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The below steps are the key points when running an e—volve exam

Steps Actions

1 | Book exam via Go to www.walled-garden.com to book your exams. Exams can be booked up to 6 months in advance.
Walled Garden

Exams can be taken 10 days before the test date and up to 30 days after

2 | Set Pinonexamin | Go to https://evolve.cityandguilds.com , access the Invigilation page and set a pin on the candidates exam

e-volve website — ag -
The pin will be Gullds SecureAssess” Bovedl (Sostm @Surpass’

systemsetwith 4 | T oacin st e — s
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3 | Print Invigilation
pack —You can
now use the drop
down arrows to
filter exams

On the Invigilation page print the Invigilation pack for exam sessions

Sﬁlﬁ;’ SecureAssess” @ cuiel) | Logow BSurpass'
“ Invighotion Recults Persans! Pradils Managsment
Koy | G Locked For invigitator | | (D tnProgress | () Paused | o Finished Clwedirseam & h‘ghnnurn m
- (9] PIN [¥] ""T_""'.',,,,,,, vl Keycode v] Cantre Name [v Qull:ﬁutnn —
o ] R R S e A

4 | Open Secure Client

Gulds

Open the Secure Client, testing software, on the machine | #®

5 | Candidate sits
exam

Give candidate their Keycode to access the test — They can set their screen and text colour of their choice via the preferences button

SecureAssess”

Gulds

Please anter your exam Keycode.

[cchrrc2|n

@iSurpass’__
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6 | Print Score report
/ Result Slip

Once the exam has been completed, access the results page within SecureAssess and print or save the candidates score report. Select
the Result Slip button and this will generate the Score Report.

c &' - Bowernd by

Cu SecureAssess 8 Guidedls | togOu WSurpass
= e -

Keycods Q:I LastName  |v| First Ma., |v] Qualification |7/ | Exam Hama 1_V_| Enr.. |o] ULN :'_: Result V(v Percent l:] Mark Centre Name _v_ Complated VL:\ Dura,

o2 Aaronson Awon $299 Nawgation Tess 3895-111 Naw Test Pass 12.5% 1 FITRNG - Oy and Guslds Trainers Centre 04,/08/2014

mm@l

® Once an exam has been completed it cannot be sat again using the same keycode; this may result in

the exam being cancelled. You must book another exam.
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Invigilation Pack
The Invigilation Pack option allows Invigilators to print out various forms, containing learner and exam information.

To print an Invigilation Pack, follow the procedure below.

Printing Invigilation Packs - The following can then be saved or printed when on the Invigilation screen
Selcting Exams e Attendance Register -To confirm and record the attendance of candidates
1. Access SecureAssess: e Supervision Report  -To be completed and submitted to City & Guilds in the event of any disruption
https://evolve.cityandgu to the exam i.e. fire alarm, power failure, etc.
ilds.com/secureassess/ e Exam Keycode -To be given to the candidate
2. Select Exams Required C:z& SecureAssess’ @ Gulenil | Logows Beorpass'
and click “Print
 click "Print T e
Invigilation Pack
vey. | EP Loched Fortwvigitater || D mPopess D Paused || o Finished Tl Tndaysmars ) imeglated e m
So.lv pin (3] Deam Mame [¢] Woycode ‘v Camtre Mame [v] Qualificatian v ExamOste [v] EndDate  |v] Geam T [v] Gnd Time v Candidate V(3] £ (o]t (o] (v o n
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Create Invigilation Pack using selected exams

3. Select ‘Create Invigilation Pack using selected exams’

e
Create Invigilation Pack using the wizard

' Cancel ‘

4. Select Finish

i Print Invigilation Pack i

IZ Supervision Report
[ Keycode Slips
(®) One Keycode

Please choose the items you require for printing:

[V Attendance Register

per page

(O Multiple Keycodes per page

8
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Printing Invigilation Packs — Using | The following can then be saved or printed

Wizard e Attendance Register -To confirm the candidates will be sitting the exam
1. Access SecureAssess: e Supervision Report -To be completed and submitted to City & Guilds if any interruptions occur
https://evolve.cityandguild i.e. fire alarm
s.com/secureassess/ e Exam Keycode -To be given to the candidate
2. Selec’t ‘Print Invigilation g‘:ﬁ: SecureAssess” 8 cusins [Togom BSurpass”
Pack
e = I
st [ tacked burtavigiater | Q) tnbragress (D Paueed | o Finished [ medtayy mvams 7 inaiglared esans m
- -‘:,M ,A;_'rluﬂluu [v] Kepeode [v]| comtre Hame '!ﬁ Qualhcation v Exam Dwte ;i;-tninm v} Exam ... (3] lndfnuj:‘ncutmlu Y'ZL' '_v—'-]‘,u"_;;" !n--"il.- }:
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3. Select Centre, Qualification

and Exam Select Qualification & Exam | Select Date & Time | Output Cptions | Owtput Optiens

Select Contre Q | Clear |

Select Quulicaticn: Q 5908 Clear

Select Exam Q Cloar

4. Enter start date s

Select Qualification & Exam | Select Date & Time | Output Options | Output Options
Startdate: | m |
Start time; 1E| 1 |E’
End time: I E—_El ‘| EE

=5 K8
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5. Select candidates by

C h ec k| n g t h e bOX Select Qualification & Exam | Select Date & Time | Output Options | Output Options
| | Enrolment No. ;‘ULN i First Name ‘ Surname j Selected
Aaron Aaronson ™
NAVTEST Navigation Navtest O

=S KN

|

Please choose the items you require for printing:

[V Attendance Register
[z Supervision Report
[ Keycode Slips
@ One Keycode per page
O Multiple Keycodes per page

=N

A £
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Exam Delivery

10


mailto:evolvesupport@cityandguilds.com

UK @ 0844 543 0000 — Option 2 (8:00 to 18:00 Mon-Fri) C-t
“D evolvesupport@cityandguilds.com I y&
E VO LVE International: Please contact your Local Office G u i Id s
Calls to our 0844 numbers cost 5 pence per minute plus your m
QUICK REFERENCE GUIDES

telephone company’s access charge

1. To open the Secure Client on the testing machine select the 1. Once the Candidate is ready to finish the exam, they select
following icon: ‘Finish’.
% 2. The Invigilator then needs to check the exam status has updated
& to ‘complete’ on the Invigilation page within SecureAssess:

https://evolve.cityandguilds.com/secureassess/

2. When the candidate is ready, instruct them to enter their
Keycode (to be supplied via the Invigilation pack).

3. The candidate will then confirm their details. If the exam is
not in their name they need to alert the Invigilator.
4. The Candidate will then be asked to enter the PIN. This will

be read out by the Invigilator.

5. The candidate will then start the exam.

Results
1. After testing access the Results page within SecureAssess: https://evolve.cityandguilds.com/secureassess/
2. Select the candidate you wish to print a report for.
3. Select ‘Candidate Report’.
4. You can now print or save the report, below is an example of a candidate’s score report.

11
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ICandidate Name

Enroiment No

ULN

Test Date  |Result

Uamas Hincliffe

D7/112013  |Pass

Results Breakdown:

1

Percentage Correct of All Marks Availablel

follow mstructions 100 00
Totsa] 100.00
unit 2 Percentage Comrect of All Marks Availabl
Free typing 100.0
Totad 100 00
Exam Tota 100

o All results are provisional until displayed on Walled Garden.
e Summative tests will be processed to the Walled Garden within 48 hours of receipt.

e Functional Skills exams can take up to 20 working days to be processed to the Walled Garden from the point of receipt.
e Underpinning Knowledge Exams do not automatically upload to Walled Garden; this is done manually by the centre.

Offline testing

City&s
Guilds
e-volve

Downloading Exams \ Uploading Exams

12
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1. Open SecureClient: 1. Open SecureClient.
https://evolve.cityandguilds.com/secureassess/ 2. Press ‘Show Admin’.

2. Press ‘Show Admin’. 3. Input your username and password.

3. Input your username and password. 4. Select completed exams.

4. Select ‘Download Exams’. 5. Press ‘Upload Exams’.

5. Select the relevant candidate and exam you wish to 6. Confirmation is given of status of upload.
download to your machine.

6. Enter a PIN for the exam.

7. Select ‘Download Exams’

8. Press ‘Close Download Window’.

9. Exams should then appear with a ‘Ready’ Status. The exam
is not available to be sat offline until it is showing as ‘Ready’
on the Show Admin screen. Exams need to be uploaded 30 days from the scheduled

exam date.

13
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FAQ

Q. The candidate has finished their exam but on the Invigilation page the following status is against their name: O

A. This means the exam has disconnected from the internet. Return to the candidate’s machine and follow the upload procedure (page 6).

Q. The candidate has not attended their exam session, do | need to void the exam and rebook?

A. No. The exam can be sat up to 30 days after the exam test date. After this the exam will automatically void and will need to be rebooked.

Q. Iinvigilated an exam offline and when proceeding to upload the exam was not present on the screen

A. All exams which have been completed offline will automatically upload once you reconnect to the internet. Check the e-volve website to

check the result is present.

Q. Where can | find ‘step by step’ guides and more FAQ's for e-volve?

A. Access the following website: http://www.cityandguilds.com/evolve
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