
confirmation message is displayed.

6. Click the Close button.

Delete Marksheets/Templates

1 Template(s) and associated Marksheet(s) deleted.
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Introduction

Submission files are created by Examinations Organiser for external seasons
and provide the examination boards with details regarding candidates sitting
specific examinations, their forecast grades, their coursework marks and
any amendments to the these details over the course of an Examination
season.

There are seven types of submission files that can be created by
Examinations Organiser:

Amendments

Amendments are required when changes are made to entries because either
the candidate details have changed (change of name, spelling corrections,
etc.) or entries are added or withdrawn.

Coursework Marks

This is the grade or mark awarded to candidates for an internally assessed
component.

Entries

A notification to the examination board that a candidate is presenting
themselves for elements A, B, C as part of series Z.

Forecast Grades
Many examination boards request estimated grades for their examinations.

Joint Council

The submission file formats are fully described in the booklet Formats for
the Exchange of Examination Related Data (version 10) published by
the Joint Council for General Qualifications.

Generating a Submission File

There are four types of submission file that can be generated and sent to
the appropriate examination board. These are Entry, Amendment, Forecast
Grade and Coursework Mark submission files.
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IMPORTANT NOTE: It is strongly suggested that each coursework
submission file only contain one component. If the inspection window is
expanded to enable checking of the contents, the window must be closed
and the submission file saved before submitting the file.

The first transaction with an examination board must be an Entry file. This
informs the examination board of the candidates scheduled to sit their
examinations. Once the Entries file has been submitted to the examination
board, Forecast Grade, Coursework Mark and Amendment files can be sent
if necessary, to provide further important information for the examination
board.

The method of generating a submission file is virtually the same for all types
of submission file, i.e. the same form is used to generate each of the
submission files but you must select a different Type of file to indicate
which file is to be generated.

The naming convention for the submission file follows the same pattern,
irrespective of the type of submission file, i.e. SCCCCCBB. Xnn, where:

S is the submission file type, i.e. E for Entries, A for Amendments, C for
Coursework marks or F for Forecast grades.

CCCCC is the 5-digit Centre number.
BB is the 2-digit UAB number.
Xnn indicates the Sequence Number

For example, a submission file named E9513701 .X01 would be defined as
an Entries file for Centre 95137 for board 01 (OCR) and is the first in a
sequence of transactions with this examination board in this series.

NOTE: The Sequence Number indicates the order in which files were
produced and the order in which they should be processed.

1. Click the Submissions button on the Application Bar or select Focus |
Submissions to display the Submission browser.

==l Submissions button
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The Submission browser displays a list of the files already submitted to the

examination boards.

To view further details of a submission file already sent to the examination
board, highlight the required file and click the View/Edit button.

Alternatively, to create a new submission file, click the Add button to
display the Submission Details form.

m Submission Details EI@
Board Submission content
70 [ | =
Series s B
EA411_70  f | ;
[-5008
Type m-5011
|E"Wi93 | Fiagisiraions 5018
[-502g
Components 5041 =
CD |Tnle Marks Fou | [E-5048
®-5063
@-5064
w-5070
w-5071
w-5080 [
- 5081
- 5062
- 5066
Cienaraie Filz &£-5068
- 5090
Creation Date 1710242011 08:10:0( 5094
[-5095
Submission Date |17/02/2011 08:10.0( B- 5096
@-5097 N
Filename E9518770.x28 Print St |

Click the Field Browser button adjacent to the Board field and select the
examination board for which you want to submit a file from the drop-down

list.

NOTE: You can only select examination boards whose status is Active in
the Exam Board browser.
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4. Click the Field Browser button adjacent to the Series field and select the
required series for which you want to submit a file from the drop-down list.

NOTE: Only series associated with the currently selected season are
available for selection.

5. Click the Field Browser button adjacent to the Type field and select the
required submission file type from the drop-down list.

The options include Amendment, Coursework Marks, Entries and
Forecast Grades.

The Components list box displays the coursework components, if any, that
are included in the submission file, together with the number of Marks
Found for these components.

6. Click the Field Browser button adjacent to the Components list box to
select the components you want to include in the submission file.

NOTE: If no components are listed or no components are available for
selection, please ensure that the appropriate elements that have been
imported for the selected series have coursework components.

If a coursework component has already been submitted, that coursework
component is not displayed in the components list during subsequent
submissions.

7. Click the Generate File button to create the submission file according to the
options selected.

If this is the first submission file of a specific type for a specific examination
board and series combination, the submission file is created automatically. If
it is the second submission file of a specific type for a specific examination
board and series combination, you are warned that the submission file for
this examination board and series is recorded as having been sent.

NOTE: The result set must be locked when generating submission files.
This is done automatically as part of the submission process, but you are
asked to confirm before continuing. A locked result set ensures that no
work can be performed on the affected data whilst the submission file is
being created. Click the Yes button to lock the result set and generate the
submission file.
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8. Whilst the submission file is being generated, the Generating Submission
dialog displays the progress of the process. When the file has been created,
any errors that occurred can be printed or saved by clicking the Print or
Save button.

Generating Submission

“alidating and Generating Submission..Done -

Subrnit Complete - 0 Errors

Alternatively, click the Close button to close the Generating Submission
dialog and return to the Submission Details form.

The Creation Date, Submission Date and the resulting Filename is
displayed for the associated submission file.

9. The Submission Content panel displays a list of candidate details by
Examination Number and the Entries made for these candidates.

This list can be printed by clicking the Print button.

10. If you are satisfied that the file has been generated correctly and want to
send this file to the associated examination board, click the Submit button.
This generates a submission file and copies this file to the Examout folder in
preparation for EDI transfer.

At this time, the submission file will also be copied to the Examhold folder.
This ensures that you retain a copy of any submission file that has been
created. This file might also be of use to your local support unit, if you
encounter any problems during the submission process.

IMPORTANT NOTES: Where a forecast grade or coursework mark has
been entered which is not associated with an entry, a warning is displayed
but this does not invalidate the submission.

A coursework mark is normally associated with an entry for only one of the
elements linked to the component. One such association is sufficient to
validate the mark.

11. Click the Close Form button.
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NOTE: Once the submission file has been generated and the Submission
Details form is closed, the result set can be unlocked. If you unlock a
result set, all submission files that have been generated but not yet been
submitted are deleted. Click the Yes button to unlock the result set and
close the form.

s ) More Information:

2/ Submitting Entries on page 80
Submitting Forecast Grades on page 81
Submitting Coursework Marks on page 81

Selecting a Submission File Type

To ensure the correct type of file is generated and sent to the examination
board, it is important to understand the differences between each of the
submission file types and when it is necessary to use each of them.

Submitting Entries

Once you have collected, entered and checked all your entries and made
provision to charge the appropriate entries, you can submit the entries to
the examination boards.

There are various methods of examination entry that the examination
boards will accept, although each examination board has specific rules
governing the process. Therefore, they may need to be told in advance of
the method of entry you plan to use. This usually occurs around the end of
November for examinations to be sat in the Summer and around the end of
July for examinations to be sat in Autumn.

= Only one entry file can be sent to a board for a single series.
= The entry file format must conform to current requirements.

NOTE: The submission file formats are fully described in the booklet
Formats for the Exchange of Examination Related Data published by
the Joint Council for General Qualifications.

A number of reports are available within Examinations Organiser that can be
run to enable your examination entries to be thoroughly checked. A number
of routine checks can also be performed manually to aid with this process:

=  Ensure that all examination marksheets have been completed.

=  Ensure that any candidate in a class associated with a course has either
an entry or an explained non-entry for the appropriate examination.

=  Ensure that all entries include a forecast grade, if required.

= Ensure that the complete entry for a candidate has been accepted by
the candidate. This involves distributing the Individual Statement of
Entry report to each candidate and asking for their signed authorisation.

=  Ensure that the proposed entries are acceptable to group tutors. This
involves distributing the group Statement of Entry report to the
appropriate tutors.

You should submit only one entry to an examination board for each
Examination series. This file will usually contain the majority, if not all of the
Examination Entries for your Centre.
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Unless an examination board specifically requests otherwise, separate files
should be submitted for GCE (A-Level) and GCSE examinations.

Once you are satisfied that the Examination entries are correct for the
selected series, you can generate the examination entries submission file.
The result set will automatically be locked, preventing previously made
entries from being changed by another user. The result set remains locked
until the submission file has been generated.

When selecting the candidates to be entered for an examination using a
marksheet, the following codes can be used:

Y Yes, the candidate will be entered for the examination. This code will
be interpreted at query time according to the Centre default entry type
specified in the School Details dialog.

C The candidate will be treated as a Centre-funded entry, regardless of
the default entry type specified in the School Details dialog.

P The candidate will be entered for the examination as a Private
candidate.

N The candidate will not be entered for the examination (same as

blank) or a request for the candidate to be withdrawn from the examination
(if an entries file has already been submitted to an examination board).

<Blank> The candidate will not be entered for the examination.

Submitting Forecast Grades

Once the required Examination entries have been accepted, some
examination boards may require forecast grades to be sent.

Where forecast grades are required, the information should be recorded in
the module via an appropriate marksheet or via the Entries & Forecasts
page of the Internal/External Candidate Details form.

Submitting Coursework Marks

Once the required examination entries have been accepted, the relevant
coursework marks should be sent to the examination board.

Where a syllabus includes a coursework component, the information should
be recorded in the module via an appropriate marksheet.

A coursework mark for a component should normally be sent only once.
To be included in a coursemark submission file, a mark must:

= be part of a complete set of marks for a component - a component with
incomplete marks will not be submitted.

=  be supported by a currently valid entry.
= be supported by an appropriate status.

= if indicating coursework carried forward, be supported by an appropriate
qualifier flag as part of the candidate record.

The mark element of coursework marks being carried forward must be
recorded in the system as 0 but are converted by the submission process to
three spaces, as specified in the Formats book.
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Submitting Amendments

Only one entries file for a given Examination series should be submitted to
each examination board. This file should contain the majority, if not all of
your entries.

An amendment file should be submitted in the event of any change to the
original entry or to the personal details of a candidate. The file will include
complete replacement records for all candidates whose entries and/or
personal details have changed since the entries file or last amendment file
was submitted. The examination board will then determine the differences
between the amended and submitted record and the data held on their
database.

Examinations Organiser checks the entries file sent to the examination

board and then applies to this image, in order, any subsequently submitted
amendments. Once it has established this consolidated image, it compares it
with the data currently held in the system. Any alterations found are
reported as an amendment. It follows that, if an amendment file is
generated for every change that occurs, the process will progressively slow
down. It is inadvisable therefore to generate more than one amendment file
per day for any series.

A candidate with no subject entries is interpreted as an instruction to
withdraw the candidate for all subjects. Individual examination boards may,
however follow their own procedures on candidate withdrawal.

IMPORTANT: UAB Web Portals

All the UABs are in the process of developing and rolling out web portals,
initially to enable Exams Officers to inspect the current state of entries for
their Centre, but also in due course offering the ability to update candidate
entries online. Please note that such changes will not automatically be
replicated within Examinations Organiser, and there are significant risks in
using this facility.

Consider the following scenario:
= To meet an entry deadline, you submit a candidate entry online
=  You omit to update Examinations Organiser

=  You then withdraw or switch an entry for the same candidate and
submit an amendment file.

The effect of the receipt of this amendment by the board is to withdraw the
candidate from the online entry.

You are strongly advised to use such online update facilities only in
emergency, e.g. a system failure coinciding with a deadline. In such cases,
ensure that all changes submitted online are replicated within Examinations
Organiser. The next time an amendment file is generated, the examination
board will receive a second notification of the same data; but this should be
non-destructive.
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Tidying EDI Folders

Occasionally, you may find that the EDI folders, where transfer files are
either stored after being imported or stored before being imported, become
unmanageable due to the large amount of obsolete files they hold. For
example, you may have files stored in the EDI folders relating to the
previous season’s examination entries.

It is possible to remove any unwanted or obsolete files through the module.
This is the recommended method of removing unwanted EDI files because
all record of them is removed from Examinations Organiser. Using
Microsoft® Windows® Explorer to remove these files can still leave a trace of
them in SIMS. The process enables you to tidy the files, so only those
needed by your school will remain.

1. Select Tools | Tidy EDI Folders to display the Tidy EDI Directories
dialog.

readme. bt
SEG12_70.%01
Z6G12_70.zip

EDI Halding

This dialog displays the contents of the EDI Inbox and the EDI Holding
folders.

2. Highlight the required file and click the Delete Item button.
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Booking Rooms for Examinations

Once examination rooms have been defined, the basedata has been
imported into Examinations Organiser and Examination entries have been
made, it is necessary to associate a room with the examination component.
This is the room in which the examination will be sat.

NOTE: No examination rooms are available when Examinations Organiser
is first installed. Examination rooms must be created from existing rooms
defined in SIMS.

Candidates for a component may need to be split into separate groups, for
instance there may not be a single venue that will accommodate all the
candidates, or clash resolution may result in different candidates sitting the
component at different times. In such cases, the component may be divided
among multiple component sittings, i.e. groups of candidates sitting the
same component in the same venue with the same start time.

The process of creating the sitting(s) for a particular component consists of
a number of stages. The component must first be selected and then all
sittings for this component are displayed. From here, you can create a
sitting for the selected component by selecting an examination room and
accepting the default date and time. The candidates sitting the examination
can then be selected.

On occasions, it may be necessary to make individual adjustments to a
seating plan or to the timing of a particular examination. For example, a
candidate with a special need may have to be located in a particular room or
perhaps by a door. In addition, a candidate may need to have the timing of
an examination changed to meet a particular need (although this would
require the permission of the examination board).
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NOTE: Examinations Organiser provides a period of five minutes between
the end of one examination in a room and the start of another examination
in the same room, during which an examination cannot be scheduled to
start.

Any examination to be scheduled during this period will automatically be
scheduled five minutes after the end of the previous examination. This is
designed to give sufficient time to seat candidates, although this interval
also applies for candidates who will remain in their seats from one
examination to the next.

Additional Resources:

Adding/Editing Examination Rooms in the Setting up Examinations
Organiser chapter of the Preparing Examinations Organiser for an Exams
Season handbook

Adding/Editing a Component Sitting

1.

Click the Seating Organiser button on the Application Bar or select Focus
| Seating Organiser to display the Seating Organiser Component
Browse dialog.

w' | Seating Organiser button

Wiew

Secson [June (Summen) Exarn & | Start Date [01/05/2011 #| End Date [30/06/2011 |
Status _ Q ‘ Exarnination Sitting CL|

Durati

Looking for

Component
English {Legac Paper 1 Fc 01500001
English {Legac Paper 1 Hi|01500005
English {Legac Faper 2 Fc|01500002
English {Legac Paper 2 Hi 01500006

Season
Wl S b
WWIEC/GCSE Mot Seated
WIEC/GCSE Not Seated
WIEC/GCSE Mot Seated

Morming me 5

korming 120/ 16/05/2017 June (Surnmer) B 113
Afternoon 120/18/058/201° June (Surmmer) E 54
Afternoaon 12018/05/201° June (Sumrmer)

English Litera Spec A The 01530001 WWIEC/GCSE Mot Seated koming 1500 24/05/201° June (Summer) 54
English Litera. Spec A The 01530003 WJEC/GCSE Mot Seated Maorming 180/ 24/05/201° June (Summen E| 113
Listening 4FR0 01 EDEXL/GCS Mot Seated Aftermoon 30/16/05/201°| June (Surmmer) 121
Listening AGMN0 01 EDEXL/GCS Mot Seated Afternoon 30110405/2017| June (Summer) 112

Mathematics (L Paper 1 Fc 01850007
Mathematics (L Paper 1 Hij01650009
Mathematics (L Paper 2 Fr| 01850008
Mathematics (L Paper 2 Hi 01650010
Reading and Writing 4FR0 02
Feading and Writing 4GM0 02

Wi IEC/GCSE Partially Seated Afternoon 120/ 06/06/201° June (Summer)
W JEC/GCSE Partially Seated Morning 120 10/06/201° June (Summer)
WIEC/GCSE Partially Seated Morming 12010/06/201° June (Sumrmer)
EDEXL/GCS Mot Seated korming 90194052017 June (Summer)
EDEXL/GCS Mot Seated Afternoon 90/13/05/2017| June (Summer)

E
E
E
E
E
W JIEC/GCSE Partially Seated | Afternoon 120/ 06/06/201° June (Summer) E| 50
E
E
E
E
E

The view can be changed by specifying or selecting the required parameters
in the View panel. The information displayed in the browser includes the
Status of each component sitting, i.e. Complete, Partially Seated or Not
Seated to give you an indication of seating that still needs to be arranged.

Click the Refresh button to view all seating plans that match the specified
criteria.
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3. Highlight the component Title for which you wish to arrange the seating and
click the View/Edit button to display the Seating Organiser Details form.

The Component Sitting panel displays information for any seating already
arranged for the selected component.

A& Mathematics (L Paper Foundaion S & w | v X

Companent Sitiing

Candidates with
Companent Sitings

xarmination Room Name

Unseated Candidates  [_0]

L]
all 0 3715 1518
]
Eefresh Plan

Codlidies Sesting Allocation [Squash Courts wall | Available seats 185
Sl " B 6 o [ [F [ v |0 [ g [t M N [o |
6007 Ay .5
6010 Ahmed, Mohan
6011 Aitken, Nigel
6013 Akftar, Mina
8016 Allen. Megan =
6019 Allisan, Kirstie
6020 Amis. Dennis
8022 Amran. Nacera
6027 Anziano, Robert ]
6029 Ashil, Damien [ ]
6032 Austin, Edward I
6037 Bailey, Harry ] [
6040 Balley. Richard
6044 Bauer, Edwin
6046 Beede, Karl
8051 Bliss, Charles
6054 Bond. Natasha
6065 Constantinou, Ar

4. Click the adjacent Add Item button to display the Create Component
Sitting dialog. Alternatively, highlight an existing Component Sitting and
click the Edit Item button.

Create Component iting for Mathematics (L Paper 1 Foundation Ml L o
1
EJEam Nu_|Candidate Nams Status Extra T |Extra % | Extra Minutes |Special Arang ALY
Component Properties e i
ams. Lauise eates
alccatechitine] 6007 Agathocleous, Sylvia | Seated =
Exam Duration (minutes) [ 120] 6010 Ahme, Mohan Seated
6011 Aitken, Nigs! Seated
Unseated Candidlates
d 6013 Akhtar, Mina Seated
6015 Allen, Megan Seated
Examination Room 6019 Allisan, Kirstie Seated
English Foom 1 q| [|eoz0 Armis, Dennis Seated
6022 Amran, Macera Seated
Seats Available b
for Candidates 6027 Anziano, Poberto | Seated
Date 23022012 [ 6029 Ashill, Damien Seated
J 6032 Austin, Edward Seated
Start Time 1315 6037 Bailay, Harry Seated
Anan Ralless Richard Rantarl =
IRTEL TR 16:16 Note: Right Click on a Row to view the context-sens  Note: Click on Candidate Name to view the Special Arr
Extra Ti 25 %
e me Candidates Assigned ta this Siting [ 0]
Help
=

The Component Properties panel displays the Allocated Sitting
(Morning, Afternoon, Evening, etc.), the Exam Duration in minutes and the
number of Unseated Candidates.

5. Select the examination room in which you wish the examination to take
place by clicking the Examination Room Field Browser button.

The number of Available Seats is displayed. This is calculated by
subtracting the number of seats already allocated for the examination from
the total number of available seats.

6. The examinations Start Time defaults to the start time specified in the
School Setup dialog, although this can be edited for individual sittings if
required.
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The Finish Time is automatically calculated from the start time and the
duration. This is a read-only field and as such cannot be edited.

Viewing/Selecting the Candidates for the Component Sitting

1. Click the Field Browser button on the right-hand side of the Create
Component Sitting for Component dialog to display the Candidate
Chooser dialog.

Available ltems Chosen ltems
Exam Mo. - |Mame
5000 Abdelkader bMohar Adams Owen
5001 Adams James Choose Al T2 | Allboright Frankie
Archer Fatrik Anderson Dylan
Ashman Lucy Addizon Millie
Bainbridge Olivia Choose ©
Barton Olly
Basan Selima

Bendall Mathan
Bennett Jill M

Buorel Kayleigh

Borley Charlie

Bratt Twder <] Remave Al

Briscoe Benjamin
Callum Garvett

Update Cance|

2. Double-click each required candidate so that they are displayed in the
Chosen Items panel then click the Update button to confirm your
selections.

Alternatively, highlight the required candidates and use the appropriate
chooser buttons to select or deselect them all as required.

3. Click the Update button to confirm your selections and return to the Create
Component Sitting for Component dialog.

Removing Candidates from a Component Sitting

A candidate can be removed from a component sitting if, for example, they
are scheduled to sit two examinations at the same time, and if your
establishment is granted permission to do so from the examination board. A
candidate can be removed from a component sitting in two ways.

From the Create Component Sitting for Component dialog, right-click
the candidate you wish to remove and select Remove from Sitting from
the pop-up menu.

OR

1. Click the Field Browser button on the right-hand side of the Create
Component Sitting for Component dialog to display the Candidates
chooser.

2. Double-click each candidate in the Chosen Items panel then click the
Update button to confirm your selections.

Alternatively, highlight the candidates to be removed and use the
appropriate chooser buttons to deselect them as required.
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3. Click the Update button to confirm your selections and return to the Create
Component Sitting for Component dialog.

The candidate is removed from the seating plan and this is reflected in the
Unseated Candidates field of the Component Sitting dialog.

Viewing the Candidates Selected for a Sitting

The candidates who have been selected for this sitting are displayed in the
list box on the right-hand side of the screen, together with their Exam
Number and their Status.

Create Component Sitting for Mathematics (L Paper 1 Fnundatiom @
— 1
EJEam Nu_|Candidate Nams Status Extra T |Extra % | Extra Minutes |Special Arang ALY
Component Properties Ad 7 5 T
ams. Louise eate
alccatechitine] 6007 Agathocleous, Sylia | Seated =
Exarm Duration (minutes) [ 120] 6010 Ahmed, Mohan Seated
6011 Aitiken, Nigel Seated
Unseated Candidates
ljl 6013 Akhtar, Mina Seated
BO01E Allen, Megan Seated
Exeimiredimn Ramio 6019 Alisan, Kirstie Seated
English Room 1 q‘ EO20 Amis, Dennis Seated
BO22 Amran, Macera Seated
Seats Available b
for Candidates B027 Anziano, Roberto Seated
Date 23022012 B E029 Ashill, Damien Seated
J B032 Austin, Edward Seated
Start Tirme 1315 6037 Bailay, Harry Soated
Gnan Rallou Rickard Rontor =
IRTEL TR 16:16 Note: Right Click on a Row to view the context-sens  Note: Click on Candidate Name to view the Special Arr
Extra Ti 25 %
e me Candidates Assigned ta this Siting [ 0]
HElp

To view candidate details and any associated examination entries or forecast
grades, right-click the required candidate and select Properties from the
pop-up menu to display the Properties of Candidate form.

Properties of Candidate - Starsmore, Elliot ﬁ
1: Basic Details ]Z Entries & Forecast
Surname |Starsm0re Gender m Candidate Number 5138
- uc 951370085136G
Forename |E”|Dt DOB ma | |
ULN \
Legal Surmame |5‘arsmore Title l_ Exarm Mumber Submittv
. - }
Chosen Marme |E|||m Midnama ’_ UCI Submitted [¥  DASRegistered [
Vaar 13 Special Arrangements Comment
Arrangements ‘Extra . ‘ ﬂ -
Reg Group  [i0)
Tutar
Admission No
— i s
I Exam Sumame | Exam Forename |
Exam Midname | Marne Farmat |Default ﬂ
‘ Include “with Eloard Series |Status | J Previous Examination Number
I 1

Close this dialog and return to the Create Component Sitting dialog.
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The number of Candidates Assigned to this Sitting is displayed and is a
total of the number of candidates selected.

1. Click the Save button to return to the Seating Organiser Details form.
There are various values for the Status. These are:

= No Clash - this indicates that the system cannot find an entry for
another component in the same session.

= Potential Clash - this indicates that the candidate has an entry for
another component scheduled for the same session, but this is not yet
seated and you may proceed with seating them for the currently
selected component.

= Actual Clash - this indicates that the candidate is already seated for
another component at the time selected, and seating will not be
permitted for the currently selected component.

= Seated - the candidate has already been assigned a seat.

i) More Information:
-/ Viewing/Editing Internal Candidate Details on page 13
Viewing/Editing External Candidate Details on page 24

Making Special Arrangements for Candidates

The process for recording Special Arrangements enables you to be specific
about the nature of a candidate's particular requirements. It is possible to
assign extra time to a candidate's details but you can also record any other
additional requirements that they may have, e.g., the presence of a reader
or a scribe to assist them with the examination paper, etc. Special
Arrangements can be recorded for a candidate without the need to allocate
Extra Time.

Select Tools | School Setup | Special Arrangements to display the
Special Arrangements dialog.

YWord Processar
Scribe

Reader
Fractical Assistant
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A number of pre-defined special arrangement types are provided, these are:
Reader, Scribe, Practical Assistant and Word Processor. You can edit the
definitions of the pre-defined arrangement types, if required, by highlighting
the definition and clicking the View/Edit button to display the Special
Arrangement Details dialog.

EI Special Arrangement Details @
Special Arrangement Reader
Eutra Time r

It is possible to create an additional eight special arrangements of your own
specification to ensure that you have planned for all possible pupil/student
requirements. Any additional special arrangement types that you specify are
visible in the following reports: Examination Register (if the Show
Special Arrangements check box is selected), Individual Candidate
Timetable and the Candidate Report.

If the new Special Arrangement that you are adding requires Extra Time to
be allocated to the candidate, select the check box before clicking the Save
button.

The special arrangements are available for selection on the Candidate
Details dialog so that you can indicate each individual candidate's
requirements.

When you begin the seating process for exams, candidates who have been
assigned any special arrangements can be clearly identified by a tick in the
Special Arrangement column adjacent to their name on the Create
Component Sitting dialog. If you highlight the name of a candidate with
special arrangements, an Information dialog is displayed listing the details
of the special arrangements that have been assigned to them.

Information CoX

0 Special Arrangements for Adams, Louise

Word Processor
Practical Assistant
Scribe

Reader

Administering and Registering Candidates for Exams | 91



07| Organising Examination Seating

Changing Special Arrangement Details

1.

Edit the existing text displayed in the Special Arrangement panel or
select/deselect the Extra Time check box and click the Save button.

il Special Arrangement Details @
Special Arrangement Reader
Extra Time N

Alternatively, click the Add button and create additional special
arrangements of your own specification. Any special arrangements that you
create yourself are visible for selection on the Internal/External
Candidate Details dialog.

Click the Save button.

You can also delete any existing special arrangements by clicking the Delete
button. Any special arrangements that have been assigned to a
pupil/student and are subsequently deleted, continue to be relevant for the
pupil/student to whom they have been assigned but will not be available for
assigning to further candidates. Once an additional special arrangement has
been created, it remains available across all the seasons for the candidate(s)
to whom it has been assigned.

Making a Candidate Eligible for Special Arrangements

Special examination arrangements can be allocated to candidates who are
unable to sit examinations under normal examination conditions, perhaps,
as a result of a disability or other medical condition. Special arrangements
are designed to ensure that fair and just examination conditions are
provided for all candidates.

It is possible to grant candidates more time in an examination sitting if they
are eligible for Special Arrangements. This is carried out on the Internal
Candidate Details form or the External Candidate Details form. Any
additional time that is granted to candidates who are eligible for special
arrangements is displayed when organising examination seating and when
producing reports that relate to examination sittings.

Select Focus | Candidates | Internal to display the Internal Candidate
Browse dialog, or select External to display the External Candidate
Browse dialog.
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Highlight the candidate for whom you want to grant Special Arrangements
and click the View/Edit button to display the relevant Candidate Details

form. The Basic Details page is selected automatically.

E Internal Candidate Details @
1: Basic Details ]g: Entries & Forecast
Surname |A\Ien Gender Female Candidate Number 6018
Forename  [Megar DoB 05/04/1395 ucl 9613700960
ULM B142375318
Legal Surname |Allen Title
Exam Mumber Submitted [+
Chosen Narme |Megan Midname [Zoe
LIC| Submitted [v DAS e
Year 13 Special Arrangement: Camment
Feg Group |G Arrangementa |E)draT | ﬂ
Tutor
Admission Mo |003118
DOA 05/05/2008 J
Exam Surmame ‘ Exam Forename |
Exam Midname ‘ MName Farmat |Default Q |

Click the browser button adjacent to the Special Arrangements panel to

display the Special Arrangements Chooser dialog.

Special Arrangements Chooser

X

Available ltems Chosen ltems
1 description =0 desciipt
Choose &l T | Eeader
‘“Word Processor
Choose 5>
<p Remove
<J Remove Al
Awailable iterns count: 1 Chosen iterms count: 3

Select the required Available Item(s) and click the Choose button to

move them into the Chosen Items panel.

When you have selected the necessary special arrangements, click the
Update button to return to the Basic Details page of the relevant

Candidate Details form.
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6. You can add additional instructions in the Comment box to ensure that all
the candidate's requirements are fully explained and documented.

7. Click the Save Record Changes button.
8. Click the Close Form button.

Allocating Additional Time to a Candidate with Special Arrangements

Once a candidate has been made eligible for special arrangements, it is
possible to assign to them additional time for an examination sitting. The
special arrangement defaults to a 25% increase in Extra Time and this is
applied to all component sittings. Each component sitting for which you
want to assign additional time for a candidate must be visited and amended
manually for the extra time to be awarded.

This process can be carried out when a new component sitting is being
defined, or at a later date by editing an existing component sitting.

IMPORTANT NOTE: Seats in an examination room are deemed available
only if they are available for the duration of the examination of the slowest
candidate. For example, if an examination is scheduled to last 60 minutes
but one candidate is granted an additional 15 minutes to complete their
work, the seats made available for the examination are limited to those
that are accessible to the slowest candidate.

1. Click the Seating Organiser button or select Focus | Seating Organiser
to display the Seating Organiser Component browser.

w w| Seating Organiser button

The view can be changed by specifying or selecting the required parameters
in the View panel. The information displayed in the browser includes the
status of each component sitting, i.e. Complete, Partially Seated or Not
Seated to give an indication of seating that still needs to be arranged.

S

Wiew

Season [June (Summen) Exem Q| Start Date [01/05/2011 @ | End Date [30/06/2011 |
Looking far

Status _ Q ‘ Examination Siting C\|

ed korming
ed

Mot Seat

Ioming
English {Legac Paper 2 Fc 01500002 WJEC/GCSE Mot Seated Afternoon 12015/05/2017 June (Summer) E| 54
English {Legac Paper 2 Hi| 015600006 Wi JEC/GCSE Mot Seated Afternoon 120/ 18/05/2017 June (Surnmer) £ 113
English Litera. Spec A The 01530001 W JEC/GCSE Mot Seated Ioming 150)24/05/2017 June (Surmmer) E 54
English Litera. Spec A The (01530003 WJIEC/GCSE Mot Seated Marning 150/ 24/05/2017 June (Summer) E| 113
Listening 4FRO 01 EDEXL/GCS Mot Seated Aftermoon 30116/05/2017 June (Summer) E| 121
Listening AGND 01 EDEXL/GCS Mot Seated Afternoon 3010405/2017 June (Summer) E| 112
Mathematics (L Paper 1 Fc 01650007 WIEC/GCSE Partially Seated | Afternoon 120/06/06/2017 June (Summer) E| 50
Mathematics (L Paper 1 Hij01850009 W IECIGCSE Partially Seated Afternoon 120/ 06/06/2017 June (Surnmer) E 95
Mathematics (L Paper 2 Fr|01850008 Wy JEC/GCSE Partially Seated Morning 120/10/06/201° June (Surmmer) E. 50
Mathematics (L Paper 2 Hi 01650010 WIEC/GCSE Partially Seated Morming 12010/06/201° June (Summer) E| 95
Reading and Writing 4FR0 02 EDEXL/GCS Mot Seated korming 90119052017 June (Summer) E| 121
Feading and Writing 4GN0 02 EDEXL/GCS Mot Seated Afternoon 90113/05/2017 June (Summer E| 112

Canee]
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Click the Refresh button to view all seating plans that match the specified
criteria.

Highlight the component Title and click the View/Edit button to display the
Seating Organiser Details form.

The Component Sitting panel displays information for any seating already
arranged for the selected component.

Highlight an existing Component Sitting and click the Edit Item button to
display the Edit Component Sitting dialog. Alternatively, click the Add
Item button to create a new component sitting.

Edit Component Sitting for Mathematics (L Paper 1 Foundation {&J
E] E -
Componant Propsries E:xam M. gan:me:e Name glatusd Extra, Ti...| Extra, % | Extra Minutes | Special Anang. Q
X arker, Amy eale
loc=Edsiing 5130 Pery, Mathew Sested
Exam Duration (minutes) | 120] 6132 Price. Annitis. Seated
6133 Qureshi, Naveen Seated
Unseated Candidates L
E— 19 Fowssn o Seond
6143 Singleton Abigail | Seated
Examination Room 6145 Slack Peter Seated
[Spons Hall G Tench, Eric Seated
6153 Tilley. Jamie Seated
Seats Available
for Candidates 6154 Upton. Joanne: Seated
Date 06/06/2011 6159 ‘Weame, Michelle | Seated L
J 6165 Ziglio. Ben Seated 1
Stan Time (B2 m#«dams, Louise Sested v v
IREE D 16:18 Note: Right Click on a Row to view the context-sens  Note: Click on Candidate Name to view the Special Arr
ExtraTi 25 %
''''' Candidates Assigned to this Siting
Help
||=

The Component Properties panel displays the Allocated Sitting
(Morning, Afternoon, Evening, etc.), the Exam Duration in minutes and the
number of Unseated Candidates.

The examination Start Time defaults to the start time specified in the
School Setup dialog, although this can be edited for individual sittings if
required.

The Finish Time is automatically calculated from the start time and the
duration. This is a read-only field and cannot be edited.

NOTE: The Finish Time field displays the standard finish time for the
selected component sitting. Any additional time allocated for candidates
with special arrangements is not indicated here.

The Extra Time % field displays the default amount of additional time that
is allowed for candidates who have been granted special arrangements (the
default is 25%). This figure is used for all new component sitting records
created, but can be edited if required.

Candidates who have been selected for this sitting are displayed in the list
box on the right-hand side of the screen, together with their Exam
Number, Status and any additional time allocated for special
arrangements.

Enter the amount of additional time to be granted to the candidate (in per
cent format) in the Extra % field, if this is different from the default figure
of 25%.

Press the Tab key to populate the Extra Minutes column with the number
of additional minutes assigned to the candidate. This column converts the
per cent figure entered in the Extra % column into a number of minutes.
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The Special Arrangements column displays a tick against the names of
any students who have been allocated special arrangements to enable them
to sit the exam. This column is read-only and relates to the value set in the
Internal or External Candidate Details dialog. However, double-clicking
in a column next to the name of a student who has been allocated special
arrangements, displays the Information dialog.

Information X

,6_, Special Arrangements for Adams, Louise

Word Processor
Practical Assistant
Scribe

Reader

This displays the details of any special arrangements that have already been
assigned to the candidate.

8. Click the OK button.
9. Click the Save button to return to the Seating Organiser Details form.

The Extra time column in the candidates list updates to display the number
of additional minutes assigned to the candidate for the selected component
sitting. This is a read-only field. To edit this value, repeat Steps 4 to 8.

10. Click the Save Record Changes button.

i ) More Information:
)/ Making a Candidate Eligible for Special Arrangements on page 92

Viewing the Additional Time Allocation in Examinations Organiser
Reports

A number of reports in Examinations Organiser display the additional time
allocated to a candidate with Special Arrangements. These reports are:

= Candidate Special Arrangements report (please see Candidate Special
Arrangements Report on page 139) (Reports | Seating Organiser |
Candidate Special Arrangements).

= Individual candidate Timetables (Default) report (please see Individual
Candidate Timetables (Default) Report on page 127) (Reports |
Entries | Candidate Timetables — Default).

= Individual candidate Timetables report (please see Individual Candidate
Timetables Report on page 138) (Reports | Seating Organiser |
Individual Candidate Timetables).

. Examination Register report (please see Examination Registers Report
on page 137) (Reports | Seating Organiser | Examination
Registers).

=  Seating Plans report (please see Seating Plans Report on page 135)
(Reports | Seating Organiser | Seating Plans).
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=  Summary Examination Timetable report (please see Summary
Examination Timetable Report on page 134) (Reports | Seating
Organiser | Summary Examination Timetable).

. Exam Room Usage report (please see Exam Room Usage Report on
page 134) (Reports | Seating Organiser | Exam Room Usage).

=  Candidate report (please see Producing the Candidate Report on page
132) (Reports | Candidate Report).

Activating and De-Activating Seats

s

The room layout for this individual examination can be amended to suit your
requirements. For example, you may wish to de-activate an extra block of
seats to allow room for more invigilators.

NOTE: Changing the room layout within the individual sitting does not
affect the default layout for the room and it does not affect other
examinations scheduled for this room.

Additional Resources:

Adding/Editing Examination Rooms in the Setting up Examinations
Organiser chapter of the Preparing Examinations Organiser for an Exams
Season handbook

Highlight the seat(s) to be de-activated by either clicking an individual seat
or dragging across a group of seats.

& Nathematics (L Paper 1 Foundation Q aw| vy x
Component Siting
)] = Candidates with
B e
Unseated Candidates [0
=
Pefresh Plan
Candidates Seating Allocation [Sauash Courts wal | Aveilable sezts 182
[BIE . [seat|Name Extra ti. |Special Arran = - :nm B fc o [ [F Js& v v [1 Jx o v [n o
6004 |A1 |Adams, Louise v 7
5007 Agathocleous. S
G010 |JB | Ahmed Mohan B 613
80 Aitken, Nigel d
8013 |H3 |Akhtar Mina 5
6013 Allen, Megan = 8 6010
6019 Allisan, Kirstie 7
6020 Amig, Dennis 8
6022 Amran, Nacera 9 --'_
5027 Anziano, Rober 10 I Allocate Seats
5028 Ashill, Damien 11 ] Set Seats Inactive
6032 Austin, Edward 12 ] Clear Seats
5037 Bailey. Harry 13 . |
6040 Balley. Richard Alternate Columns
8044 Bauer, Edwin Right to Left
6046 Beede, Karl Bottom to Top
6051 Bliss, Charles
5054 Bond, Netasha View Booking
G065 Constantinou, Ar
5066 Cracknell, Bethy-

Right-click the selection of seats and select Set Seats Inactive from the

pop-

up menu. These seats are displayed with a yellow background and will

not be available when organising the seating. The Current Seating
Capacity is also updated to reflect the reduced seating capacity.
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4.

NOTE: When defining the default room layout, any de-activated seats are
displayed with a grey background. When de-activating seats for an
individual sitting, these seats are displayed with a yellow background.

To reactivate these seats (if required), highlight the required area,
right-click this selection of seats and select Clear Seats from the pop-up
menu.

Click the Save Record Changes button.

Generating a Seating Plan

The candidates who have been selected for this sitting are displayed in the
Candidates list. The seat allocated to them is displayed along with their
Exam Number.

The Seating Allocation panel displays the layout of the room and the
number of Available seats.

To allocate seating for all candidates in the list for the selected component,
highlight an area on the layout. The highlight should encompass roughly the
same number of seats as there are candidates.

& Mathematics (L Paper 1 Foundation 9 & w | v X

Component Siting

Candidates with
Carmponent Stings

)|

Unsested Candidates [0
=

Pefresh Plan

[Sauash Courts wall | Avsilaple seats 162
o e F Je W I o [k o v [ TJo

Bl amination Room Name Date

Candidates Seating Allocation
A

[BIE . [seat|Name Extra i |Special Arran = [EE
5004 |A1  Adams Louise v ! 5004

5007 Agathodleous, S
B0TD |J6 | Ahmed Mahan B 613
Aitken, Nigel
8013 |H3 |Akhtar, Mina 5
6018 Allen, Megan 8 600
5019 Allisan, Kirstie 7
6020 Amig, Dennis 8
5022 Amran, Nacera 3
5027 Anziane, Rahert 10
5029 Ashill, Damisn 1

.
.
5032 Austin, Edward 12 ]
|

[

Allocate Seats

Set Seats Inactive
Clear Seats

6037 Bailey. Harry 13
BO40 Balley, Richard
6044 Bauer, Edhwin
6046 Beede, Karl
6051 Eliss, Charles
6054 Bond, Natasha
B0BS Constantinow, Ar
BOBE Cracknell. Bethy-,

Alternate Columns
Right to Left
Bottom to Top

View Booking

Right-click the highlighted area on the room layout diagram and select
Allocate Seats from the pop-up menu.

NOTE: Before allocating seats, you can select the fill direction on the
seating plan to indicate the order in which seats will be allocated. To
achieve this, right-click the area on the seating plan to be filled and select
Right to Left or Bottom to Top from the pop-up menu. To fill from left to
right or top to bottom, deselect either of these options.

Examinations Organiser fits as many people into the room layout as is
possible. This depends on the seating capacity of the room and the number
of candidates who need to be seated. Candidates are seated from the top
left-hand seat of the highlighted area, unless otherwise specified.
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NOTE: If you do not highlight at least the correct number of seats, some
candidates will remain unseated. If this is the case, repeat this process to
complete the component sitting.

& hathematics (L Paper 1 Foundation Q aw | Vv X

Companent Sitting

Candidstes with
Companent Sitiings

Unsested Candidates [0

IEDExamination Room Name Date Start |Fini

&
06/06/2011 13:15 15:15

8
RBefresh Plan

Candidates Seating Allocation [Sauash Courts wall

| available seats

E0E / |Seat|Name Extra fi.. | Special Aman. = :\W le

Adams, Louise

6007 |C1  Agathocleous, S
6010 |6 Ahmed. Mohan
8011 |C2 Aitken, Nigel
8013 |H3 | Akhtar, Mina
5018 |C3  Allen, Megan
6019 |C4  Allison, Kirstie
8020 |C5  Amis, Dennis
8022 |CB Amran, Nacsra
6027 |C7 Anziano, Robert
5023 |CB  Ashill Damien
8032 |C3  Austin, Edward
5037 |D3 Bailsy, Hamy
5040 |D8 Balley, Fichard
5044 |D7 Bauer Edwin
5045 |D6 Beede, Karl
8051 |D5 Bliss, Cherles

[l

3. To correct an error made when seating candidates, highlight the required
area of seating, right-click the selection and select Clear Seats from the
pop-up menu.

4. Click the Save Record Changes button.

Alternating Columns

The way in which seats are allocated can vary depending on your
requirements. You may wish to allocate seats in the ways described
previously, with candidates assigned to the next available seat.

Alternatively, if you have scheduled two examinations at the same time in
the same room, you may wish to arrange the seating in such a way so that
candidates taking the same examination are not seated alongside each
other. For example, there is one row of candidates taking a French
examination, the next row of candidates are those taking a German
examination, then another row of candidates taking the French examination
and so on. Alternating columns in this way enables you to seat candidates in
this way.

This method can also be used when there is just one examination being sat
in @ room. Candidates can be sat so that there is an empty row of seats to
each side.

NOTE: The seating plan must be blank before alternating columns. You
cannot alternate columns on a previously prepared seating plan. If a
seating plan has already been prepared, you must clear and then
re-allocate the seating, once you have selected the Alternate Columns
option. If you want to seat two examinations in alternating columns, only
the first needs the alternate columns option set. Conventional seating for
the second will fill in the empty seats.
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5.

Highlight an area on the layout. The highlight should encompass roughly the
same number of seats as there are candidates.

Right-click the highlighted area on the room layout diagram and select
Alternate Columns from the pop-up menu.

With the required area still highlighted, right-click the room layout diagram
and select Allocate Seats from the pop-up menu.

Examinations Organiser fits as many people into the room layout as is
possible. This depends on the seating capacity of the room and the number
of candidates who need to be seated.

NOTE: If you do not highlight at least the correct number of seats, some
candidates will remain unseated. If this is the case, repeat this process to
complete the component sitting.

& Mathematics (L Paper 1 Foundation <, & % | v X

Companent Sifing

IEDExamination Room Name Date Start |Fini @| Candidates wih
Sports Hall J Component Sittings

Unsested Candidates  [_0]

i
Refresh Flan

Candidates Seating Allacation [Sauash Courts wall | Available sests
Special Aran -

5 s 5 0 4 Allocate Seats
6010 |C2 |Ahmed, Mohan Set Seats Inactive
BOT1 C3  Aitken Migel
B013  |C4  Akhtar, Mina
6018 |C5 |Allen, Megan Alternate Columns
6019 |CE  Allison, Kirstie Right to Left

6020 |C7 | Amis, Dennis
6022 |CB | Amran, MNacera
8027 |C3 | Anziano. Rober View Booking
BO29  |ES  Ashil, Damien
6032 |E8  Austin, Edward
6037 |E7 Bailey, Harry

Clear Seats

[

Bottom to Top

To correct an error made when seating candidates, highlight the required
area of seating, right-click the selection and select Clear Seats from the
pop-up menu.

Click the Save Record Changes button.

Viewing the Booking

This option can be selected if you want to view further details about a
particular seat booking in the selected examination. This option can only be
performed on one seat allocation at a time, once the seating allocation has
been saved.

Highlight the required seat.
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2. Right-click the seat and select View Booking from the pop-up menu to
display the Booking Details dialog.

Booking Details &J

ElCandidate MName Exam Mo. Component Start T.. / |End Time

Mathematics (L Paper 1 Foundatior 13:15 1515

Seating Individual Candidates

As well as allocating seating for all candidates in one go, it is possible to
allocate seating on an individual basis. This is particularly useful for making
ad hoc changes to the current seating plan. For example, a candidate with
special seating requirements can be seated automatically, together with the
other candidates using the method described previously, but can then be
moved to a more suitable position by swapping places with another
candidate.

Seating candidates individually in this way enables you to tailor the seating
arrangements for an examination session.

Seating an Individual Candidate in a Specific Seat
1. Hover over the individual candidate details in the Candidates list.
2. Click and drag the details onto the seating plan.
3. Release the mouse button over the required seat.

Reseating an Individual Candidate in a Specific Seat

To move two candidates so that you can reseat a candidate with special
seating requirements:

1.  For both candidates, right-click their allocated seat in the seating plan
(indicated by their Exam Number) and select Clear Seats from the pop-up
menu.

2. For the candidate with special seating requirements, hover over the
individual candidate details in the Candidates list.

3. Click and drag the details onto the seating plan and release the mouse
button over the required seat.

4. To seat the candidate who had to be moved to cater for this seating
arrangement, repeat steps 2 and 3 and place them in the spare seat.

Dealing with Clashes

There are typically three circumstances in which candidates may find
themselves double booked:

=  They are genuinely taking two options which have papers scheduled for
the same time.
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This is a genuine clash. One of the papers may need to be rescheduled
to an adjacent session with the appropriate quarantine arrangements in
between. If they are both short examinations, they can be sat end-on to
each other in the same session.

= The element is designed in such a way that separate components are
clustered into a single session.

The two components should be scheduled end-on to each other with the
candidate remaining in the same seat.

= The candidate is entered for more than one Unit of a modular
examination, where the Units are deliberately scheduled to be taken one
after another in a single session.

Understanding the Clash Status

No Clash

When viewing a component sitting in the Create/Edit Component Sitting
for Component dialog, clash details are displayed in a list box on the
right-hand side of the screen under the column heading Status. The four
settings that might be displayed in this column are:

This indicates that the component sitting for the associated candidate does
not clash with any other sittings to which the candidate has been assigned,
nor with the scheduled sitting of any component to which an entry commits
him.

Potential Clash

This indicates that the candidate has a commitment to another component,
which is not connected via an award linkage to the current component,
whose default date and time coincides with the current component. There is
no assignment to a component sitting for the other component.

Actual Clash

False Clash

This indicates that the candidate has been assigned to a sitting of another
component that conflicts with the current component sitting.

This indicates that the candidate has a commitment to another component,
which is connected via an award or element linkage to the current
component, whose default date and time coincides with the current
component. There is no assignment to a component sitting for the other
component.

Viewing Potential Clashes

Clashes occur when a candidate has been scheduled to sit two examinations
at the same time. If this is the case, this is identified by the clash Status
reading Potential Clash in the list box on the right-hand side of the Create
Component Sitting for Component dialog.

To view details of any potential clashes for a specific candidate, right-click
the required candidate in the list box and select Clash Properties from the
pop-up menu to display the Clashes for Candidate dialog.
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The Availability of Candidates panel displays details of the component
with which the seated examination clashes, including its name, code, room,
date and start time.

2. If any components are displayed as clashes in this way, you should contact
the appropriate examination board to ask for permission to rearrange the
sitting of one of the clashing examinations.

3. Once you have contacted the appropriate examination board and have been
given permission to change the date and/or time for an examination, you
can delete the clash booking by right-clicking the required booking and
selecting Delete Booking from the pop-up menu.

The Seating Organiser Details form can be used to create a new
component sitting to replace the one deleted, editing the date and time as
agreed with the examination board and assigning the required candidate(s)
to that sitting.

4. Click the Save button.

Viewing Existing Commitments for a Candidate

The Commitments dialog displays the existing examination commitments
for a candidate over a three day period - the day of the selected component
sitting, the day prior to the selected sitting and the day after the selected
sitting. This facilitates the identification of potential clashes, especially when
seating unit exams which are usually scheduled at the same time on the
same date.

1. Right-click the required candidate in the list box and select Commitments
from the pop-up menu to display the Commitments dialog.

Commitments for Slack, Peter [i—:hj

Availahlity of Candidates
Cnmpnnem Component . |Season Board |Roam Start Date |Start Ti |[End Ti |Boo . |Clash
bathematics (L Pa 01850007 June (Sumrmer WJIEC, Sports Hall  06/06/2011 13:15:00 15:15:00 Mot Applicak

Note: Right Click on a Row to view the context-sen:

if

Any existing commitments for the selected candidate are displayed, with the
currently selected one being displayed at the top of the list and with a Clash
status of Not Applicable.

2. Click the Close button.
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Removing an Examination Booking from a Room

If you have incorrectly allocated an examination to a specific examination
room, you may want to remove the examination so that it can be allocated
elsewhere.

1. Click the Seating Organiser button or select Focus | Seating Organiser
to display the Seating Organiser Component browser.

s w| Seating Organiser button

The view can be changed by specifying or selecting the required parameters
in the View panel.

2. Highlight the component Title to remove the seating and click the
View/Edit button to display the Seating Organiser Details form.

3. Highlight the room in the Component Sitting list and click the Delete
Item button.

Seating Unit Tests

A major issue in the functionality of the Seating Organiser is its use to seat
Unit Tests for GCE/VCE qualifications and increasingly for GCSE.

The problem arises because the scheduling pattern adopted by all boards,
under the direction of QCA, consists of up to three 1-hour (potentially more
and shorter at GCSE) unit tests, all scheduled for the same date and
session. A candidate may be committed to taking one, two or three of these
in that session.

There are two possible strategies for dealing with this situation:

= Assign each unit test a different start time, typically 9.00am, 10.05am
and 11.10am. This allows the Seating Organiser to work relatively
normally, except that candidates will have to move seats between each
unit, unless you have worked it all out in advance and seated them
manually.

= Get all the candidates in at 9.00am, to work through their individual
combination of units sequentially.
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1. Click the Unit Seating Wizard button or select Focus | Unit Seating
Wizard to display the Unit Seating wizard.

Unit Seating Wizard - Select Award ﬂ

Unit Seating Wizard

This wizard can be used for seating candidates who are entered for Units.
Process begins with selecting the Award and then the session inwhich the
seating has to be done.

The Awards awailable for selection are limited to only those Awards that heve
one ar more cormponents that either start atthe same time or overlap each
atherwith an time interval of & minutes and are linked to Elements that are
linked to the Awards.

Selectan Award

I, -

Cancel

The Select Award page is displayed.

2. Select the award to be used by clicking the Field Browser button and
selecting the required award from the list.

The list displays only the awards with more than one concurrently
timetabled component attached.

3. Click the Next button to continue.

4. Select the Date/Session by clicking the Field Browser button and
selecting the required date details from the list.

If more than one session is displayed in the list, select the session in which
you want to schedule the units. The associated components are displayed in
the Components panel, together with the number of candidates with
related entries and the duration of each of the components.

NOTE: Only components that have been timetabled, that have an
examination date and a start time are available for selection in the Unit
Seating wizard. If a component is not available for selection but you
believe it should be, click the Manage Basedata button or select Focus |
Basedata and check the appropriate component properties.

5. Enter the Interval between components or click the up or down arrow to
select the required interval. The value entered must be between 5 (default)
and 15 minutes.

The Maximum Duration is updated according to your selections. This value
is the sum of the duration of each of the selected components, the intervals
between the components, and five minutes at the beginning and end of the

complete sitting (to ensure that no other seating is impinged upon).
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6. Select the order in which the units are to be seated by clicking the
appropriate order buttons adjacent to the Components panel. For seating
purposes, you might find it more convenient to sit the component with the
most candidates first.

NOTE: The convention of re-ordering the list by clicking the required
column heading is disabled to avoid confusion.

7. Select the required Seating Order by clicking the Field Browser button
and selecting from the list. The option selected determines the order in
which candidates are seated on the seating plan. Select either Candidate
Number or Component and Candidate Number from the list.

If you select the Component and Candidate Number order, candidates
are seated in number order, grouped by their first component.

The Mode field displays the mode in which the wizard is operating. The
options are Fixed or Flexible.

To operate in Fixed mode, each component must be given a distinct and
non-overlapping time slot, with at least five minutes between components to
allow for the distribution and collection of materials. When working in Fixed
mode, the Interval between components field is disabled, as are the
order buttons adjacent to the Components panel because the order is fixed
by the start times. The Date/Session section offers three start times, but
for this purpose select the first session available.

To operate in Flexible mode, all of the components must have the same
start time. This method enables you to select the interval between
components and the order in which the components will be sat.

8. Click the Next button to continue.

The Session Details panel at the top of the page is read-only. It confirms
the session in which you are working, the selected Mode, the Number of
Candidates to be processed and the Maximum Duration required by an
individual candidate.

NOTES: Only candidates with an Exam Number can be considered for seat
allocation in the Unit Seating wizard. Candidates recorded as eligible for
special arrangements are excluded.

9. To display a list of candidates to be seated, together with the associated
components and duration, click the View Item button to display the
Selected Candidates dialog.

The number of candidates displayed in this dialog might be more than the
Number of Candidates displayed in the Session Details panel. This is
because any candidate with a genuine clash is included in this list but
excluded from the number of candidates, e.g. a candidate has actually been
seated for another component which precludes inclusion in the current
component.

NOTE: This dialog is blank if all candidates have already been assigned
seating.

10. Click the Close button to return to the wizard.
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07| Organising Examination Seating

You must now assign the seating for the selected candidates. This involves
assigning a seat for each candidate, in the order specified in the Seating
Order field, and then allocating them to the required components in the
prescribed order.

Click the Add Item button in the Seat Details panel to display the Select
Seats dialog.

To select the room for the sitting, click the Field Browser button adjacent
to the Select Room field and select the required room from the list.

To allocate seating for the required candidates in the list for the selected
component, highlight an area on the layout. The highlight should encompass
roughly the same number of seats as there are candidates.

Click the OK button to return to the wizard.

The Seats section displays the details of the newly selected block of seating
and the Total Seats displays the number of seats selected in the layout.

NOTE: If you want to use more than one room to seat the required
candidates for the sitting, repeat Steps 12 to 15 and select a different
examination room.

Select the appropriate check boxes in the Options section to indicate the
method of filling the seats.

Select the Start from Right check box to start seating candidates from the
top right-hand side to the bottom left-hand side of the selected area. Select
the Start from Back check box to start seating the candidates from the
bottom left-hand side to the top right-hand side of the selected area.

Alternatively, select both check boxes to start seating candidates from the
bottom right-hand side to the top left-hand side of the selected area.

Click the Next button to continue.

If you are happy with the way in which candidates are seated for the
components, click the Finish button to seat the candidates as specified.

If you want to go back and change any of the options selected, click the
Back button. Alternatively, click the Cancel button to cancel any changes
made for the selected award.

Once the candidates have been seated, click the Seating Organiser button
or select Focus | Seating Organiser, highlight the required component
and click the View/Edit button to view your new seating plans.

W w| Seating Organiser button
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08 I Manually Recording External Exam
Results with a QN

Entering and Editing External Examination Results ............c.c.uuee. 109
Manually Recording External Exam Results with a QN ......cccvveeiues 110
Differences Between the Edit PI Data and External Results

2 o T U o o 1= 113

Entering and Editing External Examination Results

Examinations Officers can add external examination results achieved at
another centre (usually another school) via Tools | Examinations |
External Results Manual Entry in SIMS. This enables the maintenance of

external exam results achieved by students entering your school in the Sixth
Form.

Although this functionality was originally available in Examinations
Organiser, it was not previously possible to add the QN associated with the
qualification to an external result. This has now been incorporated in SIMS,
and enables exam results to be incorporated in a CTF export file.

External exam results added via Tools | Examinations | External Results
Manual Entry in SIMS are not included in the PI calculations. Any results
achieved at another centre that are required for inclusion in the PI
calculations must be entered in SIMS via Tools | Examinations | Edit PI
Data.

It is no longer possible to record external results in Examinations Organiser
via Tools | External Results | Manual Entry.

IMPORTANT NOTES: When entering examination results manually, it is

not necessary to import the associated basedata. Results cannot be
entered for external candidates.

Searching for the Required Students

1. Select Tools | Examinations | External Results Manual Entry to display
the Find Student browser.

W Find Student

B8 Search - [ Open GNext Previous [Ell View -

Tier Ay - Year Group  <Amy> - Reg Group zhny> - House zhny> -
Name Year Group Reg. Group House Gender Exam Number ucl

Ankonkule, Chend 7 7E Boyle Female

Abbess, Graham 8 8A Boyle Male

Abbey, Grenstta 1l 11F Hooke Female 1000 951370141000C

Abbey, Jimmy 13 G Curie Male 5000 $51370125000W

Abbey, Sean 8 8B Boyle Male

Abbot, Andrew 10 10E Fleming Wale

Abbet B 11 114 Rl L=l 1001 ORI 410011
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2. Enter all or part of the student's Surname and/or Forename.

3. Select applicable values from the drop-down lists to further restrict the list
of students returned.

By default, students with a status of Current will be displayed, but it is
possible to select On Roll, Ever On Roll or Guest from the Status
drop-down list.

If you prefer to search for Lists of students or would like to view those who
have a Photograph attached to their details, select either of these options
from the View drop-down list. The default option is to display Details.

4. Click the Search button to display all students who match the search
criteria specified.

The Exam Number and UCI (Unique Candidate Number) are displayed for
all students.

5. Highlight the student's name and click the Open button to display the
External Results page.

IMPORTANT NOTE: Before clicking the Print button, it is recommended
that you change the print settings so that the paper orientation prints to
landscape instead of to portrait. This ensures that the external results are
output clearly and legibly.

Manually Recording External Exam Results with a QN

Only previously imported EDI results and results entered manually via the
External Results routine in Examinations Organiser prior to upgrading to the
SIMS 2016 Spring Release will be visible.

1. After searching for the student whose results you want to view, highlight
their name and click the Open button to display the External Results
page.

[ Find Student

4 Seerch ~ 5 Cpen [[§lBrowse]| & Next i Previous [ View -

Surname | Forename [ Status Current

Tier <hny> ~  YearGrowp <Ay ~  RegGrowp <Ay v House <Any> -

YearGroup  Reg.Group  House Gender Exam Number uct
10 10E Fleming. Male.

1 1A Male
13 L
10 108

lewton 1001 951370141001H
tooke Female 001 951370129001C
iooke Male

ming Female 1002 9513701410027
Male

Lo

Jacaui n 18
Ackrington, Robert 10 100
L 1 1

FomTTE

=] External Resutts: Andrew Abbat
£ Print
1 Results
1Results
Board Level Disc. Code Subject Name an Result Date Result Result Set
AQA 2Py 5030 English Language 60019852 150612016 c External Exam Results June 2016
ocR L2PIR anz Business Studies 60050752 1510812016 8 External Exam Results June 2016
» EDEXUGVR NVGQ/L3 3 Manufscturing Engineering 60018707 150612016 a External Exam Results June 2016
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2. Click the Add Result button to display the Add External Exam Result
dialog.

m Add External Exam Result @
Year |Academic Year 2016/2017
QN 6001595592 - AQA Level 1/2 Certificate in English Language Change
Board AQA -
Level L1L2 Full Course -
Subject -
Result Type Result -
Grade Set |.JC F Result |

Aspect Name |AOA QCA030 L1L2/FC Result |

School Green Abbey School -
Result Date 2017 June -
Result A

Save Close

3. Select the academic Year from the drop-down list and enter the first few
digits of the QN.

NOTE: The QN code must be entered without slashes. As you enter the
QN, the list of possible matches reduces until a single matching
examination/course combination remains.

4. Click the Apply button to activate the Result Date and Result fields at the
bottom of the dialog.

5. Select the Result Date. However, it is not possible to specify the Result
until the details of the external exam have been defined.

Only examination boards that have been set to Active in Examinations
Organiser are available from the Board drop-down list. If the board you
require is not visible, you must change its status in Examinations Organiser
via Tools | School Setup | Exam Board.

6. Select the applicable Board, Level and Subject from the respective
drop-down lists.

The Result Type defaults to Result but this can be changed to
Endorsement, if required.

The Grade Set and Aspect Name fields are populated automatically from
the combination of details entered.

The most recent school that the pupil/student attended (not including their
current school) is displayed by default in the School field. Select the school
they were attending when the result was achieved, from the drop-down list,
if applicable.

7. Select the Results achieved from the drop-down list.
8. Click the Save button.
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External results for individual pupil/students can be viewed via Focus |
Student | Student Details and by clicking the Examinations link in the
Links panel.

Viewing or Editing an External Exam Result

1.

Select the required result and click the View/Edit button to display the Edit
External Exam Result dialog.

m Edit External Exam Result @I
Year |Academic Year 2016/2017
an 60146722 - Pearson Edexcel Level 3 Advanced Subsidiary GCE in Business Apply
Board [EDEXL/GCE
Level |GCE Advanced Subsidiary
Subject |Business Studies

Result Type |H'35L"t

Aspect Name |EDEXU'GCE 8B50 Result Grade A

School [Green Abbey School

ResultDate  [2017

|
|
|
|
Grade Set [IC A 72 Resu |
|
|
|
|

Result |C

It is only possible to select an alternative result from the drop-down list. The
remaining fields cannot be amended.

IMPORTANT NOTE: You cannot change the grade of an imported result
from this page. Any changes to grades must be made in an exam results
marksheet and then the Edit PI routine in SIMS must be revisited and the
totals recalculated.

Click the Save button.

The entry most recently edited or viewed remains highlighted in the
External Results page until you select another entry. This enables you to
identify the last edited entry after the Edit External Exam Result dialog is
closed.

Deleting an External Exam Result

IMPORTANT NOTE: It is possible to delete an external result but not an
imported result. Any changes to grades must be made in an exam results
marksheet and then the Edit PI routine in SIMS must be revisited and the
totals recalculated.
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1. Highlight the required result and click the Delete button.

SIMS .net l-‘-r

I."'_"‘-.I You are about to delete the selected exam result.
‘Y Do youwish to continue?

(e ][]

2. Click the Yes button if you want to continue.

Differences Between the Edit PI Data and External
Results Routines

Due to the differing nature of the two processes, there are some apparent
inconsistencies between the Edit PI Data routine and the External Results
routine in SIMS. This is explained in the following table.

External Results Edit IP1 Comment

Apply button Refresh button Apply button needed in External Results to
activate fields when no QN.

COnly AQA and OCR automatically populate All A0s automatically populates External Results are restricted to the Active

Board list in Exams Organiser. This is 50 you are
not presented with the full QWS list which
includes multiple obsolete boards. It is onby
possible to match AQA and OCR across the two
lists.

Level is not always populated and reduced list In External Results, the Levels list is based on
the ‘ICQ spreadsheet with additional levels
acdded 1o fulfil user requirements. A match is
made when possible. Edit Pl allows every
available lavel from the QWS files.

Subject list in alphabetical order Subject listin ‘random’ order Behind the scenes, Edit Plis in code order. The
Subject codes are not reguired for External
Results so the list could be re-ordered.

Subject name may show differently for same QN in External Results and Edit PI. {(England anly) This is because External Results uses the
Subject as present in the QWS file. This is the
same behaviour as was present in
Examinaticons Organiser. When adding the
same QN in Edit PI, the QW5 subject code is
mapped to the post Wolfe code (as present in
the Performance Measures file) for discounting
purposes, and displays a variant on the Subject
name. This is a display issus only and does not
affect any other processes.
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09 I Producing Reports

B 3 o o 1T Tt o o ) o T 115
Viewing REPOItS ..cicciciieieimiersiesssesassasassasassasassnsassnsassnsasnnsasnnsasunss 116
Printing RepoOrts......ccciiiimimiins s s s s s s s s s snm s snmsnnsnnsnns 116
Exporting/Saving Report Data.......ccvcrverimrieriersessnsssassansansansansansas 117
Importing a CSV File into Microsoft Excel ......cccuviciiiiiincrnssnannsannnes 117
Disallowed Combinations Report ........ccuvcririmrisisnsnmsssnsannanaas 121
Producing Entries Reports ......ccvevmmummmmnmmsmmsmssassessassassnssassassasnnnnns 121
Producing Candidate Labels.....ccccuviiimiinnnnsnssnss s s s snnnsnnnss 129
Producing the Candidate Report........ccccveiiiiminrieniennese s s 132
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Introduction

A broad range of reports is available and can be accessed through the
Reports menu. They are divided into the following six categories:

. Entries

= Basedata

=  Checks

=  Seating Organiser
= Labels

=  Results.

Once produced, reports can be printed and saved to disk in one of the
following formats:

= CSV (Comma Separated Values)
= TSV (Tab Separated Values)

=  QRP (Quick Report Format)

= TXT (Plain Text Format).

Data exported in this way can be used in a variety of other Windows®
applications, such as spreadsheets and word processors.

Each of the reports available is prepared according to the same general
principles.

1. Select the required report from the Reports menu.
2. Specify the required report criteria using the Report Criteria dialog.
3. Click the OK button to produce the report based on the specified criteria.
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Viewing Reports

Once the report criteria have been selected, the report is produced and
displayed on screen. Scroll up and down the report using the cursor keys or
the Page Up/Page Down keys.

To view subsequent pages of the report, either:

= click the Focus Browser button to display the Display Page dialog.

Enter the page number you wish to view and click the Display button;
or

= click either the Next Page or Previous Page button to navigate
through the report one page at a time.

El Focus Browser button (red handle)

F | Next Page button

1 | Previous Page button

Click the Close Report Window button to exit from the report
environment.

& | Close Report Window button

Changing the Orientation of the Report

To change the orientation of the report between portrait and landscape, click
the Report Orientation button; but note that each report is in a fixed
format, and changing the orientation from the default will not generally
bring any benefit.

Report Orientation button

Zooming In and Out of the Report

To zoom in on or zoom out from the report for easy viewing, click the
Report Zoom button.

Report Zoom button

Printing Reports

Once produced, the report is displayed and can be printed as follows.
1. Click the Print Report button to display the Print dialog.

Print Report button

2. Select the appropriate printing parameters and click the OK button.
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Exporting/Saving Report Data

Once produced, the report is displayed. You may wish to export the report
data to disk, for use in another Windows application, such as Microsoft®
Word or Microsoft® Excel.

Data can be saved as a Tab Separated File, with each item of data
separated by a tab mark or a Comma Separated File, with each item of
data separated by a comma. Experience suggests however that because the
printed report layout includes a lot of header data, tsv or csv export will
rarely produce anything very useful when imported into Microsoft® Excel or
other external applications. Accordingly, reports that comprise, after the
headings, a simple homogeneous table have been provided with a dedicated
Export button, which should be used in preference.

Data can also be saved in Quick Report format, so that it can be viewed
using an application called Quick Reports or as a Text File.

To export from the Print Preview screen:
1. Click the Export Data button to display the Export Report dialog.

Export Data button

Enter the File name for the report you are saving.
3. Select the appropriate file format from the Save as type drop-down list.

4. Click the Save button to export the report to the required destination using
the specified file name and to return to the Report page.

5. Click the Close Report Window button to exit from the report
environment.

& | Close Report Window button

6. Click the Export button on the Report Criteria form to run the report.

When data collection is complete, if there is no data found, you are
informed. Otherwise the Save As dialog opens.

7. Select the Path and enter the File name for the report you are saving.
8. Select the appropriate file format from the Save as type drop-down list.

9. Click the Save button to export the report to the required destination using
the specified file name and to return to the Report Criteria form.

You may now modify the previously entered parameters to produce further
variations of your report.

Importing a CSV File into Microsoft Excel

If a report is exported from SIMS in .CSV format (comma separated
values), with a .CsvV filename extension, the default behaviour of Microsoft
Excel when importing such a file is to format all cells as type General. This
entails examining each value in the file to determine whether its content is
purely numeric (i.e. 0-9, comma or point); or is recognisable as a date; or
neither of these. On this basis it treats the cell as numeric, date or text
respectively. If it is numeric, it strips any leading zeros, and any subsequent
re-declaration of the cell or column as type Text will not restore the leading
Zeros.
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The effect of this on some types of data can be serious. In the multiple-row
results export from Examinations Organiser 6.38 onwards, several columns
comprise only numeric characters, but legitimately have leading zeros.
These are:

Column Content ‘

Candidate Number 0001 - 9999 are valid values. It is a 4-character field,
whose content is limited to numerics.

Year group These are usually numeric, but following integration
are preceded by a space if single-figure. Most exports
of exam results are for years above 10, so this will not
generally be an issue for most users.

Board Code 01, 10, 11, etc. OCR’s 01 is the only one affected, but
it should still be 01, not 1.

QCA Subject Code The traditional academically oriented code set started
at 1010, but codes for vocational subjects are in the
range 0001 - 0021.

Month Exported as 01, 02, etc.

Year Exported as 03, 04, etc.

Result This will depend on what you have chosen to export.
Entry, Forecast and Equivalent are invariably grades;
Results will generally be numeric for Units, grades for
Certifications. It will generally be best to allow default
behaviour to operate here, but note that some grades,
particularly at Entry level (3, 2, 1), look like humerics,
and are treated as such unless overridden.

Once the data has been imported into Microsoft Excel, the formatting of the
data can be changed as required. However, it is probable that the stripping
of leading zeros from at least some of these values will distort the content.

The way to override this behaviour is as follows:

1. When asked to supply a filename for the export in SIMS, enter a suitable
name with a . TXT file extension.

2. Once the export has completed, open the file using Microsoft Excel.
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This displays the Text Import wizard, enabling you to specify the display
format of the file.

Text Import Wizard - Step 1 of 3 &Iﬂ—hJ

The Text Wizard has determined that your data is Fixed Width.

Tf this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |6 2 File origin: 437 : OEM United States EI

Preview of file D:\SIMS\EXAMIN\Basedata_Structure_2011.TXT.

Base Data Structure - Awards

-
Season: June (Summer) Exams 2011 Board: LOR =
Series: 6R11 70 Title: LQR GCE
Code Award Title QualificationCourse
2160 Law (BAQA 2160) GCE Law (GCERAS)
2190 Sociologv (ROA 2190) GCE Sociologv (GCEAS)

(1L} b

Select the Delimited radio button. This ensures that the commas present in
the exported file act as separators, denoting where one field ends and
another field begins.

NOTE: If you want to suppress the header rows so that they are not
displayed in Microsoft Excel, enter 6 in the Start import at row field. This
ensures that the first row to be displayed is the column headers and each
subsequent row is the associated data.

Select 437 : OEM United States from the File origin drop-down list.
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5.

10.

Click the Next button to continue.

Text Import Wizard - Step 2 of 3 l -
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

Delimiters
Tab
Semicolon Treat consecutive delimiters as one

| Comma

— Text qualfer: [T ~ |
Space
Other:

Data preview

Base Data Structure - Awards

-
Season: June (Summer) Exams 2011 Board: BOR =
I Series: 6a11 70 Title: BQR GCE
|| Code Award Title fualificationCourse
2160 Law (BQA 2160) GCE Law (GCEAS)
21380 Sociologv (ROA 2190} GCE Socioloav (GCERS) -
4 11} 2

Deselect the Tab check box in the Delimiters panel and select the Comma

check box.

This instructs Microsoft Excel that a comma should be used as a field

delimiter.
Select none from the Text qualifier drop-down list.
Click the Next button to continue.

Text Import Wizard - Step 3 of 3 X

This screen lets you select each column and set the Data Format.
Column data format

neral

'General' converts numeric values to numbers, date values to dates, and all remaining
values to text.

Date: DMY IZI Advanced...

Do not import column (skip)

Data preview

X7
AQR GCE

With reference to the table at the beginning of this section, click a column

that will be affected by the removal of leading zeros, to highlight it.
Select the Text radio button in the Column data format panel.
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NOTE: At this stage, the justification in each column is not displayed as it
will be once it has been imported.

11. Repeat Steps 9 and 10 until you have amended the data format for each of
the columns that are affected by the removal of leading zeros.

12. Click the Finish button to complete the process and to display the selected
file in the format specified.

Disallowed Combinations Report

This report should be produced prior to the creation of a Joint Council Entry,
amendment type file submission. It is used to check the entries for a
selected series against the contents of the board’s Disallowed Combinations
file, the relevant parts of which will have been imported as part of the
basedata import process.

The report header displays the season, examination board and series. The
report body displays the name of the candidate, their Exam Number and a
range of codes and titles.

1. Select Reports | Checks | Disallowed Combinations to display the
Report Criteria - Disallowed Combinations dialog.

Report Criteria - Disallowed Combinations I

Season |June (Summer) Exarms 2012 q|

Series CSFIN ... une 2012 al

“ Cancel

2. Select the Season and the Series by clicking the appropriate Field
Browser button.

3. Click the OK button to produce the report.

Producing Entries Reports

Six reports are available in this section. These reports can be run by
selecting Reports | Entries and selecting the required report.

Statement of Entry Report

These forms provide information about the examinations options for which a
candidate has been entered. They are mainly used for checking that entries
have been made correctly. The candidate can be asked to check this and
other details before signing. Space is also provided for the signature of the
parent/guardian.

This report should be produced after entries have been made, but prior to
submission to the exam boards.
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For each candidate, the report header includes personal and school details.
If a candidate’s Legal Surname has been specified, this name is displayed
in the Name on Certificates field on the report. The report body is a
columnar list within each award and includes details such as the
examination board, element and fees for each entry. Fees will only be
displayed if they are non-zero.

If you elected to include component information, the report displays the
date, time, duration, etc. for each element.

1. Select Reports | Entries | Statement of Entry to display the Report
Criteria — Candidate Statement of Entry dialog.

Report Criteria - Candidate Statement Of Entry @

Yiew

Seasar |June (Sumrmer) Exams 2012 =} |
Group i | |
Candidate: (& ElEam Marme <«

Adams Kathryn

Anderson Jacob

Appleby Harbinder
Archer Glenda
Armold Lisa

Arnold Randeep

Bagshaw Gary

[P TTI

Order Alphabetical order Q.|

Fee Informstion (" Private Fees ( All

Saweas Default [

Feport

Include Companent —

[v' Printon Headed Stationery
Information

“ Cancel

2. Select the Season and either the Group or the Candidate(s) by clicking
the appropriate Field Browser buttons.

3. Select an Order for the report and enter a Report Footer if required. The
footer also contains the following text which is produced by default:

The Date column against a Continuous Assessment Component
should be taken as the date by which marks are due to the Board.

The report footer can also be used to add a note to candidates asking for
any errors in the Statement of Entry report to be reported to the
Examinations Officer by a specific date.

4. If you want to save the content of the Report Footer so that it can be used
when running this report in future, select the Save as Default check box.
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5. Select the Include Component Information check box if you want the
code, title, type, date, time and duration of each component included in the
report.

6. If you want to print this report on your school’s headed stationery, select
the Print on Headed Stationery check box.

NOTE: Before producing this report, if you selected the Print on Headed
Stationery check box you should also check the settings in the Headed
Stationery Parameters panel in the School Details dialog (Tools |
Setups | School Details).

7. Click the OK button to produce the report.

NOTE: The dates shown on this report are those published by the
examination board and may not be final.

Additional Resources:

b 4

Setting the Headed Stationery Parameters in the Setting up Examinations
Organiser chapter of the Preparing Examinations Organiser for an Exams
Season handbook

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for and Exams Season handbook

Candidate Fees Payable Report

This report provides schools with the facility to print and distribute to
parents and candidates, details of any examination fees due. Once
produced, this report can be used as supporting documentation to
accompany a formal invoice which can be raised from your school’s
accounting system.
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1. Select Reports | Entries | Candidate Fees Payable to display the Report
Criteria — Candidate Fees Payable dialog.

Report Criteria - Candidate Fees Payable E

View
Seasar |June (Surmmer) Exams 2011 Q ‘
Group . | ‘
Candidates (@ ElEyam MName & 3
Allen Megan 3

4000 Abbot Ben

4001 Adam Briany

4002 Aguilera Christopher

4003 Ahlrman Wictar

4004 Aleen Mina
4007 Auden Harry

anmn

Fage per Candidate

(@ Private Only Centre Only " All Entries

(Maximum 500 characters’
[~ Save as Default [ Frint on Headed Stationen:

2. Select the Season by clicking the Field Browser button and selecting from
the drop-down list.

3. Select the method of candidate selection to include in the report by selecting
either the Group or Candidates radio button and clicking the appropriate
Field Browser button.

4. Select the style of the report by clicking the Field Browser button adjacent
to the Styles field and selecting from the list. The options are Continuous
(Detailed), Continuous (Summary) and Page per Candidate.

The Page per Candidate report displays a detailed view of fees owed by each
candidate in the report scope and it can be used as part of a report sent to
parents or to candidates. The Continuous (Summary) report displays the
total of all fees owed by each candidate, together with a grand total for all
candidates at the end of the report. The Continuous (Detailed) report
displays the same information presented in the page per candidate report,
but allows for more than one candidate to be displayed on each page.

5. Select the Scope of the report (the type of fees on which you want to
report) by selecting the Private Only, Centre Only or All Entries radio
button.

6. Enter a Report Footer, if required. The report footer can contain up to 500
alpha-numeric characters.
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7. If you want to save the content of the Report Footer so that it can be used
when running this report in future, select the Save as Default check box.

8. If you select the Save as Default check box, any text entered in the footer
is displayed again the next time the report is run.

NOTE: If you select the Save as Default check box, any text entered is
displayed in the footer even if you select the summary or continuous style
of report. If you do not want to use this text when running the report,
delete the contents of the Report Footer field.

9. If you want to print this report on your school’s headed stationery, select
the Print on Headed Stationery check box.

NOTE: Before producing this report, if you selected the Print on Headed
Stationery check box, you should also check the settings in the Headed
Stationery Parameters panel in the School Details dialog (Tools |
Setups | School Details).

10. Click the OK button to produce the report or click the Export button to
export the report.
If you select to export the report, the Save As dialog is displayed. Enter or
select the filename and location to which the export file will be saved. Select
the required file type, either . TXT or .CSV, by selecting from the Save as
type drop-down list and then click the Save button.

NOTE: It is possible to export the report only if you select the Continuous
(Summary) or Continuous (Detailed) style of report.

? Additional Resources:
oo

Setting the Headed Stationery Parameters in the Setting up Examinations
Organiser chapter of the Preparing Examinations Organiser for an Exams
Season handbook

Examination Entry Lists Report

This report is used to circulate a list of entries currently stored in the module
to Heads of Departments, Course Managers and Class Teachers, for them to
check whether the information is correct and complete.

For each of the components selected, the report header includes season,
board, award and component details, etc. For each of the components
selected, the report body consists of the name of the candidate entered,
their Year, Reg Group, Examination and UCI Numbers and the Entry Mode.
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1.

7.

Select Reports | Entries | Examination Entry Lists to display the Report
Criteria — Examination Entry Lists dialog.

Style Selectior

Season [June (Summer) Exams 2011 a| | Boa  [AlBoerds Q| ualiication [(Al q|
Repart Type |E|Em9mE"WL‘5“”‘3 D\‘ Awiard C\‘ Level Al C\|

Include Signature Box | Include Mull Lists [ Salactions
Candidate Order [Neme &
English (Legac Foundation (G-C)

Motes - English (Legac Higher (0-4%

0153m English Litera Spec A Foundation G-C
05302 English Litera Spec A Higher D-4*
018503 Mathematics (L Foundation Tier
018504 Mathematics (L Higher Tier

023001 Science Cashein

023101 Additional Sci Cash-in

n23zm Biology Cash-in

noazn I

Select the Season and the Report Type by clicking the appropriate Field
Browser buttons.

Select the Include Signature Box check box if you want the entry sheet to
be signed by the report reader. Select the Include Null Lists check box if
you want elements or components with no entrants to be represented in the
report.

Select an Order for the report, and enter any Notes to be displayed at the
end of each element list.

Select the Board, Qualification, Award and Level by clicking the
appropriate Field Browser buttons.

The Qualification drop-down list only displays qualifications linked to
awards.

Click the Selections Field Browser to display the Component chooser and
select the components that you want to include in the report.

Click the OK button to produce the report.

Exam Entry Costs and Totals Report

This report produces a list, element by element, of the number of entries
and unit costs, together with the total.

For the examination board selected, the report header consists of the
season and examination board. The report body consists of the element
code and title, level, unit fee, the number of candidates, total fees, the
number of private candidates and the total of private fees (if selected).
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1. Select Reports | Entries | Exam Entry Costs & Totals to display the
Report Criteria - Exam Entry Costs And Totals dialog.

Report Criteria - Exam Entry Costs And Totals &J
l

WView

Seasor |June (Summer) Exams 2012 q|

Boarc LAQA

(o Allfees included intotal, private shawn separately
" Allfees included intotal, private not shown
" Only non-private fees included in total, private shown separately

(" Only non-private fees included in total, private not shown

Cance|

2. Select the required Season and Board by clicking the appropriate Field
Browser buttons.

The Board drop-down list only displays active boards.

3. Choose the type of fees to be included in the report by selecting the
appropriate radio button.

4. Click the OK button to produce the report.

Individual Candidate Timetables (Default) Report

This report is similar to the Individual Candidate Timetables report as it
provides a personal timetable for each candidate. However, this report
extracts data directly from the imported basedata and does not provide
information relating to Seating Organiser (exact times, venues, seating
positions, clash resolutions, etc.).

For each candidate, the report header includes personal and school details
and whether the candidate is eligible for special arrangements. The report
body is a columnar list in two sections. The first section details the
coursework components, if you elected to include this information in the
report and includes details such as the examination board, element and
component.

The second section details the Timetabled components and will always be
displayed in the report. This section displays the date and time of the
examination, the associated examination board, level and element details.
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1. Select Reports | Entries | Candidate Timetables - Default to display
the Report Criteria — Individual Candidate Timetable - Default dialog.

Report Criteria - Individual Candidate Timetable - Default_ E

View
Seasar |June (Surmmer) Exams 2012 Q, ‘
Group i | ‘
Candidate: (& Eleam .. |[Name =

M »

Adams Kathryn

Anderson Jacob
Appleby Harbinder
Archer Glenda
Amold Lisa

Amold Randeep
Bagshaw Gary

Alphabetical order

Inclucle
Coursework

2. Select the Season and either the Group or the Candidates by clicking the
appropriate Field Browser button.

3. Select an Order for the report and enter a Report Footer if required.

The report footer can be used to add a note to candidates asking for any
errors or omissions in the report to be reported to the Examinations Officer
by a specific date.

4. Select the Include Coursework Components check box if you want the
examination board, level, element, component, mark/grade and the date
due to board of each coursework component to be included in the report.

5. Click the OK button to produce the report.

NOTE: The dates shown on this report are those published by the
examination board and may not be final.

Amendment Audit Trail Report

This report enables Exams Officers to track the amendment history of
candidates and elements. The report, based on the sequence of entry and
amendment files relating to a selected series, details the additions and
withdrawals submitted to the board.

For each submission file sent, the report header displays the season and
series for which the report is being run.

128 | Administering and Registering Candidates for Exams



09| Producing Reports

The report body consists of the submission file name, date of submission,
together with the contents of the submission, including the candidate name,
submission status and the element code.

1. Select Reports | Entries | Amendment Audit Trail to display the Report
Criteria — Amendment Audit Trail dialog.

Report Criteria - Amendment Audit Trail I

|June [(Summer) Exams 2012

Export Cance/

2. Select the Season and Series by clicking the appropriate Field Browser
buttons and selecting from the drop-down lists.

The default season is the currently selected season and the series list
displays only those within the selected season that have at least one
amendment submission recorded.

3. To print the report, click the Print button to display the Amendment Audit
Trail report.

4. Click the Print button to display the Print dialog and then click the OK
button to print the report.

To export the report, click the Export button to display the Save As dialog.
Enter or select the filename and location where the export file will be saved.
Select the required file type, either . TXT or .CSV, by selecting from the
Save as type drop-down list and then click the Save button.

IMPORTANT NOTE: . TXT is the preferred format because it enables you
to dictate to Microsoft Excel that fields that contain only numeric
characters should nevertheless be treated as text fields — particularly
significant in candidate numbers.

Exporting the data to a spreadsheet enables you to order it as required - by
candidate, element, process, etc.

The report is displayed or exported, as required.

Producing Candidate Labels

Two types of candidate label are available in this section. They can be
created by selecting Reports | Labels and selecting the required label
type.
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Candidate Labels

This report enables you to create labels for candidates, which can be used to
allocate a desk in an examination room or to identify folders of work. This is
particularly useful if you use Seating Organiser to resolve clashes and create
component sittings but do not want to assign seats using Examinations
Organiser.

For each label, the candidate’s name, Year, Registration Group, Exam
Number and UCI Number are printed.

IMPORTANT NOTE: The label size is 7 ins x 2 ins (9.91cm x 3.81cm). The
Avery reference for such labels is L7163. Due to the specific content of the
label, the label size is fixed.

1. Select Reports | Labels | Candidates to display the Report Criteria -
Candidate Label Report dialog.

Report Criteria - Candidate Label Report (—

Yiew

Seasor |June [Surnmer) Exams 2012

MName Format |Surname + Farename(s)

Group (‘

Candidate: @

Appleby Harbinder
Archer Glenda
Amold Lisa

Arnold Randeep
Bagshaw Gany

T =

Select the required Season by clicking the Field Browser button.
3. Select the Name Format by selecting an option from the drop-down list.

Select either the Group or the Candidates by selecting the required radio
button and clicking the appropriate Field Browser buttons.

5. Click the OK button to print the labels.

Candidate/Components Labels

This report enables you to create labels for candidate/component
combinations, which can be used to allocate a desk in an examination room
or to identify folders of work. This is particularly useful if you use Seating
Organiser to resolve clashes and create component sittings but do not wish
to assign seats using Examinations Organiser. Labels can be printed for both
internal and external candidates in any open season.

For each label, the candidate’s name, Year, Registration Group, Exam
Number and UCI Number are printed.
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1. Select Reports | Labels | Candidate/Components to display the Report
Criteria - Candidate/Component Label Report dialog.

Report Criteria - Candidate/Component Label Report ‘ ﬁ

Wiew

Seasor |Uune (Summer) Exams 2012 q|

Date Range |1/0572012 E to [31/07/2012 E

Marne Format |Surname + Forenarne(s) ﬂ

Component Type | (@ Timetabled (" Continuous

Selection By ® Component " Wenue

Selected
(=

Cance/

Select the required Season by clicking the Field Browser button.

3. Select the Date Range by either entering the required dates or clicking the
Calendar buttons and selecting the required dates.

4. Select the required Name Format by selecting an option from the
drop-down list.

5. Select either the Timetabled or Continuous radio button in the
Component Type panel.

Select the Timetabled radio button to select from a list of timetabled
components or the Continuous radio button to select from coursework
components.

6. Select the method by which components are to be selected by selecting
either the Component or Venue radio button in the Selection By panel.

The Venue radio button is disabled if you selected the Continuous radio
button in the Component Type panel, as there is no examination venue for
coursework components.

7. Click the Field Browser button in the Selected panel to display either the
Component chooser or the Venue chooser.

8. Select the required components or venues by double-clicking their names in
the Available Items panel or by highlighting the name then clicking the
Choose button. Multiple items can be selected by holding down the Ctrl key
and clicking each item, then clicking the Choose button. Select all items by
clicking the Choose All button.

All selected items are displayed in the Chosen Items panel.
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9. Click the Update button to return to the Report Criteria dialog.
All selected items are displayed in the Selected panel.
10. Click the OK button to print the labels.

Producing the Candidate Report

The purpose of this report is to enable a check to be made that the personal
data to be submitted to the examination boards is correct.

Irrespective of the level of detail selected, the candidate’s name, as
formatted for submission to the examination boards, gender, date of birth,
Examination and UCI numbers are displayed and whether the candidate is
eligible for special arrangements. Depending on the level of detail selected
in the Report Criteria dialog, other details including contact details, their
name as displayed on any certificates (the formatted name) and elements
for which the candidates have been entered, as well as a summary of the
associated fees may also be displayed.

1. Select Reports | Candidate Report to display the Report Criteria -
Candidate Report dialog.

View

Seasar |June (Summer) Exams 2012 q|

Select by, (@ Groups (" Candidates

Effective Date 01/05/2012 E

Selections

10y/Fel
10y/Fe2
10y{Fe3
10y/Scl
104Gl
10y Hi1

1 0yfHi2

TMehAAT

=

Detail Leve Minimurm Details q ‘

Report Order ® Group, Candidate Number (T Group, Candidate Name

2. Select the Season for the report by clicking the Field Browser button and
selecting from the drop-down list.

3. Select the method of candidate selection by selecting either the Groups or
Candidates radio button in the Select by section.

4. Enter the Effective Date for the report or click the Calendar button and
select the required date. Alternatively, accept the default date, which is the
first day of the selected season.

5. To select the candidates to include in the report, click the Selections Field
Browser button and select either the group or the individual candidates to be
included in the report.
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Select the Detail Level for the report by clicking the Field Browser button
and selecting the required option.

Select the radio button of the required Report Order.
Click the OK button to produce the report.

Additional Resources:

Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook

Linear Integrity Check Report

This report can be accessed by selecting Reports | Checks | Linear
Integrity Check.

This report should be produced prior to generating a submission for a
selected series. It is used to ensure that the necessary data has been
entered and that orphaned results are not present in the system.

The report header displays the type of Integrity check being produced, the
season, examination board and series. For each candidate, the report body
consists of their name, Exam Number, element code, title, etc.

Select Reports | Checks | Linear Integrity Check to display the Report
Criteria — Linear Integrity Check dialog.

Report Criteria - Linear Integrity Check [ ——

Seasan |June (Sumrmer) Exarns 2012 q|

Serie I, .|

Feport Mode |Entriesf00ursework Marks

al
Compaonent Tltle ﬂ

Canzel

Select the Season, Series and Report Mode by clicking the appropriate
Field Browser buttons.

Select the Components by clicking the adjacent Field Browser button.
Click the OK button to produce the report.

Producing Seating Organiser Reports

Eight reports are available in this section. These reports can be run by
selecting Reports | Seating Organiser and selecting the required report.
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Summary Examination Timetable Report

3.

This report produces a summary of all the scheduled examination events
within the selected season or specified date range.

For each examination, the report header includes either the season or the
date range specified in the report criteria. The report body consists of the
examination date, start time, room, duration and number of candidates, etc.
The duration displayed is that of the candidate(s) granted the most amount
of time (i.e. that of any candidate(s) eligible for Special Arrangements).

Select Reports | Seating Organiser | Summary Examination
Timetable to display the Report Criteria - Summary Examination
Timetable dialog.

Report Criteria - Summary Examination Timetable — &J

Season i |LJune (Summer) Exams 2012 q|

Date Range Frorr E To E

Exam Foom @ All

¢ Selected | |

Select either the required Season or a Date Range, together with an Exam
Room. Alternatively, you can select to run the report for All examination
rooms.

Click the OK button to produce the report.

Exam Room Usage Report

This report displays a list of the usage of the chosen examination rooms
within the specified date range. A new page is produced for each
examination room selected.

The report header displays the selected date range, examination room and
seating capacity of the room. The report body consists of the date, time,
component title, duration and number of candidates, etc. The duration
displayed is that of the candidate(s) granted the most amount of time (i.e.
that of any candidate(s) eligible for special arrangements).
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1. Select Reports | Seating Organiser | Exam Room Usage to display the
Report Criteria - Room Usage Report dialog.

Report Criteria - Room Usage Report E

View

Fooms [BlName

Caretaker Stock Foom

Drama Studio
English Foom 1
kain Hall
Maths Foom 1
Sports Hall
Support Centre

In Use
Betnen 220272012 @ A [e3mzmiz |

2. Select the Rooms and a date range from the respective Calendars.
3. Click the OK button to produce the report.

Seating Plans Report

This provides a seating plan of the examination sitting for a selected room.
It enables invigilators to check for absentees and to ensure that all
candidates are seated according to the prepared schedule.

The report header displays the selected rooms, the examination date, start
time and seating capacity. The report body consists of a cell representing
each occupied seat, showing the candidate’s name, component code, Exam
Number and end time. Cells printed in italic font indicate seats already
occupied at the start time of the plan, so that it shows all activity in the
room, not just the items that start at the time indicated. Empty areas of the
room are not printed, where this would involve printing blank sheets.

If a candidate is eligible for special arrangements and has been granted
additional time for an examination, the end time displayed is inclusive of the
additional time.
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1. Select Reports | Seating Organiser | Seating Plans to display the
Report Criteria — Seating Plans dialog.

Wiew

|kAII rooms) q‘

Date Range | Fror |01/05/2011 @ Ta  [30/06/2011 E

Sitting |AH Sittings q|

Farmat @ Invigilator (" Display

Switch to high resolution

2. Select the required Room by clicking the Field Browser button and
selecting from the drop-down list.

The All Large and All Small options enable you to view seating plans for all
rooms of a certain size. The All Large option displays seating plans for all
rooms with more than 14 rows or more than six columns. The All Small
option displays seating plans for rooms with up to 14 rows or up to six
columns.

Seating plans for individual rooms can also be reported on, by selecting from
the drop-down list.

3. Select the Date Range the report will cover by clicking the Calendar
button and selecting the required dates, or by manually entering the dates.

4. Select the required Sitting by clicking the Field Browser button and
selecting from the drop-down list.

5. Select the required report Format by selecting either the Invigilator or
Display radio button. Selecting the Display radio button produces a similar
report output, but the candidate end time is not displayed.

NOTE: If an individual candidate has been granted additional time to
complete the examination, and will remain in the same room when the
next examination sitting starts, their name is displayed in italics on the
seating plan. If you have selected the Display format, the end time for
such candidates are hidden, as is the italicised sittings.

6. The Switch to high resolution check box is enabled only for rooms defined
as ‘large’ (i.e. rooms that have more than 14 rows or more than six
columns), and defaults to selected for all such rooms. Select or deselect this
check box as required, to determine the layout of the report output.

7. Click the OK button to produce the report.
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Examination Registers Report

This report provides a list of the expected candidates, together with their
seating positions for each component sitting.

The report header displays the room, start time, date, duration, component
code and exam title. For each candidate, the report body consists of their
name, Exam Number, element code, seat code, whether they are present at
the examination and whether they are eligible for special arrangements.

1. Select Reports | Seating Organiser | Examination Registers to display
the Report Criteria — Examination Registers dialog.

|

View

Rosm (2D |

Date Fange | Frar |01/09/2011 @ To 30/09/2011 E

Sitting |AH Sittings q|
CQrder |Candidate Murnber q|
BaichBy  |Fioom Q|

Show Special Arrangamants;, [«

2. Select the required Room by clicking the Field Browser button and
selecting from the drop-down list. The default is (All) rooms.

3. Select the Date Range to be covered in the report by clicking the Calendar
button and selecting the required dates; or by manually entering the dates.

4. Select the required Sitting by clicking the Field Browser button and
selecting from the drop-down list.

5. Select how you want the report to be ordered, i.e. by Candidate Number,
Name or Seat, by clicking the Field Browser button and selecting from the
Order drop-down list.

6. Select how you want the report to be batched, i.e. by Room or by Date, by
clicking the Field Browser button and selecting from the drop-down list.

7. Select the Show Special Arrangements check box if you want the details
of candidate's special arrangements to be included in the report. Candidates
who have been assignhed any special arrangements can be identified by an
asterisk adjacent to their name on the initial report output. A subsequent
page of the report is produced for each candidate who has been assigned
any special arrangements. This page details their individual requirements
and any additional extra time and pertinent comments.

8. Click the OK button to produce the report.
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Individual Candidate Timetables Report

This report is produced for distribution to individual candidates within each
season. It provides a personal timetable that shows clash resolutions and
exact times, venues and seating positions.

The report header displays the season, candidate name, Exam Number, UCI
number, Centre number, Year and Reg. Group details, the Centre number
and whether they are eligible for special arrangements. For each
examination, the report body consists of the date and start time,
examination board, element code, component title, room, seat number, etc.

1. Select Reports | Seating Organiser | Individual Candidate Timetables
to display the Report Criteria — Individual Candidate Timetables dialog.

Report Criteria - Individual Candidate Timetables ﬁ

View

Season |.June (Summer) Exarms 2012 q|

Select by (o Group (" Candidates

»

Selections  |ElType + |Description

MNCYear Curriculum Year 12
MNCY2ar Curriculum Year 10
House Bovle

House Curig
House Flemming
House Hooke

Candidate Name

2. Select the Season for the report by clicking the Field Browser button and
selecting from the drop-down list.

3. Select the method of candidate selection to include in the report by selecting
either the Group or Candidates radio button in the Select by section.

4. Click the Field Browser button in the Selections section and select either
the group of candidates or individual candidates to be included in the report.
If you select multiple groups, this determines the batching of the report
output. For example, if you select six registration groups, timetables are
printed in the selected order within the registration group. If the groups you
choose are of different types, multiple copies are printed for any student
who is in more than one of the selected groups.

5. Select a report Order by clicking the Field Browser button and selecting
Candidate Name or Exam Number from the drop-down list.

6. Enter a Report Footer, if required.
7. Click the OK button to produce the report.
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Candidate Special Arrangements Report

This report enables you to see the pupil/students who have been assigned
special arrangements to assist them when sitting their examinations. By

printing this report you can ensure that the necessary preparations are in
place for the relevant pupil/students.

Select Reports | Seating Organiser | Candidate Special Arrangements
to display the Report Criteria - Special Arrangements dialog.

2.

Additional Resources:

Report Criteria : Special Arrangemen E

Seasor |(A”)

Membership
P 29/08/2012 L=

Select By (" Groups (& Individuals
Selections ;Exam Name ’,\
Ribot Migelia
Stolpe Fredric
Konz Dakota
Wynter Nicholas
1125 Allensworth Ariella
1128 Freistuhler Shafig v
Special Arrangements Default Extra ...

TSI ‘Word Processor

Scribe
Feader
Fractical Assistant
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Important Information on the Usage of the Candidate Name Fields in the
Getting Started with Examinations Organiser chapter of the Preparing
Examinations Organiser for an Exams Season handbook

<y

Order

Order

Candidate Exarm Nurnber

Candidate Name
Print

Select the Season for which you want to run the report by clicking the Field
Browser button and selecting the required season from the drop-down list.
You can also select <All> to view values for all seasons.
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The Membership Date defaults to the Start date of the selected season. It
can be changed by clicking the Calendar button and selecting a different
date or by manually entering the required date in the field. If you have
selected <All> from the Season drop-down list, the date in this field
defaults to today's date.

3. Select either the Groups or the Individuals radio button adjacent to the
Select By field. This enables you to specify the population of the report.

4. Click the Field Browser button in the Selections panel.

If you selected the Groups radio button, the Group Chooser dialog is
displayed.

Available tems Chasen ltems

Type | Drescription Tppe |Descripti0n

Chaoose All T}
Chooze 4%

4+ Remave
£+ Remave Al

Available tems Count : Chosen ltems Count:

5. Select the required group(s) by double-clicking the Description(s) or by
highlighting them and clicking the Choose button. Multiple groups can be
selected by clicking the Choose All button.

6. If you make a mistake in your selection, highlight the group Description
and click the Remove button. Alternatively, click the Remove All button
and begin your selection again.

All selected groups are displayed in the Chosen Items pane of the Group
Chooser dialog.

7. Click the Update button to return to the Report Criteria - Special
Arrangements dialog.
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If you selected the Individuals radio button, the Candidate Chooser
dialog is displayed.

Available ltems Chosen ltems
Exam Mo. - |Mame -
5000 Abdelkoder Mohar (=] A Ve
5001 Adams James i Choose Al L2 | Alloright Frankie
Archer Fatrik Anderson Dylan
Ashman Lucy Addizon Millie
Bainbridge Olivia Choose ©
Bartan Olly
Basan Selima
Bendall Nathan

Bennett Jill M
Buorel Kayleigh
Borley Charlie
Bratt Tyler <] Remave Al
Briscoe Benjamin
Callum Garvett

A

Update

Select the required candidates by double-clicking their names or highlighting
their name and clicking the Choose button. Select all the candidates by
clicking the Choose All button.

If you make a mistake in your selection, highlight the candidate's name and
click the Remove button. Alternatively, click the Remove All button and
begin your selection again.

All selected candidates are displayed in the Chosen Items pane of the
Candidate Chooser dialog.
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10. Click the Update button to return to the Report Criteria - Special
Arrangements dialog.

Report Criteria : Special Arrangements E— —

Seasor |(A”)

Membership
Fni [2908r2072 k=l

Select By (" Groups ® Individuals

Selections Eltvan. |[Name

Ribot Nigelia
Stolpe Fredric
Konz Dakota
Wynter Nicholas
Allensworth Ariella
Freistuhler Shafiq

Special © |Default Extra ...
Arrangements

Practical Assistant

Order
Candidate Exam Number

Can lame
Brint

The Selections are displayed.

By default, all the Special Arrangements that are defined in Exams are
displayed in the Special Arrangements panel. You may want to remove
some of these from the report parameters before running the report.
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11. Click the Field Browser button to display the Special Arrangements
Chooser dialog.

Special Arrangements Chooser ﬁ
Available lterms Chosen ltems
Bl desciiption desclipt\on
Choose &4l C | Eeader
“Word Processor
Choose 5
<A Remawe
<1 Remove All
Awvailable items count: 1 Chosen items count: 3

Update

12. Highlight the Chosen Items that you do not want to be included in the
report by using the Remove and Remove All buttons, where appropriate.

13. Click the Update button to return to the Report Criteria - Special
Arrangements dialog.

14. Click the Field Browser button to select the required Order for the report.
You can select either the Candidate Exam Number or the Candidate
Name.

15. Click the Print button to print the report.

Candidate Special Arrangements Report
Season: (Al

[Nz Exnm Mo Arrangement Extras Time  Comment
Bomila. Benigna A0a1 Feader ks
Sk o
Practicel Assiztent T
‘viviond Processor M
Dhecenza, Shiva 4059 Pracicsl Assistant hd
‘Wiond Processor ki
La Dietrner A0ED Fenadet i
Scriba ki
Practical Assstan N
wyiord Processor ]

Running the Component Sitting Integrity Report

This report identifies candidates who have been assigned a seat for an
examination but have since been withdrawn from sitting it. This enables the
Exams Officer to remove that candidate from the seating plan manually.
Alternatively, this routine can be used to delete such candidates from the
seating plan automatically.
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1. Select Tools | Component Sitting Integrity Check to display the
Component Sitting Integrity Check dialog.

Component Sitting Integrity Check &J

Season s |June [Surnmer)] Exams 2012 =) ‘
Date Range 280242012 J to 2840242012 J
Series (AID J Q |

Action & Repart " Delete

Ex

2. Select either the Season or the Date Range radio button to determine the
reporting range.
If you select the Season radio button, click the adjacent Field Browser
button and select the required season from the drop-down list. You can
select <All> to view values for all seasons.

If you select the Date Range radio button, click the appropriate Calendar
buttons and select the required start and end date from the Calendar, or
enter the dates directly in the date fields.

If you have selected a season, rather than a date range, you must specify a
series.

3. Select the required Series by clicking the appropriate Field Browser
button. The drop-down contains all the series of the selected season, along
with All, which is the default value.

4. In the Action panel, select the outcome of running this check.

Select the Report radio button if you want to view the outcome on screen
for analysis. Selecting this option displays the information in report format
on-screen, informing you that the candidates in the report are seated for a
component but do not have a corresponding entry.

Select the Delete radio button if you want the integrity check to search for
candidates who have been seated for a component but do not have a
corresponding entry, and then remove the candidate from the seating plan.
Prior to deletion, the number of candidates who will be removed from the
seating plan are displayed and you are asked to confirm the deletion. Once
the candidate(s) have been removed and you return to the component
sitting in Seating Organiser, you will see that they have been removed from
the seating plan.

5. Click the OK button to perform the required function.

Components with Incomplete Seating Report

This report lists any components with unseated candidates enabling you to
ensure that all candidates have been seated.

The report header displays the season. For each component, the report body
consists of the date, start time, examination board, component title,
duration, seating details, etc.
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Select Reports | Seating Organiser | Components with Incomplete
Seating to display the Report Criteria = Components with Incomplete
Seating dialog.

Report Criteria - Components with Incomplete Seatin§ - ﬂ

View

Season |Uune [Summer) Exams 2012 =} |

Select the Season to base the report on by clicking the Season Field
Browser button.

Click the OK button to produce the report.

Unseated Candidates Report

This report is used to expand selectively on the information provided by the
Components with Incomplete Seating report.

The report header displays the season, examination board, date, component
title, start time, etc. For each candidate, the report body consists of their
name, Exam Number and element code and title.

Select Reports | Seating Organiser | Unseated Candidates to display
the Report Criteria — Unseated Candidates Report dialog.

Report Criteria - Unseated Candidates Repoi [ ——

View

Season |Uune [Surnmer) Exams 2011

Companents  [Elcg.. |Name

Select the Season and the Components to include in the report by clicking
the appropriate Field Browser buttons.

Click the OK button to produce the report.

Administering and Registering Candidates for Exams | 145



09| Producing Reports

Resolved Clashes Report

This report lists occasions where a candidate is sitting a component at a
time that varies from that declared in the basedata component record.

1. Select Reports | Seating Organiser | Resolved Clashes to display the
Resolved Clashes Report dialog.

Season |Uune (Summer) Exams 2012 q|

Serie I, - |

Order | =N |

Discrimination  [180 Minutes

Expart Carncel

2. Select the Season and Series by clicking the appropriate Field Browser
buttons and selecting from the drop-down lists.

3. Select a report Order by clicking the Field Browser button and selecting
Candidate Name, Candidate Number, Component or Series from the
drop-down list.

4. Enter the Discrimination (in minutes). This is the number of minutes
(1-300) either side of the original start time at which the component will be
sat. The default value of 180 is selected to identify components that have
been moved into an adjacent session.

5. Click the Print button to produce the report or the Export button to export
the report to file.

If you select to export the report, the Save As dialog is displayed. Select
the Path and enter the File name for the report you are saving. Select the
appropriate file format from the Save as type drop-down list. Click the
Save button to export the report to the required destination using the
specified file name.
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1 0 Additional Information

How an Optical Mark Reader WoOrks.......ccuvrvernemsamsamsamsansansansansansas 147
Setting Up an Optical Mark Reader .....cccvervemrumrnmrnmsamsammassassansansansas 148

How an Optical Mark Reader Works

An Optical Mark Reader ‘reads’ marks on a specially designed sheet or OMR
form.

The marks on the paper are detected by the reflection of light from the light
source that fall on to the sensor. Each sheet is printed in a colour invisible to
the OMR, known as the drop-out colour. The light used is either red or
infra-red, so anything on the sheet printed in red will not be detected by the
sensor. The drop-out colour may also be green. Typical OMR sheets will
have the title and sub-headings printed in black and the areas to be filled
are in red.

OMR sheets must be printed and guillotined to very precise tolerances,
otherwise the marks made on them could be slightly out of alignment with
the OMR'’s read heads, causing the sheets to be misread. Also, the precise
shade of the drop-out colour must be carefully controlled during the printing
process. For these reasons, OMR sheets are normally pre-printed by the
OMR manufacturer to SIMS specifications.

The sheet to be read is considered to be divided into a matrix of read areas,
each with rows and tracks. Typically, an OMR has exactly 42 tracks and
typically 66 rows.

Each track corresponds to an individual light sensor and is parallel to the
reference edge of the sheet and a fixed distance from it. The normal
distance of this track is 0.2 inch.

The reference edge of the sheet is printed with a series of black blocks
arranged vertically which may or may not be the same width, depending on
the particular sheet. These correspond to the number of rows in each sheet.
The black blocks are called the clock track or timing track. For example, the
read areas available on a sheet used in Attendance consist of 38 tracks and
66 rows. Each track is 0.2 inches in width and there are 6 rows to an inch.

In actual use, it is unlikely that more than a few hundred of these read
areas would be used on most sheets. A typical A4 sheet contains about
2400 read areas.

There are smaller blocks (see diagram) which are used to ensure that the
paper is not skewed. In the track 2 position, there are a series of thin black
rectangles, which identify the sheet.

In the top half of the sheet, there is a long red line, this is for testing
purposes only.

Administering and Registering Candidates for Exams | 147



10| Additional Information

White Line Test

This is a line printed in the drop-out colour (usually red). It is used to
determine black and ‘white’ or mark and no mark. It is essential that the
line is not marked in any way.

It is possible that due to a mark on the line or a fault in the read head, the
line is read and the test fails.

Black Line Test

At the bottom of the sheet, there is a long black line. This line checks that
every read head will register marks. If any part of the line is not read, the
test fails.

The OMR performs its own auto-calibration. If the OMR passes a sheet
backwards and forwards a number of times, it is calibrating its sensitivity to
black and ‘white’ (in this context, ‘white’ is effectively the drop-out colour).

Consult your OMR user manual for more information on setting up these
tests.

The white line, black line and skew tests are used to check that the OMR is
working properly and that the sheet is being fed through the reader
correctly.

OMR Supplier Information
Pre-printed data entry sheets for use with the OMR can be obtained from:

DRS Data & Research Services plc
Sunrise Parkway

Linford Wood

Milton Keynes

MK14 6LR

Telephone: (01908) 666088
Fax: (01908) 607668

Setting Up an Optical Mark Reader

There are numerous options available for configuring your OMR but once it
has been correctly set up and is working properly, it is unlikely that any
settings will need to be adjusted until a new delivery of OMR sheets is
received.

To adjust the OMR settings, select Tools | OMR Setup to display the OMR
Setup form.
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OMR Printing Page

The adjustments available on this page should only be applied after printing
and reviewing a test sheet which is generated by clicking the Print Test
Sheet button. The resulting test sheet enables you to take measurements,
which can be entered in this page to ensure the accuracy of printing OMR
sheets.

OMRPrlntlng l OMF Port Set‘ting] OMP Reading ]

Enter following values from Test Sheet: Print Test Shest
Printer Offset

Top TestSheet ’— I
hMeasurement 1 mrr

Right Test
Sheet

Scaling
Scale Length |20 ]

185 200 205

Print Sheet Number
(" As Barcode (" As Dashes ® Print Naothing

Eeset Mo Default Cance

The following adjustments are available:

Printer Offset

Scaling

The printer offset determines the distance from the edge of the paper to the
printer boundary. The printed test sheet displays arrows enabling the
distance from the top and the right of the test sheet to be measured. Once
measured, these values should be entered in the Top Test Sheet
Measurement and Right Test Sheet Measurement fields accordingly.
Alternatively, the sliders can be used to select the required values.

Once these values have been entered, no further adjustment should be
needed until a new delivery of OMR sheets is received or unless the current
printer is changed.

A vertical arrow is displayed on the OMR test sheet. The length of this arrow
should be measured and the value entered in the Scale Length field.
Alternatively, the slider can be used to select the required value.

Print Sheet Number

The sheet numbers for the different types of OMR sheet are all in the same
series of numbers. For example, if you print six registration sheets and they
are numbered one to six, then you print three absence sheets they are
numbered seven to nine, then another four registration sheets, so they are
10 to 13 and so on.

There are three ways in which the sheet number may be recorded. Select
one of the following radio buttons according to your requirements.
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= As Barcode If barcode printing is enabled, then the sheet humber is
printed as a barcode alongside the sheet number box.

= As Dashes If this option is selected, then the sheet number is
represented by dashes in the sheet humber box. Please note that when
a test sheet is printed the dashes are not part of the test and should
therefore be ignored.

=  Print Nothing Select this option if you wish to manually enter sheet
numbers.

OMR Port Settings Page

1.
2.
3.
4,
5.
6.
Port
Parity
Data Bits
Stop Bits

The majority of the settings on this page are automatically set and should
not require adjustment unless you are experiencing problems connecting to
the OMR.

If you need to make any adjustments to these settings, do so in the
following order:

Change the settings as appropriate (i.e. baud rate, parity, etc.).

NOTE: It is likely that you will need to change the baud rate to either 1200
or 2400.

Click the Apply button to confirm the settings.

Switch the OMR off and on again. This discards any previous initialisation
settings and resets the OMR.

Wait for the OMR to ‘beep’ and the light to change from green to red.

Click the Test OMR Port button and wait several seconds until the report or
message is displayed.

Click OK to save the new parameter(s). You may wish to move to another
tab to check more parameters before clicking OK.

There are likely to be two or more ports available. Your choice of port will
depend on the type of connector the OMR has, together with any other
devices that may be using that port.

As data is sent, checks are made that the data being sent from the OMR is
the same as that being received by the computer. This setting should only
be changed on direct advice from your OMR supplier or your Local Support
Unit.

Refers to the number of bits per character. This setting should only be
changed on direct advice from your OMR supplier or your Local Support
Unit.

Refers to the number of bits sent to indicate the end of a character. This
setting should only be changed on direct advice from your OMR supplier or
your Local Support Unit.
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Baud Rate

This is a measure of the rate at which data is sent from the OMR to the
computer. Select the required value from the drop-down list. In most
circumstances, the setting should be left at 19200.

If you experience problems connecting to the OMR or persistent read
problems, try resetting the value to 9600 or 1200/2400, noting that the
OMR must be switched off and then on again to initialise the new setting.

Test OMR Port Button

Ensure that the OMR is switched on, then click this button to attempt
communication with the OMR. A message is displayed, advising whether the
communication has been successful. If the connection has failed, try
reducing the baud rate, then retesting the connection, noting that the OMR
must be switched off and then on again to initialise the new setting. If this
does not resolve the problem, switch off the OMR, reboot the machine, then
switch the OMR on and try again.

Changing Sensitivity and Discrimination Settings

The Discrimination and Sensitivity settings determine how the OMR will
interpret different marks on OMR sheets. These settings are used to
distinguish a genuine mark from an erased mark, partial mark or dirt/crease
on OMR sheets.

OMP: Printing | OMR Part SetingOMR Reading ]

Reading Settings

Discrimination

Sensitivity

Feset Ta Defaulf

The OMR measures the size, darkness and sharpness of marks on the OMR
sheets and combines these to produce a single mark density value (score)
for each read area. These scores range from 0-15, where 0 represents no
mark and 15 represents a very good mark.

The Sensitivity setting determines the minimum threshold score that the
OMR will recognise as a clear mark and therefore defines how leniently or
strictly the software will interpret marks. The mark on the OMR sheet must
produce a score greater than 5 for it to be accepted.

= If you are experiencing problems reading faint lines on an OMR sheet -
reduce the Sensitivity setting.
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= If you have OMR sheets that are crumpled or dirty, it is worth increasing
the Sensitivity setting, perhaps to 8, to ensure that only clear, dark
lines are recognised as valid.

The Discrimination setting is used to set the minimum difference
between the densities of competing marks. The setting is set by default
to 5. Lowering the Discrimination forces the OMR to discriminate
between marks that are very similar. This reduces the number of
multiple mark errors, but risks the OMR making arbitrary decisions.
Increasing this value reduces the scope of discrimination, except where
the difference between the marks is obvious. This reduces the risk of
marks being incorrectly discriminated, but increases multiple mark
errors.

= If you are experiencing a high number of multiple mark errors, reduce
the Discrimination setting.

Example:

Both Discrimination and Sensitivity are set to 5.

Two marks are read that are above the Sensitivity setting with scores of 10

and 7 and therefore pass the minimum threshold of 5. The difference

between these scores is 3 which is lower than the Discrimination setting of

5 and are both marks are accepted. A multiple marks error may be
produced.

Two marks are read that are above the Sensitivity setting with values of 10
and 4 and therefore pass the minimum threshold of 5. The difference
between these values is 6 which is above the Discrimination setting of 5
and the mark with the highest score is accepted.

Unable to Handshake with OMR
1. Select Focus | Read OMR to display the Read Exam OMR dialog.

The Select the Result Date defaults to today's date but this can be
changed by selecting an alternative date from the Calendar.

Selectthe Result Date tzunzrzmz ]

Bead ORE:
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Click the Read OMR button to display the OMR Core Component dialog.
The system now attempts to communicate with the OMR. If this handshake
attempt is unsuccessful an error message is displayed at the top of the
screen.

“

|Unab|etc| handshake with OMP. Make sure the OMR is connected and switched on

OMR Log
|

Sheets Read: Accepted 0, With errors 0, Total 0

Firstly, check that the OMR is connected and switched on, then check the
OMR settings:

Click the Setup button to display the OMR Setup form.
Click the OMR Port Settings tab.

Make any adjustments necessary and click the OK button to return to the
Read OMR screen (please see OMR Port Settings Page on page 150).

Click the Retry button.

Administering and Registering Candidates for Exams | 153



10| Additional Information

154 | Administering and Registering Candidates for Exams



G| Glossary

Glossary

Aspect

An aspect is the definition of an assessment used to hold predicted grades,
record final results, record results for any endorsements, hold indication of
entry and record coursework marks or grades. The definition includes what
is to be assessed, the manner in which it is assessed and a range of
acceptable grades.

Award

An award is defined in terms of an examination board, level, title and the
course to which it relates. It specifies the qualification aim that members of
a Course are directed towards. As basedata for successive series is imported
from the examination boards, users will attach the options, units,
certifications (elements), etc. to the appropriate award(s), to indicate the
steps that eligible candidates may take towards certification.

Awarding Body (Organisation)

Any authority or agency recognised as competent to assess and issue
qualifications in any academic or vocational field.

Board
Any authority or agency recognised as competent to assess and issue
qualifications in any academic or vocational field.
Most activity will take place in relation to the three Unitary Awarding Bodies
(UABs) in England - namely Edexcel, AQA and OCR - and their equivalent in
Wales and Northern Ireland, WJEC and NICCEA.

Centre

An establishment licensed to administer examinations. All secondary schools
are centres.

Centre Number

All centres have a 5-figure centre number issued by the National Centre
Registry at Cambridge. A few colleges, particularly if they arise from an
amalgamation of geographically separated sites, have more than one.

Certification Claim

The entry code required by the examination board signifies that, in the eyes
of the school, the candidate has completed the requirements for certification
and is now claiming the certification.

Component

A component is an examinable task that constitutes the whole or part of
what a candidate must present to satisfy the requirements for an element.
It may be a timed paper, a practical exercise, a coursework assignment, a
test or a portfolio.
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EDI

Element

Enrolment

Entry

Electronic Data Interchange - the transfer of computer data from one
computer system to another via a modem link.

An element is a term used within Examinations Organiser to refer to a
record in the ‘O’ (Options) basedata file. It may be an option in the
traditional sense, a module, a unit, a registration or a certification claim -
anything for which the board requires notification of candidate entry.

A dated link between a candidate and an award. It indicates a commitment
on the part of the candidate to work towards one or more of the outcomes
contained by the award.

This entity is not currently in use.

A link between a candidate and an element.

Examination Board

Any authority or agency recognised as competent to assess and issue
qualifications in any academic or vocational field.

Most activity will take place in relation to the three Unitary Awarding Bodies
(UABs) in England - namely Edexcel, AQA and OCR - and their equivalent in
Wales and Northern Ireland, WJEC and NICCEA.

External Candidate

Option

For a person to be considered for taking an examination, they must first be
recognised as a candidate in Examinations Organiser. Registering a person
as an external candidate consists of associating them with a season and
allocating both an exam number and a UCI number.

NOTE: You cannot add external candidates if the season is locked or
closed.

An option is anything for which the examination board requires notification
of candidate entry. The Examinations Organiser term for this is ‘element’.
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QCA is the Qualifications and Curriculum Authority, the regulating body for
all curriculum and assessment in schools. The QCA Subject Classification
Code (formerly known as the LEAP code or SCAA code) is the standard
subject code used for the subject-by-subject analysis in the Schools
Performance Tables. Every certification element will have a QCA code,
although the examination board may not include it in the ‘O’ file;
units/modules are not subject to PI analysis and a code may not have been
issued by QCA at this level and therefore will not appear in the ‘O’ file.
However, these codes are the only standardised way of referencing subjects
and are therefore used by SIMS Analysis to categorise elements by subject.
The field is made editable in the element properties dialog to enable users
who wish to perform such analysis at unit level to do so.

The QCA code is also known as the discount code.

The Qualification (Accreditation) Number.

Qualification

Result Set

Season

In the context of basedata, a qualification indicates a framework for
assessment, which may exist at a variety of levels. Examples are GCSE,
GCE, VCE and GNVQ.

Used in SIMS Assessment to collate results to be processed in a single
‘view’. A season in Examinations Organiser maps directly to a result set in
SIMS Assessment.

A timeframe in which examinations are administered and are entirely
user-defined. It is anticipated that a season will contain examinations of a
generally similar character, e.g. external, Key Stage, internal, etc. seasons
may run concurrently, but only one season can be current at a given time.
All activity under the Focus menu operates within the selected season.

Season Pattern

Series

Provides a way of grouping a set of examinations that are normally sat at a
given time each year. They consist of a code, title, description and set of
associated months. A season is then created based on a selected season
pattern.

A collection of syllabuses, options, components, etc. defined by the
examination board for its own administrative purposes to manage the entry
of the results process. A series will usually, although not always, have a
single closing date for entries, together with a defined date for the return of
results.
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Template

The definition of a set of columns that are merged with a group of
candidates to produce a marksheet.

UCI

Unique Candidate Identifier — a 12-digit number with a check letter,
primarily used to track individual students who change schools during a
modular course. It is calculated by the school’s MIS from an algorithm
defined by the Joint Council.
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