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Introduction

s \\/elcome to e-volve, our e-assessment platform

This document is intended for Centres enabled to conduct examinations using our e-volve platform.

Within this comprehensive guide you will find everything you need for the day-to-day management of
e-volve tests, including:

e An overview of the e-volve platform, from registration to results
* A step-by-step software user guide

e How to contact City & Guilds for support

Please note with micro-updates and the move away from Adobe Flash Player some buttons and screens may change
in appearance, but the functionality will remain the same.

Overview

Learner
Registration

Confirmed Exam
Results A\ Scheduling

e-volve

cycle

Provisional Exam
Results — Delivery

Exam
Marking
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Process Steps

# A brief overview of the process steps

LEARNER REGISTRATION

Learners must be registered for the qualification before you can schedule an e-volve test.

Learner registrations for qualifications with e-volve tests are made in the same way as registrations for
all other qualifications. As soon as the registration order has been processed (usually within a few
minutes if done in the Walled Garden) the system will automatically make the learner eligible for e-volve
and you can start scheduling tests.

EXAM SCHEDULING

Scheduling is the process of assigning a date and time for a learner to sit a specific e-volve test.

Scheduling is carried out through the Walled Garden. Once the order has been processed successfully,
the system will generate a ‘keycode’ that is unique to that particular booking. The learner will need this
keycode in order to sit the test.

EXAM DELIVERY (TESTING)

e-volve testing is carried out in SecureAssess / SecureClient, our e-assessment software. This can either
be done online (while connected to the Internet) or offline (with no Internet connection), depending on
your particular connectivity and choice of deployment.

The Invigilator has access to a number of features to manage the exam delivery on SecureAssess.

At the due time and when the learner is present and their identity has been verified, the test can be
unlocked. The learner logs into SecureClient with his/her keycode to complete the exam.

As soon as the test is complete, SecureAssess will automatically mark the machine-marked exams.

Tests containing questions that can only be marked by an examiner (such as free text entry in functional
skills English assessments) will be queued for marking when the test is completed.

PROVISIONAL RESULTS (SECUREASSESS)
Provisional results are available in SecureAssess after the test.
For machine marked exams, provisional results will be generated in SecureAssess a few minutes after

the test is finished. For examiner marked exams, provisional results will not appear in SecureAssess until
the marking has taken place.

CONFIRMED RESULTS (WALLED GARDEN)

Results will be automatically transferred to Walled Garden as soon as they are released, and they will be
processed to update the learner records. At this point, the results are confirmed and you can see them
in the ‘Candidate History’ report.

Results for machine marked exams will be confirmed in Walled Garden 48 hours after the test. Results
for examiner marked exams will take up to 20 working days (four weeks) to be confirmed in Walled
Garden.

UKTs and navigation tests do not return results to Walled Garden.

February 2022 — Please check our web pages for the latest version
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Usernames and Log in

q Your initial username will be e-mailed to you when your account is created.

Hi Test,
Click the link the the e-mail to set your
Welcome to Surpass, the market leading solution for creating and delivering on-screen assessments. . .

password and security question
Your username is NewEvolve

To access SecureAssess Central, open your
To set your R12EvolvePreProd Surpass password and security question please click on the link . . .
https://evolvepreprod.cityandguilds.com/Auth/Recovery/2c4decaf-6470-489f-aee6-9ff3feSccd60 browser and naVIgate to the fO”OWIng URL:
and follow the instructions. https://evolve.cityandguilds.com

For more product information or useful guides and tutorials please visit us at the Surpass Community.

Thants, You can access SecureAssess from any PC that

The Surpass Team meets the minimum technical requirements and
has an internet connection.

e-volve

UK Centres - Contact Customer Services

E: evolvesupport@cityandguilds.com
T: 0844 543 0000 (Calls to our 0844 numbers cost 7p per minute plus your telephone company's

access charge) 08:00 to 18:00 Monday to Friday

International Centres - Contact your Local Office. For details and opening hours visit

wavw.cityandguilds.com

C I t
®
®  You will be presented with the following login screen. u I

® Type in your user name and password and select the ‘Log In’
button. User Name:

S

Password:

Remember your

Can't access your accoun{ Password is case
sensitive

February 2022 — Please check our web pages for the latest version
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é As soon as you log in, your web browser will display the Home page for SecureAssess. This page

is available to all users, regardless of their role.

ngﬁd!' Home Test Administration Setup

Have you visited the Surpass Learning Portal? Click here to find out more,

Welcome to e-volve
R12!

Welcome to e-volve, City & Guilds' online assessment platform

Familiarisation
A range of updated familiarisation materials including user guides, step by step tutarials are available at our dedicated webpages - here

e ntre analytics. This free service will help you get the most from e-volve, through significant reporting and analysis enhancements.
+//evolve cityandguilds tics

m/ana

Login to e-volve centre anal
Or for more information please g

:e-volve analytics

Downloads and notes
The e-volve SecureClient (learner machines) software can be downlo;

Note: Please ensure that your IT department is aware before atter oftwa
Team Viewer remote access link
fyou have been asked to access Team Viewer by the e-volve technical team click here

iguilds.com

ur 0844 numbers costs 7p per minute plus your telephone company's access charge)

International Centres contact your local office; for details and opening hours visit www. cityandguil

A sent:Mazeloryce [l Posted:16/10/2020 @ Time:os

® For security reasons, after a period of inactivity you will be prompted to re-enter your password.

® |t isimportant that you log out of the system correctly, or it may be possible for other people to
access your information.

“Logout”.

Home Test Administration Setup

February 2022 — Please check our web pages for the latest version
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Screen Layout

» The menu tabs, which appear across the top of the SecureAssess interface, are determined by the permissions
you have been granted

Some common screen controls appear throughout the SecureAssess screens.

Section tabs access different areas. With varying
screens available under them depending on your
user role.

Home TestAd:

Results
onlyshow: | @ Locked For Invigilater InProgress | | (D Paused + Finished [ Downloaded to SecureClient [ Today'stests ~ [] Invigilated tests
state v e v [ Keyeode v |[start Date v startTime o [Candidate ret. v |candidate | subject v TestName v[ouwstion & [centre Name B
[R] HHNDDP MTHPKOE2 21/10/2020 NAVTEST Dishant Bhatt 9898-111 Nav Test 60 i 123456 (99trmg) - City and Guilds Trainers Centre 4
[R]+] RHTFBC DEAT3RE2 19/10/2020 Dishant Bhatt 9898-111 Nav Test 60 123456 (35trng) - City and Guilds Trainers Centre
[R] WVFLBH GXTRIXB 17/10/2020 Dishant Bhatt 9898-111 Nav Test 60 123456 (95trng) - City and Guilds Trainers Centre
[r] NFVYGJ LexeTPB2 17/10/2020 NAVTEST Dishant Bhatt 9898 Navigation Tests 9898-L11 Nav Test 60 123456 (99tmg) - City and Guilds Trainers Centre
v LFDBK RRP3RXE2 12/10/2020 coTiss2 Max Berzon 5748 Functional skills 5748.925 FS ICT In-App Level 2 120 123456 (39tmg) - City and Guilds Trainers Centre
Q HNAYHPB2 31/07/2020 Roni Alam 3748 Maths FS 3748-119 Functional Skills Mathema 30 123456 (35trmg) - City and Guilds Trainers Centre
v oB2R w3J6HKE 13/03/2020 Aaron Aaronson 4748 Functional Skills 4748-120 Functional Skills Mathema 105 123456 (99tmg) - City and Guilds Trainers Centre
v HXAWDEB2 12/03/2020 safia 3748 Maths Fs 3748-120 Functional Skills Mathema 120 123456 (99tmg) - City and Guilds Trainers Centre
< a7 TR8TEE2 07/02/2020 a e et R 123456 (99tmg) - City and Guilds Trainers Centre
v PQPGCDB2 06/02/2020 . . 123456 (39tmg) - City and Guilds Trainers Centre
e Search function options at the top of each [ —
< 6¥8! D3TTDBE2 03/02/2020 . — 123456 (99trng) - City and Guilds Trainers Centre
v e column allow you to filter the data shown on the e iy b v
v TKRB4PEL 22/01/2020 123456 (39tmg) - City and Guilds Trainers Centre
v wrmos: 051272019 screen 123456 93tmg) - City and Guilds Triners Centre
< evon RAMBCCE2 26/11/2019 123456 (99tmg) - City and Guilds Trainers Centre
v swor XWRPTGEZ 26/11/2019 123456 (39tmg) - City and Guilds Trainers Centre
v swor B373MTEL 26/11/2019 Hazel Bryce 3748 Functional Skills 3748-113 Functional skills Reading i 70 123456 (39tmg) - City and Guilds Trainers Centre
< THIC IKVPCTB2 26/11/2019 CGT1652 Max Berzon 3748 Functional Skills 3748-111 Writing Level 1 80 123456 (99trg) - City and Guilds Trainers Centre
< KMEMYRB2 06/11/2019 3748 Maths FS 3748-120 Func skills Mathema 120 123456 (99trng) - City and Guilds Trainers Centre
v YPRWNTE2 06/11/2019 5748 Maths Fs 5748-120 Functional skills Mathema 120 123456 (39tmg) - City and Guilds Trainers Centre
v aNaL 4BKETFEL 30/03/2007 0174 Technical 4.012 Level 3 Forestry and Arbori 90 123456 (39tmg) - City and Guilds Trainers Centre
v 3BaC LYN3RKE2 24/02/2017 0170 Technical 1Level 2 Land Based Studies 90 123456 (99tmg) - City and Guilds Trainers Centre
< TcaR NKTaWsE2 23/02/2017 0171 Technical 002 Level 3 Agricuture - Theor 90 123456 (99tmg) - City and Guilds Trainers Centre
x sizx TRC2082 21/10/2015 Aaron Aaronson 3748 Maths Fs 3748-119 Functional skills Mathema 90 123456 (39tmg) - City and Guilds Trainers Centre
x sizx AN2YCEB2 21/10/2015 Aaron Aaronson 3748 Maths FS 3748-119 Functional skills Mathema 90 123456 (39tmg) - City and Guilds Trainers Centre
*® 5g9c DKTCN6B2 21/10/2015 Hazel Bryce 3748 Maths FS 3748-119 Func skills Mathema 90 123456 (99trng) - City and Guilds Trainers Centre
*® 3hsp XFUUHZBZ 21/10/2015 Hazel Bryce 3748 Maths FS 3748-619 Func Mathematics L1 240 123456 (99trng) - City and Guilds Trainers Centre
* sgsp TSNNYE2 21/10/2015 Max Berzon 5748 Maths Fs 5748-619 Functional Mathematics L1 240 123456 (39tmg)  City and Guilds Trainers Centre =

D CXIIE 6

¥

In order to view the whole screen properly, your screen resolution should be set to at least
1024 x 768. If you find that you cannot see all the buttons properly, switch your
browser to ‘Full Screen” mode.

February 2022 — Please check our web pages for the latest version
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User Account Management

» Centre Users

A Centre user in SecureAssess is a Centre member of staff who has access to the SecureAssess system. This could be, for
example, an Exams Officer or an Invigilator. Each user may have access to one or more Centres (e.g. an Exams Officer
scheduling exams for several Sub-centres) and Installations within a centre. Their roles may vary between Centres.

When an e-volve account is set up, Customer Services will create the first two Centre users for each Installation: the
Primary Contact and the Technical Contact (these two users could be one and the same individual)

PRIMARY CONTACT

Main point of contact for e-volve. They will be responsible for the creation of additional Centre users,
and subsequently viewing/amending their details. This will typically be the Exams Officer.

TECHNICAL CONTACT
The user registered at that Centre responsible for the technical set-up of the e-volve: typically, an IT
Administrator (IT/network manager at the Centre). It could also be the Exams Officer.

Centre user roles and permissions

B Each SecureAssess Centre user will have one or more ‘roles’ assigned to them. Each role is associated with
a set of permissions. The menu tabs that you can see running along the top of the screen will vary
depending on your role.

Home Test Administration Setup evolvetest v (@

Invigilate Results

B As a system user, you can have different roles assigned at one or more Centre Installations
at the same time. For example, you can be an Exams Officer for Installation A, and an
Invigilator for Installation B. Remember that the roles need to be set up for each
SecureAssess Installation, even where the role is the same for both Installations.

February 2022 — Please check our web pages for the latest version 8
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# User Permissions

The tables below describe the list of roles available for centre users, the tabs they can see in SecureAssess
and the set of permissions assigned to each of them.

SecureAssess

Screens Permissions

Tabs

IT Admin
Invigilator

View SecureAssess homepage with City &
Guilds news and information.

-
<]

Centre user management:

- Create new Centre users

Users - View / amend Centre user details &
roles

- Reset Centre user passwords

- Retire / un-retire Centre users

Manage the delivery of exams to learners

under invigilated conditions:

Setup

- View exams scheduled and learner
keycodes.

- Print Invigilation Pack.

- Lock / unlock / pause / resume / void
exams.

View exam status and learner’s

connectivity in real time.

Invigilate

View and print provisional exam results.

Test Administration

<

Results

Generate various reports surrounding the
results for one or multiple learners.

I

February 2022 — Please check our web pages for the latest version
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Booking Exams in Walled Garden

—

Exams are scheduled through Walled Garden by using the ‘e-volve scheduling’ option, from the Catalogue page.

First, access the Walled Garden by following www.walledgarden.com

Click ‘e-volve scheduling’ from the ‘Catalogue’ menu to begin the scheduling process.

Cit
éﬁg I lm WalledGarden

Data

| 2 Qualit Reports Settings
ﬁ Catalogue services y P 9
Ca(alogue Access a"a"g-‘:*ents CE"\: aste ‘“5”29‘:"‘9!" e-Certinicates
Book online e-volve tests
Important: e-volve scheduling orders cannot be combined with other order types within the same order

Do not use the Back or Refresh buttons while using the Walled Garden scheduling screens or you may lose entered data.
Always use the in-screen navigation buttons.

If your Walled Garden account is linked to more than one Centre Select centre: 999990 - SAP Test UK CR1 ¥
999990 - SAP Test UK CR1

(for example a Centre and a Sub-centre), you will see a version of Salect Giaarin ~
Select organis| 999991 - SAP Test UK CR2CH3001.

the following selection menu. Select the appropriate Centre. 899990 - SAP Test INT CR1ch30011111

If your Walled Garden account is linked to more than one Select centre: 999990 - SAP Test UK CR1 v

Organisation, select the appropriate organisation from the drop- et s City & Guilds v
€lect crganisation: I unlas

down menu. City & Guilds
b ILM

7

February 2022 — Please check our web pages for the latest version
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Step 1: Learner Selection

You can add candidates to your order by using ‘Single enrolment
No’ from the drop-down menu.

To search for existing candidates. select the required method from the drop down list.

To book navigation tests. please search candidate with enrolment 'NAVTEST or search sfudent by last name 'NAVTEST

Search existing candidates by | Single enrolment No. v
Select

Candidate details

Candidate enrolment No

Unique Learner Number ‘

Enter the enrolment number for the candidate you are
scheduling an exam for, and click ‘Search’. You can use this or a
combination of methods to add all required candidates to the order.

A learner can be removed from the order by selecting the check box in the Remove column and clicking Update Order.

Candidate enrolment No. 0TD8518 m

You can sort on any of the columns below by clicking on the column heading.

To navigate, use the scroll bar and so
in the remaove column, click Update Order. When complete, click Continue.

To delete a candidate. select the checl

Remove ENR No. First name Middle name Last name Gender DOB Your Ref.
O 0TD8665 Remote Invigilated A Female 10.09.1980
O 0TD8457 Remote Invigilated T Male 05.05.2002

| Continue |

When you have added all of the required learners to the order, click Continue to move to the next screen where they will be
listed ready for the scheduling information to be entered.

Step 2: Assessment Selection
This screen enables you to enter the booking details for each learner:

° Qualification

ant Tips All same All same All same Al same Al same

| Add Exsm ENR First Name Last Neme | Qualification Ar.-‘x:‘.wm Date (ddmenyyyy) inmv Instailstion 1D \m\u\lluulifwr Additions| | Detaits. °
. [ 5 5 — [~ 9 Assessment
B el s S —— : - il E . Date and time of booking
= = =y ° Installation ID
° Invigilation Type
() Al same
Qualification Unit or H'H H H
pinsial N, Qualification Selection
(472802 v |  +| Againsteach learner there is a dropdown box in the Qualification column. This enables you to
select the qualification that you wish to test the learner on.
(374801 V| [ I
! v | ( ]
*J 3748-01 Functional Skills English|—

February 2022 — Please check our web pages for the latest version
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Assessment Selection

Once the qualification is selected, the next dropdown box will be populated with the relevant assessments for that
qualification. Select the assessment that is to be scheduled.

() All same () Al same
Qualification Unit or Date (dd.mm.yyyy)
Assessment
[4748-02 v | [47a8-1111v] \ |
[3748-01 v | | v] l ]

(a0t v]

374u 113 Funcncnal Enghsh Readmg at Le vel "‘L
| 3748-114 Functional English Writing at Level 2 |

A qualification will only appear on the list if the learner has a valid registration for the qualification, or the qualification does
not require registration (such as navigation tests) or the qualification contains one or more on-screen assessments.

If all the learners in the list are to be scheduled for the same test, enter the qualification and assessment for the first one and
click the ‘All same’ checkbox at the top of the assessment column. This will copy the same qualification and assessment to all
the learners who are eligible.

If a learner is to be booked for more than one assessment, click the plus sign (‘+’) in the Add Exam column to create a new
line for them. New lines created in this way will show a minus sign (’-*) in this column — which will remove the line if clicked

In common with other columns, the description is displayed in full in the dropdown list but not visible in the grid (to save
space on the screen). Only the codes can be seen in the grid. You can display the description at any time by clicking the
dropdown without changing the selection.

Date and time 08:30

Click on the date column and the scheduled date of the test can by typed in or () All same
entered via the pop-up calendar. Date (dd.mm.yyyy) 10:30

For tests with remote invigilation time needs be set in the separate window as (02042021 | B |

described in the step 1.9. i ) g gg |

——— a0
[06.04.2021 | [11:30 v | |

Installation ID

In this field, you must select an Installation ID to use for the delivery of the exam in SecureAssess. You may have only one or
several Centre Installations, depending on your e-volve account configuration. The results will all go to the City & Guilds
Centre Number that booked the test, and they will appear in the ‘Candidate History’ report as usual, regardless of which
Installation ID was used.

The Installation ID must be selected for each test booking. Often this will be the same for all bookings so just select on the
first line and then click the ‘All same’ checkbox.

If the Installation ID you wish to use does not appear in the dropdown list, the information may not have been updated in
Walled Garden, it may be assigned to a different City & Guilds Centre or Sub-centre, or you may need to apply for a new one.
In any case please contact the City & Guilds Customer Services Contact Centre.

February 2022 — Please check our web pages for the latest version
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Invigilation Type

In this field there will be a choice between ‘Centre Invigilated’ and ‘Remote Testing:

Invigilated’. Selecting ‘Centre Invigilated’ will book the test as a standard e-volve LAllsame L) All same
test. Choosing ‘Remote Testing: Invigilated’ will process the test through the Remote stiation JE N | Egation Type
Invigilation system. ‘ v| || v/
\ vl |l v
|RLCGO1 v | || Remote”™ v |

Centre Invigilated 1
Remote Testing: Invigilated

Remote Invigilation Time Table

If you are booking an exam for remote invigilation there are a set number of tests that can be taken in each Remote
Invigilation Slot. To check the availability of tests within a slot, select the ‘Click here for Remote Invigilation Time table’ link.

Click here for Remote Invigilation Time table

The time table will open in a new window and show how many tests are available for a particular slot. Use this feature to
make sure that you can book a test for the intended date and time.

Date (dd.mm.yyyy) * (14042021 |
Invigilation Type * [ Remote Testing: Invigilate VI
* denotes a mandatory field
Exam Time Available Slots
08:00:00 1
11:30:00 23
16:00:00 25

February 2022 — Please check our web pages for the latest version
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Please note for exams to be taken via Remote Invigilation

Exams booked for Remote Invigilation must have at least 5 working days between the date of the booking and the
intended date of the test. This is to allow for every stage of the Remote Invigilation Booking process to complete fully
before the learner takes the test.

Candidates will receive an email with the invitation to their test 2 working days after the test is booked.

There are 3 slots per day for Remote Invigilation Tests to be taken. These slots begin at 8am, 11:30am and 4pm. Slots are
available on the first-come, first-served basis. Only one test can be booked for each available slot and for one candidate at
a time. Please select one of those times in the ‘Time’ column or the exam may need to be rescheduled.

To allow time for candidates’ Invigilator to go through all of the required steps at the start of each exam, there may be a
delay between the start time of the slot and the time that your learner is invited to start their exam. Exact start time of
the exam will be shown in the Invitation email that they receive. Please see the table below for details.

Slot Number Time to be booked Potential Exam Start Time
Slot 1 8:00 8:00 - 8:30

Slot 2 11:30 11:30 - 12:00

Slot 3 16:00 16:00 - 16:30

February 2022 — Please check our web pages for the latest version
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Checkout Screen

B  When you click the Continue button on the assessment selection screen you move to the checkout screen. Full
details of your order are listed here for you to review. You may now enter your PO/Reference number which will
appear on the invoice you receive after the results have been received at City & Guilds.

® You can elect to update any details for a particular booking or individual bookings can be deleted on this screen
using the corresponding button in the ‘Amend’ column.

To view the details of the Line ltems, click @g in the Detail column. To change the Order Line ltem, click in the Amend column
If you have made any changes at this stage, click Update Order. Once complete click Submit Order

Show/Hide details

Amend Detail ENR No First Name Last Name Qualification Product code
& OTD8665 FP“V’I”J?'“: 3 A 3743-01 3748-110
& OTD8457 ﬁfl’}?‘fm T 3748-01 3748-110
& OTD8518 et N 374801 3748-110

Click Submit Order when the order is complete and you are happy to schedule the tests. Once the order is
submitted, the Order Confirmation screen is displayed and no changes can be made to the booking.

At this stage the bookings must be considered as provisional since they need to be accepted by SecureAssess and
the Remote Invigilation system (if applicable) before they are confirmed. The booking’s ‘Keycode’ field will

be marked with status ‘Updated Shortly’. To print confirmed bookings use the Print Page function after the
bookings have been accepted.

B Within 15 minutes the status of your order should be confirmed and a Keycode will appear in the Keycode field. It
should be noted that this is not confirmation of the Remote Invigilation booking being finalised. You will be
contacted within 2 working days if the booking cannot be accepted. Your candidate will receive an invitation 2
working days after test is booked.

Keycodes and Pins for Remote Invigilation bookings are managed by City & Guilds and should not be changed by
the centre.

February 2022 — Please check our web pages for the latest version
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Booking s in Walled Garden Con

ﬁOrder confirmation

Step 3: Order Confirmation

»

Centre Order type

Order confirmation

Qualification Candidates Accessories Checkout Confirmation

City&s
Guilds

Click Submit Order when the order is
complete and you are happy to schedule

Thank you. Your order has been received and is now being processed by City & Guids

th e tests . O n ce th e 0 rd e r IS s u b m Itted ’ the This order confirmation is for your information purposes only. You may wish to print this confirmation and keep a copy for your records. An order confirmation is

avaiable within the reports section

Order Conflrmatlon screen |S dlsplayed and [fthere are any problems with your order, we will contact you by email, telephone or mail
no changes can be made to the booking.

‘ Centre No. 123456 | Date of order | 18.11.2013 ‘

‘Cenlre name

SAP Test Centre |cusmmer Ho. |1n53n;n ‘

At this stage the bookings must be Your Order Number is: 106290360
considered as provisional since they need [Pyment metnoa | on sccaun ;
Delivery address SAP Test Centre
to be accepted by SecureAssess before o
Gitspur Stree
they are confirmed. The booking will be Fiwsoo
marked with status ‘Booking requested’. To
To view full details of your order please click on + for details
print confirmed bookings use the Reports (5] srore seane
funCtIOh aftel’ the bOOkIngS have been Details | ENR No FirstHame | LastName | Qualification :;:“E““ Product description Price
@& | NaVIEST | Navigaton | Navest smse08 9896111 | e-voive oty - Wultiple Choice Navigation test 0.00
accepted [instaliation 10 [Date & Time  [Keycode [ Additional Time [Extension reason| Alternate Location |
|ssTRIG 18112013 1130 | updated shorty | | | |
e-volve test scheduling orders are shown as ordor total et
. VAT/Sales tax 0.00 GBP
zero charge, since you are charged for UKTs P
at learner registration and for summative .
end tests when the results are received at ek Prin Camiaae St o v i cop. of e COL Gangsi kg e i s e
City & Guilds.

If a test is not unlocked by the end of the exam window, the system will automatically ‘void’. The status of the
order in the Orders Report in Walled Garden will change from ‘Booking accepted’ to ‘Student absent’. You will not
be charged for voided tests.

Within 15 minutes, the status of your order should have changed to ‘booking accepted’, or ‘booking complete’
(for UKTs), or ‘booking rejected’. In the rare event that the order status is ‘booking rejected’, or that it shows as
‘booking requested’ for more than 15 minutes, please contact Customer Services. This is due to technical
problems beyond your control, and in most cases you will not need to re-book the tests; we will simply rectify the
matter and process your original order.

If the status is ‘booking accepted’, or ‘booking complete’, SecureAssess will have generated the exam keycode.
This eight-character alphanumeric code uniquely identifies the learner and the test to be sat. Each learner is
issued with a new keycode for each exam. These can be retrieved by either printing an Invigilation pack in
SecureAssess or by using the order reports in Walled Garden.
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Booking exams in Walled Garden Cont’d

qscheduling

®» e-volve tests can be scheduled in Walled Garden up to 6 months prior to the scheduled test date. From data
gathered over the last few years, we can predict when the system will be heavily used for scheduling and it is to
your advantage to avoid these times if possible

® During the working day the quietest times for scheduling are before 09:00, between 12:00 and 13:00 and after
15:00. Friday is the quietest working day of the week; Monday is normally the busiest. During April, May and June
there is heavy scheduling activity, so it pays to schedule ahead to avoid these months as far as possible

®  With the best planning, there will always be some cases where a test needs to be scheduled and sat within a short
period. In an emergency, a test can be scheduled using the Walled Garden shopping basket as little as 30 minutes
(except EPA bookings — see below) prior to the scheduled test time. However, we do not guarantee that the
booking will always be processed in time, especially at busy periods

End-Point Assessment Knowledge Tests:

B An end-point assessment reservation/booking request must be placed on the Walled Garden before an
apprentice can sit any e-volve assessment.

® Each apprentice must satisfy the relevant gateway requirements prior to taking the e-volve assessment.
Please refer to the Apprenticeship funding and performance management rules section on End-point
assessments.

B The e-volve assessment (including resits) must be scheduled in the Walled Garden at least five days prior
to the assessment date, and then can be sat on the scheduled date or up to 30 days after.

Cancellations or amendments

® e-volve exam scheduling orders cannot be cancelled from Walled Garden. If you no longer need a booking, you
should void the test in SecureAssess (Invigilation screen). After 24 hours, the voided test will disappear from the
Invigilation screen and the order status in the Orders Report in Walled Garden will change from ‘Booking
accepted’ to ‘Student Absent’

B Please note that e-volve exams booked with Remote Invigilation Service need to be cancelled via Customer
Services. Any confirmed booking cancelled within 2 working days (excluding weekends and bank holidays) of the
test start time / date will incur the full charge of the booking

B Please note there is no charge for a booking marked as ‘absent’, or voided for any reason

® |t is good practice to always void any bookings that are no longer needed in SecureAssess. This will facilitate ease
of use when using the Invigilation tab

B Tests can only be voided from the moment they appear on the Invigilation tab, which is 11 days before the
scheduled date (one day before the opening of the exam window). From this point on, tests can be voided at any
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time while the window is open, provided they haven’t been taken by a learner. Completed exams cannot be
voided

B Any exams not sat within the exam window (30 days after the scheduled date) will be automatically voided.

® e-volve exam scheduling orders cannot be amended. In case you need to make changes to an existing booking
(e.g. different date / time / assessment unit), you need to void the original booking (as described above) and make
anew one in Walled Garden

# Navigation Tests

This is a short test that can be sat by a learner or any other person to familiarise themselves with e-volve, from
scheduling to sitting a test.

® Navigation tests are scheduled like any other test in the Walled Garden by selecting qualification number
9898-98. Several navigation tests are available for different types of exam (multiple choice, functional skills,
for example). Bookings will appear in SecureAssess in the normal way.

Navigation tests have the following attributes:

. &l‘“el:l::n;:don 4 O ::::::: Time Remaining: .:I::::‘.:::. “‘J Fhish
e Thereis no charge S Candidatk: 010916 R.10e5
e No registration is required = e i s e
e Score reports are available = A
e They do not return results to Walled Garden ™ = ]
e They are not included in reports, including the &= - b
. .
‘Candidate History’ — o
I ]
g % Clicking the 'Flag' button will add a flag to
[ Y the question you are currently viewing, in
®» Since navigation tests do not require = case you want to return to it later in the test.
registration, they can be sat by any learner. The E
special qualification number 9898-98 is —
= =

included in the qualification dropdown list on —_— -
the assessment selection screen for all learners.

This qualification only includes navigation tests. @I

Navigation tests can also be booked for an ‘anonymous’ learner. In this case they can be sat by anyone, including
Centre staff needing to try out the system. To book a test for an ‘anonymous’ learner you should search by ‘Single
enrolment number’ and enter ‘NAVTEST’ in the search field. This will find a learner with the first name ‘Navigation’
and the surname ‘NAVTEST’. The navigation test can be scheduled for this learner in the normal way. A unique
keycode will be provided for each navigation test, just like with a normal exam. In SecureAssess, NAVTEST bookings
will have a dummy numeric enrolment number and the first and last names of the learner will be ‘Navigation

NAVTEST’
Click here for Important Tips [Jansame []Alsame [ [ Al same
same
Add ENR First Last Qualification | Unit or Date Time Installation ID | Additional
Exam Hame Hame Assessment | (dd.mm.yyyy) Detail s
+  |NAVTEST|Mavigation |Navtest |[ggoa-08 w|([9898-111 W] |19.ug.2u15 | [16:00 V| Show
CancelOrdr Gock
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# Exam delivery

e-volve tests are managed and delivered in SecureAssess, our e-assessment platform

. L . View provisional
Print Invigilation Verlfy Lea_rner’s »  Unlock Exam > Invigilate > results in
pack identity
SecureAssess
SR AN
7 N
( END )
AN 4

Invigilation

In order to deliver an exam under invigilated conditions, you need to log into SecureAssess and choose the
Invigilate tab

®  Exams will show on the Invigilation screen as ‘locked’ for the 24 hours before the exam window begins
(if booked more than 10 days ahead). The exam cannot be sat while it is locked, but it can be voided if
needed and you can also print an Invigilation Pack

®» Exams will show on the Invigilation screen as ‘ready’ to be delivered to learners for the whole duration
of the exam window. Exam windows vary between exams but typically this is from 10 days before until
30 days after the scheduled exam date. EPA exams will only appear locked 24 hours before the exam
booking date.

View all the exams that are scheduled and ready to be sat, being sat or recently finished
View exam status updated in real-time

Retrieve exam keycodes

Give learners access to exams in two different ways (with or without a PIN)

Pause and resume exams

Void exams

Print an Invigilation Pack, containing candidate lists and keycode slips
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Invigilate tab

# Invigilate tab guide

Test Administration

Setup

evolvetest v 2

Results

Invigilate

Only show: | @F Leeked Fer Invigilator | | InProgress | | () Paused | | " Finished | [ pownloaded to Secureclient [ ] Today'stests [ ] Invigilated tests | Reset Filters |
State v |PIN v |Key:ode v ‘Stan Date v |5tan Time v [Candidate ref. v |Candidate v [Subject * |Te.'.l Name v |Dural.‘. v |Centre Name v
@ HHNDDP MTHPESBZ 21/10/2020 09:00:00 NAVTEST Dishant Bhatt 9898 Navigation Tests 9898-111 Nav Test 60 123456 (99trng) - City and Guilds Trainers Centre =
@ Q RHTFBC D84T3REB2 19/10/2020 09:00:00 NAVTEST Dishant Bhatt 9898 Navigation Tests 9898-111 Nav Test 60 123456 (99trng) - City and Guilds Trainers Centre
@ WVFLEH GXTRXXB2 17/10/2020 09:00:00 NAVTEST Dishant Bhatt 9898 Navigation Tests 9898-111 Nav Test 60 123456 (99trng) - City and Guilds Trainers Centre
@ NFYYGJ LCX9TPB2 17/10/2020 09:00:00 NAVTEST Dishant Bhatt 9898 Navigation Tests 9898-111 Nav Test 60 123456 (99trng) - City and Guilds Trainers Centre
s LMFDBK RRP3RXBZ 12/10/2020 00:00:00 CGT1652 Max Berzon 3748 Functional Skills 3748-925 FSICT In-App Lev 120 123456 (99trng) - City and Guilds Trainers Centre
@ HN4YHPB2 31/07/2020 00:00:00 Roni Alam 3748 Maths FS 3748-119 Functional Skills 90 123456 (99trng) - City and Guilds Trainers Centre
s 9B4R W3JEXKB2 13/03/2020 00:00:00 Aaron Aaronson 4748 Functional Skills 4748-120 Functional Skills 105 123456 (99trng) - City and Guilds Trainers Centre
s HX4WDEB2 12/03/2020 00:00:00 Safian Saleem 3748 Maths FS. 3748-120 Functional Skills 120 123456 (99trng) - City and Guilds Trainers Centre
s 4XTX TR8474B2 07/02/2020 00:00:00 analytics analytics 4748 Functional Skills 4748-119 Functional Skills 105 123456 (99trng) - City and Guilds Trainers Centre
s PQPGCDB2 06/02/2020 00:00:00 Safian Saleem 3748 Maths FS. 3748-120 Functional Skills 120 123456 (99trng) - City and Guilds Trainers Centre b
s av4H BE4Y4TB2 03/02/2020 00:00:00 Alec Currie 4748 Functional Skills 4748-120 Functional Skills 105 123456 (99trng) - City and Guilds Trainers Centre
s 6YSF D37TDBB2 03/02/2020 00:00:00 Alec Currie 4748 Functional Skills 4748-120 Functional Skills 105 123456 (99trng) - City and Guilds Trainers Centre
s 3w3c 64HLBPB2 03/02/2020 00:00:00 Billy Brown 4748 Functional Skills 4748-119 Functional Skills 105 123456 (99trng) - City and Guilds Trainers Centre
s TKRB4PB2 22/01/2020 00:00:00 Safian Saleem 3748 Functional Skills 3748-110 Functional Skills 70 123456 (99trng) - City and Guilds Trainers Centre
s VJQTTDB2 06/12/201% 00:00:00 Safian Saleem 3748 Functional Skills 3748-114 Writing Level 2 80 123456 (99trng) - City and Guilds Trainers Centre
s 6YIN RXMBCCB2 26/11/201% 00:00:00 Billy Brown 3748 Maths FS. 3748-120 Functional Skills 120 123456 (99trng) - City and Guilds Trainers Centre
s 3WIH XWRPTGB2 26/11/201% 00:00:00 Alec Currie 3748 Maths FS. 3748-119 Functional Skills 90 123456 (99trng) - City and Guilds Trainers Centre
s 3WIH B373MTBZ 26/11/201% 00:00:00 Hazel Bryce 3748 Functional Skills 3748-113 Functional Skills 70 123456 (99trng) - City and Guilds Trainers Centre
4 TH9C 3KVPCTB2 26/11/2019 00:00:00 CGT1652 Max Berzan 3748 Functional Skills 3748-111 Writing Level 1 80 123456 (99trng) - City and Guilds Trainers Centre
s KMCMYRB2 06/11/201% 00:00:00 Safian Saleem 3748 Maths FS. 3748-120 Functional Skills 120 123456 (99trng) - City and Guilds Trainers Centre
o YPRWVTB2 06/11/201% 00:00:00 Safian Saleem 3748 Maths FS. 3748-120 Functional Skills 120 123456 (99trng) - City and Guilds Trainers Centre
+ 8NIL 4BKATFE2 30/03/2017 00:00:00 Sasha Carter 0174 Technicals in Horticulture 0174-012 Level 3 Forestry z 90 123456 (99trng) - City and Guilds Trainers Centre
o 3B4C LYN3RKB2 24/02/2017 00:00:00 Sasha Carter 0170 Technical Award in Land = 0170-001 Level 2 Land Bast 90 123456 (99trng) - City and Guilds Trainers Centre [
-

Table 1: Description of status symbols in the

Invigilation tab

E Locked

The exam cannot be started yet (exam
content is being prepared). This status
only lasts for the 24 hours prior to the
opening of the exam window

. A\
s I O

@ Paused

The exam has been paused by the
Invigilator

@ Uszer Disconnected

The learner lost connection to the Internet.
Hover over icon for more details

The exam is ready to be taken by the
learner. This status lasts for the whole of

The learner has finished taking the exam.
If the exam is machine-marked, the results

@ Locked For Invigilator

is waiting for the Invigilator to unlock
exam

@ ready the exam window: from up to 10 days +” Finished = !
before until 30 days after the scheduled :;E ready for the Invigilator in the Results
exam date
The exam has been voided by the
The learner has entered the keycode and 3 voided Invigilator, or the date at the end of the

exam window has passed and the exam
has been ‘auto-voided’

Locked By PIN

The learner has entered the keycode and
now needs to enter the PIN code

cﬁ Awwatting Upload

The exam has been completed and is
waiting to be uploaded back to
SecureAssess Central

6 In Progress

The exam is currently being
taken by the learner

(RY#

Downloaded to
SecureClient

The exam has been downloaded to the
SecureClient
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In the ‘Subject’ column some subjects are displayed with the pre-fix [F] before the subject name. This pre-
fix marks Flash based tests for subjects that were converted to HTML5 format. After the test subject is
converted, your booked tests for this subject will get the prefix ‘[F]’. Tests booked after conversion will
not have any prefix.

Invigilate Results

(0 Downloaded to SecureClient

|@| S PIN Keycode Candida... Candidate Test Name Centre Name Tags Subject Start Date End Date Start Tim
Q Q Q Q Q Q Q Q Q

Ol KIEROL al Co 99ASQU - Ass

O|la RP Pranesh 1Mat..  99ASQU - As

I:r a& TOM nicolabe Nicola Bennett 99ASQU - Assessment & [F] 2675 Aeronautical Engin

(@] QLLC ! GARET Gareth Hopkins 99ASQU - Assessment & 4748 Functional Skills 01

If you need to filter one subject, please select subject with and without [F] prefix to see all tests.

(O Downloaded to SecureClient | Feedback

~
1E%
Nl M i)

J S PIN Keycode Candida... Candidate Test Name Centre Name Tags Subject Start Date End Date Start Tim
Q Q Q Q Q Q T Q Q Q
O|x KIERON Kie: N
i [F] 6705 Bricklaying
0O & RPLW 2 | Pranesh mar Jha S
¥ 8705 Bricklaying
O & TQM 4MCBTTB2 | nicolabe... | Nicola Bennett
0O v aLLa GARET Gareth Hopkins
O e 4F7F Rosie Smith
O |w 7C3F NXPTYMB2 Robert Mesure
Ole 3T7T Ve
O « V4N S
Olv 7C4K LTP6RMB2 oS o ( 10/202( ):00

) Reset Filters

Applied filters are not clear can be cleared by ‘Reset Filters’ button
Use this button before closing down e-volve window.
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Invigilate tab cont’d

# Invigilate buttons

Table 2: Description of button controls on Invigilate tab

This button is disabled. m Resume a paused exam

m Click to void an exam
Set and remove optional PIN

code to unlock exams Click to Print an Invigilation Pack

Print Invigilation Pack including: Attendance Register,

Supervision Report and Keycode Slips

Select all exams in the page to set

Click to Unlock exams without a .
PIN, unlock, pause, resume or void
PIN code

them all at the same time

The information on this screen is
. live, and is constantly bein dated
Pause an exam (e.g. in the event W I i
. . G as the exams progress. You can also
of a fire drill) .
refresh manually at any time by
clicking the Refresh button

Unlocking exams

Exams can be unlocked by either:

The invigilator using the “Unlock’ button in Invigilator sats The learner entering a PIN. The FIN
the lmvigilation screen PIM in advance must be set by the Imagilator

L

Irvigilator clicks
Learner enters ‘Unlock' in Exam is Learner enlers Leamer artars Exam is
keycode Invigilation unlocked keyoode PN unlocked
sCrean
eﬁeld-,- @Lucked For Invigilator 6111 Prograss Bkeady ELMIMJ By PIM 6]n Prograss
Step 1 Step 2 Step 3 Step 1 Step 2 Step 3

®» Both options require the learner to enter their unique exam keycode first. This is generated at the time of
booking and issued by the Invigilator on the day of the exam. Please note, the keycode is not case sensitive
To unlock multiple exams without a pin, highlight the required amount before clicking unlock. (The invigilator
will need access to their own computer to do this)

®  You can select more than one exam and set/remove a PIN for all of them at the same time
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Invigilate tab cont’d

# Voiding exams

» Invigilators can void an exam to indicate that it has not taken place, or that the result is not valid by

highlighting one or multiple lines and then clicking Void _

Please state your reason for voiding selected test.

®  Select your reason from the dropdown and click Void
again to finish

| Please select... | - |

Withdrawn

Partially Completed

Other

® Exams will automatically go into ‘Void’ status if they are not unlocked by the end of the exam window. l.e.
if the learner does not show up. In this case, the status of the order in the Orders Report in Walled Garden
will change from ‘Booking accepted’ to ‘Student Absent’

Printing Invigilation packs

® The invigilation pack option allows invigilators to print out various forms, containing learner and exam
information. If you require an invigilation pack, you must print this before the exam has been started as
once the exam has started you will not be able to print off the pack

B Please note that printing an Invigilation Pack is optional. All you need for the learner on the day of the
exam

is the keycode, and you can print this from the Walled Garden order reports as well

ek on
Ciickon o

and then select ‘Create Invigilation Pack using selected tests’ ™
e —

e || CNOOSE Which elements you wish to print Create Invigilation Pack using the wizard

[ Attendance Register

™ invigil: Report

[cance
(®) One Keycode per page

| Attendance Contains the details of all learners scheduled to sit the exam at
Register a specified time. Use the form to indicate that learners were
present and verify that all learners completed the exam under
the proper conditions.

- Supervision Confirm that the exam was carried out according to exam
(I— ‘“LM'A Report body regulations. Report and detail any disturbances that

Click “Finish” and occurred during exam.

choose a printer Keycode Slip Contains exam information and individual learner details,

including their unique exam keycode. Provide each learner a

slip for reference purposes. Please note the keycode is not

case sensitive.

using landscape
orientation
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Learner journey

# Using the SecureClient from a learner’s perspective, detailing the steps the learner follows and the screens
that launch when they take an exam.

Enmter PIM
Launch Confirm '
.| Enter - o | OR wait for o | View exam o | Answer o | Submit
Secure ' g ¥ Personal > » » . >
) Keyoode . Invigilator intro guestions EXam
Client details
to unlock
ECaredicats: EUPOVIHLLS CalEeRisEY Clwsk
. Guilds e
- e T
. T Iedwmry
SecureClient_
Mora yau purs you wauld ks ta finlehT CAND‘G "nea oo mm K o mabdoa
[ & ]
E=m
o |
INEEEEIEEE . - =
pe—r— R | Wk Surpassh
Candidate: CUT 5 Cubsuerl15 e
s
EXEE BTN
P .
[ ]
[ ]
£ ()
=
F e |
]
e | Tarly iz by PR
= | A Ee e T )
- ) §oo0 Cityds
=] [ SEr T 2kt H
C — g S Guilds
& Taroo kit Troap e, ?
[TET F1" T TR T
G DERIE
O T
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Learner Journey cont’d

# Finishing and submitting an exam

‘Confirm Finish Confirm Finish

After the candidate has

R You h; t attempted all of th tions in thi
Selected lFInIShI’ one Of ‘ou have not attemp eteast'o e questions in this
tWO Wwa rnlng messages Wl“ Are you sure you weuld (ike to finish? Are you sure you would like to finish?
follow

=z E=m ez E=m

Confirm Finish

Confirm submission of the
exam by clicking Exit, the
final message confirms
that SecureClient can be
closed

If you select Finish, your answers will be submitted
and you will not be able to return to the test.

=N BN

The testing screen functions

Gu“ds Time Remaining: 00]2:43 Question 5

QUE‘StIOI’I Which of the followhg\s responsible for health and safety in the workplace under The Health and Safefy al “\\

Timer Progress Bar Finish Button to

submit exam

Flagged CIty&P Exam: 2330-201 Working effectively and safely Progress; ITTITITIT] 10% ﬂ

2 Just the employer.
b
Just the employee.
GO to SpeCIfIC c Both the employer and the employee.
question
d The Health and Safety Executive.
17
18

00000000B00000800::

1

Préfgrences Tutorial Introduction m m

N~ ——
Scroll to view
more questions

Flag question to
return to it later
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Learner Journey cont’d

# Additional features within the exam interface

The button allows a change of colour scheme. The different options are designed to improve
accessibility for learners with a visual impairment

The ‘Preferences’ button can be used before the exam begins or at any point during the exam. However, the timer will
continue to progress if the preferences are changed during the exam

The available options are shown below. Each option text is shown in the style it represents. Learners should select
from the list the option they find easiest to read

The ‘Default colour scheme’ option sets the display back to the default style

Preferences

Please choose a colour scheme.

Default colour scheme

[

Cream with black text ] Black with light blue text

Black with white text Black with light green text

White with black text

Black with light cyan text

Yellow with black text Black with light magenta text

White with dark blue text

Black with yellow text

Y Y Yy Yy
L L N SR S

Yellow with dark blue text

—
—

Light cyan with black text

Black with light grey text Light magenta with black text

L

Ty

Black with cream text Light green with black text

L

) Audio Settings

¥ Close
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Clicking the button will display a set of introductory pages that explain how to complete the exam. Learners are
encouraged to scroll through these pages before pressing the ‘Start exam’ button.

The introductory pages can also be viewed during the exam, but in this case the counter will continue to run

City&g Exam: 3638-975 Communications Level 1 Candidate: SKG6079
Guilds  Time Remaining: 01:00:00 Introduction 5 Progress: [[TIIII1[[] 0%
Ci Exam: Level 1 Key Skills in Application of Number Candidate: Stanley Davis
R —— s R - |
= » [ i
[ 4 ] E&B 08 cIoti et e s poon, Wi s ypicalt Nepmery s i
(5 3 @ At the top of the screen, the following information is presented:
% ] - The title of the exam being taken.
(D) - The name of the candidate scheduled to take the test.
(5} %" - The time left to finish the test.

&) - The current questions number.

- The progress through the exam: The bar fills up as

]%Sstions are answered. | )

. T
The Finish button should be clicked when you are ready to
end the test.

oposoosgsce

ot |t | it | -
s | o | (R [ oo

For some tests learners will see an [F] prefix before the name of the test. This pre-fix marks Flash based tests for
subjects that were converted to HTMLS5 format. Tests are converted like for like and learner will not see any
significant differences.

Section: Introduction

Test: [F] 6707-201 Health, safety and welfare in construction

Welcome to your City & Guilds Examination.

Examination conditions now apply.

The following screens will guide you through

m
how to take this test. The time allowed for the
exam will not begin until you have started
the test.
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Technical problems during an exam

# Problems during an online test

Software/hardware failure

In the event of a learner’s computer crashing, or a hardware failure, the learner can simply move to another computer
and enter their keycode to resume the assessment. They will resume from the last question they were attempting,
and all their responses up to that point will be saved. This includes any questions the learner had flagged to revisit

Given this type of scenario, it is advisable to always have at least one spare computer in the room where assessments
are being sat so that a learner can simply move to the spare one if there is a problem with the computer they are
using. This computer should also have the SecureClient already installed on it

Loss of Internet/network connectivity

SecureAssess Central is automatically configured to download a copy of the exam in the learner’s machine as soon as
they enter their keycode

During the exam, the learner’s responses will be sent to SecureAssess Central for as long as an Internet connection
exists. However, these learner responses will also be stored on the learner’s computer. If the connection to
SecureAssess Central fails for any reason, the SecureClient will continue storing responses on the learner’s computer
until the end of the exam

®  There may be a short delay while SecureClient attempts to re-establish a connection first, before switching to
the learner’s computer. If the exam appears to have frozen, it might just be retrying the connection to the
exam server so allow the exam some time to go through this process before you assume that there is a
critical issue with it

The Invigilator will be able to see from the Invigilation screen that the learner has been disconnected, but the learner
will not notice any difference and will continue their exam as normal

At the end of the exam, there are two possible next steps:

® |If the learner’s computer has re-established an Internet connection, then their responses will be automatically
uploaded back to SecureAssess Central and the results will be available to the Invigilator as normal

® | the learner’s computer still has no Internet connection, a pop-up will be displayed informing them that their
exam has not been uploaded, and will need to be uploaded manually by the Invigilator

If the learner leaves this pop-up open, the system will automatically keep checking for an Internet connection, on a
loop, until a connection is established. When it re-establishes the connection, the exam will be automatically uploaded
to the SecureAssess Central

If this pop-up is closed or a connection is not re-established, the Invigilator can manually upload the exam at a later
stage by using the SecureClient Admin Console from the learner’s computer. This is the same process that would be
used to upload exams delivered offline. See the paragraph ‘Manually uploading completed exams’ in the Offline
Testing section below.
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Offline testing

Offline testing allows you to take the test to the learner, wherever they are, by means of a single laptop with
’ SecureClient installed.

Any test booked to be delivered online through SecureAssess Central, can be delivered offline, if required, in three
simple steps:

1. Download the exam to your laptop, in advance of the test.
2. Give the laptop to the learner to complete the test, anywhere.
3. Manually upload the completed exam back to SecureAssess Central.

An Internet connection is only required for steps 1 and 3. See below for a detailed description of each step.

Downloading exams to a laptop

The laptop you are going to use to download exams must have SecureClient installed. Please note:

B You need to be connected to the Internet for this step of the process.

® You can download exams up to 10 days in advance of the exam date depending on the exam being sat. If the
exam appears as locked or ready on the invigilate screen it can be downloaded

To download exams, follow these steps:

1. Launch SecureClient from the icon on the desktop and on the Keycode screen.

Enter Keycode x

Test Delivery

Please enter your Keycode in the box below.

Surpass, Powering Assessment
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2. Enter the keycode for the exam in the keycode box, then click “Download test to take later”

Enter Keycode

Test Delivery

|

Please enter your Keycode in the box below.

&  System Check

TEsTxx82 | AR

o Preferences

o Download test to take later

Surpass, Powering Assessment

3. The test will then download and confirm the date and time the exam is booked for.

Downloading Test

Download Progress

LOADING 53%

Download Complete: x

I

Your '9898-122 Functional Skills Mathematics Test' has been successfully downloaded and will be available on Nov 29 2020
10:00PM.
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Sitting an exam offline:

From a learner’s point of view, sitting an exam offline is exactly the same as doing it online. The only things to point

out are:

®»  No Internet connection is required to sit exams that have been downloaded.

B  The learner has to use the same laptop on which the exam has been downloaded.

®  The Invigilator needs to provide the learner with the PIN to unlock the test.

B Given that the whole process takes place on a single laptop, the Invigilator will not have access to the

Invigilate screen during the test.

4

Once a candidate completes an exam offline the below message will display

It was not possible to send your results to the central
server. They will have to be uploaded later.
The application will continue to try to re-submit your
results until it succeeds or is closed.
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At the end of the test, if the exam is machine marked you can access a score report offline and immediately by logging
back into the SecureClient Admin Console.

1. Launch the SecureClient, click Show Admin and log in with your SecureAssess username and password.

2. Select the exam you want to see results for. You will notice that the exam state has changed from ‘Ready’ to
‘Finished’.

3. Click on the “Candidate Reports” button at the bottom of the screen. This will generate a score report in the
same way it does when you test online. Please note that results in SecureAssess are always provisional.

February 2022 — Please check our web pages for the latest version




e-volve e-assessment USER GUIDE

Manually uploading completed exams

Once your offline exam has been completed by the learner and you have Internet connectivity, you need to open
SecureClient where the exam result awaiting to upload will automatically upload.

»

Important: This process has to be completed before the end of the exam window (30 days after the scheduled
exam date). Failure to do so will cause complications and there is a danger that we may not be able to recover
your exam results.

Please note: The date that will appear on the Results screen in SecureAssess central will be the date when the
offline exam was uploaded, as opposed to the date when it was actually completed.

The process described below can also be used to upload exams that were delivered online but were not
uploaded to SecureAssess Central automatically when they were completed due to lack of Internet
connectivity (see section 5.3.2).

To upload exams you will need to start the SecureClient. Once you have started the SecureClient the exams will
upload automatically, as long as you have an internet connection. We recommend that you log into the Show
Admin area to ensure the exams have been uploaded successfully. If the exams have uploaded successfully the
initial screen will not contain any completed exams. If the exams have not uploaded please follow the below steps

To manually upload exams, follow these steps:

1.

Launch the SecureClient, click Show Admin and log in with your SecureAssess username and
password.
Select the completed exam you wish to upload and click Upload Results.

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

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

If you see the exam you are trying to upload in a ‘Failed upload’ state, please click on the ‘Send failed
upload’ button. Please note the exam will disappear from the Show Admin screen once you have clicked
on the ‘send failed upload’ button, it will however remain on the invigilate screen as downloaded until
the process is complete. For an update on the process after sending the failed upload please contact
Customer Services on 0844 543 0000 or email evolvesupport@cityandguilds.com.

Calls to our 0844 numbers cost 7 pence per minute plus your telephone company’s access charge.
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# Availability of results after a test
Results for finished exams can be viewed in SecureAssess in the Results tab.

®  All results in SecureAssess are provisional. Confirmed results are available in Walled Garden, after

they have been processed by City & Guilds.

Viewing results in SecureAssess

The Results tab in SecureAssess Central shows provisional results for completed e-volve exams. Voided
exams will not appear on this screen.

»
»

Results for finished exams stay in the results tab for one calendar year.

Results for machine marked exams delivered offline will only appear in the Results tab in SecureAssess Central
after the exam has been manually uploaded. Alternatively, they can be accessed offline, immediately after the
test, from the SecureClient Admin Console.

For exams taken offline, the date that will appear on the Results screen in SecureAssess central will be the
date when the exam was uploaded, as opposed to the date when it was actually completed.

For examiner marked exams, results will not appear on the Results tab in SecureAssess Central until they have
been marked.
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The Results Screen

GG?E Moms  Tedl Administration  Seles rechyetet = F

Each row in the Results tab is an individual test for an individual learner. The ‘Grade’ column shows the
overall result for the test (Fail, Pass, Credit, etc.). The ‘Percent’ column shows the percentage correct
based on the total number of marks available in the exam.

You can search for a particular learner/test and filter the number of rows you see on the screen just like
in all other tabs in SecureAssess.

The m button at the bottom of the screen will print the contents of the Results screen, as you see
them. So, if there is a filter applied, only those tests visible on the screen will be printed.

The refresh button refreshes the data (it will refresh itself automatically anyway if you don’t press it).

All other buttons generate different types of reports, as described in the next paragraph.
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In the ‘Subject’ and ‘Test Name’ columns some tests are shown with the pre-fix [F] before the name.
This pre-fix marks Flash based tests for subjects that were converted to HTML5 format. After the test
subject is converted, your booked tests for this subject will get the prefix ‘[F]’. Tests booked after
conversion will not have any prefix.

If you need to filter results for one particular subject or test, please select subject and/or tests name
with and without [F] prefix to see all results.

Cithyli L Home Test Administration Setup GannaDy v @

Invigilate

) Reset Filters

E\ Keycode Last name First name Subject Y Test Name Candidate ref. Result Percent Mark Completed Centre Name

Q Q Q o Q Q Q ~ 01/01/2022-... Q
6709

) O

Mehta Ruchika

g

o

0 rinciples of Buildin Ruchika_QR Fail
J  [F1670S Bricklaying

o
o

& 86JCB2 | Mehta Ruchika . 6 rinciples of Buildin... | Ruchika_QR Fail
) B705 Bricklaying

I:\ TDDDCJB2 Mehta Ruchika 6 Ruchika_QR Fail

(0 | VAWVLNB2  Mehta Ruchika 6 Ruchika_QR Fail

O | P34HEVB2 | Mehta Ruchika 6 les of Buildin... | Ruchika_QR Fail 0% 0
O | Mehta Ruchika Principles of buildin Ruchika_QR Fail 37.143% 13
0O |cs Mehta Ruchika Ruchika_QR Fail 1
O o 2 | Mehta Ruchika T Fail 15
(O | 6JBVRKB2 | Chemov Georgiy — Fail

) Reset Filters

Applied filters are not clear can be cleared by ‘Reset Filters’ button
Use this button before closing down e-volve window.
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Results reports
A full Results Report has three sections:

Results This gives an overview of the learners, their enrolment number, the test
Summary they took, the date, and the overall result (Pass, Fail, Credit, etc.)

Results This shows the percentage score per learning outcome in the
Breakdown Qualification Handbook (or per knowledge area for UKTs). The
percentages are worked out from percentage correct of all marks
available. In other words, how many questions were correct out of all
questions available.

T R [T) This is an individual sheet for the learner, showing the details of the test
and the overall result. Results are provisional and a Results Slip is not a
substitute for a certificate.

(Result Report)

You can generate different elements of the report, for one or more learners at a time, depending on which
button you select:

Full report, including the three sections (Summary, Results Breakdown
and Results Slip).

This report can only be run for one learner at a time.

Results Summary section only.

Can be run for multiple learners. Shows a table with one line per learner
selected.

Results Breakdown section only.

Candidate Breakdown
Can be run for multiple learners sitting the same assessment.
Test Breakdown

‘Candidate Breakdown’ produces individual breakdown tables for each
learner selected.

‘Test Breakdown’ produces a single breakdown table for the whole
group of learners selected.
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Results Slip Results Slip only.

Can be run for multiple learners. Produces one individual sheet per
learner selected.

The report(s) will appear on a pop-up screen.

®» |f you have an Adobe PDF Writer or a similar product installed, you can save an electronic copy of the report by

selecting Adobe PDF (or equivalent) in the Printer Name dropdown when you print, below is an example of a score
report.

Exam Reports i &?
99EATR - Early Adopter Training Centre Clt_y
9898-111 Nav Test GUlldS

Results Summary:

Candidate Name Enrolment No. ULN [Test Date Result
imorning checks moming checks HJW1487 HJW 1487 01/10/2014 |Pass

Results Breakdown:

MNavigation Test Percentage Correct of All Marks Available

Unknown Learning Quicome 0.00
Total 0.00
Exam Totall 0.00
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@] E 1 )
Resutt Report C'W&P
Guilds

PRIVATE AND CONFIDENTIAL

S9EATR - Early Adopter Training Centre
1

-y

a“
Greater London

Enaland

Candidate Name: maming checks moming checks

Enrolment Mo.: HJW14387

LLN: HJW1487

Centre Name: S9EATR - Early Adopter Training
Centre

Centre Code: QOEATR

Clualification Name: 9898 Navigation Tests

Exam Mame: §898-111 Nav Test

Test Date: 01/10/2014

Percentage: 0.00

Result: Fass

To close the document select close on the top right of the page, see below

To print or save this document, right click on the document. | Close |

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

Method 1 — Manual selection (recommended):

1. Select learners from the Results screen (hold Ctrl+ key for multiple learners).

2. Press the report button of your choice, depending on the type of report you prefer (see overleaf for details).

3. When prompted' click
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Method 2 — Reporting Wizard

1. Press the report button of your choice, depending on the type of report you prefer (see overleaf for details).

2. When prompted, dlick

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

Confirmed results in Walled Garden

Results are confirmed when they have been processed by City & Guilds, and they appear in the Walled Garden, in
the ‘Candidate History’ report. (Please note that Underpinning Knowledge Tests are an exception and they do not
return any results to Walled Garden. Please contact your local City & Guilds Branch office for details on claiming
UKTs.)

For details on how to generate these reports, go to Section 7: Walled Garden Reports.
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Walled Garden reports

# These reports can be accessed in Walled Garden from the Reports section, under the Orders or
Candidates/Results tabs.

. . City&s:
Welcome Paula Smitha GU“C'S WEI”Dd Gardcﬂ

Home  Catalogue/Shop = Reporis
Orders Candidates/Resultzs | LRS Clualifications Financial

Report title Report description

‘Schedule e-volve Displays the status of your e-volve test bookings. If the
Tests’ orders booking has been accepted, you can view the exam
report keycode.

Displays confirmed results, invoices and charges for e-
‘e-volve on-line volve that have already been sat. This report does not
test’ orders report cover underpinning knowledge tests, because these do
not return results to Walled Garden.

‘ e-volve re-test’ Same as above, but only showing re-sits (i.e. when a
orders report learner sits the same exam more than once).

‘e-volve Individual Displays individual e-volve test bookings for learners and
Test Booking’ allows you to print individual candidate sheets with
report details of the test and keycodes.

Displays the tests scheduled in a time period for an
‘e-volve Scheduled individual e-volve Installation ID, or for all Installations
Tests’ report at your Centre. You can also filter by assessment and
print a class list.

Displays a learner’s assessment history along with any
pending e-volve test bookings, and confirmed results for
tests already taken.

Candidates/Results

‘Candidate History’
report

LR Be specific with your search options to minimise any delay in the return of the report.

If your Walled Garden account is linked to more than one Centre
(for example a Centre and a Sub-centre) there will be an additional | ="2¥ M |GOLA Scheduled Tests x|

mandatory selection parameter in some of the reports to which* [111111 =]
determine the Centre that you wish to search. REIONYS  [al my Centres
to centre
|111111ﬂ
fior Gola IAII rny accounts =]
Account id
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‘Schedule e-volve Tests’ orders report
This is the standard Walled Garden report to view e-volve test scheduling orders placed with their
status. For accepted bookings, you can view the exam keycode.

In the search parameters select Orders and Schedule e-volve Tests in the first two dropdown lists. You

must also specify a time range. Optional search parameters include the qualification, and others
available under Select Attribute as shown below:

low. The fields Define the report by using the search criteria below. The fiekds

¢. Cick Search may change depending upon the selections made k Search
4 - nue

Show me Orders v DROW TS Orders -
all order typ e-volve Scheduling -
~ er Sypes -
All order types for qualfication

for quaification |Named Registration 60 3538-01

(eg 3638-01 Unnamed Registration
Da:qld Enky 8isC (Select Attribute) -

aiso e-volve Test sasilauides ‘
Results Entry [_(:.A.:L,;,;_ wute) ]
Centre Approval Coheort
O;\I‘)‘-n nd tor perod Order Number

for period 'e- i " Candidate

S ReD-a‘:emem Certificates Your Ref

Qualification Approvals or since Installation 1D

or since Publications and Merchandis

o firat

g;!:!lh;:‘es *denotes mandatory field
ervice

" denotes marfa-volve Retest
SmartScreen ‘; "a;-

olve Schedulina g

When you click the Search button, a list of orders matching the search parameters will be displayed. Click on any
order in the Order No. column to display the details of the booking in the order. An example is shown below.

=earch Rezult: 6103 Orders found

lze the scroll bars to zearch through the results.
Click inthe Order Ho column to select.

Order Ho. |Date Your Ref.

100365954 | 05 .12 2009 | TESTSURDST 22009 _GME
100365959 | 07 122009 | FVBRCWYERCY
100365965 | 07 12,2009 | BOOKING_12345
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Click the Details button to display more information including the exam keycode. Use the Show/Hide
details button at the top of the order to expand the details of the whole order at once. Only if the
details are expanded on the screen, will they appear in the print out. This is where you can see the
keycode, if the booking has been accepted.

Order

Centre no. Customer no. Order no Order date Order Ref Payment method
999990 1066854 106548351 28.06.2021 Ritest3 On account

Order total net | 0.00 GBEP
VAT/Sales tax | 0.00 GBP

Order total 0.00 GBP
Order confirmation Print
ShowiHide details
Details ENR No First Name Last Name Gual. Product code Order Type Exam Details Price Booking Status
@ FKZ3885 Reminv Two 3745-01 3748-110 e-volve Booking 3?:2;:‘;321 0.00 Booking Accepted
Centre Installation 1D | Keycode Additional Time | Alternate Location | Invigilation Type Remote Invigilation Status
01CKKN DP230QJB2 MiA

The Booking Status column will show the status of the booking. If the status is ‘Booking Rejected’ then
the reason it was rejected can be viewed by clicking on the link in the selected order line. (Please note
rejected booking are rare in e-volve and in most cases you will not need to rebook the test. See section
4.8 for more details). For remote invigilation bookings with status ‘Booking Rejected’ Remote
Invigilation Status column will not be populated.

Order

Centre no. Customer no. Order no Order date Order Ref Payment method
999990 1066854 106548381 28.06.2021 Ritest3 On account

Order total net | 0.00 GBP
VAT/Sales tax | 0.00 GEP
Order total 0.00 GBP

Order confirmation “

ShowiHide details

Details ENR No First Name Last Name Gual. Product code Order Type Exam Details Price Booking Status
@ FKZ3885 Reminv Two 3745-01 3748-110 e-volve Booking 3?2;5821 0.00 Booking Rejected
Centre Installation ID | Keycode Additional Time | Alternate Location | Invigilation Type Remote Invigilation Status
01CKEN NiA MiA
Xl
g The assassment i not avaliable for this qualfication (Flease contiact CustomerRelations befane re-booking - erer 310
[ ]
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For bookings with remote invigilation column Invigilation Type will show ‘Remote Testing: Invigilated’.
Latest status of the booking will be shown in the column Remote Invigilation Status.

Order

Centre no. Customer no. Order no Order date Order Ref Payment method
999990 1066854 106548381 28.06.2021 Ritest3 On account

Order fotal net | 0.00 GEP
VATISales tax | 0.00 GBP

Order total 0.00 GEP
Order confirmation Print
Show/Hide details
Details ENR Ho First Name Last Name Qual. Product code Order Type Exam Details Price Booking Status
@ FKZ3885 Reminv Two 3743-01 3748-110 e-volve Booking Efjg;:ﬁgm 0.00 Booking Requested
Centre Installation 1D | Keycode Additional Time | Alternate Location | Invigilation Type Remote Invigilation Status
01CKKN Updated Shorthy | N/ia Remote Testing: Invigilated | Candidate already booked for this test

‘e-volve on-line tests’ / ‘e-volve re-test’ orders report

These two reports look the same, but while the second one only displays re-sits (i.e. when a learner sits
the same exam more than once).

The reports display confirmed results, invoices and charges for e-volve that have already been sat.
Underpinning knowledge tests are not covered in these reports, because these do not return results to
Walled Garden.

In the search parameters select Orders and e-volve tests or e-volve re-test in the first two dropdown
lists. You must also specify a time range. Optional search parameters include the qualification, and
others available under Select Attribute.
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Define the repart by using the search criteria below . The
fields may change depending upon the selections made.
Click Search to cortinue.

Shiowy me Crders -
weith GOLA on-line test -
which belongs to Centre *|1 22455

far gualification
(e 3635-01)

also [(Select Attribute) -
for period * o The last week -
ar since

* denotes mandatory field

Search Result: 1 Orders found

Use the scroll bars to search through the results. Click in
the Order Ho column to select.

Order Ho. Date Your Ref.
201367523  |14.03.2011 010345450399TRNG

When you click the Search button, a list of orders matching the search parameters will be displayed.
These orders are generated by the system when results are returned from SecureAssess to Walled
Garden. Click on any order in the Order No. column to display the details. An example is shown below:
[ search |
Search Result: 1 Orders found

Uze the scroll bars to search through the resutts. Click in
the Order Ho column to select.

Order Ho. Date Your Ref.
201367523 14.09.2011 010345450389 TRNG
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Click Order Details to display information on the learner and the confirmed result.

|

| Centre no. | Customer no. | Order no | Order date | Order Ref | Payment method
[ 123458 [ 1053020 | 201367523 [ 14.09.2011 | 010345450309TRNG | on sccourt |
Order total net | 6.75 GBP
VAT Sales tax 0.00 GBEP
Order total 6.75 GBP
order confirmation [ CECTNNN
Order Tracking Order Details Product code Assessment code Order type Exam Details Oty | Price Total Curr.
. . 3748-M 3748110 GOLA on-line test 12082011 1 7S 75 | GER
EHR Ho. Hame DoOB Gender Your Ref. Messages Grade
PBEAE33 Tom  Reed 01.01 1850 hiale FAIL

Click Order Tracking to display invoicing details.

Centre no. Customer no. Order no Order date Order Ref Payment method
123436 1053020 201367523 14.09.2011 010345450339 TRMNG On account
Order total net | 5.75 GBP
VAT 5ales tax 000 Gap
Order total 6.75 GBP
Order confirmation
Order Tracking Order Details Product code Azsessment code Order type Exam Details oty | Price Total Curr.
. . 37450 3745110 GOLA on-ling test 12002011 1 575 675 | GEP
Date Activity Reference type Reference oy,
14.08.2011 Reszults received Order no. 201367323 1
20082011 Irwaice Irvenice B021 49897 1
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‘e-volve Individual Test Booking’ report

This report lists individual e-volve test bookings for learners.

It also provides the facility for saving or printing a single sheet per learner that can be used for sitting the tests. It
provides the same candidate sheet that is available from the Order Confirmation screen in the shopping basket.

You can select the Installation ID and a time period to
identify a particular group of learners, or use the learner
or cohort names as search parameters to locate a
particular booking.

The time period can be selected from the dropdown as
one of the commonly used options:

Today

Tomorrow
This week
Next week

O O O O

Alternatively, you can enter a specific ‘from’ and ‘to’
date.

You can also search for bookings at a particular status,
e.g. 'rejected bookings only’ or with particular invigilation
typ e.g. ‘Remote Testing: Invigilated’.

Click Search to generate the report.

Define the report by using the search criteria below. The fiekds may change depending upon the selections made.
Click Search to continue.

Show me | individual e-volve Test | v

which * IAII my Centres ﬂ
belongs
to centre
for Centre Installation ID
IAII my accounts ﬂ
for |
Assessment
ENR No. [ |
or ULN [ |
Firstname | |
Lastname | |
OB [ |
Gender | ]

Booking status =2
Invigilation Type All ﬂ
for period * O I—v

To L ]

* denotes mandatory field

Please note:
Be specific with your definitions to ensure a prompt return of your results.

» f you select All my Accounts (i.e. all my Installation IDs) you must also enter a candidate enrolment
number. This option is provided so that you can print a candidate sheet when you do not know which
Installation ID they were booked under. To print more than one candidate sheet you must select the

Installation ID.

February 2022 — Please check our web pages for the latest version




e-volve e-assessment USER GUIDE

Choose the required candidate by clicking on the button in the Click to view column Saject Allto Print [
Click Selact
o e L First Hame Last Hamee DB (R T = E?‘m o
= e Code Dt Tirme
Wi print
& BATY BRI 748114 15.04 2011 [1200 I
'&, Charfs JatkEor 3636-975 1504 2011 | 1500 -
"’5\ Echevaic ] 15 M g [

Select to print” cobemn and then chck *Print Selected” button 1o Print selected
Bk Shes[s)
rut concnte istrg [N

This report provides a variety of options for viewing the e-volve test bookings for the selected learners.

Click the Click to view button for any booking and further details will open up underneath the selected line, including
the booking status and the exam keycode.

& | Frzases | Reminy Two ‘ 01.01.1982 |374E-11U |UE.UT.2021 ‘ 11:30 |BBBBBU ‘ O
Keycode X
Booking Status Booking Accepted Alternative Location
Assessment Description Functional English Reading at Level 1 Additional Time
Invigilation Type Remote Invigilation Status

Additionally the View/Hide All Details button can be used to open and close the details for all the bookings at once.

Individual candidate sheets can be printed, either all at once or from selected bookings. The Select to Print column
can be used to select individual bookings to print, or use the Select All to print button. Click the Print selected button
when selections have been made.

Alternatively the Print All button will print candidate sheets for all the bookings in the list.

® The check box for bookings in status ‘Booking rejected’ will be disabled and candidate sheets cannot be
selected for these bookings. The Print All button will however print all bookings irrespective of status.

To print the list of learners as it appears on the screen (with or without details), right click anywhere on the screen and
select Print.

The candidate sheets will be created as a PDF file that can be viewed, saved or printed. It is formatted with one sheet
per learner booking and shows all details of the booking including the exam keycode.
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GOLA Test Booking Details CItY&F
Candidate Sheet Guilds

Booking Reference 0102553740/01 EBBE

Booking Status Booking Accepted

Candidate Details

First Name Charlie
Middle Mame

Last Name Jackson
ZMR Mo SVXET6E
ULM

Date Of Birth 09.02.1990
Gendsr Mia's
Keycode 2&yyvab2

Assessment Details

Azzassmant number 3655975

Aszassmant Description Commumnication level 1 tast 0w
Aszassmant Data 15.04.201 1

Aszassmant Start Time 15:00

Extra Time Alcwance

Extansion Reason

Test Centre Details
centre Mama E:l-i"'lp a Co age 1
Centre Addrass x Sireat
Graziar London
United Kingdom

ELE R

Tast Location
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‘e-volve Scheduled Tests’ report

This report gives a Centre view of the e-volve tests scheduled in a certain period of time, for individual Installation IDs
or for all the Installations at your Centre. You can also filter by

assessment. ==
Define the reporl by using the search criteria below. The fiekds may change depending upon the selections made
Click Search to confinue.
Show me lm
i . ) . which All my Centres L]
Enter the search criteria and click the Search button. Note that a period [,
must be selected or a date range entered. ;"’“"”“"“"“""”"’ -
Al my accounts -
for —
Assessment
Invigiation Type Al [v]
A list of all bookings within the period will be displayed by booking date ™" > [T
and time showing the assessment to be sat at that time. . M

= Only Confirmed Bookings

* denotes mandatory fieki

B  Only tests at status ‘Booking accepted’ or ‘Booking complete’ are X
shown in this report. Recently scheduled tests that are still at ‘Booking requested’ will not be listed.

Gola Scheduled Tests (7]

Centre Ho. Customer Ho. Centre name
1813 0001 050900 Example College 1

Choose the required examination by clicking on the button in the Select column

Select Exam date | Time Assessment Ho. Assesment Description -
. 14.04 2011 12:00 3635-975 Caommunication level 1 test (OL)
. 15.04 2011 1500 FE3E-O7S Communication level 1 test (OL)
. 14.04. 2011 11:30 3745114 Functional English VWriting ot Lewel 2
. 14.04 2011 1800 748114 Functional Englizh YWriting at Level 2 ‘|

Choose one of the exams by clicking the corresponding button in the Select column. The learner details will be listed
for that exam. If you click another Select button the original list will be replaced with the new one.

Detail ENE: e, ULl Fir st Hame Last Hame DOB = =10

Ha. Date Timvw
& Edtward 3638.975 15.08 2001 | 150000
= Charke mchopon WIGTE 15 04 2001 | 150000
Wier Chest

candidate tisting | LN
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In the ‘candidate list’ further details can be displayed using the individual buttons in the Detail column or by using the
View All Details button.

Detail ENR no. ULN First Name Last Name DOB Assessment No. Exam Date Exam Time Centre

& FKZ3885 Reminv Two 01.01.1882 3748-110 04.07 2021 11:30:00 993990

i . ) -:-:-:-:

The Print button will print the ‘candidate list’ as displayed on the screen (that is with or without the detail).

This report would typically be used to print a class list — all learners sitting assessments at the same time.
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‘Candidate History’ report
The ‘Candidate History’ report will show all transactions for a particular W search |
learner and lists all types of assessment including e-volve.

Define the report by using the search criteria below . The fields may
change depending upon the selections made. Click Search to continue .

When an e-volve test booking is scheduled for a learner it will appear in Show me [candidats History ]
the history as a ‘Booking’ entry until the test is sat and the results ENRMo. | |
returned. It will then change to a ‘Result’ record with a Pass/Fail Ui | |
indication. Frstname | |
Lastname  [zT* |
[alelz] | |
In the search parameters you must identify individual learners by their cender  [wala =l
enrolment number, ULN or last name plus gender. You must also select a orpsrod® @ a5
date range by using the period, since or from and to selectors. or since * el =l =
or Frem* =
To L ]
®  Wild cards are accepted in the last name field (for example St* will * denotes mandstory fisld
find all names starting with ‘St’) g oy oot eme sl Gencer are

After clicking the Search button a list of all learners matching the criteria will be listed. You should then click on a
button in the Select column to display the history detail for an individual learner.

Click Print to print the currently displayed ‘Candidate History’.

Candidate History (7]

Centre No. Customer Ho. Centre name
818181 1060900 Example College 1

Choose the reguired candidate by clicking on the button in the Select column

Select | ENRno. uLn First Hame Middle Hame Last Hame DOB Gender g‘;;ﬂe“
W |sveseos cal Sweeney 16.06.1957 | M
Gualification/ )
Date Order Assessment ftem Assessment Result |/ Reg End Sales PO Ref
Code L Type Status Date Order
Description
Key Skills . . .
14.04.2011 3636-01 =i Registration 14.04 2014 0102553739 | jomB3a45
Guslifications
14.04 2011 374501 Eﬁ;ﬁ;‘ﬁm' hill | e istration 14.04 2014 010255373 | Cohort 2
14.04.2011 3635-975 ERMMUNICSHoN | co it Muiple: Choice- | £y 0201050907 | 0402553740/01 BEEAE
lewel 1 test (OL) on-Line Exam

*= Gained from a previous accreditation Candidate history “

®»  Please note that results for Underpinning Knowledge Tests do not show in Walled Garden. Results for
this type of test can only be viewed in SecureAssess.
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Customer Support

# We are here to answer any queries you may have regarding e-volve. Should you require assistance, please
contact us:

UK Centres International Centres

Contact Customer Services Contact your Local Office.

E: evolvesupport@cityandguilds.com For details and opening times visit
www.cityandguilds.com

T: 01924 930 800 (Option 2)

08:00 to 18:00 Monday to Friday
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Conducting online exams

# The regulations in these documents specify the standard requirements for externally marked examinations and
assessments. For certain qualifications some of the requirements may be different, please check the individual
qualification handbooks and assessment guides for more information.

http://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-
library/examinations

On-screen external assessments
Where a centre conducts on-screen external assessments the head of centre is responsible for ensuring that the

awarding body requirements are met for downloading software and test/examination materials. Centres must also
ensure that all technical requirements have been met. Some technical requirements will need to be met in advance
of the test/examination.
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Appendix 1: Glossary of terms

Advance Downloading a test to a laptop, in order to deliver it to a learner anywhere,
download without the need of an Internet connection. This can be done from 10 days in
advance of the scheduled date. Also referred to as ‘advance caching’.

Alternative Where a test is to be sat at a location other than an approved Centre, City & Guilds
location must be notified.

Test locations are covered by City & Guilds policy which must be consulted before
using an alternative location.

Auto-void See ‘voided test’.

Booking Setting up a specific date and time for a learner to sit a test. The learner must
already be eligible for that test, having been registered for the qualification

e-Assessment Tests delivered electronically. May be online or offline delivery.

EDI Electronic Data Interchange. A standard file format used for the interchange of
files between awarding bodies and management information systems. Specifically
for e-assessment testing, EDI files can be used for the registration of learners and
scheduling of e-volve tests by uploading into Walled Garden as an alternative to
using the shopping basket screens.

Exam The period of time either side of the scheduled exam date, during which a test can

window be unlocked and sat. The exam window starts 10 days before the exam date (or
immediately if booking less than 10 days in advance). The exam window closes 30
days after the exam date. This window applies to all test types.

EKU test ‘Essential Knowledge & Understanding’ test. This is Hair & Beauty equivalent of an
Underpinning Knowledge Test.

Flag While sitting a test, the learner can flag a question to remind him/herself to return
to review it later

Item An item is a question in a multiple choice test

Keycode This eight-character alphanumeric code uniquely identifies the learner and the
exam they are to take.

The keycode is generated by SecureAssess at the time of booking, and it is
necessary to unlock the test on the day of the exam. The keycode is not case
sensitive.

February 2022 — Please check our web pages for the latest version




e-volve e-assessment USER GUIDE

Machine An exam that is marked automatically by SecureAssess, as opposed to by an

marked exam examiner. Machine marked exams are typically made up of multiple choice
questions.

Offline A test can be downloaded to a laptop in advance, and delivered to a learner

testing anywhere, without an Internet connection. With offline testing there is no need

for an Internet connection from the moment the test has been downloaded, and
until the test is complete and the learner’s answers are ready to be uploaded.
(Compare with ‘online testing’)

On-screen A test taken under examination conditions using the e-volve platform. An
Assessment assessment has a code in the format ‘nnnn-nnn’.

Also referred to as unit, module, examination, exam or test.

Online A test is unlocked and sat while connected to the Internet. (Compare with ‘offline
testing testing’)
PIN code An optional four character code that the Invigilator can apply to an exam. If the

Invigilator sets a PIN code for an exam, the learner will need to enter it to begin
the test. This is in addition to the keycode.

Primary Main point of contact for e-volve and responsible for creating additional users

contact within the Centre. This will typically be the Exams Officer. This user is created by
Customer Services during the New Account set-up process, with the role of ‘Exams
Officer’.

Walled Users of the Walled Garden will have a user id conforming to a profile. The two

Garden profiles for e-volve testing users are ‘exams’ giving full access to a range of options

Profile and ‘e-volve scheduling’ for staff who only need to schedule tests.

Qualification Qualifications are listed in the City & Guilds catalogue and can be awarded when a
specific set of tests have been passed. A qualification code has the format ‘nnnn-
nn’

Qualification A related set of qualifications for a group or scheme. The qualification group code

group is the first 4 digits of the qualification.

Registration A learner can only sit tests once they are eligible. This is carried out by registering a

learner for a qualification. Typically they will receive an enrolment number at the
same time, if they do not have one already from previous registrations.

SAP City & Guilds’ financial and corporate computer system

Scheduling Setting up a specific date and time for a learner to sit a test. The learner must
already be eligible for that test, having been registered for the qualification.

Score report On completion of a test, a score report is normally available in SecureAssess which
shows the learner’s preliminary results. These are subject to confirmation after the
results have been fully processed.
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SecureAssess The exam administration software, used by Centre staff to administer tests to
learners under invigilated conditions and to view results after the test.

SecureAssess This is the default deployment option for all Centres. The system is completely
Central web-based, and therefore requires an Internet connection. The only thing that
needs to be installed is SecureClient in the learner testing stations.

With SecureAssess Central, it is possible to deliver exams both online and offline.

SecureClient The learner interface, where the tests are taken. SecureAssess is an application
that needs to be installed in every computer that is going to be used by a learner
(testing stations). Its purpose is to lock down the learner’s station, to prevent them
from accessing the Internet or any other applications during the test. SecureClient
can also be used by the Invigilator to download tests to a laptop for offline

delivery.
Technical The Centre user, responsible for the technical setup of e-volve: typically, an
Contact IT/network manager at the Centre. It could also be the Exams Officer. This user is

created by Customer Services during the New Account set-up process, with the
role of ‘IT Administrator’.

Time Additional time can be assigned to a test under special circumstances. This is

extension carried out when booking the test by specifying a time extension of a certain
percentage. Time extensions are controlled by the City & Guilds Policy Team and
the policy documents must be consulted before using time extensions.

Time When a time extension is requested above the time extension threshold, a
extension reference is required which acts as the authorisation from the City & Guilds Policy
reference Team. This will be entered by Customer Services.

Time The highest percentage time extension that can be applied to a test by a Centre is
extension always 25%. Time extensions above the threshold must be booked by the City &
threshold Guilds Policy Team. See Policy Documents available in the Centre Support section

of our website.

Voided test A test can be voided in SecureAssess by the invigilator before it is started or
completed. This would be used for example if the learner did not arrive, the test is
cancelled or malpractice is discovered. If a test is still at a Ready state when the
exam window expires, then it will be automatically voided (auto-voided)

UKT Underpinning Knowledge Test — a test that is taken to determine the learner’s
level of knowledge before taking the main test. Registered learners can sit a UKT
as many times as required and the results are filed at the Centre. No results are

(or UPK) Test returned to City & Guilds.
In the Hair & Beauty sector, these tests are referred to as EKU (essential
knowledge and understanding) tests.
Walled The City & Guilds secure website used by Centres to register learners, schedule
Garden tests, enter orders and carry out other on line activities.

Go to www.walledgarden.com
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