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1. Introduction

Welcome to Open Assess, our formative assessment platform

This document is intended for centres who have been set up to use Open Assess.

Within this comprehensive guide you will find everything you need for the day-to-day
management of Open Assess, including:

An overview of the platform from registration to reviews
A step-by-step software user guide
How to contact City & Guilds for support

Overview

! Yegistration

N
Candidate A

Open Assess
Candidate
Review cycle

2. Process steps

Candidate Registration

Candidates must be registered in the Open Assess platform for the subject before you can
schedule an Open Assess test.

As soon as the registration has been processed (usually within a few minutes), the system
will automatically make the candidate eligible in Open Assess and you can start scheduling
tests.
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Test Scheduling

Scheduling is the process of assigning a date and time for a candidate to sit a specific Open
Assess test.

Scheduling is carried out though the Schedule tab in Open Assess. Once the test has been
scheduled, the system will generate a Keycode and PIN. The candidate will need these in
order to sit the test so they will need to be shared with the candidate.

Test Delivery

Once scheduled, the test is visible in the Invigilate tab. From this tab, staff will be able to
access the Session Keycodes and PIN numbers to share with candidates.

Open Assess tests are carried out using the web-delivery method either in a web-browser for
HTML samples, or in the Surpass Viewer for the original Flash versions of sample papers.
This can only be done online. If using Surpass Viewer it must be downloaded to each
candidate’s machine. This download process will only needed to be completed once per
machine.

Centre staff have access to a number of features to manage the test delivery in Open
Assess.

Test Marking

As soon as the test is complete, it will be available in the Mark tab for it to be marked by the
tutor. Tutors will also need to download the Surpass Viewer (for existing Flash tests) in order
to be able to review candidates’ responses and mark the test. For new HTML tests a regular
web-browser can be used.

Test Results
As soon as marking is complete and the test has been submitted, the result will be available
in the Results tab.

Candidate Review

A candidate review session allows centre staff and candidates to re-enter their tests to
review their responses and any feedback. The Candidate Review tab is where candidate
review sessions are scheduled for particular candidates on a specific date and time. They
are then reviewed using a similar method to web delivery.

Note: Candidate Review is currently only available for existing Flash tests. This feature is not
yet available for new HTML tests.
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3. Logging in to Open Assess

Logging in the first time

When your account is first created, you will receive an email with your username and a link to
set your password and create a security question.

The email is sent from an automated address noreply@surpass.com so if you do cannot see
it in your inbox, please check your junk folders or speak to your IT team in case the
automated address is being filtered by your IT system.

From: noreply@surpass.com <noreply@surpass.com:
Sent: 17 June 2021 15:31

To: OA Primaryl <OAPrimaryl@cityandguilds.com>
Subject: Welcome to Surpass

CAUTION! This email originated from outside our organisation. Do not click any links or open any hi unless you rt

Hi OA,

gnise the sender and know the content is safe.

‘Welcome to Surpass, the market leading solution for creating and delivering on-screen assessments.

Your username is OAPrimaryl

deuild

To set your city 1assess Surpass p: d and security question please click on the link
https://cityandguildsopenassess.surpass.com/Auth/Recovery/c58e2452-d96¢c-4120-b0c5-e04287e17a3b and follow the instructions.

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

The Surpass Team

For further help, please visit our Open Assess pages here

UK Centres - Contact Customer Services

E: evolvesupport@cityandguilds.com

T: 01924 930 800 08:00 to 18:00 Monday to Friday

(Calls are charged at local ratss.)‘
International Centres - Contact your Local Office. For details and opening hours visit www.cityandguilds.com

Clicking on the link will take you this screen:

Change Password (OA Primary1)

Enter new password: i

Confirm new
password:

Security question: i

Security answer: i

Cancel
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Enter your chosen password and confirm it and create a memorable security question and
answer, you will need this to reset your password if you ever forget it.

While in any area of Open Assess, you can hover your cursor over the icon for more details.
Select ‘Change Password’ and you will automatically be logged in to Open Assess.

Changing the password only needs to be done the first time you log in.

Logging in to Open Assess

The next time you access Open Assess will be from the log in screen.

Navigate to https://cityandguildsopenassess.surpass.com and enter your username and
password and select Login.

You can access this URL through your regular web-browser or via Surpass Viewer.

B

Cit A
Gzﬁg Open Assess

User Name:
(

|
Password:

Can't access your account?

©2021 BTL Group Ltd
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Trouble logging in?

If you have forgotten your username or password, navigate to the login screen and select
‘Can’t access your account?’
[ | - SS—— SO S R S—

Can't access your account? x

Please enter your User Name or Email

Change Password Cancel

Enter your username or email address and an automated email will be sent to you with
instructions.

4. Navigating through Open Assess

We will go through the features within each tab later in the guide but here is a brief overview.

Home

When you login, you will be taken to the homepage. It contains links to useful documentation
and the test and review web links and our contact details.

We will use this page to share any updates or scheduled downtime within Open Assess and
it will be updated when needed.

Citys’*" Home Test Administration Setup

Guilds

Have you tried the training courses on the Surpass Learning Portal? Click here to find out more.

Welcome to Open
Assess!

Our free, on-screen practice test tool for Functional Skills assessments.

Test Administration

You will complete most of your tasks within the Test Administration tab. Just select each
tab to open it.
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Cityﬁx Home Test Administration Setup
Guilds

Schedule Invigilate Mark Results Candidate Review

Setup

The Setup tab is used for viewing available subjects, creating users (depending on your
access) and registering your candidates.

Primary User view:

City?ﬂ' Home Test Administration Setup
Guilds
Users Candidates
Tutor view: -
C'tY.gx' Home Test Administration ;| Setup

Guilds

Candidates

5. User creation

Before you begin, you may wish to create accounts for other users at your centre. There are
two types of users in Open Assess, Primary and Tutors. The main difference is that Primary
users can create other Primary users and Tutors, as well as registering candidates, while
Tutors can only register candidates.

Creating a user

1. Go to the Users screen by going to go to Setup and then selecting Users

Citygﬁ' Home Test Administration Setup

Guilds

Subjects Candidates
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2. Select Create User to create a new user

Centres Subjects - Candidates

<% Create User

3. Choose user type

For Open Assess users, you will only need to select the user type ‘Centre’.

Subject, Site and Custom users are not used in Open Assess.

User Creator x

Select User Type

Centre | Subject Site

Select a user type.

Continue

Centre — A centre-level user has access to roles for all subjects in a particular centre. These
users are typically centre administrators, tutors, markers, and invigilators that need access to
all subjects within a centre.

When you have chosen a user type, select Continue to proceed.
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Fill out user details

®®
User Details
First Name: | oA \
Last Name: | Primary2 \
User Name: | OAPrimary2
Email: | OAPrimary2@cityandguilds.com \
Joh Title: | \
Defaut Language: | English (UK) - |
Expires: | 16.06.2031 | s
m | Cancel |

NOTE: Fields marked with an asterisk (*) are mandatory.

Field Description
First Name Enter the user’s first name
Last Name Enter the user’s last name

Enter a username. The user will use this to log in to Open

User Name , )

Assess. This user name must be unique

Enter the user's email address. They are emailed a link to
Email create a password before logging in for the first time and

password reset details are sent to the address so it must be
accurate

When you have filled out the user details, select Continue to proceed.

Use Manage Centres to open the Select Centres dialog box.

R —
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Choose your centre in the Available Centres list on the left-hand side of the screen and use
Add > to move it to the Selected Centres list on the right hand side of the screen.

Select Confirm to continue.

Manage Centres x
Search by Centre Name, Centre Reference Search by Centre Name, Centre Reference
Available Centres Selected: 0/1 [¥] selected Centres Selected: 1/1

Guide Centre

€ || Pagelof1 - > € || Pagelofl | > Cancel

Choose user roles

Choose the roles you want the user to have in the Centre Roles column.
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Primary User account

To create a Primary account which has the ability to create other users, select all options
available under setup and Test Administration and select all options in the Assignable

column.
Create Centre User — Roles (2 of 2) (Sample User) @ &
i Remove i Search by Centre Name, Centre Reference
Centres Centre Roles Assignable i
Guide Centre @ Setup i
OA primary SetUp i
OA Tutor SetUp i
Test Administration i
OA Primary User i
OA Tutor i

Tutor account

To create a Tutor account that can access all the other features but is unable to create other
users, select only the OA Tutor SetUp and OA Tutor options

Create Centre User — Roles (2 of 2) (Sample User) 2 x
AU S | Remove | (O search by Centre Name, Centre Reference
Centres Centre Roles Assignable i
Guide Centre @) O sewr i
(] 0Aprimary SetUp

[] Test Administration
() oAPrimary User

i
i
OA Tutor SetUp i O
i
i
OA Tutor i

Selected: 1/1

[ € UserDetails v CreateUser [IRE
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Confirm user details

Select Create User to create the user. An email is sent to the user’s registered email
address containing a link to create a password and security question.

. g g iy [ ]
@ e - ' TIP: After creating a user, Open Assess
@ =t e § asks you if you want to create another
i S . user with the same roles. This is useful if
i v eeres 1] - . . .
you are creating multiple accounts with
Consd the same permission levels.

6. Candidate Registration

You can register an individual candidate or upload a CSV file for multiple candidates.

How to create an individual candidate registration

1. Go to the Candidates screen

To view the Candidates screen, go to Setup > Candidates.

Surpass#

Centres Subjects

Users

2. Select Create Candidate to create a candidate.

Centres Subjects

+ Create Candidate

June 2023

1 Upload Candidates
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3. Fill out the Candidate Details form

Create Candidate - Candidate Details (Step 1 of 3) %
First Name: | Sample ‘
Middle Name(s): | ‘
Last Name: | Candidate ‘
Gender: | Not specified = ‘
Candidate Ref: | CANDGO1 ‘
Date of birth: | 12.02.1980 |
Email: | ‘
Tel: | ‘
Reasonable
Adjustments: D

Fill out the Candidate Details form with your new candidate’s information. Refer to the
following table for information about each field.

NOTE: Fields marked with an asterisk (*) are mandatory but you may want to

consider the additional fields below.

Field Description
First Name* Enter the candidate’s first name.

This is not a mandatory field, but you can enter the

Middle Name(s
() candidate’s middle name or names if necessary.
Last Name* Enter the candidate’s last name

This is not a mandatory field, but you can indicate the
Gender candidate’s gender. The available options are Male, Female
and Not specified

Give the candidate a unique reference code. If you do not
Candidate Ref provide a reference, Open Assess auto-generates one (for
example, Autoladcd540ab274644b30a513c8a1631d9)

Date of birth* Use the date picker to enter the candidate’s date of birth

June 2023 User guide, Version: 2.2 | 15



The Candidate Ref could, for example, be the learner’s centre ID or City & Guilds enrolment
number.

4. Choose the candidate’s centre

Chose the centre that the candidate is associated with by ticking the box. Where you have
more than one centre chose the appropriate one from the list.

Create Candidate - Associate Centres (Step 2 of 3) 2 =

Candidate: Sample Candidate (Q

All Centres

Guide Centre

5. Choose candidate’s subjects

Select the Subject and Level of Functional Skills sample papers the candidate will need to
access. This can be updated at a later date where the candidate progresses or adds new
subjects to their programme.

Edit Candidate - Associate Subjects (Step 2 of 2) ? =

Candidate: Smeeta Ghosh

All Subjects Associated Centres

[#] Functional Skills Reading Level 1 Sample OpenAssess, Global shared -
[JFunctional Skills Reading Level 2 Sample OpenAssess, Global shared

[#] Functional Skills Writing Level 1 Sample OpenAssess, Global shared

(JFunctional Skills Writing Level 2 Sample OpenAssess, Global shared

jHTI-.‘H_ﬁ 4748-110 Functional Skills Engli... ™ = OpenAssess
E]jHTMLﬁ 4748-111 Functional Skills Engli... ™ = OpenAssess

(¥ [HTML] 4748-113 Functional Skills Engli... ™ | OpenAssess -

Back + Save Changes Cancel
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Note: From 13 June 2023, the sample papers will be available in both original Flash and
HTML formats to allow centres to get a feel for the difference in look and feel for each
subject. Centres will be able to book tests in either format and they can be taken by
candidates and marked by tutors. However, candidates will need have the HTML subject
added to their account to allow them to be able to be booked to sit HTML tests.

HTML subjects are indicated by [HTML].

Edit Candidate - Associate Subjects (Step 2 of 2)
Candidate: Testing Test Test

All Subjects

| [HTML] 4748- unctional Skills Engli...

HTML] 4748-110 Funct 1 Skills Engl -

o | [HTIML] 4748- unctional Skills Engli... ¥
HTML] 4748-111 Funct 1 Skills Engl

| [HTML] 4748- unctional Skills Engli...
HTML] 4748-113 Funct 1 skills Engli... ™

[HTML] 4748-114 Functional Skills Engli... ™

| [HTML] 4748- unctional Skills Math... ™
HTML] 4748-119 Funct 1 Skills Matl

| [HTML] 4748-120 Functional Skills Math... ™
HTML] 4748-120 Funct 1 Skills Mat!

[HTML] Familiarisation Tests

Back

Associated Centres

OpenAssess

OpenAssess

OpenAssess

OpenAssess

OpenAssess

OpenAssess

OpenAssess

6. Confirm candidate details

Select Create Candidate to create the candidate.

June 2023
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How to upload candidates in bulk

You can use a spreadsheet to import up to 1,500 candidates in the Candidates screen.

1. Go to the Candidates screen

To view the Candidates screen, go to Setup > Candidates.

Sur Ppass« h Setup

Centres Subjects Users

2. Select Upload Candidates
Select Upload Candidates to open the Upload Candidates dialog.

Centres Subjects Users -

4+ Create Candidate . o

3. Set up centre and subject associations

Before you can upload your candidates, you must first define their parent centre and
subject(s).

Use the Select Centre menu to choose your centre.
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Upload Candidates x
Select Centre
=
Select Associated Subjects
D Functional Skills Writing Level 1 Sample =
D Functional Skills Writing Level 2 Sample
D Functional Skills Reading Level 1 Sample
D Functional Skills Reading Level 2 Sample
D Functional Skills Maths Level 1 Sample o
: 0/6
D Select/Deselect All
Upload File
Browse i
Download Sample CSV v Upload Cancel

Select the subjects you want to associate the candidates with by ticking the box in Select
Associated Subjects. Use Select/Deselect All to select or clear all subjects.

4. Create import spreadsheet

Select Download Sample CSV to download a template spreadsheet.

The following table lists all suggested columns in the template spreadsheet. Use this
information to populate your spreadsheet. Use one row for each candidate.

A
B SCN *Forename Middlenam *Surname  Gender  *Date of Bi Telephone Email
WA CANDGO1 One Sample1 10.06.2001
s CANDGO2 Two Sample2 10.06.2002
3 CANDGO3 Three Sample3 10.06.2003
& CANDGO4 Four Sample4 10.06.2004
il CANDGOS Five Sample5 10.06.2005
WA CANDGOE Six Sample6 10.06.2006
i CANDGOT Seven Sample7 10.06.2007
B CANDGOS Eight Sampled 10.06.2008
MLN CANDGOS Nine Sample9 10.06.2009
55N CANDG10 Ten Sample10 10.06.2010

June 2023

Reasonabl Expiry date
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NOTE: Columns marked with an asterisk (*) are mandatory.

SCN Enter the candidates’ unique reference codes.

NOTE: If this column is left blank, Open Assess will
automatically generate a reference code for each candidate.
You may wish to use candidate’s C&G enrolment number or

the learner’s centre ID.

Forename* Enter the candidates’ first names.

Middlename Enter the candidates’ middle names, if available.
Surname* Enter the candidates’ last names.

Gender Enter the candidates’ genders.

Accepted values are M, F, U (Male, Female and Unspecified)

Date of Birth* Enter the candidates’ dates of birth in DD/MM/YYYY format.

Save the spreadsheet in CSV format when complete.

June 2023
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5. Upload spreadsheet to Open Assess

Select Browse in the Upload Candidates dialog to open your device’s file explorer. Choose
the spreadsheet to upload it to Surpass.

Upload Candidates k.

Select Centre

Select Associated Subjects

( Q, Search for Subject... )

Functional Skills Writing Level 1 Sample =
(] Functional Skills Writing Level 2 Sample

Functional Skills Reading Level 1 Sample

D Functional Skills Reading Level 2 Sample

Functional Skills Maths Level 1 Sample

alect/Decelact filtered subiacts 3;6
[:] Select/Deselect All
Upload File
‘ || Browse ‘ i
Download Sample CSV " Upload Cancel

When the spreadsheet has uploaded, its filename appears under Upload File.

Upload File

SampleCandidatelmport.csv Browse i
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6. Import candidates

Select Upload to import the candidates to your chosen centre and subject(s).

Upload Candidates ®

Select Centre

Select Associated Subjects

| Q4 Search for Subject

[ Functional Skills Writing Level 1 Sample
[ JFuncticnal $kills Writing Level 2 Sample
(5] [HTHL] 4748-110 Functional Skills Engli... ™

(] [HTraL] 4748-111 Functional Skills Engli... ~

m

D Select/Deselect All

Upload File

‘ SampleCandidatelmport.csv ‘ Browse i

[r——|
Download Sample CSV v Upload Cancel

N

Your candidates can now be viewed in the Candidates tab.

Cityﬁ*‘ Home TestAdministration Setup

Guilds

Subjects Users Candidates

Last Name First Name Ref

Samplel One CANDGO1
Samplel0 Ten CANDG10
Sample2 Two CANDGO2
Sample3 Three CANDGO3
Sample4 Four CANDGO4
Sample5 Five CANDGO5
Sample6 Six CANDGOG
SampleT Seven CANDGOT
Sample8 Eight CANDGOB
Sample9 Nine CANDGO9

June 2023

Associated Centres

Guide Centre
Guide Centre
Guide Centre
Guide Centre
Guide Centre
Guide Centre
Guide Centre
Guide Centre
Guide Centre

Guide Centre
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7. Schedule a test

To view the Schedule screen, go to Test Administration > Schedule.

City?ﬁ‘ Home = Test Administration Setup
Guilds

m Invigilate Mark Results Candidate Review

Select Schedule Test from the options available at the bottom right of your screen.

This will open the Schedule Test Wizard.

Choose your centre.

1. Centre, Subject, Test &

S Centre, Subject, Test & Date

2. Candidates Centre

3. Delivery & Centre
Administration

4. Review Guide Centre

J

Choose your subject — we have introduced the new HTML versions of our sample papers in
the Open Assess platform so that you and your learners can view the new look and feel
tests, these tests can be taken and marked but the Candidate Review function will not be
available until summer 2023.

Once we move over to HTML versions of live exams the Flash based sample papers will be
removed.
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The Flash versions of the tests appear as listed below:

Centre, Subject, Test & Date

2. Candidates Centre
3. Delivery & Cantrs
Administration .
I Guide Centre 9 d
4. Review |
Subject & Test
Subject
‘ Select. . ‘

Functional Skills Writing Level 1 Sample !

Functional Skills Writing Level 2 Sample

[HTML] appears next to each new HTML test.

The HTML versions are listed as follows:

Invigilate Mark Results Candidate Review

Schedule Test Wizard
_ Centre, Subject, Test & Date
2. Candidates Centre
3. Delivery & Administration Centre
4. Review i ODEI'IASSESS o -

Subject & Test

Subject

|select.. -

[HTWL] 4748-110 Functional Skills English Reading Level 1 Sample
[HTWML] 4748-111 Functional Skills English Writing Level 1 Sample
[HTML] 4748-113 Functional Skills English Reading Level 2 Sample
[HTML] 4748-114 Functional Skills English Writing Level 2 Sample
[HTNML] 4748-119 Functional Skills Mathematics Level 1 Sample
[HTML] 4748-120 Functional Skills Mathematics Level 2 Sample

[HTWL] Familiarisation Tests

Familiarisation Tests
Functional Skills Maths Level 1 Sample
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Next choose your test:

Test Administration Setup

Schedule Invigilate Mark Results Candidate Review

Schedule Test Wizard
1. Centre, Subject, .
b Centre, Subject, Test & Date
2. Candidates Centre -
3. Delivery & Centre
Administration | I i
Guide Centre o - ‘
4. Review 7
Subject & Test
Subject
i Functional Skills Maths Level 1 Sample d - ‘
Test

Maths Level 1 Sample

Under the Test Form drop down you can select which sample paper to allocate or allow the
platform to randomly allocate a paper.

City.gx‘ Home Test Administration Setup

Guilds
Invigilate Mark Results Candidate Review
Schedule Test Wizard

1. Centre, Subject, 5
Test & Date Centre, Subject, Test & Date

2. Candidates Centre

3. Delivery & Centre

Administration Guide Centre o -

4. Review

Subject & Test

Subject

Functional Skills Maths Level 1 Sample Q - |

Test

Maths Level 1 Sample QS -

Test Form
|select -
Automatic selection
Sample 1
Sample 2
Sample 3
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Choose your date

The default date will be today’s date or you can use the calendar icon to schedule a test date
up to 30 days in advance.

1. Centre, Subject, Test &

Hen Centre, Subject, Test & Date

Centre

Centre

Guide Centre [> R

June 2021 >

Mon Tue Wed Thu  Fri Sat  Sun

18 19 20 o -
21 22 23 24 25 26 27
28 29 30

[E/06/2021 % i

Time
Start Time End Time
00:00 23:59 i

Schedule across multiple days

Select the Multiple day test option and your test will be valid between the dates chosen to
allow the candidate flexibility around when they sit the test.

The period in which the test can be taken, cannot be scheduled more than 30 days in
advance.

Date
Multiple day test

Start Date End Date
18/06/2021 09/07/2021 i

PLEASE NOTE: Once the time period that the test has been booked for has passed,
candidates and tutors will not be able to access the test.
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Choose your time

The default time allows your test to be taken at any time on the date(s) chosen so unless you
want the learner to sit the test at a specific time on the chosen date, this can be left as it is.

Time
Start Time End Time
00:00 ® | ‘ 23:59 ® | @

Select Next to continue.
Choose from the list of registered candidates, individually or select all using the box at the

top left.

1. Centre, Subject, Test &
Date

Candidates

_ l'_) Reset Filters

3. Delivery & = : = B
Administration % Candidate ref. First Name Last Name Date of Birth Reason
4. Review a a

Select Next to continue.

The options in this screen are selected by default.

1. Centre, Subject, Test &

Dl Delivery & Administration

2. Candidates

Delivery

Deliver different tests to candidates j'.

Language

4. Review

Language

English -

Invigilate

Schedule for Invigilate @
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Select Next to continue.

Review your selection, select Back if you need to amend any details or select Schedule Test

to continue.

Your scheduled tests are now shown in the Schedule tab, you may print invigilation packs
from here or in the Invigilate tab where you will see more information about the booking such

as Keycode and PIN. More details in the next section.

Enabling extra time

Some candidates may require extra time for Reasonable Adjustment purposes. Extra time

can be added for all sample tests.

Note: Navigation and Familiarisation tests are ‘Untimed, so extra time is not applicable.

To edit a candidate’s allocated time on the test, select them in the Candidates grid and select

Modify Duration.

Review

Centre: OpenAssess Test: [HTML] 4748-119 Functional Skills M Start Date: 08/06/2023 Start Time: 00:00
Subject: [HTML] 4748-119 Functional Skills Mat .. Test type: Computer-based Test End Date: 08/06/2023 End Time: 2359

Candidate ref. First Name Last Name Date of Birth Duration

HTML HTML Learner 01/01/2000 105

Language: English

Reasonable Adjustments

Enter a Duration to add additional time (in minutes) to the candidate’s test. Up to 100% extra

time (of a test’s standard duration) can be scheduled.
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Candidate Exam Details

Candidate: HTML Learner
Candidate ref.: HTML
Standard Duration: 105 mins

Pre-registered Additional Time:  None

Break Time: No breaks set

Exam Duration Adjustments
I ‘ 210 {100.00% extra) I

Duration:
Maximum Duration: 210
Reason for Additional Time: { Extra time only - hearing impairment @ - J

m{ Cancel J

You must select a reason in the ‘Reason for Additional Time’ menu.

Extra time only - hearing impairment

Extra time only - leaming difficulties @
Extra time only - physical impairment
Extra time only - visual impairment

Reader - hearing impairment
Candidate Exam Details

Candidate:

Reader - learning difficulties

Reader - physical impairment
Candidate ref.:
Reader - visual impairment
Standard Duration:
Writer - hearing impairment
Pre-registered Additional Time:
Writer - learning difficulties
Break Time:
Writer - physical impairment
Exam Duration Adjustments . ) o

Writer - visual impairment

LIFELTTS Reader and writer - hearing impairment

Maximum Duration: Reader and writer - leaming difficulties

Reason for Additional Time: I Extra time only - hearing impairment - ]

m { Cancel J

Once added, the extra time added will show in the Duration column in the Review screen.

Duration

105 + 105
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PLEASE NOTE: Candidates must sit their test within the time frame allocated — tests which
are not started or finished and submitted will automatically auto-void and the candidate will
not be able to take them.

8. Invigilation

All scheduled tests will appear in the Invigilate screen. You can print or save as a pdf the
Invigilation packs which contain the PIN and key code that the learner will need to access the
test. This tab also allows you to pause or void a test and see if a test has been submitted and
is ready to mark.

To view the Invigilate screen, go to Test Administration > Invigilate.

Setup

Schedule Mark Results Candidate Review

The Invigilate grid lists all live tests you have access to.

D State Y PIN Test Name Y Keycode Centre Name Subject Y StartDate End Date Start Ti... End Time Candidate Candidate ref.  Invigilated Duration
Q Q Q Q Q Q Q Q Q e0) - Q
O @ NXMWHH  Reading Familiarisation Test  TMY73FKL = Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00 One Samplet CANDGO1 Yes 60
O Q NXMWHH  Reading Familiarisation Test ~ 9X7YGPKL = Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:569.00  Two Sample2 CANDGO2 Yes 60
D [R] NXMWHH  Reading Familiarisation Test = FW9FLJKL  Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00  Three Sample3 CANDGO3 Yes 60
D @ NXMWHH  Reading Familiarisation Test ~ 937NQCKL  Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00 Four Sample4 CANDGO4 Yes 60
O Q NXMWHH  Reading Familiarisation Test QBM47DKL = Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00 Five Sample5 CANDGOS Yes 80
O Q NXMWHH  Reading Familiarisation Test ~ YJXX94KL Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00  Six Sample6 CANDG06 Yes 60
D 0 NXMWHH  Reading Familiarisation Test TBFW43KL  Guide Centre Familiarisation Tests 18/06/2021 09/07/2021 00:00:00 23:59:00 Seven Sample7 CANDGO7 Yes 60
O () NXMWHH  Reading Familiarisation Test = KXRC6W. Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00 Eight Sample8 CANDGO8 Yes 60
O Q NXMWHH  Reading Familiarisation Test GPBP8BKL Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59:00 Nine Sample9 CANDG09 Yes 60
D @ NXMWHH  Reading Familiarisation Test = FWVB67KL = Guide Centre Familiarisation Tests 18/06/2021 09/07/2021  00:00:00 23:59.00  Ten Sample10 CANDG10 Yes 60

Actions in the Invigilate screen

There are many actions you can take on the Invigilate screen. Not all options are available
for all tests. Select the line of the test you wish to interact with and choose an action.

e rcome § v | rontmitaionrs

All tests will be have the Keycode and PIN created automatically so there is no need to use
the Set, Remove or Unlock PIN features.
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Pause

Pauses the selected test, this freezes the test timer and prevents the candidate from
interacting with the test. Select Resume to restart the timer and allow the candidate to
continue.

Void
Cancels the selected test.
Before you can void a test, you must provide a reason. The available options are:

¢ Not yet started,

e Absent,

e Withdrawn,

e Partially Completed, and
e Other.

Void x

Please state your reason for voiding selected test.

Cancel

If you select Other, you must provide a written explanation for the void.

Invigilation Pack

Keycode Slip — This lists candidate-specific details, including each candidate’s unique

keycode. You can print all keycodes on one page for invigilators or print one keycode per slip

for candidates. Alternatively you can save these as pdfs to email or share with your
candidates.
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e Select a test session.

¢ In the Invigilate grid, select the test sessions you want to print an invigilation pack for.
Use Shift to select multiple tests.

e Select Print Invigilation Pack.

¢ Select Print Invigilation Pack to open the Print Invigilation Pack dialog.

W  Print Invigilation Pack

¢ In the Print Invigilation Pack dialog, you can select the documents you want to include

¢ Select the invigilation pack documents.

in your invigilation pack.

— The Keycode slips will provide the candidates with their Key Code and you will need to
give the candidate the session PIN as well.

e To do this, select the lines.

Print Invigilation Pack x

| Select information to include in the invigilation
| pack:

| () Attendance Register
[ () Invigilation Report
1 Keycode Slips @

@' One keycode per page
O Multiple keycodes per page

e Select Finish to print or save.

e At this point in the printer dialogue box you can ‘print’ to pdf and save the document to
email to the candidate.

¢ [f you only have one candidate, the Attendance Register will contain both the Key Code
and the PIN number and this can be used instead.

9. Test Delivery

Open Assess tests are designed to be taken online, using a web-browser.

o Existing tests in Open Assess use Flash content and need to be taken via Surpass
Viewer.
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¢ New HTML sample tests do not require Surpass Viewer and can be accessed via a
regular web-browser, such as Google Chrome, Mozilla Firefox or Microsoft Edge.

Surpass Viewer (Flash only)

There is a link to download the viewer on the homepage of Open Assess or you can use the
link provided in the installation guide below. This will only need to be done the first time you
use Open Assess to take, mark or review a test.

Download the Surpass Viewer Installer

Navigate to: http://viewer.surpass.com

Although you will see a mac version, this is not currently supported for Open Assess. Please
select Download Windows Installer

The Surpass Viewer Installer for Windows can be downloaded using Google Chrome, Mozilla
Firefox, Microsoft Edge, or Internet Explorer 11.

Once downloaded, open the file to install the Surpass Viewer. Select Show in Folder to
open the Downloads folder and open it from there.

Launch the Surpass Viewer

Once installed, open the Surpass Viewer to launch it. You can find the Surpass Viewer in
your local folder (C:\Users) on Windows, unless your default installation location has been
changed.

TIP: Drag the application onto your desktop to create a shortcut.
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Taking a test

When the candidate is ready to sit their test, they will need to enter the following URL in the
address bar:

https://cityandguildsopenassess.surpass.com/takeatest

o If they are sitting an existing Flash test, the URL will need to be entered via Surpass
Viewer.

o If they are sitting a new HTML test, the URL can be entered in a regular web-browser
(Surpass Viewer is not required for HTML tests).

This will launch the keycode screen:

Enter Keycode

Please enter your 8 character Keycode.

KCVVWHKL v OK

Select Language v

This link can also be found on the homepage and once the candidate has entered it in the
viewer, it will show up on their list as a recently accessed link if they are sitting more than
one test. The default language is English.
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Starting a test

Enter the keycode and select OK.

Cit UX— Surpass

The Assessment Platform

Last name: SAMPLE1

First name: One

Candidate ref.: CANDGO1

Test Name: Writing Level 1 Sample

Language: English

Are the details above correct?

Surpass, Powering Assessment

Confirm their details, accept the terms and select Continue.

Agree to Terms "’
Ci ty* Surpassis
Gul The Assessment Platform

By ticking this box you confirm your details are correct
and you accept the awarding organisation's code of
conduct.

| accept these terms.

Cx oo e |

Surpass, Powering Assessment

June 2023 User guide, Version: 2.2 | 35



Enter the PIN and select Enter.

Question:
Section: Section Title

Test: Writing Level 1 Sample SAMPLEL One

Test is locked by PIN.

Please enter PIN to proceed.

KRWHBB m

2|
v

The test will open to the introduction page with details of the test, examples of questions and
general instructions.

Select Start Test when ready.

Question: 1 Total Test Time Remaining: EREEE __
Section: Section 01:19:14 Progress: 50% l Finish
Test: Writing Level 1 Sample Candidate: SAMPLEL One
Question 1 (27 marks)
“ Your task: write a report for people who are not technology experts explaining how technology (for example mobile The

phones, internet, social media, apps) benefits society.

In your report you may wish to include the following points:
+ technology in personal life

+ technology in business

+ technology in the world as a whole

+ what life could be like without modern technology.

Suggested word count 200-250 words.

(s[v)(B) (1) (W] @ENZ) 0 ¢) (2) () ()

Example answer

v

candidate can navigate through the questions freely, using either the numbered tabs at the
side or the next button at the bottom.
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When all the questions have been answered, the progress bar will move to 100% and the
candidate can submit the test for marking.

Submitting a test

Select Finish.

Finish

Progress: 100% l

Candidate: SAMPLE1 One

Confirm or select Cancel to return to the test.

p they are unhelptul, do not offer 1o repair or exchange it or give a refund.

Confirm Finish )
2a 3in
wrif
aw
)re
‘ou

Jritd Are you sure you would like to finish? on

I ez -

Confirm again or select Cancel to return to the test.
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Confirm Finish
| ]

— aw we  —

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

x|

The test will close but the test window will remain open but blank. The candidate can now
close the web-browser (or Surpass Viewer).

10. Marking

Surpass Viewer is required to view and mark existing Flash tests. The tutor should open
Surpass Viewer and login in to Open Assess and access the mark tab this way. If marking
new HTML tests, these can be marked via Surpass Viewer or via a regular web-browser.

The Mark tab is where users can view and mark candidates’ completed test scripts.

To view the Mark screen, go to Test Administration > Mark

Cityax' Home TestAdministration Setup

Guilds
Schedule Invigilate Results Candidate Review

Once a test arrives in the Mark tab, the tutor has a calendar month in which to complete the
marking of the script. If the test is not marked within this window, it will auto-void and the
tutor and candidate will not be able to access the test.

The Mark grid lists all tests available to mark and their progress. Where questions are auto-
marked by the platform, there may already be a progress percentage showing.

June 2023 User guide, Version: 2.2 | 38



Subject Test Name Test Form ... Centre Name Centre Ref... Last Name First Name Completed... Max Mark ... Mark Awar... Percent Marking Pr...

Functional Skil... | Writing Level 1...  23.06.21 Guide Centre 990AG Samplel One 29.06.2021 54 0 0% Not started

Select the line you wish to mark and select Mark Script.

Submit Test(

You will need to download a copy of the mark scheme for the sample paper you are marking
from the 4748 Qualification Page.
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Reading and Maths tests marking screens (Flash only)

Check each response against the mark scheme and change the ‘0’ in this mark box to the

value of marks you are awarding.

You may wish to give more detailed feedback about a candidate’s response to a question

and this can be done by selecting the ‘Note’ =k licon

Mark Script | TEST MAME: Maths Level 1 Sample | Test form: 07.07.21 “
Section: [Nan-calculator(g to mark) | '\‘ Question: [3‘ (unassigned changes) (to mark) ‘ '] |’4] ( » ] |’ﬁ Next to Mark : [ Escalate “ Progress: 27%
J 2L L J
{View Marking History ] [ Marker Comments “ { Replay \\ Mark: | 1 | /1 Assign Mark*
There are unassigned change(s) to this item. Please click the 'Assign Mark' button to save them.

. i
Question 3 (1 mark) 14|
{ What is 8% as a decimal? I

v
- Hide Annotati
[ k I ' 1 D | / ] @ ] ‘ Symbols J { _ General Comments J @ ] ] stz v novaions

.

The system is set up to auto-mark some questions and the marking tool will skip over these
to get to the next question that requires marking. You can move back and forwards using the
arrow keys or select the question that you want to review from the dropdown menu, including

the questions which have been automarked:

Mark Script | TEST NAME: Maths Level 1 Sample | Test form: 07.07.21

Section: [Non-Catculator(T to mark) |vJ Question: [9 }'W : > E
T{marked) |A]
[ View Marking History g(marked)

9

Question 9 (1 mark) 10 B
11(to mark) =

[Which one of these lists of decimals is in incr 12(to mark) 31

J

You can give rich feedback by utilising the highlight and rectangle tools as well as applying

ticks to correct parts of the calculations and feedback:
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Mark Script | TEST NAME: Maths Level 1 Sample | Test form: 07.07.21 Close
Section! { Calculator (13 to mark) | ‘J Question: [ 14" (unassigned changes) (marked) ‘ v} < @ Progress: 100% | Submit Script

T\ﬂewMirkingHistnry] [Maruer:ummems] Replay | Mark:| 5 | /6

There are unassigned change(s) to this item. Please click the 'Assign Mark’ button to save them.

IWhat should he decide to do? Explain your answer using figures. l

Show your working

I(EZU+E15| x 12 = £720 membership I You appear to have made a mistake in calculating the

membership fees which should have been £432 not £720
Uniform - (£95 x 2) - 20% = £152
TOTAL - £902

Non Members
Decision:

Explanation

Itis £240 a year cheaper not to be members because they don't attend all the sessions .

<

(x| O] v ]| B J [ sambets | [ Generatcomments | [ | F) tide nnotations

Writing Mark Screens (Flash only)

Using the mark schemes downloaded from the 4748 Qualifications page, allocate the marks
against each of the four areas below for each activity.

Once you have allocated the marks, click on the Assign Mark button.

‘l:_.l.. Y TR IR RSN Y P [ SRS S Sgpp—

Learning Outcomes

Composition J 5| /15
J|  Grammar 4| /4
Punctuation 4| /4

Spelling { 1 I 14
k1027 (TSI

l
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You can use the features at the bottom to give feedback.

There are unassigned change(s) to this item. Please click the 'Assign Mark' button to save them.

Subject Heath & Safety

- BT U= [Z[Z]* )¢ ][]l J(+1
Hello Mr Freeman,

| sending you this email as | have noticed a number of health & safety issues around the office and thought you should be
made aware.

!e Isa 'lre exlmgms!er missing in the kitchen and as you know the microwave has been very unpredicatble recently so there

is a fire risk and we should be prepared. Either a new fire extinguisher or a fire blanket would be the best way to respolve this
issue.
« a fire door propped open

It has been very warm recently and the typing pool have taken to propping open the fire door between the main server room

and their office. This [=] sweep through the building and with the fire door open there would be no
protection. | think we y the doors are so important.

« a blocked fire exijt | Correctsalutation -if a little

At the other end of t | formal and the valediction is s been blocked by boxes of stationary which cannnot fit into the stationary
cupboard. This mea acceptabld ts wouldn't be able to escape out the fire door. As this stationary is
overstocked, can we a refund?

« people smoking wi moke.

| noticed that people ont of the office which is not a very inviting sight for visitors. Could we instate
a smoking area in th > somewhere pleasant to go for their break?

| hope you don't min u need me to do anything let me know.

Kind regards,

B Word count 286

There is an option to use symbols to demonstrate elements of marking. When you click on
Symbols a floating menu appears and these icons can be dragged across onto the text.

The key is as follows:

Correct

& ®

Incorrect

0

Seen but attracts no credit

B

Expression unclear

5]
o
o

Benefit of the doubt

Punctuation

un

(=%

Understanding

)

Explanation
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w
0
n

Spelling, punctuation and grammar

Spelling

e

Grammar

No benefit of doubt

To... fred@fredbloggs.com

Cee.

Subject Charity Fundraiser

Symbols

Hi Fred, D
I am planninorganise a charity event on 21st June 2022. This fU mon

who do amajspg|work supporting children in areas of the world whig rwar
some celebries or local businesses in to raise the profile of the eve - . etol
The funds raised will be used to provide higher education to studeni maki

As you know | am a regular fundraiser and this charity event offers ant:
the less fortunate.
Would you be available on that date to help host the event and help!_
We need to start by contacting local businesses and your links would be most useful in getting that off the
be prepared to email and phone them?

Then we need to contact a Ioccalebrity and see if we can find someone who feels passionately about the

know if you are willing to help| pu

Kind regards,
lan

k .' I:I / @ ] [ Symbols ] [Fixed Comments] [ General Comme

There is also a range of fixed comments which can be applied to the candidate’s script:
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» Fixed Comments
ixed Comments

/ New line 4 / New Line
rganised to raise money to s lc Lower case lc Lower case
xcted by famine or war. | wou 7 -

xd if you would like to help me M

zeal to study and make good o S caps Capitals

individuals who want to donate and help P P

| in getting that off the grond. Would you Coherence

passionately about the cause. Let me Register
Structure
Format

Once you have completed your marking, click on “Submit”
Please do not use the “Escalate” button as this is only for our live platform.
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HTML Mark screen (HTML only)

When opening a HTML test to mark, any introduction pages will be shown first.

Citya% Home TestAdministration Setup - 2
Guilds

schequle  Invigiate () Resuts  Candidate Review m Legacy

Test: [HTML] 4748-119 Functional... > Test Form: Sample 2 Progress:88% Mark: [ o | 0 | Assignmark | €

1 D Section 1 - Non-Calculator =
ﬁ There are 15 marks in this section l;])

2 ﬁ ‘You should check all your work as you go along »
ﬁ ‘You must not use a calculator in this section s
ﬁ If you leave this section before the time runs out you will not be able to return to this section.

4 ) E=zEe =

Questions which require marking are indicated in the question list to the left, with an asterisk.

Clink on a question to view it or use the ‘Next to Mark’ button to navigate through the
questions. Questions without an asterisk are either auto-marked or have not answered by the
candidate.

EEEEEEREEEEEYE
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Check each response against the mark scheme and change the ‘0’ in this mark box to the
value of marks you are awarding.

e o |1 ([

The following message will appear in the right side of the screen once a mark has been
successfully assigned:

& Mark assigned successfully.

¥

When you have finished marking all answered questions, the progress bar will move to 100%
and the Submit Script button will activate. Once submitted, the script will flow through to the
Results tab.

Samtsam

Maths only

e For some questions, if answered correctly Open Assess will recognise and pre-populate
the mark. This mark will still need to be confirmed by the tutor by pressing ‘Assign Mark’.
Marks can be manually overridden if required.

e For some larger tasks, the marking is broken down into two or three parts. These
questions will appear like this in the question list:

Each question part will require an individual mark to be applied.
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Writing only

Using the mark schemes downloaded from the 4748 Qualifications page, allocate the marks

against each of the four areas below for each activity.

Once you have allocated the marks, click on the Assign Mark button.

Learning Outcomes

Composition 0 /15

Grammar 0 J4

Punctuation 0 /4

Spelling 0 /4
Mark: 0/ 27

June 2023

User guide, Version: 2.2 | 47



Annotations (HTML only)

A range of annotation tools will be available depending on the subject.

Click on the Annotations button on the right side of the screen to open the annotation tool
menu.

g
Annotation Tools x ﬁ
h v QO B &

The annotations toolbar contains the following tools:

Button Description

Cursor

Highlight Line

H Answer: |25 ‘;'

Allows you to change the colour of the highlight. Colours available:
yellow, green, and red.

Highlight Colour

Allows you to select question content. It also allows you to move
annotation made.

Allows you to draw a semi-transparent horizontal line across answers.

| o

Annotation Tools x
BO v ae e
or'e »#

Allows you to leave a stamped tick mark on the item content.
Tick

I

()

<
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Symbols

Comments

June 2023

Allows you to place a stamped symbol on the answer content. The
symbols available will vary depending on the subject.

Maths:

Annotation Tools ®

AN «mna

o X 7| | Ex

? = expression unclear
Und = understanding
Ex = explanation

Reading:

o M b©Bo0 und mEBD

BOD = benefit of doubt
Und = understanding
NBD = no benefit of doubt

Writing:

? BOD pu SPG  Sp T

? = expression unclear

BOD = benefit of doubt

pu = punctuation

SPG = spelling, punctuation and grammar
sp = spelling

gr = grammar

Allows you to add a text box overlaying the item.

Answer: | 45 | @

Comment -

Add your comment here...
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Eraser

To add annotations, select the annotation tool needed. Once activated, click on to the
question or answer content when. The annotation will ‘stamp’ onto the content.
The highlighter will need to be drawn horizontally.

Allows you to delete annotations that have been added.

Marker Comments

Additional marker comments can also be added for each question.

Click the ‘Marker comments’ box. A text box will appear over the question for comments to
be added.

Marker Comments &

Please note: Comments are only saved when you assign a mark

1000 characters remaining

v 0K ® Cancel

Important: any annotations or comments added to a question must be ‘saved’. Saving is
activated by clicking the ‘Assign Mark’ button. If changes to the mark or annotations are not
saved, the following warning will appear. Click Cancel > Assign Mark to go back and save
any changed to the question.

Unsaved Changes *®

There are unsaved changes on this item.
Are you sure you want to move away from this item
without saving? Your changes will be lost.
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Completing Marking (Flash and HTML)

When you have finished marking all answered questions, the progress bar will move to
100%. Select Submit Script.

Progress: 100% | Submit Script |

K

Confirm or select Cancel to return to marking.

Submit Script

Please confirm you want to submit the script.

Please note, you will not be able to change your marks after submitting the
script.

= B2

The test will now move out of the Mark tab and into the Results tab.

11. Results

To view the Results screen, go to Test Administration > Results

Home Test Administration Setup

Schedule Invigilate Mark Candidate Review

In the Results screen, you can view and manage candidates’ completed scripts. This
includes activities such as viewing candidate and test breakdowns.

B Keycode Last name First name Subject Y TestName Candidate ref. Percent Mark Centre Name Completed Duration

Q Q Q Q Q Q Q ~  08/05/2023 - ...

There are several reports available on the results screen.

Select the line and choose from the options available to save or print.

' Candidate Report W ' Candidate Breakdown [] TestBreakdown [ Resuits Slip
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The raw marks and percentage presented should be compared with the indicative pass mark
range available from the 4748 Qualification page to make a judgement about the candidates’
performance.

No Pass/Fail result will be shown on this screen, although this will appear on the candidate
breakdown.

12. Candidate Review

A candidate review session allows candidates to re-enter their tests to review the items and
their responses. In Surpass, the Candidate Review screen is where candidate review
sessions are scheduled for a specific date and time.

Important: Candidate Review is currently only available for existing Flash tests.

This feature is not yet available for new HTML tests, but will be available shortly. Please
ensure you are signed up for email updates so that you are notified when we amend this
guide

To view the Candidate Review screen, go to Test Administration > Candidate Review.

Cityﬁ% Home Test Administration
Guilds

Schedule Invigilate Mark Results Candidate Review

When you arrive on this screen it will be displaying a message:

@ No sessions scheduled for the selected date range

You need to change the Filter option from All Centres to your own centre:
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ome Test Administration Setup
vigilate Mark Results Candidate Review

i 8 ¢ 9 o B8 Next30Days v || T

Centre

4+ Time Passcode Centre Test
All v
+All

Guide Centre

The Schedule Review grid in the Candidate Review screen will list all available sample
tests available for candidate review sessions.

Ci‘Ygg‘ Home TestAdministration Setup AmandaP v 2
Guilds

Schedule Invigilate Mark Results Candidate Review

. T R e ( l

Candidat
Date A Time Passcode Centre Test No. of Candidates Name + R:;' 193t Keycode Completed Date

07/12/2021 > 05/01/2022 00:00 > 23:59 1CZUJH Guide Centre Writing Level 1 Sample 1 Mandy Miles Kell TOYRTXKL 14/11/2021

23/12/2021 00:00 > 23:59 B6RNJSR Guide Centre Maths Level 1 Sample i

Important: If you see any [HTML] tests in the drop-down, please do not schedule as this
feature is not yet available.

Schedule a review

The review function allows the candidate to see the test and the marks awarded and any rich
feedback which has been applied. The default setting is to allow the paper to be reviewed for
30 days but it is possible to extend that period to allow the candidate and tutor to revisit the
paper over time.

Select + Schedule Review to open the Schedule Candidate Review wizard.

Jejsjofs

Select a date range if the test required is outside of the default 30 days.

If there are a number of completed exam scripts available to be reviewed, select a subject,
test, and test form (If there is only one available, those fields will auto-complete).
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Schedule Candidate Review x
Test ida i o
Completed Date From: 17/06/2021 -ﬂiﬁ Until: 16/07/2021 [—Eﬁ Date Range (limited to 30 days) i
Subject Functional Skills Writing Level 1 Sample Bsf
Test
Test Form
Select o to proceed.
Choose candidates.
Schedule Candidate Review x

o Test Candidates

All available candidates will be scheduled for review

Continue or Select individual candidates

In the Candidates tab of the Schedule Candidate Review wizard, you can choose to
schedule all available candidates or select individual candidates for a candidate review
session. To schedule all available candidates, select Continue to proceed.

Select o to proceed.
Selecting individual candidates.
You can schedule particular candidates for a candidate review session.

Choose Select individual candidates to schedule specific candidates for the candidate review
session.
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All availabie candidates will be scheduled Tor review

Contiss  OF Select individual candidates

In the Candidates tab, you can view all candidates who sat the test. Select Schedule all
available candidates to select all candidates in the list. You can search for available
candidates in the free text search field.

Schedule Candidate Review ®

o Test Candidates Settings o

%8¢ Schedule all available candidates

Name 4+ Ref Keycode Test Form Completed

One Samplel CANDGD1 KCVWWHEKL Sample 1 29/06/21

K ©

Select o to proceed.
Define candidate review settings.

In the Settings tab of the Schedule Candidate Review wizard, you can define the settings for
the candidate review session.

This will automatically generate a six-digit passcode used to access the candidate review
session.
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o Test Candidates Settings

Passcode | GoE18B i
Date 16/07/202]] (] Multiple day i
Time From: _O_D V_ U_D_v Until: |23 59_v | i
Feedback [ show 'iew Feedback Eutton

D Display "Feedback by Learning Outcome’ screen i

D Enable marker comments & annotations

+ ScheduleReview [| & Schedule Review & Print Keycodes

Ensure that you tick all three Feedback boxes so that the candidate can view the comments
and annotations made when the test was marked.

Select Schedule Review to schedule the candidate review session. Select Schedule Review
and Print Keycodes to schedule the candidate review session and print keycode slips for
candidates.

Scheduled candidate review sessions appear in the Candidate Review table.
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13. Reviewing a test

In order to review a test you will need to share the URL for the part of the Open Assess
website that contains the reviews This should be opened in Surpass Viewer.:

e http://cityandguildsopenassess.surpass.com/reviewtest

In addition to the URL you will need to share both the Passcode and the KeyCode in order
that the test can be reviewed:

Test Review

KeyCode: ‘ ‘

Passcode: ‘ ‘

Surpassfd

The Assessment Platform
S\ v,

Enter the KeyCode and Passcode and the test will open.
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Functional Skills Maths candidate review
When the test opens there are three tabs:

Summary by Question:

This shows which questions have been marked by the tutor and for the auto-marked
questions whether they were correct or not.

Summary By Question Summary By Unit Summary By Learning Outcome

You can review each of the questions by selecting the individual question buttons

Non-Calculator

i - Q Q1 /1 @D Q2 /1 & Q3 0/1 @ Q4 1/
Q5 1/1 | of Q6 0/1 @ Q7 /1 & Q8 1/1 | Q9 0/1 &
Q10 0/1 @ Q11 2/2 @ Q12 1/1 @& Q13 1/1 & Q14 1/1 @&
i - Q Q1 1/1 @ Q2 1/1 & Q3 1/1 Q4  1/1

Q5 1/1 | Q6 0/1 @D Q7 1/3 & Q8 1/4 @& Q9 2/4 @D

Key: Correct of Incorrect ¥  PartialMark (8  NotAttempted ==  HumanMarked &> Information Screen ()

Summary by Unit:

This tab shows the information split over the non-calculator and the calculator permitted
sections of the paper as well as the percentage of marks achieved in each:
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Summary By Question Summary By Unit

4748-119 Maths L1 Sample

4748-119 Maths L1 Sample

Key: Correct J Incorrect & Not Attempted ==

Summary By Learning Outcome
I & 2 &
5 6 &
9 @ 1 &
13 & U D
1 @& 2 @D
5 6 @&
9 @& 10 &
13 @& 14 @&

11

11

15

e © 6

v
@
@
@

“The scores in this breakdown are based on

12

12

<

v
@
@

66.7%

37.8%

the available marks for question items

Overall 45%

Summary by Learning Outcome:

This tab shows the candidate performance against each Functional Skills Subject Content
Statement so you can see how the performance matches these topics:

Summary By Question Summary By Unit

SCST Follow the order of precedence of operators

SCS6 Calculate the squares of one-digit and two-
digit numbers

SCS16 Recognise and calculate equivalences
between common fractions, percentages and
decimals

SCS2 Recognise and use positive and negative
numbers

SCS14 Calculate percentages of quantities, including
simple percentage increases and decreases by 5%
and multiples thereof

$CS29 Find the mean and range of a set of quantities

Key: Correct J Incorrect X NotAttempted =

Summary By Learning Outcome

6

@

@

12

100%

100%

0%

100%

50%

0%

“The scores in this breakdown are based on
the available marks for question items

Overall 45%

To review individual questions click on the question number and the test will open at that
question, showing the candidate response:

June 2023
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You can review each of the questions by selecting the individual question buttons

Non-Calculator

i - e Q1 1/1 @‘ Q2 0/1 Q3
Q5 0/1 — Q6 0/1 = Q7 0/1 —_— Q8
[aia! ni — M 11 ni" — 'ath e nila — N12

The eye shows that this was marked by the tutor:

Question:
Section: Non-Calculator
Test: Maths Level 1 Sample

. n Question 2 (1 mark)
E [ 1 [25’=
‘. @
Answer:?5 ,
B =
Cal...
mall 5

0/1

0/1

n
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If you select the comments button at the bottom of the screen, any comments written will be
revealed:

Question: 2 IEEEEEER

Section: Non-Calculator Progtss: 22%
Test: Maths Level 1 Sample Candidate: SMITH James

n Question 2 (1 mark)

No...
: [ |
Y n Marker Comments
E ]
n What does 25 squared mean?
[ 8 )
[ o |
[ 10 ]
[ 1 |
[ 12 ]

To return to the overview of the questions click the “Back” button here
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Functional Skills Reading candidate review
When the candidate enters the key codes they will see three tabs.

Summary by Question:

Test: Reading Level 1 Sample S

Candidate Name: KELLY Amanda u rpass A

Test Date: 12/06/2023 The Assessment Platform
Summary By Question Summary By Unit Summary By Learning Outcome

You can review each of the questions by selecting the individual question buttons

i = (] Q1 1/1 Q2 0/3 & Q3 0/1 & Q4 0/1 X

Q5 0/1 | X Q6 1/1 @ Q7 1/1 & Q8 1/3 @& Q9 1/1 @

Q10 0/1 & Q11 0/1 & Q12 0/1 x Q13 0/1 » Q14 0/1 *
Q15 1/2 @ Ql6 0/1 @ Q17 0/1 | X Q18 1/2 @& Q19 0/4 *
Q2 1/2 &

Key: Correct of Incorrect 3  PartialMark (8  NotAttempted ==  HumanMarked (@ Information Screen (8

This shows which auto-marked questions are correct or incorrect. The questions marked by
the tutor are marked with an eye and the number of marks allocated.

If a candidate wants to review a particular question, they just need to click on the question
number and they will be able to see their response together with any rich feedback provided
by the tutor.
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Summary by Unit

This table gives a similar view but also gives the overall percentage score achieved by the

candidate:

Summary By Question Summary By Unit Summary By Learning Outcome

Topic ‘ Question Feedback

For Internal Use

4748-110 Reading L1 Sample 9
13

17

Key: Correct ‘/ Incorrect Not Attempted ==

Summary by Learning Outcome

x||x|®|%|%

10

14

18

€ x 6 6 6

11

15

19

x © 6 0 6

“The scores in this breakdown are based on
the available marks for question items

‘ Score*
N/A
4 X
8 @
12 4 26.7%
16 &
20 @&

Overall 26.7%

This tab shows how the candidate performed against the Functional Skills Subject Content

Statements:

Summary By Question Summary By Unit

Learning Outcome

For Internal Use

SCS09 Identify and understand the main points,
ideas and details

SCS14 Understand organisational and structural
features and use them to locate relevant
information

SCS17 Read and understand a range of specialist
words in context

SCS13 Use reference materials and appropriate
strategies for a range of purposes

Key: Correct ‘/ Incorrect ¥ Not Attempted ==

June 2023

Summary By Learning Outcome

10

‘ Question Feedback

13

11

‘ Score*

N/A

33.3%

0%

333%

100%

“The scores in this breakdown are based on overall 26.7%

the available marks for question items
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Functional Skills Writing candidate review

The Writing feedback works differently When the candidate enters the key codes they will

see two tabs.

Summary by Question:

Test Feedback x

Test: Writing Level 1 Sample Su rpass

Candidate Name: KELLY Amanda
Test Date: 12/06/2023 The Assessment Platform

Summary By Question Summary By Unit

You can review each of the questions by selecting the individual question buttons

Q1 16/27 @ Q2 14/27 @&

Key: Correct of Incorrect ¥  PartialMark (8  NotAttempted —  HumanMarked (&> Information Screen

This view gives the actual marks achieved by the candidate for each question,

June 2023
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Summary By Unit

Summary By Question Summary By Unit
Topic ‘ Question Feedback ‘ Score* =
Question 1 1 @D 59.3%
Question 2 2 @D 51.9%
v
Key: Correct «f Incorrect 3  NotAttempted == *The scores in this breakdlowm am based on Overall 55.6%

the available marks for question items

This view shows the marks for each question as a percentage of the available marks
together with the overall percentage score.

It the tutor has annotated the script, the candidate can click on the question number and
review their response together with the rich feedback.
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Contact us

Giltspur House 5-6 Giltspur Street London EC1A 9DE
general.enquiries@cityandguilds.com
01924 930 801

www.cityandquilds.com

About City & Guilds

Since 1878 we have worked with people, organisations and economies to help them identify
and develop the skills they need to thrive. We understand the life changing link between
skills development, social mobility, prosperity and success. Everything we do is focused on
developing and delivering high-quality training, qualifications, assessments and credentials
that lead to jobs and meet the changing needs of industry.

We work with governments, organisations and industry stakeholders to help shape future
skills needs across industries. We are known for setting industry-wide standards for
technical, behavioural and commercial skills to improve performance and productivity. We
train teams, assure learning, assess cohorts and certify with digital credentials. Our solutions
help to build skilled and compliant workforces.

Every effort has been made to ensure that the information contained in this publication is true and correct at
time of going to press. However, City & Guilds’ products and services are subject to continuous development
and improvement and the right is reserved to change products and services from time to time. City & Guilds
cannot accept responsibility for any loss or damage arising from the use of information in this publication.

©2022 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trademark of the City &
Guilds of London Institute, a charity registered in England & Wales (312832) and Scotland (SC039576).
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