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1. Introduction to the Course

Welcome to today’s course for Examination Officers. The course has been designed to take you
through the entire process of setting up and managing the External Exams module in PASS for both
SQA and JCQ exams, in recognition of the use of both systems within schools in Scotland.

Whilst some of the areas covered will be familiar to a number of delegates, it is always worthwhile to
revisit the basic setup routines as in many cases the system will have been set up some time ago and
possibly by staff who are no longer at the school. The course will also cover the use of Standard
Reports, Report Builder and ODBC to extract data from the system for lists and analysis.

The morning sessions will be delivered as presentations by the course leader, and in the afternoon
there will be an opportunity for delegates to practise some of the routines in a series of exercises.

If you have any questions about the course or any other aspects of using the WCBS software, please
do not hesitate to ask the course leader either during one of the breaks or at the end of the course.

As always, we are most grateful to the host school for providing the facilities for today’s course.

2. Course Agenda

0930 - 0945 Registration and Coffee

0945 - 0950 Introduction and Welcome

0950 - 1030 Session 1 - Setup Routines
1030-1100 Session 2 - Pupil Management

1100 - 1120 Break

1120-1200 Session 3 - Exam Group Management
1200 - 1230 Session 4 - Reporting

1230-1315 Lunch

1315-1500 Session 5 - Delegate Exercises

1500 - 1530 Session 6 - Questions and Answers

1530 Close and Depart
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3. External Exams Module Process

Irrespective of whether JCQ or SQA Exams are in use, the process for managing the External Exams
module follows the same pattern. This is outlined here, with aspects that are specific to each system
being highlighted as such in the notes.

N

i. Overall System Configuration and Setup Includes definition of exam systems in use,
Centre Numbers, etc.
Definition of Board (Awarding Organisation) and
series.
Setup of Qualification levels and other parameters.
Basedata download and Import. Will be required annually for SQA and per
exam series for JCQ exams.

ii. Pupil Details Update.

Setup of Registration Details and Submission . SQA only.
Allocation/Verification of Candidate details and UCIs.  JCQ only.
Creation/Allocation of Exam Access Arrangements.

iii. Exam Group Management and Processing

Creation of Exam Groups.
Pupil Allocation to groups.
Verification of group membership.

Pupil Unit Management. SQA Only.

Submission of entries.

Exam Seat Allocation and timetable management. Includes Clashes and other arrangements.
iv. Assessment

Forecast Grade entry. JCQ only.

Coursework entry. JCQ only.

Estimates entry. SQA only.

Unit Results Entry. SQA only.

Results Import. Both
V. Reporting and Analysis

Results statements.
Results analysis.
Enquiries about results.

4. Session 1 - Setup Routines
a) External Examinations Module Users and Security

Security for the External Exams module is managed via Database > Security and will be controlled by
the System Manager. It is worthwhile creating at least one separate menu category for Exams
module users and to restrict access to the module for other users to ensure that the integrity and
confidentiality of the exams module is maintained. This is particularly important when results
become available as only those users with access to the Exams module, Inquiry routines will be able
to view the results prior to the Results visible from date and time specified in the Results Import
routine.
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i. Suggested Menu Categories

The access granted in the following categories is often incorporated within other menu categories
which control access to the whole system for different groups of users. The notes here are only
concerned with access to the External Exams module unless otherwise stated.

This will be used by the Exams Officer(s) and will provide full access to all routines in
Exams Full the External Exams module. Other areas such as Database, School Maintenance,
Access System Schools may be required from time to time, but it may not be necessary to
grant access to these areas on a permanent basis.

This would give access to the Inquiry and Reporting options within the Exams
S EGHEEERRY module, and therefore access to results as soon as they are loaded, but would not
Only give access to the maintenance and setup routines. The settings from this category
are often incorporated into the menu category used by the Head.

b) Database Settings

This section shows how to configure the database to enable the use of either the JCQ, SQA
or both examination systems. This should be a one-time setup routine, but it is essential that
the correct details are entered here and it is worth checking if you are in any doubt or taking
over the management of the system for the first time.

In PASS, select Database > School Maintenance>System Schools. There may be multiple
schools listed here, so it is important to select the correct school. Some of the entries in the
list may be used for accounting purposes only as shown here:

o Schoal Listing - = . - — - =@ %
Rt Prer  Edt Add Mot Last Semch Print Stop Help
Type the Cade or select from list = Flecords: 00002 E
[[Code_[Hame [House/Street [Village tArea [Town/City [Telephane [Fax [Age Range_[In Use? [Last Amend:
V]ZA [ The Cameit Schon Sormerset House Wagddere Sest Glastortuy 01458 833055 1458 836257 T8 SUFER

78| roup sccount GRRIT

= Double click on the chosen school record and then select the National Settings tab.

The External Exams section should be completed as shown:

ZA The Camelot Sch
External Exam Boards

Use OCA examinations

ACA exam centre number 54535

Usze 50A examinations

50A exam centre number A885R5

Separate centres by gender? [

Use CIE examinations [F]

Please note: It is possible to select to have separate SQA Centre numbers by pupil gender.
This option is not available for JCQ examinations. The Centre Numbers must be entered
accurately, as these are used in other routines within the module and these routines will fail
if incorrect numbers are entered here.

L LA If the Use SQA examinations box is ticked, the menu items Exam Options and Exam
Components will be renamed Exam Courses and Exam Units, respectively. This will
apply regardless of the setting of the Use JCQ examinations box.

= Once the details have been verified, click on £) tosave any changes made.
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c) Academic Maintenance

Academic Maintenance
- M Ewam Boards
- M Exam Seres
. M Ewam Qualification Types
- 8 Eram Level Type
.. M Ewam Group Category
- M Exam Gradeszetz
. MM Ewam Gradeset Grades
G Dizallowed Exam Courses:
i) Options Maintenance

This section covers the core setup routines within the External Exams module which must be carried
out prior to using the module for the first time. Again, it is worth checking the items in this section
even if you have been running the system for some time to ensure that they are still correct and
accurate. ltems such as Exam Series change from time to time and may need to be revised.

i. Exam Boards (Awarding Organisations)

Exam Boards are only used in their true sense by the JCQ Exams, but an additional board with a code
of 50 is set up for SQA exams. The exam boards should be set up using their code numbers as below:

01 OCR

02 CIE

10 Edexcel (GCSE)

11 Edexcel (GCE)

40 WIJEC (GCSE)

41 WIJEC (GCE)

61 CCEA (Northern Ireland)
70 AQA

Contact Details for all the JCQ Awarding Organisations are shown here (details correct at August 2014):

IcQ

29 Great Peter Street

London

SW1P 3LW

E-mail: centresupport@jcqg.org.uk
Fax: 020 7374 4343

Website: www.jcq.org.uk

AQA

Stag Hill House
Guildford
Surrey

GU2 7XJ

Tel: 0844 209 6614
Fax: 01483 300 152
Website: www.aqa.org.uk

CCEA

29 Clarendon Road

Belfast

BT1 3BG

Tel: 02890 261 200

Fax: 02890 261 234
Website: www.ccea.org.uk

WCRSE



Edexcel

190 High Holborn

London

WC1V 7BH

Tel: 0844 463 2535
Website: www.edexcel.com

OCR

Syndicate Buildings

1 Hills Road

Cambridge

CB1 2EU

Tel: 01223 553 998

Fax: 01223 553 051
Website: www.ocr.org.uk

WIEC/CBAC

245 Western Avenue

Cardiff

CF5 2YX

Tel: 02920 265 155 or 02929 265 135
Fax: 02920 265 414

Website: www.wjec.co.uk

The Exam Board records should be created as shown below, using the numeric code as shown above.
Again this is essential for the correct operation of the system.

/ Exam Board Entry

n &
0000P00O == s
: Amended By: EXAMS

Mext Last Print Stop  Help

First Prewv. Add Update Delete
Organization Details ]Main Address] Other Addresses] Flelationships] Documents] Mates ]

01 QOCR 3]
Code 0 In Use? v
Exam board (]3]

Label salutation
Letter salutation

Web site v, ocr.org.ukdocr-far/exams-officers/basedata LEI

Please notes

= The Exam board records may already exist as Purchase Ledger Suppliers in the
database. In this case use the Search Organisation button after entering the | @ Search Organisations |
code to copy the details and prevent the creation of a duplicate record.

= Note the inclusion of the Web Site field. This can be as specific, as required. In this case the
Basedata page has been entered to allow swift access to this specific page.

Create records only for the exam boards in use at your school. Note the requirement to create Board
code 50 if SQA exams are in use.

ii. Exam Series

Exams are grouped into different series, each with a code. The first character of the code denotes
the month of the exam series (1 for January, 6 for summer, etc.), followed by a letter. There is no
consistency between the series codes used by the different Awarding Organisations and it is
therefore recommended that the series descriptions are kept as generic as possible. The series codes
required for any given exam season will be shown on the Awarding Organisations’ websites.


http://www.wjec.co.uk/

o Maintenance

_— - ||

| First  FPrev 5 Help
Code By In use?
Description Sernes Ba

Assessment period

| —
@ @ LastAmended:  02/01/2014 03:53.34
Amended By: EXAMS
Stop

Yooy

|§®

1

Select the assessment period

Please note:

It is possible to create a new Exam series when loading the Basedata files if this has not already

been done.
Exam Series can be linked to an Assessment Period for reporting and analysis purposes (optional).
SQA Users. A dummy exam series with a code SQ is required for SQA exams users.

Exam Options

Once the Board and Series records have been created, the overall options for the External Exams
module can be set. This section will have either 1 or 2 tabs (subject to SQA exams being in use).

/ External Exams Options Maintenance =RREN X

WOV

| Update Print Stop  Help
Main ]SQAExams]

Defaults

Exam board 01 ~ [OCR
Exam series B, v Sefies Ba
Allocate candidate no

Default AM exam time  03:00

Default PM exam time 1315

Default room MH -

Usze sections? =

Candidate number inc. 1

Select the exam board

b

Notes:

The Main tab is applicable to JCQ exams and items that are common to all exam systems, such as
the times and default room.

If the majority of exams taken are provided by one awarding body, this can be specified as a
default which is then applied to searches in a number of areas. These fields can be left blank if this
feature is not required.

The allocation of Candidate numbers will be covered further in Session 2, but the selection of the
tick box here controls whether numbers are allocated automatically (using the increment value on
this page) or manually.

The default times will be applied to all timetabled components (units) loaded from the basedata.
These will need to be edited as will be seen later in this section.

o8 @



= Only rooms with a designated Exam Capacity will be listed in the drop down list for the Default
room. See section d) Rooms (below) for further details.

~

 External Exams Options Maintenance S| -

WOV

| Update Print  Stop  Help
Main S04 Exams |

Defaults

QA exam board B

S50A exam series 50 ~ S04 Exams
SCN current year 14

SCN block start 1o0mo

SCN block end 100600
SCN next number 1o0mo
SQA administrator MEB -

Select the SQA exam board

Notes:

= The SQA tab is only visible if SQA exams have been enabled in the System School record, as
described in section b) Database Settings (page 9) above.
= The SCN block allocation will be advised to the school by SQA.

iv. Exam Qualifications, Levels, Gradesets and Gradeset Grades

These sections should be checked to ensure that all the required values are loaded. Note that the
Exam Qualifications section will need to be linked to either Course or Unit Gradesets for SQA exams.

d) Rooms

Room records are required for the timetabling of exams and can be accessed from the External
Exams module or from Database>School Maintenance>Rooms. The same routine is accessed from
either location. It is likely that room records will already exist in the database, as they will have been
required for timetable purposes.

A sample room record without an exam capacity is shown here:

— — o — — —
o Room Maintenance

: r\h_. f\u @ @ @ @ @ @ @ @ Lasthmended  17/04/2013 120214
H Amended By: GRPIT

H Add  Update Delete Mext Last Print Stop Help

Floom Details lTlmetabIe] Exams]

Code 100 In use?
Description Room 100
Location -

Phone extension
Timetable code

gp-Untiz code

Capacity 30
Exam Seating

Rows 1o} =

Columns 0=

Capacity 0

Mumber seats by row? -
Y @ Unavailable Seats

Use sznaking? =

Enter the number of rows of examination desks

(I 1]



Note that for normal use, the room has a capacity of 30, but this may not apply to its use for exams;
where wider spacing between desks or other considerations may apply.

Exam capacity is specified in rows and columns, as shown below:

Exam Seating

Rows B
Columns 4=
Capacity 22

Number seats by row? [ Unavailable Seats

Uze znaking?

Notes:

= Although the number of rows and columns has been set to give a total of 24

seats, the total is set to 22 as 2 sets have been flagged as unavailable for & 2
exam purposes. This allows for items such as access to doors and other B|1 10 12 2
obstructions in the room. Clz 9 13/ =
= Seats may be numbered by column (default) or by row. D2 8 14 19
= Use snaking allows the numbering to be continuous across rows or down E|4 7 15 18
columns. Fl5 B 16877

= A seat plan can be viewed by clicking on Unavailable Seats.

e) Load Basedata (JCQ Exams)

Basedata files should be downloaded as .zip files from the Awarding Organisations’ websites as
required. The files should be copied to the External Exams\Input folder as specified in PASS >
Database > Security > Documents Folder Paths.

Basedata is loaded using the Exam Maintenance > Load Base Data routine.

------ ] E xam Maintenance
Lo M Exam Syllabus

- M Exam Courses
------ ‘W Exam Units

------ ‘e Load Base Data
-l Load 504 Baze Data

-l Load 504 Timetable



r

@ Load Base Data 2

[P1=1=17]

Print  Stop  Help

@ Load base data Load Options
_ E board m
() Load gradesetz only *am boar

) Load Unit links only

Create Exam Senes
Exam series

Description

Add

Exam series Bé

OCR

-

» Series Ba

Base data files can be downloaded from the web sites of the exam boards.
Filez beginning with 2" are self-extracting .EXE files: n the file to extract the base data.
The exam series is denoted by the second and third letters of the file names.

Load a set of base data files

= |f a default Exam Board and Series have been specified in the Options section, these will be shown
by default here. Otherwise select the board and series required.
= |f the Exam Series required does not currently exist in the system, it may be created here.

= Click on the

button to select the data file.

Note that parts of the filename will have been defaulted by the system based on the board and

series specified.

==

-

"" 1;!‘ -3 mv
Date modified
02/01,/2014 09:39

-

Type
01 File

3

™

[ Cancel ]

j Choose a UAB file to load
e, —
Look in: , z6a14_ N
[= MName .
whe || s6ald 0101
Recent Places
Desktop
M=
Libraries
Computer
“w
L Il T
Metwork
File name: SEATTIN X777
Files of type: lFiIes from UAE 01

Select the required file from the list offered (usually only one file unless
issued, in which case the x01 suffix will be incremented accordingly).

= Once the correct file is selected, click on Open to select and then

= Repeat this process for other Boards and Series as required.

@

amendments have been

to load the data.
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f) Load SQA Base Data

This follows a different process from the JCQ Exams, and uses the Load SQA Base Data routine.
Centres will have been supplied Approvals and Prodlink files by the SQA, which will be unique to the
centre and coded with the Centre number as specified in section b) Database Setting (page 9).

-— — s
./ Load SQA Base Data = |

Q000 -

| Updste Print  Stop  Help

Options
Exam board S04

Exam series S04 Exams

Completion date 31/05/2014 -

Approval file  C:\Program Files [x86NWCBS Pass for Windows\DocumentshE sternal Examsilnputia D
Link file C:\Program Files [«86]\WCBSWPazs for Windows\D ocumentshE stermal Examainputhp E]

Progress

Browse to select the link file

Note that it is necessary to select both files in the same routine.
g) Load SQA Exam Timetable

The SQA Timetable is supplied in an Excel format to schools and should be loaded using this routine
after the Basedata has been loaded. This is different from JCQ Exam data where the timetable data is
supplied as part of the Basedata files.

Please note that the column headings for the file must be in this format:

Date Course Course Name  Level Elements From To  Paper Level Code

h) Notes

Please use this space for your own notes on the topics raised in this session.

(1 1)



5. Session 2 - Pupil Maintenance

This session will cover the different aspects of managing pupils as Exam Candidates, including the
allocation of Candidate numbers, UCIs and SCN numbers, Exam Access Arrangements and other
requirements.

a) Allocate Candidate Numbers

Candidates may already have Candidate Numbers and UCI (Unique Candidate ID) numbers and these
can be manually transferred to the system, but it is also possible to generate the numbers for groups
of pupils as required.

= Select Generate Candidate Numbers from the External Exams menu.

— E o —— - — ~
o/ Generate Candidate Numbers - =RA=E X
Updste Frint  Stop  Help
Select form year 11 » rear1l First available cand. number to use 1000 ﬁ
Code Mame |Fnlm |Yeal Candidate No_|Unique Candidate No_|Selected| = Order by
F|ADADDT ADAMS, Lauren Sally 114 ear 11 W <
ASHOO1 ASHMAN, Timathy George 118 |Year 11 v V] Name 1%
BASDOD1 EASTON-SMYTHE, Hervietta Charlath 174 Wear 11 v Code 2=
BOUDOT BOUILLOM, Louis Josef Albert Corneil. 114 Year 11 ] = -
BRI002 BRIGGS. Thomas William 14 Year 11 v Form 35
BURDD EURGESS, Amanda Jane 114 Year 11 v —
BURDD2 BURGESS. Andrew Peter 114 Year 11 v - Apply
CAVOO1 CAVEMDISH, Mary 114 Year 11 v
CHADD2 CHARLES. Mary 114 Year 11 v
JACDO1 JACKSOM, Helen Mary 114 Year 11 v
KENDD1 KEMMED'Y, Donald 114 Year 11 v
MASO001 MASOM, Mary 114 Year 11 v
PHIONO PHILLIPS. James D avid 114 Year 11 v
7| Selected: 00013
Note: Past pupils are highlighted in red @ Select all Deselect all [ Override candidate numbers? ]

= Select the Year Group required: All pupils in that Year group will be displayed

= Enter the next Internal Candidate Number to be used, then click on the
This will confirm the change made.

= Select the required order for Candidate Numbers to be allocated in.

= Select the required pupils.

= |f any of the pupils already have Candidate Numbers and it is desired to override these with new
ones, tick the appropriate box.

= Clickon €2 to generate the records.
Update

= A report is compiled to show the numbers created.
= |t is also possible to see the allocated numbers by ticking the Override candidate numbers box,
which will then show the pupils with their allocated numbers.

button.

Mame Code |Form |Year |Eandidale No.|Unique Candidate No.|
P| ADAMS, Lauren Sally ADADM 114 Year 11 1000/ 5459501 41000
ASHMAN, Timothy George ASHOM 114 Year 11 1001 B45950141001D
BASTON-SMYTHE, Henrietta CHEAS001 114 Year 11 1002 5459500 41002,
BOUILLON, Louis Josef Albert QBOLOO 114 Year 11 1003 E459500 41003
BRIGGS. Thomas William BRIOOZ2 118 Year 11 1004 E45950141004E
BURGESS. Amanda Jane BUROOT 114 Year 11 1005 £45950141005G
BURGESS. Andrew Peter BUROOZ 118 Year 11 1006 6459501 41006R
CAVENDISH. Mary Cavom 118 Year 11 1007 6459501410077
CHARLES. Mary CHAO02 114 Year 11 1008 £45950141008E
JACKSON. Helen Mary JACom 114 Year 11 1009 £45950141009L
KENMEDY, Donald KEMNOO 114 Year 11 1010 E45950141010E
MASOM, Mary rMAS001 114 Year 11 1011 E45950141011L
PHILLIPS. James David FHIOOM 114 Year 11 1012 B459501 4101 2w

= Repeat the process as required for other year groups.



The details can now be seen in the Pupil record as shown here:

T W e RS W SR W
! Pupil Administration Entry

UU0000000@ <5 s
; B Amended By: CNVRSN

Add  Update Delete Mext Last Frint  Stop
Parsmnall MalnAddress] Other Addr I Helatlnnshlpsl Schnnl] Leaver Info Academic WSQA F!Eglstlatlnn] SpamalNEEds] Medlcal] hed Motes | &

ADADOT ADAMS, Lauren Sally Lauren

Category External Exams

M ain category | - Candidate number 1000 Generate
Second category - Candidate name ADAMSLAUREM SALLY

Pupil type +  Unique candidate id  £45350141000% B

Reference Qualifier flag Mormal Intemal -

Unique pupil number

b) Generate SQA Candidate Numbers (SCN)

The process for generating the Scottish Candidate Numbers is similar to that for the JCQ UCls, but is a
separate routine. A sample screen is shown below:

o Generate SQA Candidate Number z‘ oo
| Update Print  Stop  Help
Select form year 711 > ear1l Registration stage Filth year of secondary education  +
Records: 00073
Code Name |[Form_|vear SCN Date of Bitth|Selected| - Order by
b ADADD ADAMS, Lauren Sally 1A ear11 04/01/1997 -
ASHOO1 ASHMAM, Timothy George 1A Year11 01/06/1997 Name 1[5
BASOO1 BASTON-SMYTHE, Henrietta Charloth 114 Year 11 01/08/1997 [] Code 2%
BOUDD1 BOUILLON, Louis Josef Albert Comeil 114 Year 11 18/04/1997 = =
BRIDD2 BRIGGES, Thomas Wiliam 114 Year 11 110441937 [C Form 3 5
BURDO1 BURGESS, Amanda Jane 114 Year 11 04/05/1937 =
BURDD2 BURGESS, Andrew Peter 114 Year 11 04/05/1997
CAYO0O1 CAVENDISH. Mary & Year11 11/02/1997
CHADD2 CHARLES. Mary & Year11 11/02/1997
JACOO1 JACKSON, Helen ham 11a Year11 18/04/1397
KENOO1 KENNEDY. Donald 11a  Year 11 18/04/1997
MASDO1 MASON, Mary 1A ear11 22/03/1997
PHIDO1 PHILLIPS , James David 1A [ear11 13/02/1997
T | Selected: 00013
Maote: Past pupils are highlighted in red @ Select all  (7) Deselect all [ Show Candidate Numbers?

Note that the registration stage must be selected prior to generating the SCNs. This is normally done
in the First Year of Secondary education, but this may be changed, as required. Once the numbers
have been generated the detail is visible in the SQA Registration tab of Pupil Maintenance.

L) f\M @ @ @ @ @ @ @ Last Amended:  08/03/2013 00:06:49
Amended By:  CNVRSN
1 Add Help

Updste Delete Mext Last  Frint  Stop
Personal] Main Address] Other Addr. ] Helatlonshlps] School] Leaverlnfo] Academic S04 Registration ]Spemal Needs | M

o/ Pupil Administration Entry

ADADO1 ADAMS, Lauren Sally Lauren
50A External Exams

Candidate number 141001019 @

Registration stage Fifth year of secondary education -

Candidate forename Lauren

Candidate surname Adamsz
Address line 1 20 Grovehill Road

Address line 2

Address line 3 Redhil
Address line 4 Surrey

Post code RH1 6RJ

D ate registration sent -

Process by exception? [7]

Please note: At this stage the Date Registration Sent field is blank.

o8 @



There must be a valid address, including either a postcode or BFPO number included in this tab. By
default, the address is copied from the Pupil’s Main address fields.

If there are two pupils with the same surname, first initial and date of birth, then the Process by
Exception box must be ticked to allow the record to be recognised as a separate record. Validation
normally takes place on the three fields mentioned above.

Once the Registrations have been generated, it is necessary to submit a Registrations file to SQA. This
is done using the Export SQA Registrations routine in the SQA File Transfer section.

— S04 File Transfer
------ ‘el Export S04 Registrations
kgl Export SOA Exam EntryAamendme
- gl Ewport S04 Unit Results
Ll Ewport SOA Estimates
- il Import S04 Exam Results

This routine will create a xml file in the documents folder in the PASS server. The filename will be:
= Centre Number_ddmmyyyy _hhmmss
This is then submitted to SQA.

The routine also updates the date field on the pupil record, and then prevents amendment of fields,
other than forename, surname and address.

Note that any changes such as addresses on the SQA Registration tab of the pupil record will require
an amendment file to be sent to SQA.

o Export SQA Registrations (S

WOV

© Update Print Stop  Help

Reqgistration Options

@ Reaqgistration creation

Regizstration update

— Print

50A Registration: and Registration Updates

SEA regigtrations will output a file containing all exam candidates whao are eligible for registration [i.e. all unregistered "
candidates of at least the minimum required age]. The submizzion data for the candidates must aleo meet the SOA

registration requirements. Any candidates who are othemwize eligible but have inzufficient ar incarrect data will not be

included in the output file but will be listed in a separate report. The registration file can then be submitted and/or recreated

and zubmitted |ater following any necesszar corections to candidate data,

S[A registration updates will output a file containing details on any previously registered exam candidates who have
subzequently had their regiztration detail: amended.

Uze the print button to check registrations and updates before creating the output file.

L] [;

Select to create new registrations with the SQA




c) Exam Access Arrangements

Exam Access arrangements are set up in the Pupil Categories section of the Administration Module
and are then applied to Candidate records via the Special Needs tab. In addition, there is an option
to specify a percentage based extra time for exams option on this tab, which will be applied
automatically to all components taken by the candidate.

------ Adminiztration

...... |higquiry

------ Pupil Maintenance
S) Pupils

-8, Past Pupils

------ & Past Pupil Retumn
------ 8 Revert to Prospective
...... Pupil Categaries
...... W Pypil Categary
...... ™ Pupil Type
...... MW Special Meeds
------ M SEM Status
...... W SEN Level

...... M Fram bccess

------ W Country of Residence
------ W Placing Autharity

The Access Arrangements records consist simply of a code and description. The full list of Access
Arrangements as published by the JCQ is shown here:
Supervised rest breaks

Extra time of up to 25%

Extra time of up to 50%

Extra time of over 50%

Computer reader/reader

Read aloud

Scribe/Voice activated software (assistive technology)
Word processor

Transcript

Prompter

Oral Language Modifier

Live speaker for pre-recorded examination components
Sign Language Interpreter

Practical assistant

Alternative accommodation away from the centre
Other arrangements for candidates with disabilities
Exemptions

Bilingual translation dictionaries with up to a maximum of 25% extra
time

Further details on Access Arrangements is available to download via:

= http.//www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-
and-guidance/access-arrangements-and-reasonable-adjustments-2013-2014-standard-pdf-
version


http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-2013-2014-standard-pdf-version
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-2013-2014-standard-pdf-version
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-2013-2014-standard-pdf-version

An example of an access arrangement in PASS is shown here:
o Maintenance T e e e e - |

L - r
A Last Amended:  D2/01/2014 15:32:42
QOO0 LLEEOE =

Print Stop  Help

| First Prevw Add Updste Delete

Category code S In use?

Description Eicribe

New access arrangements may be added as required.
d) Allocation of Access Arrangements to Candidates

In order to add Access Arrangements to Candidates it is necessary for the user to have access to the
Special Needs tab of Pupil Maintenance. This should be reviewed with the System Manager if
necessary.

Exam Access Arrangements are found at the bottom left of the Special Needs screen. They can be
allocated to candidates before the candidate has been allocated to an Exam Group, and the Access
Arrangements then allocated to the relevant components (units).

Exam Access Arrangements

| ¥

E] Exam Access Arrangements

b |Eutra Time
Laptop

‘ /| Edi | ‘ == Add ||— Delete

m

Access
Amrangements

=]

Access Arrangements may be allocated to specific Units or Components from the Pupil record, as
above. If required, Component (Unit) Overrides are then created from the Exam Group record.

= To add Access arrangements from the Pupil Record, click on as above.

= When first opened, the overview screen will be blank. Click on the Access Arrangements tab to
show available components or units for the pupil.

| Print Stop  Help

ADAMS:LAUREN

Overview Access Arangements I

Available Components Access Amangements

Fiecords: 00003 Records: 00002
|Component | Desciiption |Selected| - |Code | Description |Selected|  »
AEEA/012 ENG LIT: LIT HRTG PROSE [HGH) wE E Extra Time

3470102 FRENCH: LISTENING WRITTEN HGH ML Laptop
4703/02 FRENCH: READING wRITTEMHEH [0 |

m

m

Selectall ) Deselectall ) & Apply to Selected = Add Hew

Available components for candidate




The Access Arrangement(s) and components are then selected as required. In this example the Extra

Time and Laptop arrangements will be applied to the English Literature exam, and the Extra Time
only to the French Reading paper.

The screen above shows the required settings for the English Literature paper.
= Click on to add the arrangements to this component.
= Repeat the process for the French component required.

Once created, the arrangements are visible in the Overview tab.

) Pupil Exam Access J-‘qrraﬂgemenll ® _ lﬂlﬂlﬂ

| Print  Stop  Help
ADAMS LAUREN

Orverview ] Access Arangements ]

Existing Access Arrangements

| Records: 00003
il Paper Description

Armrangement
A EMG LIT: LIT HRTG PROSE (HGH) WRTN Extra Time
ABB4/0 N/A EMG LIT: LIT HRTG PROSE HGH]'wWRTH
ATO3H  AFO3/0 (N/A FRENCH: READING 'wRITTEM HGH

-

Laptop
Extra Time

m

4

MAccess arrangements applied to candidate

Please note: this does not automatically create the Component or Unit Overrides for the candidate,

but flags that these arrangements are in place which can be reported on and is indicated in the Exam
Group listings, as shown in the next section.

The process is identical for JCQ and SQA exams. The creation of Exam Groups will be covered in more

detail in the next section, but here we can see a group of pupils who have been allocated to an exam
group for a particular Course or Option.

—_— ——— e —— = — =
itr
& Exam Group Enty P ]
PR LastAmended:  02/01/2014 16:23.36
LWLWOWERULVLWEVE i
1 Add Update Delete Mext Last Print Siop Help
Group Detas Pupis | Uil Ovenide | Pupil Unis | Notes |
Exam board 50 Exam series S04 Exams
Code Coo71m2 Description  Biology .
[alscN | Pupil Code] | |Unique Cand ID|Cand Mo|Form | Year |Special i |E-Mail Address -
b [141001019 ADAGDT  ADAMS, Lawen Sall Female  G45350141000X W0 TA v Adams_L@camelot son
141001035 BASDD!  BASTON-SMYTHE. Henietia Chalotte Amm Fomale | B45350141002K. e A BastonSmythe_H@can
141001043 BOUDD! | BOUILLON, Louis Josef Albent Comellus Male 645350141003 0 A v Bovillon_L@camelotsor
141001086 BURDOZ BURGESS, Andiews Peter Male 6453501 41006R 1006 114 il Burgess_Af@camelot o)
141001108 CHAOOZ  CHARLES. Ma Female G45950141008E WA v Charles_M@camelal.sol £
141001132 MASDD1 | MASON, May Female  G45350141011L 101 1A it Mason_M@camelot scn
< v
Import from Group Subject Set Form Year Extomal Candidate ] Pupil has no unique candidate identifier
814 o - < [l Pupil has special exam arangements
Pupil
Copy grid to Excel

Note that two of the candidates are highlighted because they have Access Arrangements or Extra
time allocated to them.

Click on the Unit (Component) Override tab to create the required changes to time, room or
date.

(1 1)



PASS i

e) Notes

Please use this space for your own notes on the topics raised in this session.
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6. Session 3 - Exam Group Management

This session will be concerned with the creation and management of exam groups from the basedata
options supplied by the Awarding Organisation. Much of the day to day management of the exams,
including submission of entries is covered in this session.

a) Create Exam Groups from Options (Courses)

This is the quickest way to create the exam groups required.

= From the grid listing, first select the required Awarding Body and then use Search to narrow down
the list to the required options.

& Create Exam Groups From Options EE— .. — - | 5t S
PYPLLEVY
Exam board 01 ~ OCR Exam series G4 v Seriesfa
Type the Description or select from list GEOGRAPHY A Records: 00840 [
4| Description Board | | Seri | Exam |Syllabus | Qualifi |Level |aca |Fee -
FTR ADD SCI A:FA 5CI CNTD ASMNT PMOD il 60 #1348 A134 GCSE B 9933 7.35
FTR ADD SCI-ADD SCI CNTRL ASMNT OREP il [ B7634 B763 GCSE B 9933 985
FTR ADD SCL-ADD SCI CNTRL ASMNT PMOD 0 B B7638 B763 GCSE B 3933 985
FTR ADD SCLADD SCI MDL BS C5 PS5 FND [l [ E7EIF B7E1 GCSE B 9933 985
FTR ADD SCL-ADD 5C1 MDL B5 C5 P5 HGH il 6 B751H B761 GCSE B 9933 985
FTR ADD SCI-ADD SCI MDL BE C6 PE FND il [ B762F 8762 GCSE B 9933 985
FTR ADD SCL:ADD SCI MDL BE CE PE HGH 0 6 B762H B762 GCSE B 9993 965
_|FURTHER ADDITIONAL SCIENCE A [l [ J246 J245 GCSE FC Rl 0
FURTHER ADDITIONAL SCIENCE B il 6 J286 J255 GCSE FC RATD o
_ |GEDG A: CNTMPRY THMS GEOG WRTN (FND) |01 [ e 4731 GCSE B 9933 985
_ |GEDG A: CNTMPRY THMS GEOG WRTN (HGH) |01 v B ATIH 4731 GCSE B 9993 965
_ |GEDG A: GEOGRPHCL SKILLS WRTH (FND) [l [ ATIF 4732 GCSE B 9933 985
GEDG A: GEOGRPHCL SKILLS WRTH [HGH) il 7 e AT3H 4732 GCSE B 9933 985
_ |GEDG A‘LOCAL GEDGRPHCL INVSTGTN CFwD |01 [ A733C 4733 GCSE B 9933 985
_ |GEDG A:LOCAL GEOGRPHCL INVSTGTN OREP |01 6 A7 4733 GCSE B 9993 965
_ |GEDG A:LOCAL GEDGRPHCL INVSTGTN PMOD |01 v B 47338 4733 GCSE B 3933 985
GEDG B: GEOGRAPHICAL ENQUIRY CFWD il ) BEGAC BEE2 GCSE B 9933 985
GEOG B: GEOGRAPHICAL ENQUIRY OREP il [ BEG2A BE62 GCSE B 9933 965
_|GEDG B: GEOGRAPHICAL ENQUIRY PMOD o [ B5628 BE62 GCSE B 9993 965
_|GEDG B: GEOGRAPHICAL KEY THEMES FND [l 6L BEEIF BEE3 GCSE B 3933 985
GEDG B: GEOGRAPHICAL KEY THEMES HGH il [ BEEH BEE3 GCSE B 9933 985
GEDG B: SUSTAINABL DECISION MKNG FND il [ BEG1F BEE1 GCSE B 9933 965
| GEDG B: SUSTAINABL DECISION MKNG HGH if [ BEGTH BS61 GCSE B 9933 985
_ |GEDG: GEOGRAPHICAL ENQUIRY CRD FWD [l B0 ATTIC 4771 GCSE B 3933 7.35
_ |GEDG: GEOGRAPHICAL ENQUIRY OREP il [ ATTIA 4771 GCSE B 9933 735
GEDG: GEOGRAPHICAL ENQUIRY PMOD il [ 47718 A771 GCSE B 9933 7.35
_|GEDG: KEY GEOGRAPHICAL THEMES FND if [ ATTF A772 GCSE B 9933 7.35
_|BEDG: KEY GEOGRAPHICAL THEMES HGH [l [ AT72H 4772 GCSE B 9933 7.35
__|GEDGRAPHY [SHORT COURSE) il 6L J085 J0g5 GCSE
» [EEDGRAPHY A 7 S - R
_|GEDGRAPHY B il B J385 J385 GCSE FC RF4
_|GEDGRAPHY OCR REPOSITORY [l [ 4084 R405 EL B 204
GEDGRAPHY POSTAL MODERATION il [ R40EB R405 EL B 204
GERMAN il [ J73 J731 GCSE FC FKG 0
_|GERMAN OCR REPOSITORY if [ R4234 R423 EL B 204
_|GERMAN POSTAL MODERATION [l [ R429B R423 EL B 204
GERMAN SPOKEN LANGUAGE (SHRT COURSE)] |01 6L Joz Jo3t GCSE sC 0-
Select all Deselect all
Show records In Use only Shaw records Not In Use only @ Shaw all records
Select exam options to create groups for

Description (for Subject), and Qualification are perhaps the most useful of the fields to search on.

= Select the required options and then click Update. Don’t forget to select the Certification option
(coded X for SQA exams) as well as any required modules.

Note the message that Subjects will need to be allocated to the groups after creation. This ensures
that the Exam groups are linked to the appropriate subject sets for allocation of pupils and also for
reporting.

b) Exam Groups

Exam Groups should now be used to allocate candidates to the exams and to create any required
overrides.

As in other parts of the module, the list will default to showing groups created for the Awarding Body
and Series specified as the default in the Exam Options section. It's worth being aware of this before
searching for a particular group.



As mentioned earlier, the first task with any group will be to link it to the relevant Subject record as
shown here:

_— w— T — R —

W/ Exam Group Entry

V00LO0LOVE m
4 Amended By: ExAMS
+  First Prewv. Add Update Delete Mext Last Print Stop Help
Group Dietails l Pupils ] Un|tDverr|de] Riesult Enqumes] Maotes ]

Exam board m oce

Exam zeries B, Seriez Ba

Code BAlEE212 In Use?

Description GEDGRAPHY &

Subject GE ~ | Geography

Exam Course J3E2 ~ GEOGRaPHY &

Category -

Completion year 2mz2

Use in progress tracking? 1

= Repeat this task for all exam groups created.

The next task is to allocate pupils to the Exam group. Pupils can be selected in a number of different
ways as shown below:

Import from Group Subject Set Form Year External Candidate
Select Group - - -
Pupil ————
+ Add Add Add Add + Add
Delete Delete Delete Delete Delete

The Subject Set option will list Subject Sets linked to the same Subject as the Exam group, hence the
importance of allocating the group to a Subject record in the previous screen. Pupils may also be
added individually or from selected Forms or Form Years.

In this example a single subject set has been selected and all the pupils added to the Exam Group.

e —— e ——
o Exam Group Entry =] X
U00000LEVE -
Amended By:  EXAMS
C Rt Prew
Group Detals Puwls }Umtmemde\ ResuHEnqumes] Nmas}
Exam board  0CR Exam series  Seies 63 =
Code BAATITHIZ Description  GEOG & CNTMPRY THMS GEOGWRTN (HBH)  p_ "0
[#]SCN |Pupil Code| | | Cand ID|Cand No|Form __[vear_|Special i |E-Mail Address -
» [141001018  ADADD] _ ADAMS. Lawen Sally Femals 645350141000 1000 114 11 Adams_L@camelot.som)
141001027 ASHOD1 | ASHMAN, Timothy George Male 6459501410010 000114 YT Ashman_T@camelot.so
141001051 BRIOD2 | BRIGES, Thomas Willam Male 6459501410048 1004 114 Y1 Briggs_Tcamelot som,
141001078 BURDDT  BURBESS, Amanda Jane Femals 6453501410056 1005 114 v11 Burgess_A@camelotso
141001094 CAVODT | CAVENDISH. May Femals | G453501 41007 1007 11401 Cavendish_M@camelot| =
141001116 JACOOT | JACKSON, Helen Mary Female 645950141009 1003114 Y11 Jackson_H@camelot.st
141001124 KENODI | KENNEDY, Donaid Male  645950141010E 100 114 i Kennedy D@camelot s
141001132 MASODT | MASON, May Femals | 645350141011L 0 A Mason_M@camelat.son
141001140 PHIDDI  |PHILLIPS, James David Male  E45350141012% w2 AT Philips_J@camelot,som
< »
Import from Group Subiect Set Form Year Extemnal Candidate [l Pupil has no unique candidate identifier
Select Group GE114 - - - ] Pupil has special exam anangements
Pupil
+ Ada I | e aad Add Add 4 Add
o == Delete Delete Delete == Delete
== Delete

Note how the first record is highlighted, indicating that the candidate has access arrangements that
may apply.

= From the Component (Unit) Override tab, clickon | 44w | toadd a new override.
= Complete the details, as required.



) j‘\\ (‘i:j (,;:
/ \ ».J -@j
-J Component Override Entry l = éj
@0@@u®®@®@wm
1 Amended By:
:_ Eirst  Prev. Print  Stop  Help
Component AT02 ~ GEOG & CNTMPRY THMS GEOG %WRTH [HGH]
Date 13/05/2014 -
Start time 1315
Seszion P4 -
Time allowed 130
Room MH -
(4] Candidate Mo |Selected|Mame |Un|que Candidate No |sC -~
1000 ]
| 1001 [C]  ASHMAN: TIMDTHY GEORGE 5455501410070 141
| 1004 [C]  |BRIGGS: THOMAS WILLIAM 5455501410048 1415
] 1005 [0  BURGESS:AMANDA JANE 545350 4100556 4
] 1007 [C] | CAWEMDISH:MARY 64535 41007 41—
] 1003 [C]  |JACKSOM:HELEN MARY 5453501410030 4
] 1010, [] | KEMMEDY:DOMALD 54555014101 0E 14
] 1011 [C]  MASON:MARY 54553501 41011L 141
| 1012 [C]  |PHILLIPS:JAMES D&vID G4559501 4107 2w 14
<« [ r

T Select all ) Deselect al Fecards: 00009

A

In this case the Time Allowed has been increased. Note that it is possible to select multiple
candidates in the same screen, and that the grid may be filtered using the Search button to find
specific candidates.

c) Timetable Management

When the Exam Component records for Timetabled items are created from the Basedata files, the
default AM or PM start time will be allocated from the times set up in the Exam Options section. In
many cases where there are several shorter papers sat in the same session, the start time will need
to be amended. In the case of the examples below, both the Listening and Reading Higher level

papers are to be sat on the same day and in the same session, but they must have different start
times.

FREMCH: LISTENING WRITTEN FND |D1 By A?D1JD1 12/06/2014 F
FRENCH: LISTENING WRITTEN HGH o1 les  lavoiim -:-‘__

FREMCH: READING WRITTEN FND |D1 By A?03£D1 12/06/2014 F
FREMCH: READING WRITTEN HGH |D1 B AF03/02 |:| D T 12/06/2014 F

= Select the component which is to have a later start time and then click on Edit.

Timetable Details

Timetabled Timetable details supplied »|  Session P, | Start ime 141

Date 12/05/2014 - Time allowed 4% Room kH -

Rooms

= Amend the start time as shown above and then update the record. This should be done for all
exams which fall into this category.

The Exam Timetable by Date grid report can be helpful here in identifying the records which need to
be changed. This should be run once the exam groups required have been created.




d) Seat Allocation

As mentioned in session

1, Rooms must have had the Exam Capacity fields completed before seats

can be allocated for exams. The Room will be allocated to the Exam Component (Unit) record, and
then the exam component (Unit) will be listed against the Room record in the Exams tab as shown.

—
) Room Maintenance

s

0000006

00

l Allocate Seats l l View Sealts l

Last fmended;  02/01/201417:33:49
: - fmended By, EXAMS
| Eirt  Prev  Add Update Delete Next Last  Princ
Fioom Details | Timetable Exams |
MH Main Hall
[#|pate  |Stant Time|Code Exam |unit |5td. Duration|Max. Duration|No. Candidates| -
P [1z/05/204 1315 a7z | FRENCH: LISTENING HIGHER FRENCH: LISTENING WRITTEN HGH 45 45 10
12/05/2014 1400 A703/02  FRENCH: READING HIGHER FRENCH: READING WRITTEN HGH 5 4 10
13/06/2014 1315 A73I/D2 |GEOG A CNTMPRY THMS GEOG WRTN (HGH) GEOG A CHTMPRY THMS GEOG WRTN (HEH) 105 130 E |
22/05/2014 1315 AG4/02 |ENG LIT:LIT HATG PROSE &PTRY(HGH)  ENG LIT: LIT HATG PROSE (HGH)WRTN Ell 105 13 3

From today?

O (=

Allocate seats to candidates

Note that for those exams where Overrides have already been created the Max Duration field will
have been updated to show the extra time permitted.

Select the required exam and then choose Allocate Seats.

Note how those candidates with Overrides are indicated. In this case | have selected to allocate these

candidates to seats first,

and then allocate the remainder. These candidates are to be seated in the

first two rows, then the remainder from the third row (seat 21) onwards.

M =
o Allocate Exam Seats '

= e ) = |

=

QOLVLOVL

 First  Prev. MNext Last Frint Stop  Help
Candidates Isealg}

MH
AB64/02

[#|Cand. No. | Candidate Name

ENG LIT: LIT HRTG PROSE (HGH) WRTN

Main Hall
P 22/06/2014 1316

|unigue Cand. No.|Time Allowed| 0venide? |Selocted |Seat Number|

1000 £DAMS:Lavren B45350141000% 105
1001 ASHMAN Timothy F45350141001D @ B
1002 BASTON-SMYTHE Henristta B45950141002K, R B
1003 BOUILLON:Lovis BAESR0141003 El | B
1004 BRIGGS Thomas B453501410048 I &
1005 BURGESS:Amanda 5459501410056 W [ B
1006 BURGESS Andrew F45350141006R I B E
1007 CAVENDISH Mary B45950141007 a1 &
[ 1005[CHARLES Ma AT S I = I - T
1009 JACKSON:Helen B45950141009L W [l
1010 KEMNED'Y:Dansld B453E0141010E | B
@ Show unallocated () Show allocated () Show all Capacily 250 Taken U Remaining 250

() Select all ) Deselect all  Mext seat number 1 Allocate Seats

The timetable details for the room.

L

The Next seat number field is now updated to show 21 prior to allocating the seats to the remaining

candidates.

@ Show unallocated

i@ Select all (") Deselect all

") Show allocated ) Show all

Mext seat number 21| Allocate Seats

o8 @



Once seats have been allocated, the candidate details can be seen as shown.

- N
) View Exam Seating Allocations T

o B -A‘--A —— - __ _
v

QOLWE

 First Prew Mext Last FPrint  Stop
Seals |

MH Main Hall
AB64/02 ENG LIT: LIT HRTG PROSE (HGH) WRTN P 22{05/2014 13:16
a 10112~ Candidate Details
Seat number 1 Seat location 4 2
19 1817 16 15 1413 12 11 ] Candidate name  ADAMS:LAUREN SaLLY

EEEEEEREEEIEL = e 1008
43 42 4140 33 ;| T B/ I/ B B! Unique candidate id 645950141000+ i
46 47 43 43 50 51 52 53 54 55 56 Pupil code ADADDT F
67 66 65 64 63 62 51 60 53 56 57
Form A
00F 7273 T4 75 6 77 78 79 A0
91|90 83|88 87|85 B85 |84(83 82 B Houte) BLUE
9495 9 97 98 99 100101 102 103 10¢ Form year il
116 115 114 113 112 111 110 103 108|107 105 10¢ Exam duration 105
117118 119 120121 122 123 124 125 126 127 12 . Special requirements

< r

Available [l Taken [l Mot available

Show previous candidate details

e) Submission of Entries

Once the exam group data has all been compiled and verified, the next stage is to create the entry
files for submission to the Awarding Organisation or SQA. Note that each Awarding Body and Series
requires a separate entry file.

i. Candidates by Exam Syllabus/Subject Report

Prior to creating the entry files it is a good idea to produce a report for Heads of Department to
provide lists of candidates for each exam for checking purposes.

------ Reparts

------ = Ew=am Statements

------ =1 Exam Staternent Mantenance
------ = Exam Room Seating

------ :ﬁ Exam Timetable By Candidate
------ :ﬁ Exam Timetable By Date

...... = Exam Timetablz By Subject
------ = Ew=am Clazhesz By Candidate
------ = Ew=am Claghez By Date

------ = Exam Clazhes By Room

...... = Exam Resultz By Subject

------ = Ew=am Rezults By Candidate
------ = Candidatez By Exam Syllabuz / Subject
------ | Ewxarn Resulks lnd

------ = Exam Place Labels

------ = Ew=am Component Overrides
------ = Ew=amEAR=z

------ = Report Builder

------ =1 Report Builder Maintenance

o8 @



This report can be divided either by Subject or by Syllabus code, with a new page possible for each

subject or syllabus.

) Candidates By Exam Syllabus / Subject

—rE

[7xX=x=xe

| Preview Print  Stop  Help

Group by [Syllabus v]
Candidate type [Enth v]
Order by @ Candidate name
Show grades? [F

Show nr of entriez per spllabus?

Mew page per syllabus?

Syllabus From - to -
Exam board from - to -
Exam zernes from - to -
Exam Course from - to -
Marrative/text Please review and return to Exams Office

Show headers and footers? =

Use SOA candidate number? [l

| Candidate number

keyboard)

Show page headers and footers? (Use ¥ or N from

Note that it is possible to include a short message to Heads of Department on the report. A sample

output is shown here:

Please review and return to Exams Office

Centre 64595

Syllabus  AB64 ENG LIT: LIT HRTG PROSE & CNTMP PTRY

Board Series Course Cand No Candidate Name Form

OCR -1 AS54H 1000 ADAMS:LAUREN SALLY 114
1001 ASHMANTIMOTHY GEQRGE 114
1002 BASTON-SMYTHE:HENRIETTA CH& 114
1003 BOUILLON:LOUIS JOSEF ALBERT C114
1004 BRIGGS:THOMAS WILLLAM 114
1005 BURGESS: AMANDA JANE 114
1006 BURGESS: ANDREW PETER 114
1007 CAVENDISH:MARY 114
1008 CHARLES:MARY 114
1008 JACKSON:HELEN MARY 114
1010 KEMNEDY DONALD 114
1011 MASON:MARY 114
1012 PHILLIPS:JAKMES DAVID 114

Number Of Entries 13




ii. Export Exam Entries/Amendments (JCQ)

This routine will create the entries file for submission to the Awarding Body selected via EDI.
@ Export Exam Entry/Amendments i - l":" S

-
| Update Print  Stop  Help

Entries/Amendments

@ Exam entries

) Exam amendments
Exam board m ~» OCR
Exam series B - Geries Ba
Exam calendar year 2014 >~ This is the calendar year in which the exams will take place

Exam Entries and Amendments

Exarmn entries will output a file containing all candidates entering exams for the selected board and senigs. This file should be
zent to the board once only, but the routine may be re-run and vernified before the file is sent or transmitted.

Exam amendments will output all the entries for candidates who have had amendments made to their exam options for the
zelected board and series since the last entry or amendment file output,
Uze the print button to check entries and amendments before creating the output fils.

Schools should usually output files in JCO format. CAMEQ format should only be uzed by interational schools submitting
files to CIE.

Print the exam output report

Before creating the exam entry file, it is worth producing the report via the Print button as a final
check on the entries to be submitted.

This report is sorted and grouped in Candidate order, with all the entries for the Awarding Body and
series per candidate listed.

The Camelot School External Exams Exams Officer
za Exam Entries EXAMS
Exam Board 01 OCR Exam Series6A  Series 6a Centre Number 64595
Candidate no Candidate name Unique candidate id  Status Sex Date of birth  Optional centre no Optional candidate no
1000 ADAMS:LAUREN SALLY 545850141000X c F 04/01/1997
Exams
ABB4H ENG LIT: LIT HRTG PROSE & PTRY (HGH}
ATOH FRENCH: LISTENING HIGHER
AT0Z24 FRENCH: SPEAKING OCR REPOSITORY
ATO2H FRENCH: READING HIGHER
ATO4 FREMCH: WRITING
ATITH GEOG A: CNTMPRY THMS GEQG WRTN (HGH)
1001 ASHMAN.TIMOTHY GEORGE 5455501410010 c M 01/08/M1997
Exams
ABB4H ENG LIT: LIT HRTG PROSE & PTRY (HGH})
ATOH FRENCH: LISTENING HIGHER
ATO24 FREMCH: SPEAKING OCR REPOSITORY
ATO3H FRENCH: READING HIGHER
AT04 FRENCH: WRITING
AT3H GEOQG A: CNTMPRY THMS GEOG WRTN (HGH}

= Once the entries have been verified, click on Update to create the file.
= A confirmation message is shown.

- -
Information ﬁ

62 total entries, 13 total pupils.

File created: C:\Program Files (x86)\WCB5\Pass for Windows\Documents\E6458501.X01

@



iii. Amendment files
If changes are required to entries after the file has been submitted, an amendment file must be
produced. In this example James Phillips has been removed from the English Literature group.

= Once amendments have been made, open the Export Exam Entries/Amendments routine again
and this time select Exam Amendments. Print the report again.

The Camelot School External Exams Exams Officer
A Exam Amendments ExAlS
Exam Board 01 OCR Exam Series6A Series 6a Centre Number 64595
Candidate no Candidate name Unigue candidate id  Status Sex Date of birth Optional centre no  Optional candidate no
1012 PHILLIPS:JAMES DAVID 645950141012W C W 13/03/1997
Exams Withdrawn
ABGAH ENG LIT: LIT HRTG PROSE & PTRY (HGH) Y
AT0TH FREMNCH: LISTENING HIGHER N
AT02A FRENCH: SPEAKING OCR REPOSITORY N
ATO3H FRENCH: READING HIGHER N
AT04 FRENCH: WRITING N
AT3ITH GEOQG A CNTMPRY THMS GEOG WRTN (HGH) N

Note that it now shows only those candidates where amendments have been made, and that the
Withdrawn flag is shown as Y for the English Literature paper.

= Click on Update as previously.

- 1
Information &J

5 total entries, 1 total pupils.

File created: C:\Program Files (xB6)\WCBS\Pass for Windows\Documents\AG459501.x01

h

Note that the file prefix is now A for Amendments rather than E for Entries. Subsequent Amendment files
will increment the numeric suffix, i.e. A6459501.X02.

iv. Export SQA Entries/Amendments

This routine will create an entry file for SQA exams, and works in a very similar way to the JCQ
example shown above.

) Export SQA Exam Entry/Amendments = | B |t S|

Updame Print  Stop  Help
Entries/Amendments

‘@ Exam entries

"' Exam amendments

5S0A Exam Entiies and Amendments

Eram entries will create an smi file containing all candidates fram the centre to be entered for S04 exams. If separate sex -
centres are used, then bwa files will be required. if any of the data is incorect or unsuitable for entry submission, then an

enor report is generated and the affected candidates excluded fram the sml entry file, This can be verified in advance by

usging the print button to produce appropriate reports.

Exam amendments will output all the entries for candidates who have had amendments made to their exam entries since
the: last entry or amendment file autput.

Use the print button to check eram entries and amendments before creating the output file.

<

Print the SQA exam output report

The key differences are that there is no selection option for the Awarding Body and series as this is
not required, and that the report is listed in Course order rather than Candidate order.



bASS

The Camelot School External Exams Exams Officer
zA Export SQA Exam Entries: Print EXANS

Centre Number 888555

SQA Candidate Ho. Candidate Name Date of Birth Form Code Description Level Completion Date

141001019 ADAMS, Lauren Sally 04/01/1897 114 coo? Biology 10 3105/2014

141001035 BASTOMN-SMYTHE, Henrietta Chai 041/08/1987 1A coo? Biology 10 310572014

141001043 BOUILLON, Louis Josef Albert Co 18/04/1997 1A coo7 Biology 10 3105/2014

141001086 BURGESS, Andrew Peter 04/05/1897 114 coo? Biology 10 3105/2014

141001108 CHARLES, Mary 11/021897 1A coo? Biology 10 310572014

141001132 MASON, Mary 22/031997 1A coo7 Biology 10 3105/2014

141001019 ADAMS, Lauren Sally 04/01/1897 114 D023 Health and Technology 10 3105/2014

141001035 BASTOMN-SMYTHE, Henrietta Chai 041/08/1987 1A D023 Health and Technology 10 310572014

141001043 BOUILLON, Louis Josef Albert Co 18/04/1987 114 D023 Health and Technology 10 3105/2014

141001086 BURGESS, Andrew Peter 04/05/1897 114 D023 Health and Technology 10 3105/2014

141001108 CHARLES, Mary 11/021897 1A D023 Health and Technology 10 310572014

141001132 MASON, Mary 22/0311997 114 D023 Health and Technology 10 31/05/2014

-
Information - M

SQA Entries Update file saved to

C\Program Files (x86)\WCBS\Pass for Windows\Documents\888555_03012014 105432 xml

o]

= Click on Update to produce the Entries file as before. The format is as shown below.

f) Results Entry (PASS Routines) — Forecast Grades, Coursework, SQA Estimates, SQA

Unit Results

These routines all use a similar entry screen to allow the entry of results to the system, which will
then be submitted to the JCQ Awarding Organisation or SQA as required. The routines available in
PASS are designed to be used by the Exams Officer or SQA Coordinator. There are now routines in
3Sys to allow set teachers to enter Forecast Grades, SQA Unit Results and SQA Estimates.

The results are entered in the Assessment section of the External Exams module.

| = Aszessment
. e AT Forecast Grades
e A Course Work
- A Exam Results
L A S04 Unit Besults
Lo AT S0 Estimates

Examples of each entry screen are shown here:

i. Forecast Grades

Selection Grid:

o/ Forecast Pupil Grades

090009600

© First Prev. Edit

Exam board 01 ~ 0OCR Exam series G4 ~ Series Ba
Type the Board or select from list 01 Records: 00012
mBoald Series |Exam Code |Gmup Code |Description |
1]} B& 2126 Bat1 2612 ART & DESIGM: CRTCL & CHNTXT OCR TASK
[1]] =8 ABE4H BaAEE4H12 ENG LIT: LIT HRTG PROSE & PTRY (HGH)
»m BAA7OTH12 FRENCH: LISTENING HIGHER

WCRS




Entry screen:

e P T T— E B R -
!/ Pupil Forecast Grade Entry &

VWLV

| Updste Print  Stop  Help
FRENCH: LISTENING HIGHER

@ Candidate No| Unique Candidate N0|Candidate MHame 1st Forecast Grade
b [ 1000 B459501 410002 ADAMSLAUREN SALLY -
| 1001 £45950141001D ASHMAN: TIMOTHY GEORGE s Gradea a
1004 £453501 410045 BRIGES: THOMAS tw/ILLIAM 3 Grade 2
~ |15 F453501 410055 BURIGES5:AMANDA JANE b Gradsb .
| roo7 5459501410077 CAVENDISH:MAR'Y 3 g:ﬂ: 3
4 |__J100s 5453501 41008E CHARLES:MAR'Y . Grade &
__|1009 £45350141009L JACKSOM:HELEN MARY ; Grade |
__|1mo 5453501 41010E KENNED'Y:DONALD g Grade g -
__ 1o E45350141011L MASON:MARY
G E453501 4101 2w/ PHILLIPS:JAMES DAVID

Note that the grades offered will be determined by the gradeset linked to the exam option.

Course Work

Again, the grid list offers only those options where coursework is required. The entry screen looks
like this:

Enter Pupil C k M Grad
o Enter Pupil Coursework Marks/Grades & 4

WOV

| Update Print Stop  Help
FRENCH: WRITING

FRENCH: WRITING CONTROLLED ASSESSMN

| Mark | Previous Series

(4] Candidate No|Unique Candidate Mo|Mame |Status

> 1000 6455501471000 ADAME LAUREN SALLY Mizsing mark or grade
10071 6453501410010 ASHMAN:TIMOTHY GEORGE Mizsing mark or grade
1004 6455501410048 BRIGGS: THOMAS WILLIAM Mizsing mark or grade
1005 6453501410053G BURGESS:AMANDA JANE Mizsing mark or grade

1007 | 645550141007
1003 £45550141008E
1003 6453501410030
1010/ 645550141010E
10711 6455501410111
1012 64595014101 28w

CAVEMDISH:MARY
CHARLES: MARY
JACKSOM:HELEN MARY
KENNEDY:DONALD
MASON:MARY
PHILLIPS:JAMES DaYID

Mizzsing mark or grade
Mizzing mark. or grade
Mizzing mark or grade
Mizzing mark or grade
Mizzing mark. or grade
Mizzing mark or grade

iiii. SQA Unit Results

Grid Listing:
& SQA Units T — -—— h =HAcl  X]

000000B00

First  Prev.  Edit Search Print  Stop  Help

Type the Exam Board or select from list Fecords: 00012 =
[#]Enam Board|Exam Series|C: Code| Exam Level
] CO0710
50 sq 00710 10 10 a0 Biotechnological Industries
50 sq 00710 10 CO071012  DO2SI0 10 90 Giowing Flants
|50 sq CO5310 0 COS91012 D330 10 a0 French: Personal and Social Language
_|s0 50 05310 10 COS9IMIZ D370 10 a0 French: Transactional L anguage
_|s0 50 05310 10 COS3I012 D330 10 a0 French: Language in Work
_|s0 50 06310 10 Physics COE9I0IZ D3P0 10 a0 Telecommunications
_|s0 50 06310 10 Physics COE9I0IZ  D3F410 10 a0 Practical Electicity
_|s0 50 COB310 10 Physics COGIINZ  DIFEI0 10 El| Radiations
_ |50 s COE310 10 Physics COBSINZ  D3PEI0 10 0 Sound and Music
50 D) COB310 10 Physice COESIOIZ  D3F7I0 10 90 Movement
50 sq COB310 10 Physics COESIOIZ D380 10 90 Elscionics

All applicable units are listed.

(I 1]



Entry screen:

e — T ——
o/ SQA Unit Results Entry - - — = S

©O099 -

Print  Stop  Help Search

Biology Health and Technology
Fecords: 00006
[4]Name |SQA Candidate No| Gendes| Centre No|Section |Date Sent | Grade -
¥ | ADAMS, Lauren Sally 141001019 F 888555 Key Stage 4 -
BASTON-SMYTHE. Henistta Charlotte Amnes 141001035 F 888555 KeyStags4 [
BOUILLON, Louis Joset Albert Cameilus 141001043 M 009555 Key Stage 4 P
BURGESS, Andrew Peter 141001088 M 888555 Key Stage 4 P
CHARLES. Mary 141001108 F 888555 Key Stags 4 P L
MASON, Mary 141001132 F 009555 Key Stage 4 P 1

[

Note the inclusion of the Mark All option on this screen. This allows all candidates to be awarded the
same value (and SQA Units usually use Pass or Fail options only) once the first candidate’s grade has
been entered.

iv. SQA Estimates

Estimates are available for SQA ‘X’ coded options.

e — T ——
o/ SQA Exam Estimates Entry y— - — - = i

Update Print Stop  Help Search
X00710 Biology
Records: D000
+|Candidate Candidate o |Gender|Centre No|Section Exam Code|Unit Code | Desoription |Estimate] -
) [Adams, Lauren 141001013 F 8655 Kep Stage ¢ o070 #0071 Biclogy -
—_|BastonSmythe, Henriztia 141001035 F 806555 Kep Stage # COOTI0 H00710 Bialagy 0 NONE a
—|Bouilan, Louis 141001043 [ 88555 KeyStage # CoovI0 ¥007io Biology 1Band 1 1
| Burgess, Andrew 141001086 M 983555 Kep Slage ¢ COO710 XOOFID Biglogy 2Band 2 5
| Chiares, Mary 141001108 F 808555 KepStage ¢ Coovio %00710 Bicloay 3 g::z 3
|~ IMason, Mary 141001132 F 8555 KeyStage 4 CoovIo ¥007i0 Biology = B s
§Band &
7Band 7 -
V. Exam Results

Exam results are normally imported using the Results Import routine, but in some cases it is
necessary to amend the results and this can be done using this screen.

g) Results Import

There are separate JCQ and SQA routines for results import.

o8 @
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i. JCQ Results Import

) Import Exam Results

Exam board 01 + OCH

Exam series B4 v GeriesBa

Visible from 05/01/2014 11:12:14 -

Results file E]

Select the exam board

Once results have been downloaded from the Awarding Body’s website, they should be saved to the
External Exams\Input folder and selected from the above screen. Note that the Open File dialog box
will have the filename partially completed as with the Basedata Import routines, depending on the
Board and Series selected in the above screen.

The Visible from field determines when the results will be visible in modules other than the External
Exams module, such as Pupil Inquiry in both PASS and 3Sys.

ii. SQA Results Import

o Import SQA Exam Results C=NEES —x

Options
Exam board SHa

Exam series 50Q

Visible from date LElEENERRRISE

Results file E]

Progress

| |
I ]

Select the date and time from which the results will be visible in Pupil Inquiry

This screen follows the same pattern as the JCQ import screen but the Board and series are not
selectable.

(13
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7. Results Entry — 3Sys Routines: JCQ Forecast Grades

a)  User Profile Permissions

As with all new functionality in 3Sys, the Profile permissions are supplied as disabled. It is therefore
necessary for a system administrator to enable the permissions as required via Setup, Users and
Profiles, Profiles. Select the required Profile and select Edit.

The JCQ Forecast Grades section is at the end of the list.

¥ JCQ Forecast Grades

Read: ¥ Write: ¥
Please note: Read permission must be granted prior to granting Write permission.

= Tick the checkboxes as required, and then click Save.

b)  All Functions Icon and Tab Set Inclusion

Once the permissions have been granted in the Profile, the JCQ Forecast Grades icon will appear in
the All Functions tab:

JCQ Forecast Grades

= |f required, you can add this function to tab sets.
= Select: Setup > Desktop Management > Tab Sets

The function will be listed in the Available functions section:

Functions

[# New Tab |

| § Accidents

# Documents

mail

i§ External Exam Results

# JCQ Forecast Grades

# Mark Entry

i Medical Consent

i Names

[ |

|
|
|
| i Marking Schemes
|
|
|

otification Categories

otifications

| # Personal Documents

|
|
|
|
|
|
|
|
i Mark Inguiry |
|
|
|
|
|
|
|

| ¢ Prospective Pupils

4

 Academic [x[#]
i School Reports -
i JCQ Forecast Grades { / I
] i Events - Pupil \ |, |
[ # Markbook Tasks ~N |
l i SQA Unit Results & Estimates |
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Drag the function to the required Tab Set on the right-hand side of the page.
Click on Save to save the changes.

The Tab Set will now include the new function:

Home

¢ Academic

Timetable

smart, supoorive

People

DIRECTO

Pupil Groups

R OF STUDIES

School \ Academic

T — It Y e O D o
School Reports | JCQ Forecast Grades | Events - Pupil ; Markbook Tasks |

All Functions

|

c)

Search Options

On selecting the function from the All Functions page or the Tab Set, a default search screen will be
shown. The default group type is Exam Group as shown below:

1CQ Forecast Grades

~ Filters

Awarding Organisation:

Subject:

Search

Exam Series: ¥,

Group code

JCQ Forecast Grades

Search by Subject Set

=

Actions

View
View
View
View
View
View
View
View
View

View

Edit 65246310
Edit 68250910
Edit 68251010
Edit 68251110
Edit 68389010
Edit 68472110
Edit 68472210
Edit 68472310
Edit 68472410
Edit 68472510

Group code ~

Description

ANCIENT HIST:SOURCE STUDY 2:RMN HIST
COMPUTING: SYSTEMS S/WARE MECHANISMS
COMPUTING: COMPUTING PROJECT
COMPUTING: INTEGRATED INFO. SYSTEMS
MATHEMATICS

MATHS
MATHS:
MATHS:
MATHS:

MATHS:

Records Per Page [ 10 ¥

CORE MATHEMATICS 1
CORE MATHEMATICS 2
CORE MATHEMATICS 3
CORE MATHEMATICS 4

FURTHER PURE MATHEMATICS 1

Awarding Organisation

Course code
2463
2509
2510
2511
3890
4721
4722
4723
4724
4725

Exam Series

Showing 1 - 10 of 104 Records

Subject Academic Year Pupil count
History 2013 0
Information Technology 2013 3
Information Technology 2013 3
Information Technology 2013 13
Mathematics 2013 0
Mathematics 2013 12
Mathematics 2013 1
Mathematics 2013 4
Mathematics 2013 1
Mathematics 2013 1
Page| 1 |of11

Search filters are offered for Awarding Organisation, Exam Series, Group Code and Subject.

Click on View or Edit to open a read only or editable page for the selected group.

= To change the Search view, to Search by Subject Set, click on the | search by subject set | button.

JCQ Forecast Grades

~ Filters

Awarding Organisation:

Teacher:

Search

Exam Series: v

Set code:

JCQ Forecast Grades

Search by Exam Groups

Actions  Set Code

View
View
View
View
View
View
View
View
View
View
View
View
View
View

Edit BI13C1
Edit BI13C1
Edit BI13C1
Edit BI13C1
Edit BI13C1
Edit BI13C1
Edit BS13E1
Edit BS13E1
Edit BS13E1
Edit BS13E1
Edit BS13E1
Edit BS13E1
Edit CH11A1
Edit CH13C1

Subject set
Biclogy Y 13 BIk C 1
Biology Y 13 8lk C 1
Biology Y 13 Bk C 1
Biology Y 13 Blk C 1
Biology Y 13 Blk C 1
Biology Y 13 8Ik C 1

Business Studies Year 13 Block E Set 1
Business Studies Year 13 Block E Set 1
Business Studies Year 13 Block E Set 1
Business Studies Year 13 Block E Set 1
Business Studies Year 13 Block E Set 1
Business Studies Year 13 Block E Set 1
Chemistry Year 11 Block A Set 1

Chemistry Year 13 Block C Set 1

Teacher
WRIGHT, Diana
WRIGHT, Diana
WRIGHT, Diana
WRIGHT, Diana
WRIGHT, Diana
WRIGHT, Diana
ANDREWS, Elllie J
ANDREWS, Elllie 1
ANDREWS, Elllie J
ANDREWS, Elllie J
ANDREWS, Elllie 1
ANDREWS, Elllie J
BRIGGS, Johnathan M
HAZELDON, Amanda

Awarding Organisation
ocr

ocr

ocr

ocr

ocr

ocr

ocr

ocr

ocr

ocr

ocr

ocR

EDEXCEL GCSE
ocr

Exam Series
[5:3
68
68
(33
68

Exam Description

BIOLOGY:
BIOLOGY:
BIOLOGY:
BIOLOGY:
BIOLOGY:

BIOLOGY

CELLS, EXCHANGE & TRANSPORT
COMMNCTN, HMSTSS & ENRGY
CONTROL, GENOMES & ENVRNMNT
PRCTCL SKILLS IN BIOLOGY 1
PRCTCL SKILLS IN BIOLOGY 2

B8US STUDIES: ACCOUNTING
BUS STUDIES: BUSINESS PRODUCTION
BUS STUDIES: MARKETING

BUS STUDIES: PEOPLE IN ORGANISATIONS
BUS STUDIES: STRATEGIC MANAGEMENT
BUSINESS STUDIES

CHEMISTRY

CHEMISTRY A

Search filters are offered for Awarding Organisation, Exam Series, Set Code, and Teacher.

Click on View or Edit to open a read only or editable page for the selected set.

)
|
Pupil count |

Please note: A set may appear more than once in the list if there are pupils in the set entered for

more than one exam option.

WCRS:#



d) Edit Page — Exam Group

I
| JCQ Forecast Grades
| Exam Group

Edit | Save & Stay || Save and Exit || Cancel |

MATHS: CORE MATHEMATICS 1

4721: Mathematics

Candidate Candidate No. uct

ADAMS, LAUREN SALLY 2018 646300019205K

ALLAN, SAMANTHA E 2019 646300010001K

ALLAN, TOM 0016 645950070016L

BARRETT, LYNDSEY 0053 645950090053C

BATES, KAREN JANE 0056 645950090056A

BUTTERWORTH, JANINE 2022 646300010004K

DURHAM, JAMES HENRY 0017 645950090017X

FELSTED, IAN GERARD 0055 645950090055

KENT, ALICE 6500 645950046500

LAWSON, JENNIFER ANN 0058 645950090058M

MOODY, JOHN PATRICK 0059 645950090059X

THOMPSON, MELANIE JANE 0054 645950090054H
Save & Stay || Save and Exit || Cancel

v

Forecast Grade

Grade a

Grade c

Grade c

Grade a

Grade b

Grade b

Grade c

Grade a

Grade b

Grade a

Grade b

The page shows the Candidate Name, Candidate Number and UCI for each pupil, and then a column

for the forecast grade.

If a forecast grade has already been submitted to the awarding organisation for any pupil, the result

will be shown without an edit option.

= Hovering over the @ symbol shows the date that the result was submitted.

| JCQ Forecast Grades

Exam Group

Edit Save & Stay || Save and Exit || Cancel

| MATHS: CORE MATHEMATICS 1
4721: Mathematics

Candidate Candidate No. ucr

| ADAMS, LAUREN SALLY 2018 646300019205K
ALLAN, SAMANTHA E 2018 646300010001K
|ALLAN, TOM 0016 645950070016L.
| BARRETT, LYNDSEY 0053 645950090053C
BATES, KAREN JANE 0056 6459500900564
BUTTERWORTH, JANINE 2022 646300010004K
| DURHAM, JAMES HENRY 0017 645950090017X
| FELSTED, IAN GERARD 0055 645950090055T
| KENT, ALICE 6500 645950046500T
LAWSON, JENNIFER ANN 0058 645950090058M
| MOODY, JOHN PATRICK 0059 645950090059X

THOMPSON, MELANIE JANE 0054 645950090054H

Save & Stay || Save and Exit || Cancel

The dropdown box at the top of the column will update all empty cells in the column with the

selected value.

The available values in the dropdown list will be taken from the Gradeset linked to the exam

component.

= Click on Save & Stay to save the results and remain on the current page.
= Click on Save and Exit to save the results and exit to the Search page.
= Click on Cancel to exit without saving any changes.

e) Edit Page — Subject Set Entry

This page is similar to the Exam Group version. It should be noted that the completion of a subject

v

Forecast Grade

Grade a
Grade ¢
Grade ¢
Grade a
Grade b
Grade b
Grade ¢
Grade a
Grade b
Grade a
Grade b

v

set entry for an exam may not complete the results entry for all pupils in the exam group if the exam

group is made up of pupils from multiple subject sets.

(1 1)
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JCQ Forecast Grades
Subject set / Exam Group

Edit Save & Stay || Save and Exit || Cancel |

BI13C1: Biology Y 13 Blk C 1
BIOLOGY: CONTROL, GENOMES & ENVRNMNT

F215: Biology <

Candidate Candidate No. ucr Forecast Grade
BATES, KAREN JANE 0056 6459500900564 v
BUTTERWORTH, JANINE 2022 646300010004K v
FELSTED, IAN GERARD 0055 645950090055T v
KENNY, NIAMH MARY 0057 645950090057F v
MOODY, JOHN PATRICK 0059 645950090059X v

Save & Stay || Save and Exit || Cancel

f) View Page — Exam Group

Note that the Edit button will only be available if the user has Write permission enabled for the JCQ
Forecast Grade Entry routine.

This provides a read only version of the results page so that teachers are able to see the results that
have been entered. They will also be able to see when the results have been submitted if they have
been submitted to the Awarding Organisations.

ICQ) 3cq Forecast Grades
| ¥ Exam Group

Detail | Search || Edit

MATHS: CORE MATHEMATICS 1
4721: Mathematics

Candidate Candidate No. ucr Forecast Grade
ADAMS, LAUREN SALLY 2018 646300019205K

ALLAN, SAMANTHA E 2019 646300010001K Grade a @
ALLAN, TOM 0016 645950070016L Grade ¢ @
BARRETT, LYNDSEY 0053 645950090053C Gradec @
BATES, KAREN JANE 0056 645950090056A Grade a @
BUTTERWORTH, JANINE 2022 646300010004K Gradeb @
DURHAM, JAMES HENRY 0017 645950090017X Gradeb @
FELSTED, IAN GERARD 0055 645950090055T Grade ¢ @
KENT, ALICE 6500 645950046500T Gradea @
LAWSON, JENNIFER ANN 0058 645950090058M Gradeb @
MOQDY, JOHN PATRICK 0059 645950090059% Grade a @
‘THOMPSON, MELANIE JANE 0054 645950090054H Gradeb @

| search || Edit

g) View Page - Subject Set

@ JCQ Forecast Grades.
@ Subject set / Exam Group

| petail Search || edit |

BI13C1: Biology Y 13 Blk C 1
BIOLOGY: CELLS, EXCHANGE & TRANSPORT
F211: Biology

Candidate Candidate No. uct Forecast Grade
BATES, KAREN JANE 0056 645950090056A Gradec @
BUTTERWORTH, JANINE 2022 646300010004K
FELSTED, IAN GERARD 0055 645950090055T Gradea @
KENNY, NIAMH MARY 0057 645950090057F
MOODY, JOHN PATRICK 0059 645550090059X

| search || Edit |

This provides the same view but for a subject set.

Please note: The Edit button will only be available if the user has Write permission enabled for the
JCQ Forecast Grades Entry Routine.
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8. Results Entry - 3Sys Routines: SQA Unit Results and
Estimates Entry

a) User Profile Permissions
As with all new functionality in 3Sys, the Profile permissions are supplied as disabled. It is therefore

necessary for a system administrator to enable the permissions as required via:

= Setup > Users and Profiles > Profiles
= Select the required Profile and then select Edit.

The SQA Unit Results and Estimates section is at the end of the list.

¥ SQA Unit Results & Estimates

Read: ¥ write: ¥

Please note: Read permission must be granted prior to granting Write permission.

= Tick the checkboxes as required, and then click on Save.

b)  All Functions Icon and Tab Set Inclusion

Once the permissions have been granted in the Profile, the SQA Unit Results and Estimates icon will
appear in the All Functions tab.

SQA Unit Results & Estimates
A

If required, you can add this functionality to tab sets by selecting:
= Setup > Desktop Management > Tab Sets

The function will be listed in the Available functions section:

Functions

[& New Tab |

-

| & Email

\ # External Exam Results

|'# 3cQ Forecast Grades
| & Mark Entry

| # Mark Inquiry

| & Marking Schemes

|
]
|
|
|
]
|
] i Names \
|
]
i
|
|
]

dical Consent

| # Notification Categories

ifications

Personal Documents

l:- Prospective Pupils

| i Relationships

" Special Need Reviews

| # Special Needs |
—

|’ SQA Unit Results & Estimates [I%

i School Reports

i Events - Pupil

i Markbook Tasks
i SQA Unit Results & Estimates€_
N

Save I Cancel-
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= Drag the function to the required Tab Set on the right-hand side of the page.
= Click on Save to save the changes.
= The Tab Set will now include the new function.

3 ¢ Academic

gomless, smart, supporive DIRECTCR OF STUDIES

Home Timetable People Pupil Groups School I Academic l All Functions

School Reports ! Events - Pupil i Markbook Tasks l SQA Unit Results & Estimates

c) Search Options

= On selecting the function from the All Functions page or the Tab Set, a default search screen will
be shown.

The default Group Type is Exam Group, as shown below.

|_SQA Unit Results & Estimates

~ Filters
Group code Course code: Subject:
Search 4
| QA unit Results & Estimates | search by Subject Set =
Description Subject Pupil count
siology f
Chemsiry s
Economics
French s
Physics Physics
Geography Geography
Geography Geography
Business Management Business Studies s
engiish caronz Engiish s
Records Per Page | 25 Vv Showing 1 - 9 of $ Records Page| 1 |of1l

= Search filters are offered for Group Code, Course Code and Subject.
= Click on View or Edit to open a read only or editable page for the selected group.
To change the Search view to Search by Subject Set, click on the | search by subject set | button.

SQA Unit Results & Estimates

~ Filters.

Set code: Teacher: Course code:

ey 4
SQA Unit Results & Estimates | Search by Exam Groups =
Actions  Set code Subject set Teacher Pupil count
View a1 WRIGHT, Diana 1
View BRIGGS, Johnathan M 3
View BRYANT, Melarie 1
View Edit BRYANT, Melanie 3
View  Edit BRYANT, Melarie
View  Edit RANKIN, Katie

- v Records Per Page | 10 ¥ Showing 1 - 6 of 6 Records Page| 1 |of1

= Search filters are offered for Set Code, Teacher and Course Code.
= Click on View or Edit to open a read only or editable page for the selected set.

Please note: A set may appear more than once in the list if there are pupils in the set entered for

more than one course.

d) Edit Page — Exam Group

SQA Unit Results & Estimates
Exam Group

Edit Save & Stay || Save and Exit || Cancel

4
Al
Geography DF3C12 DFa312 DF412 x20812

€20812: Geography Geography: Physical Environments Geography: Human Environments Geography: Environmental Interactions Geography
v v v v
Candidate SCN Gender Results Results Results Estimates
Ouncan, Kirsty 101000494 F rass @ sanda v
Heginbotham, Mary 101000508 F v sand3 v
Sorrell, Elspeth 101000524 F Bands v
Trinder, Joanna 101000532 F Sand4 v

Save & Stay || Save and Exit || Cancel
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= The above page shows the Scottish Candidate Surname and Forename, the SCN and Gender for
each pupil, and then details of each Unit and Exam within the course.

If a Unit Result or Estimate has already been submitted to SQA for any pupil, the result will be shown

without an edit option.

* Hovering over @ thesymbol will show the date the result was submitted.

= The dropdown box at the top of each column will update all empty cells in the column with the
selected value.

= The available values in the dropdown list will be taken from the Gradeset linked to the exam unit.
In the case of Units this will normally be Pass or Fail. lin the case of Estimates this will be 1-9, but
this may vary in the future.

= Click on Save and Stay to save the results and remain on the current page.
= Click on Save and Exit to save the results and exit to the Search page.

= Click on Cancel to exit without saving any changes.

Pupil Not Entered for Unit:
In some cases a pupil will not be entered for all units within a course. This is shown below:

A} SQA Unit Results & Estimates
Exam Group

nnnnnnn 002912 003012 003112 X00712
€00712: Biology Cell Biology Genetics and Adaptation Control and Regulation siology

Candidate scn Gender Results Results Results Estimates

Pass @ | Ih»:» v

In this example, Laura Davis in not entered for the Control and Regulation unit (the unit is shown
greyed out).

e) Edit Page — Subject Set Entry

This page is largely similar to the Exam Group version, but it should be noted that the completion of
a subject set entry for a course may not complete the results entry for all pupils in the exam group, if
the exam group is made up of pupils from multiple subject sets.

% SQA Unit Results & Estimates
W subject set / Exam Group

Edit Save & Stay || Save and Exit || Cancel

BI12C1: Biology Year 12 Block C Set 1 D02912 D03012 D03112 X00712
Biolo Cell Biology Genetics and Adaptation Control and Regulation Biology

€00712: Biology
Candidate scN ender Results Results Results Estimates
101000494

pass @ Pass @ Pass @ Band2 v

8
101000478 F pass v pass @ Band3 v
F
F Pass @ Fil v Pass @ Band 4 v

Sorrell, Elspeth 101000524

Save & Stay || Save and Exit || cancel

In this instance, Unit Results have been submitted for some pupils, one pupil is not entered for the
Control and Regulation unit (as described above), and Estimates have been entered but not
submitted for all pupils. These estimates may be edited, if required, prior to submission.
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f) View Page — Exam Group

SQA Unit Results & Estimates
Exam Group

Detail Search || Edit | :
{

Geography DFas13 DF4913 DF4A13 x20813

€20813: Geography Geographical Study Geographical Issues Geographical Methods and Techniques Geography

Candidate SCN Gender Results Results Results Estimates

Adams, Lauren 101000001 F pass @ rass @ pass @ sand 2

Allan, Samantha 101000028 F Pass @ Pass @ Pass @ Band 3

Allan, Tom 101000036 M pass @ Pass @ pPass @ 8and 2

Duncan, Kirsty 101000494 F Pass @ Pass @ Pass @

Heginbotham, Mary 101000508 F Pass © Pass © pass @

Sorrell, Elspeth 101000524 F Pass @ Pass @ Pass @

Trinder, Joanna 101000532 £ pass @ pass @ Pass @

Watson, Emily F rass @ rass @ pass @ sand 4

| search || edit|

Please note: The Edit button will only be available if the user has Write permission enabled for the
SQA Unit Results and Estimates routine.

This provides a read only version of the results page so that teachers are able to see the results that
have been entered. They will also be able to see when the results have been submitted, if they have
been submitted to SQA.

g) View Page — Subject Set

SQA Unit Results & Estimates
Subject set / Exam Group

Detail Search || Edit
GG12B1: Geography Year 12 Block B Set 1 DFa813 DF4913 DF4AL3 X20813
Geography Geographical Study Geographical Issues Geographical Methods and Techniques Geography

€20813: Geography

Candidate scN Gender Results Results Results

Estimates
Duncan, Kirsty 101000494 F pass @ pass @ pass @

Sorrell, Elspeth 101000524 F pass @ pass @ pass @

Trinder, Joanna 101000532 F pass @ rass @ pass @

Watsen, Emily £ rass @ ress @ rass © sand 4

Search || Edit

This provides the same view but for a subject set.

Please note: The Edit button will only be available if the user has Write permission enabled for the
SQA Unit Results and the Estimates routine.

h)  Resubmission of Results

If changes are required to any results that have already been submitted, the SQA Coordinator must
use the routines as shown below in the External Exams Module of PASS.

- — . ——

<7 SOA File Reset
T Q Reset SOA Reaistrations

— | ) -

&) Reset 504 Unit Results

& Reset SOA Estimates

WCRSE
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Select the required result type and the following screen is shown:

-

.
o/ Reset SQA Unit Results [ESREER 5

VWe0e

° Update Print Stop  Help

Data to reset generated on

‘ % Unit Rezultz To Reszet

Select the date the unit results file was created

Enter the date on which the results files were submitted.
Next, click on the Unit Results to Reset button to display the list of results.

r - — =
/ Reset SQA Unit Results w=n|sE)s
—— s A ‘ gl

@@@@@@@@@

3 First Prev. Update MNext Last Search Print Stop Help

Type the Exam Code or select from list Records: 00112
(4 Exam Code Unit Code Description SQA Candidate No Name Result Selected B
(37 - Bl D03012  JBology o078 [DAVIS e P | __E N
D02312  Biology 101000454 DUNCAN, Kirsty P [} i‘
) | D03012 | Biology 101000454 DUNCAN, Kirsty P ]}
D03112 Biology 101000454  DUNCAN, Kirsty P 0o
97092127 D02912 Biology 101000516 JONES Mary P [}
C00712  D03012  Biology 101000516 JONES Mary P ]}
C00712  D03112  Biology 101000516 JONES Mary P ]
C00712  D02912  Biology 101000524 SORRELL, Bispeth P [
_|D03112 Biology 101000524 | SORRELL, Elspeth P [
D02912 Biology 101000532 TRINDER, Joanna P [
) |D03012 Biology 101000532 TRINDER, Joanna P ]
) DO3112 Biology 101000532 ' TRINDER, Joanna P [
C01212  D06312  Chemistry 101000478 |DAVIS, Laura P =]
C01212  D07012  Chemistry 101000478 DAVIS, Laura P [}
C01212  DO7112  Chemistry 101000478 DAVIS, Laura P m
C01212  DO06912  Chemistry 101000494 DUNCAN, Kirsty P [ '
C01212  D07012  Chemistry 101000494 DUNCAN, Kirsty P = v
< \71 »
) Select All @ Deselect All

Select column heading to sort, or select record to edit

Select the required results and then click on Update (this will remove the submission date and
allow editing of the results). Please note: This does not delete the results themselves.

Page 44




PASS i

i) Candidate is Withdrawn from Exam but Remains Enrolled for Units

It is possible to remove a candidate from an Exam, but not to delete the Unit records. This may occur
if a candidate defers the taking of the exam until the next session, for any reason.

In this case, when the candidate is deleted from the Exam Group in PASS (in the conventional
manner), the following message will be displayed:

-
Warning

L Do you want to also withdraw the selected pupils
J_l& from the units associated with this course?

=] |

No

= |f this question is answered No, the records will remain for the candidate’s unit enrolments. As
such, in the Exam Group record in PASS, the candidate will no longer be shown in the Pupils tab
but will be shown in red in the Pupil Units tab.

The Exam record (the code begins with X) will have been deleted from the candidate’s record.

- ——

-

- o

& Exam Group Entry ‘ = x|
0000000000
7 Amended By: SUPER
First  Prev. Add  Update Delete Mext Last Print  Stop  Help
{ Group Details | Pupls | Unit Override | Pupil Units | Notes |
Exam board  Scottish Qualffications Authority Exam series  Scottish Exams @
Code 0631213 Description  Spanish Records: 00007
(4! SCN Pupil Code Name Gender Form Year Special Requirements E-Mail Address Extra time for »
» WAT002 | WATSON, Emiy K Female --_
101000486 DAV002 DAVIS, Sarah Female Davis_S@camelot.somerset schuk [N 7
101000454 DUN020 DUNCAN, Kirsty Female 12 12 K_Duncan@camelot.somerset sch.uk N
101000508 HEGO001 HEGINBOTHAM, Mary Female 12 12 Heginbotham_M@camelot somerset.sc N
101000516 | JONOO3 JONES, Mary Female (12 12 Jones_M@camelot somerset.sch.uk [N
101000524  SOR020 SORRELL, Bispeth Female 12 12 E_Somell@camelot somerset.schuk N =
101000532 TRI020 TRINDER, Joanna Female 12 12 J_Trinder@camelot somerset.sch.uk [N

Exam board  Scottish Qualffications Authority

Exam series  Scottish Exams

DAV001 |DAVIS, Laura

DAV002 |DAVIS, Sarsh
DUNOD20 | DUNCAN, Kirsty
HEG001 HEGINBOTHAM, Mary

| 4lJONDD3  |JONES. Mary

| | SOR020 SORRELL, Elspeth
|

Code C0631213 Description  Spanish
Pupils
Code  Name Withdrawn SCN  Completion Date  SQA Finish Date  Year

Y 101000478 31/05/2014 12
N 101000486 31/05/2014 112
N 1101000494 31/05/2014 12
N 101000508 31/05/2014

___

101000524 31/05/2014
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In 3Sys, the entry screens are shown as below:

@ SQA Unit Results & Estimates.
Exam Group

Edit Save & Stay || Seve and Exit || Cancel

Spanish 048212 48312 048512 X06312
Spanish: Language In Work Spanish: Language Spanish: Extended Reading/Viewing Spanish

Gender Results Results Results Estimates

Save & Stay || Save and Bxt | Cancel

The Exam Group screen is shown, but the same applies to the Subject Set view. It is, therefore,
possible to enter Unit Results but not Estimates for the pupils who have been withdrawn from the
exam.

i) SQA Unit Results and Estimates Entry in 3Sys — Treatment of Free Standing Units

One of the key differences between SQA and JCQ exams is the ability for a candidate in an exam
group to be enrolled for a unit which is not linked to the Course.

The entry and Inquiry screens for this are shown in the illustrations below:

Entry by Exam Group:

SQA Unit Results & Estimates
v

Exam Group

Edit | Save & Stay i‘ Save and Exit || Cancel |
Spanish D48211 D48212 D48312 D48512 X06312
C€06312: Spanish S ish: L in ish: L in ish ish: Extended Spanish
Work Work L ding/Viewing
v v v v
Candidate SCN Gender Results Results Results Results Estimates

Davis, Laura

101000478 F

Davis, Sarah

101000486 F

Duncan, Kirsty
Heginbotham, Mary
Jones, Mary
Sorrell, Elspeth

Trinder, Joanna

Wake-Hurst,
Melanie

Watson, Emily

101000494 F

101000508 F

101000516 F

101000524 F

101000532 F

101000540 F

F

v

| Save & Stay | Save and Exit | Cancel |

v

v

v

v

v

v

In this example, Sarah Davis has been entered for the lower level (11) version of the D482 Spanish:
Language in Work unit. She has been withdrawn from the level 12 (D48212) unit; which is correctly

shown greyed out in the illustration. An additional column has been added to the grid to show the
correct unit.
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Entry by Subject Set:

7
7 SQA Unit Results & Estimates
Subject set / Exam Group

Edit

Save & Stay H Save and Exit H Cancel \

Spanish
C06312: Spanish

SP12E1: Spanish Year 12 Block E Set 1 D48211

D48212 D48312 D48512
L in ish: L in ish Spanish: Extended
Work Work Language Reading/Viewing

i SCN d Results Result:
Favis, Sarah 101000486 F }r:isiiv\ ]
Duncan, Kirsty 101000494 F It
Heginbotham, Mary 101000508 F | v
Jones, Mary 101000516 F [ v
Sorrell, Elspeth 101000524 F \L v
Trinder, Joanna 101000532 F [t
Watson, Emily F ‘ v

Save & Stay H Save and Exit H Cancel |

-3 \

Results

X06312
Spanish

Estimates

View by Exam Group:

K . .
A SQA Unit Results & Estimates
Exam Group

Detail | search || edit
Spanish D48211 D48212 D48312 D48512 X06312
C06312: Spanish ish: L in ish: L in ish: L ish: Extended Reading/Viewing Spanish
Work Work

Candidate SCN Gender Results Results Results Results Estimates
Davis, Laura 101000478 F
Davis, Sarah 101000486 F Pass
Duncan, Kirsty 101000494 F
Heginbotham, Mary 101000508 F
Jones, Mary 101000516 F
Sorrell, Elspeth 101000524 F
Trinder, Joanna 101000532 F
Walke-Huirste 101000540 F
Melanie
Watson, Emily F

Please note: At this stage the other Unit results have not been entered.

View by Subject Set:

» o -
) SQA Unit Results & Estimates
. Subject set / Exam Group
Detail | search || edit
SP12E1: Spanish Year 12 Block E Set 1 D48211 D45212 D48312 D48512 X06312
Spanish ish: L in ish: L in Spanish: Spanish: Extended Spanish
C06312: Spanish Work Work Language Reading/Viewing
Candidate SCN Gender Results Results Results Results Estimates
Davis, Sarah 101000486 F Pass
Duncan, Kirsty 101000494 F
Heginbotham, Mary 101000508 F
Jones, Mary 101000516 F
Sorrell, Elspeth 101000524 F
Trinder, Joanna 101000532 F
F

Watson, Emily

Search lﬂj

at
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9. Session 4 - Reporting

Reporting is carried out at all stages of the process, but for clarity we will tackle reporting as a whole
in this session. There are three key methods of reporting on the data in the exams module.

= Built in or Standard Reports
= Report Builder (Custom designed reports)
= ODBC connections to Excel or other reporting tools.

Both the Report Builder and ODBC options use a series of data views to extract data from the
database. Details of the views which relate specifically to the External Exams Module are listed in
Appendix 1 (page 71).

a) Standard Reports (JCQ and Common Reports)

------ — Reports

- Ewam Statements

- gy Ewam Staterment Maintenance
- Exam Room Seating

:ﬁ Exam Timetable By Candidate
:ﬁ Exam Timetable By D ate
Exam Timetable By Subject
Exam Clashes By Candidate
Exam Claghes By Date

Exam Clashes By Room

Exam Results By Subject
Exam Results By Candidate
Candidates By Exam Spllabus / Sul
Exam Results Grid

Exam Place Labels

Exam Component Overides
Exam E&Rs

= Report Builder

- gty Fleport Builder M aintenance

H

188 128 188 1 E._Jgn IS8 130 128 158 %) 1

1

i. Exam Statements

Exam Statements are a quick way to set up reports without having to worry about complex query
building or layout designs. The reports are set up using Exam Statement Maintenance and selections
are made from a range of options. Reports are then run from the Exam Statements menu item,
where ranges may be specified and other options set at run time.

1 . -
o/ Exam Statement Report Maintenance — " —— ==
-

U000

Add Update Delete Mext Last Print Stop  Help

Format 1 Ranges ]

FCSUB Full Details by Candidate and Subject
Code FCELR In use?
Description

Options

Report type [Ful\ v]

Report order [Candidate Mame v]

Candidate type [Intemal v]

New page lor each record?

Secondary report order [SUbiBCt v]

New page for each record?

Include withdiawn candidates?

Siyle
Show Exam Units?

Include coursework items?
Show exam costs?
Totals onlp?

Show headers and footers?

i =

Show special requirements?

Enter the report description
=

(1 1)



The resultant report produced looks like this:

Pupil Code Hame Date Of Birth Gender Form Academic House Boarding House Candidate No UCI 5QA Cand. Ho
ADADN ADAMS:LAUREN SALLY 04/011997 Female 114 BLUE 1000 645850141000X 141001019
Exam Code Description Group Subject Board Description Series Exam Cost
ABB4H ENG LIT: LIT HRTG PROSE & PTRY (HGH) BAABEAH1Z EN 01 OCR BA 7.35
Unit Description Date Session Start Time Duration
AB8402 ENG LIT: LIT HRTG PROSE (HGH) WRTN 221052014 PR 1315 105 minutes
ATOMH FRENCH: LISTENING HIGHER BAATOIHZ FR 01 OCR BA 7.35

Note that both JCQ and SQA Candidate Identifiers are shown.

Additional Narrative fields and the option to show the actual, rather than the Candidate Name, are
provided at run time. This latter feature is useful if only SQA exams are in use and the Candidate
Name field is not completed.

Marrative/text

Show headerz and footers? ||
Show special requirements? ||

Usze actual name?

ii. Exam Room Seating

This predefined report provides a list of candidates, with any applicable Access Arrangements, with
their seat allocations for a given date range. There are filters and ranges available for date, room,
qualification type and candidate type (internal or external).

L] 5
ot Exam Room Seating Report [ =AREN X

: A -

| Preview Print  Stop  Help
Order candidates by
MNew page per date?
Mew page per room?
Exam date from 0340142014 - to -
Exam qualification from - to -
Room from - to -
Access details? Exam Access: Amangements -
Show headers and footers? |
Show exam duration?

Select the last date

(1 1)




The sample output is as shown:

Date Monday, 12 May 2014
Room MH Main Hall
Session PM
Start Time 13:15 Session PM Board Series Syllabus Unit Description
01 BA FREMCH: LISTENING AT01/0Z  FRENCH: LISTENING WRITTEN HGH
SeatMNo. Seat Candidate Name Cand.No. Pupil Code Form Duration Exam Access Arrangements
Extra Time Extra Time of 25% in written papers only
ADAMS LAUREN SALLY 1000 ADADD A 45 Laptop
ASHMANTIMOTHY GEORGE 1001 ASHOO1 114 45
BRIGGS:THOMAS WILLIAM 1004 BRID0Z A 45
BURGESS:AMANDA JANE 1005 BURDO1 A 45
CAVENDISH:MARY 1007 CAVI A 45
Extra Time
CHARLES:MARY 1008 CHADOZ A 45
JACKSOMHELEN WARY 1008 JACOD 1A 45
KENNEDY:DONALD 110 KENOO1 A 45
MASON:MARY 1011 MAS001 A 45
PHILLIPS:JAMES DAVID mz PHIOO1 A 45
FREMCH: LISTENING WRITTEN HGH Mo. candidates: 10

iii. Exam Timetable by Candidate

This report is designed to provide candidates with full details of their timetabled exams. Different
formats may be selected at run time to provide full or candidate friendly details. The candidate
friendly version does not include the Exam group code which is used internally.

A variety of ranges and sort orders may be specified to allow the report to be used for different
purposes.

f ) Candidate Exam Timetable Re;art‘- R S— l =[5 &1
WL
Preview Print  Stop  Help
. Layout
Candidate types Both A Candidate friendly format
Include coursework = Mew page per candidate ]
Show clashes = Headers and footers ]
Show Exam Units
Primary report order Form h Show special requirements ||
Secondary report order Pupil Code -
Marrative text
Ranges
D ate from - to -
Candidate from > to -
Candidate no. from - to -
Exam group from - to -
Subject from - to -
Exam board from - to -
Exam series from - to -
Room from - to -
Form from - to -
Academic house from - to -
Gender Bath -
Use a candidate friendly format? (Use ¥ or N from keyboard)

(1 1)



One option which is available in this report is to show exam
clashes. If this is ticked, a further box is shown which allows
you to specify a number of Minutes of padding between  show clashes

exams. This is to allow time for candidates to change rooms  Minutes of padding 10 z
between exams and/or other requirements. In this example,
10 minutes of padding has been specified.
The Camelot School External Exams System Supenisor
zA Candidate Exam Timetable SUPER
Pupil Code Name Date Of Birth Gender Form House 1 House 2 Candidate No. uclt SCN
ADADDT ADAMS:LAUREN SALLY 04/01/1997 Female TIA BLUE 1000 G45950141000X 141001019
Board Series Exam Code  Group Subject Component  Description Date Start Time Duration Room
OCR BA ATOTH BAATOIH1Z  FR ATO01/02 FREMNCH: LISTENING WRITTEN HGH 12/05/2014 1315 45 minutes  MH
OCR BA ATO3H BAATO3H12 FR AT03/02 FRENCH: READING WRITTEN HGH 12/05/2014 14:00 45 minutes  MH

= |f the Minute of padding is set to 0, the consecutive French exams no longer show as clashes.

Pupil Code Name Date OfBirth ~ Gender  Form House1 House2 Candidate No. uci SCN
ADADDM ADAMS:LAUREN SALLY 04/01/1997 Female 1A BLUE 1000 645950141000X 141001019
Board Series Exam Code  Group Subject Component  Description Date Start Time Duration  Room
OCR BA ATOTH BGAATOTHIZ  FR AT01/02 FREMCH: LISTENING WRITTEN HGH 12/05/2014 13:15 45 minutes  MH
OCR BA ATO3H GAATO3H1Z  FR AT03/02 FREMCH: READING WRITTEN HGH 12/05/2014 14:00 45 minutes  MH
OCR BA AT3MH BAAT3THIZ  GE AT731/02 GEOG A CNTMPRY THMS GEOG WRTN 13/05i2014 13:15 130 minute  MH
SQA sQ coo710 Coo71012 Bl X00710M Paper 1 (Objective Test) P2 -Bio 16/05/2014 09:00 90 minutes  MH
OCR BA ABB4H 6AMGE4H12  EN ABB4/02 ENG LIT: LIT HRTG PROSE (HGH) WRTI 22/05/2014 13:15 105 minute  MH

iv. Exam Timetable by Date

The Exam Timetable by date report will list all candidates, with any component overrides, for exams
which are being sat on a particular date or range of dates. This is an alternative presentation of the
data which is also available in the routine Exam Timetable by Date Grid from the Main menu. The
grid report is designed to be output to Excel directly, whereas the Report here produces a printed list
format. Both are shown below.

Exam Timetable by Date Grid:

& Exam Timetable By Date Grid " =NEEN X
Print  Stop  Help
Fiecords: 00001
|Code |Subiject Exam |Day Date Time | Duration|Candidates|Room -
Mernmz — GE GEOG A CNTMPRY THMS GEDG WRTN (HGH]  Tuesday  13/05/2014 1315 105 |9 MH

m

Records: 00009

|Cand Mo |Unique Cand Ho  |Name Dale |Time | Duration|Reom | Special Requirements -
3 1000 G4GEE0T41000K  ADAMS:Lawen 134052014 1315 130 MH | Estia Time, Laptop 3
1001 G4SISOTHIO0ND ASHMAN:Timothy
1004 B453501 410048 BRIGGS: Thomas 134052014 1315 130 MH
1005 G453G0T410056  BURGESS:Amanda T3/05/2014 1215 130 MH
4 ]

4= Define Grid

Copy grids to Excel




Date
Tuesday, 13 May 2014
Board Series Syllabus Component Description Session Start Time  Duration Room No. Cands
o1 BA GEOGRAPHY A: CNTMPRRY THWS IN GEOG AT31/02 GEOG A: CNTMPRY THMS GEOG WRTN (HGH) PM 13:15 105 minutes ~ MH 9
Candidate HName(s) Gender Cand. Num. SCN Special Requirements Extra Time %age
ADAMS:LAUREN SALLY Female 1000 141001018 Extra Time
Laptop
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
1300572014 13:15:00 P 130 MH
ASHMAN.TMOTHY GEORGE Male 1001 141001027
BRIGGS.THOMAS WILLIAM Male 1004 141001051
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15:00 P 130 MH
BURGESS:AMANDA JANE Female 1008 141001078
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15:00 P 130 MH
CAVENDISH MARY Female 1007 141001094
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15:00 P 130 MH
JACKSONHELEN MARY Female 1008 141001116
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15.00 P 130 MH
KENMEDY.DONALD Male 1010 141001124
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15.00 P 130 MH
MASON:MARY Female 1011 141001132
Component Overrides Override Date Override Time Override Session Override Time Allowed Override Room
13/05/2014 13:15.00 P 130 MH

Exam Timetable by Date Report:

v. Exam Timetable by Subject
This report is designed to show the details and times of exams on a subject by subject basis. Please

note that this uses the PASS Subject Codes and this is a further reason why the Exam Groups must be
linked to subjects as described in section 6, b) Exam Groups (page 24).

vi. Exam Clashes by Candidate

This report will list all clashes by candidate with the option to add padding, as described earlier.

vii. Exam Clashes by Date

As above, but sorted by date rather than Candidate.

viii. Exam Clashes by Room

As above, but sorted by room rather than Candidate.

o8 @
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ix. Exam Results by Subject Grid

This report is used to show the number of each result grade achieved by subject. It requires the
selection of the correct Exam Qualification and associated Gradeset as defined in the table shown on
the following page.

Exam Exam
Qualification Title Qualification : | Type: Gradeset
Process

GCE Advanced Certification GCE A C E 4
GCE Advanced Double Award Certification GCE DA C E 10
GCE Advanced plus Advanced Subsidiary Certification GCE AAS C E 11
GCE Advanced Subsidiary Certification GCE ASB C E A
GCE Advanced Subsidiary Double Award Certification GCE ASD C E C
GCE A2 Units GCE B u E B
GCE AS Units GCE B u E B
GCSE (linear) GCSE FC C E F
GCSE (where linear but with UMS) GCSE FC C E F
GCSE cash-in GCSE FC C E F
GCSE Unit GCSE B u E Q
GCSE Short Course (linear) GCSE SC C E F
GCSE Short Course cash-in GCSE SC C E F
GCSE Double Award Cash-in GCSE DA C E 15
Principal Learning Level 1 units PL L1 u E 7
Principal Learning Level 2 units PL L2 u E 9
Principal Learning Level 3 units PL L3 U E 5
Principal Learning Level 1 cash-ins PL L1 C E 6
Principal Learning Level 2 cash-ins PL L2 C E 8
Principal Learning Level 3 cash-ins PL L3 C E 4

The selection of the Qualification and Exam level is optional, but can be used to filter results, as
required.

The Camelot Schoal External Exams

zz Exam Results By Subject

Exam Board 01- OCR Exam Series BB - Series 6B Exam Lewel All
GradeSet 4 - Gradeset 4 Qualification All

Subject At A B C D E u Total

Business Studies 2 1 1 1 0 0 1} 4

Mathematics 3 3 1 3 0 0 1} 10

Total a 4 2 4 ] ] 1] 15

= Click on the Preview button to display the report:
= Click on the Excel button to export the grid report to Excel.

WCBSE
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X. Exam Results by Candidate

This report will show both grades and numeric marks for the selected candidates, and will produce a
landscape type report for each candidate. There are options available to change the sort order of the
report, to set ranges by candidate name, Awarding Body, Academic Year and Exam Series, as
required.

Forecast grades (if entered into PASS) can be shown on the report also, if required. The selection
page is as shown here:

) Exam Results By Candidate =8 =R

WO

Preview Print  Stop  Help

Show forecast grades? [}

Candidate type Both -

Candidate from ~ to -
Form year from - to -

Exam board from - to -

Exam senies from - to -

Include results from po12] - to 2012 -

Show grade names? [}

Show headers and footers? [

Order by @ Name (7) Candidate number ") SCH

Select the earliest year to include results from

Sample Report (including Forecast Grades):

Candidate No 2019 Form

Candidate Name ALLAN:Samantha Academic House
Gender Female Boarding House
Date of Birth 02101985

Unique Candidate No ~ 646300010001K
SCH 101000028

Qualification  General Certificate Of Education

Syllabus Description FcastGrade1 [FcastGrade 2 | Grade 1 Grade 2 Mark 1 Mark 2
4721 MATHS: CORE MATHEMATICS 1 a b

4722 MATHS: CORE WATHEMATICS 2 b b

4724 MATHS: CORE MATHEMATICS 4 b

4721 MATHS: FURTHER PURE MATHEMATICS 3 a 72 0
4729 MATHS: MECHANICS 2 ks 0
7890 MATHEMATICS. A

F293 BUS STUDIES: MARKETING a

F294 BUS STUDIES: ACCOUNTING a

F297 BUS STUDIES: STRATEGIC MANAGEMENT b

H430 BUSINESS STUDIES e

Sample Report (excluding Forecast Grades):

Candidate No 2018 Form

Candidate Name ALLAN:Samantha Academic House
Gender Female Boarding House
Date of Birth 02/10/1995

Unique Candidate No  6§46300010001K

SCN 101000028

Qualification  General Certificate Of Education

Exam Description Grade 1 Grade 2 Mark 1 Mark 2
4721 MATHS: CORE MATHEMATICS 1 b

4722 MATHS: CORE MATHEMATICS 2 b

4724 MATHS: CORE MATHEMATICS 4 b

4727 MATHS: FURTHER PURE MATHEMATICS 3 a 72 0
4729 MATHS: MECHANICS 2 7 0
7890 MATHEMATICS A

F293 BUS STUDIES: MARKETING a

F294 BUS STUDIES: ACCOUNTING a

F297 BUS STUDIES: STRATEGIC MANAGEMENT b

H430 BUSINESS STUDIES A

WOCRS iz



xi. Candidates by Exam Syllabus/Subject

This report is useful as described in Session 3 for providing information to Heads of Department, to
allow checking of candidate details and entries prior to the submission of the entry files. The report

has an option to include grades and can be set up to produce a new page for each Syllabus or Subject
as shown below:

./ Candidates By Exam Syllabus / Subject o] @ [

WO Ve

Preview Print Stop Help

-

Group by [SUbjec:t v]

Candidate type | Bath -

Order by @ Candidate name () Candidate number

Show grades?

Show nr of entries per subject ?

Mew page per zubject ? |

Subject from MA - to MA -
Exam board from M - to 01 -
Exam series from - te -
BExam Course from 7230 - to 7890 -
Namrative text Please see results for your pupils |

Show headers and footers? |

Use 50A candidate number? |

Enter the narrative/text you wish to appear at the top of each page (leave blank for none)

The resultant report is as follows:

Please see results for your pupils

Centre 64595

Subject MA Mathematics

Board Series Course CandNo Candidate Name Form FGrd1F Grd2Grd 1Grd 2Mrk 1 Mrk 2

OCR 6B 7890 2019 ALLAN:SAMANTHA E 13 A*
16 ALLAN:TOM 13 A
53 BARRETT.LYNDSEY 13 A
56 BATES:KAREN JANE 13 B
2022 BUTTERWORTH:JANINE 13 B
17 DURHAM:JAMES HENRY 13 B
55 FELSTEDIAN GERARD 13 A
58 LAWSON:JENNIFER ANN 13 C
59 MOODY:JOHN PATRICK 13 c
54 THOMPSON:MELANIE JANE 13 A*

Number Of Entries 10

o8 @



Xii. Exam Results Grid

The Exam Results Grid report is a very powerful tool for reporting and analysing GCSE and GCE
results. It has a wide range of options available and these are explained and illustrated here. The
options selected are not saved as templates, but it is easy to modify selections without having to

start again with the report.

This report is designed to be exported to Excel where further calculations and formatting may be

applied. There is no direct print option from the Exam Results Grid.

Results Grid setup screen:

o Exam Results Grid

Stop  Help

Grid Settings
Candidate type
Academic year
Exam qualification
BExam level

Exam board

Exam series
Report title

Order subjects by
Order pupils by
Results read from
Form from

Form year from
Date of birth from
Gender

DOverall grade totals

Show subject description

Exam Results Report
Code
Pupil Name

Bath bd

Exam selection
GCE "A’ level

GCE "AS® level
GCE ‘A" + "AS5"

Colowr code grades

| j[ﬁleale Grid | | @In[olmalion | | : Grade poinls|

Select the type of candidates to include

Candidate Type

Exam Selection

By default both Internal and External Candidates are included, but the
selection of one or the other type is enabled by this dropdown selection.

It is important that the correct exam type is selected as this will affect not
only the population of the Exam Qualification and Exam Level fields but also
the Grade Point calculation and the summary totals displayed on the grid

report.

GCE 'A' Level selected.

Grid Settings

Candidate type
Academic year
Exam qualification
Exam level

GCE 'AS' Level selected.

Grid Settings

Candidate type
Academic year
Exam qualification
Exam level

GCSE
Other

GCE ‘A" + ‘A%°

GCE "A" + 'AS"

Pupil Information
Show pupil code

Show pupil name

Show form code

Show form year

Show candidate number
Show unique candidate id
Show SQA candidate number
Show academic house code
Show boarding house code

Repeat pupil details
Grades
Show result grade

Show result points

Show forecast grade

Show forecast points

Show pupil total points
Show subject average points
Show subject grade totals

Show pupil grade totals

Exam zelection
GCE "A' level

GCE 'AS" level

2 GCSE
Other

Exam zelection
GCE "A" level

GCE "AS5" level @

GCSE
Other



= GCE'A'+'AS' Level selected.

Gnid Settings
Candidate type Both -
Academic year 2012 -
BExam gualification GCE
Exam level

= GCSE Level selected.

Grid Settings
Candidate type Both -
Academic year 202 -
Exam qualification GCSE
Exam level

= Other selected.
Grid Settings
Candidate type
Academic year
Exam qualification
Exam level

Exam selection

GCE A’ level GCSE
GCE "AS’ level Other
GCE 'A' + "AS" @

Exzam szelection

GCE A’ level GCSE @
GCE "AS’ level Other
GCE 'A" + A5’

Exam zelection

GCE "A' level GCSE
GCE "AS5" level Other @
GCE 'A" + A5’

Please note: With this option selected, the options for Exam qualification and Exam

selected manually, as required.

Other Filter Selections:

Exam board
Exam series
Report title
Order subjectz by
Order pupilz by
Rezults read from
Form from

Form year from
Date of birth from
Gender

-

-

Bxam Results Report
Code
Pupil Name

Bath

o
o
o

to

level are

A number of other fields for filtering and selection can be chosen from the options shown here.

Overall grade totals

Overall grade totals

Show szubject description

O

Colour code grades |/

= Ticking the Overall grade totals box will show the total numbers of each grade achieved and also
the percentage. The exact figures shown will vary with different qualifications and will be shown
in the examples which follow.



= |f Show subject description is selected then the Subject Description rather than the code will be
shown at the top of each subject column. This may be clearer to read but will take up more space
on the grid.

Please note: it is essential that every Exam Group is linked to a Subject record, as otherwise this
report will not return correct data.

Colour code grades will display each grade in a different colour for highlighting and clarity.

Information and Grade points buttons. . iy i
| @ Information - Grade points
Information
) Information for Exam Results Grid EI@
Information

Only results for extemal exam options set as "Certification’ rather than “Unit or Module” are included in the
arid. 0 final results only are included.

Double award GCSE s are catered for [e.0. Science). The Exam Level on the Exam Option record needs to
be zet az "DA" for Double Award. Basze data fram the boards may not be set this way. =0 please check
these records.

Short Course GCSE and AS levels are both treated as a half course, and grades for these displayed in lower
caze to distinguish them.

Fiemnermber to get a form range or form year range for the grid to match the government statistics.
Subject codes will need to be zet for each exam group: ensure a pupil is not taking bwo exams in the same

subject [e.g. Maths and Further Maths will need their own codes). IF an & and AS exam are taken in the
zame subject. the AS exam wil be ignored.

GCSE Points GCE Points

L= - 58 L= - 140
r: - 52 r - 120
B - 46 B - 100
C - 40 c - 80
D - 34 D - &0
E - 28 E - 40
F - 22

G - 1&

Exit window

.| Grade Point Override E@ Grade Points
GCSE Grade Points GCE Grade Points
A 58 A* 140 This allows the points score associated with each
A 52 A 120 grade to be altered for different requirements.
B 45 B 100
c 0 C - The default settings are those specified for the
official reporting and calculation of pupils' points
D # D 50 achieved.
E 28 E 40
F 22 N 0 If the points are altered for any reason, it is then
possible to reset their values to the default ones
G 16 U i] . .
once the work for which different values were
N 0 X 0 needed has been completed.
) 1]
X 0 ‘ : Reszel values |
‘ 8 Cancel ‘ ‘ v> 1].4 |
Accept values selected




Pupil information:
FPupil Information
Show pupil code
Show pupil name i
Show form code
Show form year
Show candidate number
Show unique candidate id
Show 50A candidate number
Show academic houze code
Show hoarding houze code

Repeat pupil details
This section controls what information about the pupil is included in the grid.

By default, the Candidate Name is the only field selected, but others can be selected as required.

Repeat pupil details will repeat the name (and any other columns selected here) for additional
lines for each pupil, for example if forecast grades or result points are selected.

Grades - This section controls what grade information is included in the grid:

Grades
Show result grade 7 This is the default setting. The following examples will

show the different output results which will be shown
with GCSE data with the various options selected. In each
case the Candidate Name only is included for clarity.

Show rezult points

Show forecast grade

Show forecast points

Show pupil total points Vv
Show zubject average points
Show subject grade totals

Show pupil grade totals

Examples - GCSE Results — Default Grade Options:

Grades
Show result grade "

Show result points

Show forecast grade

Show forecast pointz

Show pupil total points W
Show zubject average points
Show subject grade totals

Show pupil grade totals



B Exam Results Grid M=

Stop Help
iew Grid |

Pupil Name Total [ AR Bl [ Bs [ cH [cHl [ pR [ pT [EUT [ EN [ FR [ GM [ &Y [ HI [ 1A [ Wa [ Mu [ PE [ PH [ RE [ RUS [ sC |
16.0 G

40.0 C

518.0 | ¢

386.0 [
3260 | C D c [ C [ C
58.0
52.0
58.0
58.0
58.0
498.0
464.0
52.0
444.0 B ] B B
58.0
550.0
58.0

Pupil Count: 121  Grade A-A= 411 Grades A*-C: 7465 Pupils 5A*C. 82

=
fid] - Remap E'adel Total Grades: 7825 Percent AA=5252% Percent A*C: 95.40% Percent 5 A*C: 67.77: ik

Define parameters for grid

Note the colour coding of the grades and the use of the Subject codes to ensure that the maximum
number of columns can be seen on the screen.

The Overall grade totals section shows the total number of pupils, the number of grades A* to A
achieved, the number of A* to C grades achieved, the number of pupils who have achieved 5 A* to C
grades, and the corresponding percentages.

Pupil Count: 121 Grade A-A= 411 Grades A*C: 7465  Pupils 5 A=-C: 32
Total Grades: 7325 Percent A-A 5252% Percent A*-C: 35.40%  Percent 9 A=-C: B7.7/¢

Show result points.

Exam Results Grid M= E
Stop Help
fiew Giid |
3upil Name Grades | Total | AR Bl [ 85 [ cH [cHi [ oR [ oT [EuT [ EM [ FR [ GM [ GY [ HL [ 1A [ WA [ WMo [ PE [ PH [ RE [ RUS iI
SRCOOCOOOO, 1 0003 XXX Grade &

Points 16.0 16
IRCOOOCEIRK : AXODK X0 | Grade [

Paints 40.0 40
AXOOCKHKR - HXOHKK KKK Grade c

Points | 5180 | 20 52 52 52 58 | 58 | 58 58 52
LOCODOCON - MO XK | Grade [ B B B

Paints 386.0 40 52 52 46 46 46 52
FROCOKAK - KKK KKK Grade C D C C C C

Points | 326.0 | 40 M 40 | 40 | 52 40 40
IRCOROCOON - JOOCH KKK | Grade

Paints 58.0 58
DOCOO00E0M : BXOOH XX |Grade

Points 52.0 52
IRCOROCOON - CRODK XK |Grade

Paints 580 58
OCOO00EOMR - AOOH XX |Grade

Pupil Count: 121 Grade A-A= 411 Grades A*C: 7465  Pupils bA*-C: 52
Total Grades: 7825 Percent A-A=52.52% Percent A=C: 95.40% Percent 5 A*-C: E7.775

il
& 51

4= Define Grid| = Remap Grade

fine p for grid

This option will display the points for each subject result in a second line below the result grade.

Show Subject average points - This option is used to show the average number of points achieved in
each subject.

b Exxam Results Grid Lo
Sop  Help

e ird |

3upil Name Total [ AR [ Bl [ B5S [ cH [cHl [ prR [ oT [Eutr [ EN [ Fk [ 6M [ &Y [ HL [ 1A [ MA [ Mu [ PE [ PH [ RE [RUS [ sC [ ]
100000000 : SO0 200K 520.0 B B B

ROOOOOOCOE - RIGOOEK 100K 532.0

ROCO00000M : RIOOMX X000( 490.0 B B B B B

RODDOCDO0M - AXDOX XK 436.0 B [ B B c c B B B [

ROCO00000M : AXDDOT 00X 404.0 [ B

RODDOCDOOMN - DIIGEEX K0KK 384.0 [ D [ D c B B

AOCO000TT : BIOCOH 00| 268.0 [ c c D C D [
OOO000CC - MIOOKK 000K | 490.0 B c B B B

WA, + | KRR, KKHK 3740 B C B B C
AROOO000CCK - X000 X000 | 478.0 B [ B B [

WA, - MICOOK, KKK 338.0 D B B C C B B C
AROOO000CCK - HXOOXKK X000 | 286.0 B [ c ] E B [
AROCOOCCOOCK - DX XX 4440 B B B B

AROOO0000CKK - HXOOXKK 300X | 308.0 | D D [ [ c 3 [ [
AROCOOCOOOCK - OO0 XXX 380.0 B B C B B
AVERAGE 31682 | 39.12 | 5060 | 425657 5170 58.00 4420 4725 4795 | 4762 | 60.32 | 5650 | 4945 | 4458  48.00 50.04 5246 4540 5221 | 4478 | 68.00 43,35Alj
a1 »

|k

- _ - Pupil Count: 121 Grade A-A~ 411 Grades A*C: 7465  Pupils 5 A=C: 82
& Define Grid| — Femap Brade| 10l Grades: 7625 Percent A-A™5252% Percent A~C: 5540% Percent 5 A~L: 5777




Show Pupil grade totals enabled - This option shows the number of each grade achieved by each
pupil as additional columns on the right hand side of the grid.

f:Exam Results Grid [_[O]:
Stop  Help

fiew Gid |

3upil Name Total [ FR [ GM | Gv [ Wi [ 1A [ Ma [ Mu [ PE [ PH [ RE [Rus [ sc [ spP | [~ [ a8 [c[p[E [Toa 4
THOCCOODTTN - 500 XX 458.0 5 2 1 3
TRCCOOTTRR - AXROTR KooK 472.0 B B [ c 1 2 5 2 10
THOCCOOTTN + AXDDOR XX 352.0 B 5 2 1 8 [ |
THOCCOOTTKN - SO X0k 288.0 B F] 4 6
SXO0COOTON : MO XX | 2780 | C E D D D F] 5 1 ]
SHOOCOOTT, - YIRS XEh 188.0 1 E] 1 5
SO00COOTTRE 1 IR0 X0 3440 | B B B C B 5 F] 1 ]
SOOCOOTON - EXRTH X0 516.0 8 1 E]
SOO0COOTON : LIOCOXR 00X 544.0 4 3 10
TOOCOOTON - D0 Kot 3380 | B [ B B 4 3 1 8
TOOCORTERK - SR KooK 502.0 B 7 3 10
TXOOCOOTTN - LXK X0 466.0 | C [ B 5 1 4 10
TCOOCORTTN - OB XK 4380 | B B 4 5 9
DOOOCOOTON + BXOOTT 00K 3380 | B [ B B [ 3 5 8
1XCCRTTONRN - BIROORK HORRK 516.0 8 1 3
10C00TTO0N + ARTORK 300KK 314.0 D C C C 1 5 F] ]
CRCOOEOOIRK - EXCOM MK 3858.0 B B 5 3 ] =
il _I_'I_I

Show Subject grade totals enabled - This option shows the total number of each grade achieved in
each subject as additional rows at the bottom of each subject column.

Stop Help

fiow Gird |

Pupil Name Total [ AR [ Bl [ BS [ cH [ bR [ pT [EUT [ EN [ FR [ GM [ GY [ HI [ 1A [ WA [ Mu [ PE [ PH [ RE [RUS [ sc [ sP |
WICOODOOC00 - M0OOKK 3000 | 338.0 D B B c 3 B B 3
WIOCODO000KK - HXO0OMK X000 | 286.0 B [ c B E B [
WIOCOD0000KK : DXOCOX X000 | 444.0 B B B B

WIOCO00000KK : HXOCOXK X004 | 3080 | D D [ [ [ c [= [
WICOORO0C00A : JIO000L 000K 390.0 B ] [= B B
Entries 7445 | 24 | 60 | 14 | B0 | 30 | 24 | 79 | 85 | 68 5 47 | 36 4 5 | 13 | 20 | 5 | 85 1 25 | 19
Passes 7445 | 24 | 60 | 14 | 60 | 30 | 24 | 79 | 85 | 68 5 a7 | 36 4 65 13 | 20 | 57 | 85 1 25 | 19
aas 381 4 38 4 4 E] 10 | 39 | 36 | 39 4 28 | 1z 2 33 | 10 5 42 3 1 3 8
A~C 7085 | 205 | 59 | 11 59 | 24 | 23 | 77 | B2 | 68 5 46 | 31 4 64 | 12 | 17 | &7 8 1 2 | 19
A 155 15 2 i 1 11 13 | 2 4 9 1 1 10 3 1 22 3 1 14
A 226 4 23 4 20 8 9 28 | 23 | 18 13 1 23 4 20 3

B 199 5 17 1 15 [] 9 23 | 2 | 18 1 10 1 18 2 10 | 10 2 10 1
c 1295 | 115 | 4 6 3 7 4 15 | 20 [ 1 [ 7 1 13 2 5 3 9

D Ell 15 3 1 3 1 2 3 1 2 1 1 3 0.5 3

E 4 1 3

Xiii. Exam Place Labels

This report can be used to produce place labels with a variety of different information included.

) Exam Place Labels - . Am— = e - =) [
- -

| Stop  Help

Exam date from 03/09/2014 > o 1309/204 -

Room from v o -

Location from v o -

Order labels by Exam and Candidate No. -

Choose Candidate Mumber Choose Description Filter By Extra Time
*) Candidate number @ Exam description I
_ . _ Extra time
uci “) Subject description

B _' No exlra lime
@ SCN

Available Fields

Candidate number 7] House [C] Exam description Seat position
Candidate name [Z] Form year [C] Room
7] Form [T] Exam date and time Seat number

— i g =
= Select Label Font Size 03

Preview the report

Xiv. Exam Component Overrides

This report lists all component overrides which have been set up for the criteria specified. Ordering
and grouping may be specified as required.



o/ Exam Component Override Report |
WOV
Preview Print  Stop  Help
. Search Criteria
Candidate type
Candidate from * o A
Exam board from * o A
Exam date from * o A
Exam group from * o -
Exam series from v lo -
Order By
Group by [[DD not group) ']
Primary order I v]
Secondary order [ v]
Select the primary field to order by

xv. Exam EARS

This report lists details of all EARS (Enquiries about Results) that are currently held in the system.
EARS are not covered in today’s course, but more information is available from WCBS if required.

XVi. SQA Reports

The SQA Reports section contains reports which are specific to SQA exams. These are detailed here.

S0A Reports
- = Address Exception Report

b | Miszing Early Completion Dates
% S04 Exam Results Gnd

T

:ﬁ Course / Unit Hierarchy

jﬁ Heads of Departments' Flepart
E Imvigilators’ report

AT Unit Results

xvii.  Address Exception Report
Xviii. Missing Early Completion Dates

This report is designed to show all candidates who do not have any SQA units with a completion date
earlier than the date specified.

) Missing Early Completion Date Report = | E] |-

12X X7

. Breview Stop  Help
Options

Candidate type

Candidate gender Both -

Show where no units before /0342014 -
Order by [Surname v]
Group by form [l

Select which candidate type to show

o8 @



A
The Camelot School

Missing Early Completion Dates

SUPER
System Supervisor

The below candidates have no units with a completion date on or befor#t/03/2014

Name SCH Type Gender Form
ADANS: Lauren 141001018 Internal Female 1A
ASHMAN:Timothy 141001027 Internal Male 1A
BASTON-SMYTHE:Henrietta 141001035 Internal Female 1A
BOUILLON:Louis 141001043 Internal Male 1A
BRIGGS:Thomas 141001051 Internal Male 1A
BURGESS:Amanda 141001078 Internal Female 1A
BURGESS:Andrew 141001086 Internal Male 1A
CAVENDISH:Mary 141001094 Internal Female 1A
CHARLES:Mary 141001108 Internal Female 1A
JACKSON:Helen 141001118 Internal Female 1A
KENNED":Donald 141001124 Internal Male 1A
MASON:Mary 141001132 Internal Female 1A
PHILLIPS:James 141001140 Internal Male 1A
xix.  SQA Exam Results Grid

The SQA Exam Results Grid works in a similar way to the JCQ exam results grid but is specific to SQA

exams. A range of options may be specified as shown below:

Grid Settings

Candidate type Both
Academic year 2mz
Exam qualification

Exam level |
Gender Buath

Date of birth from

Summary =

Course ophtions

Show description only
Show code only

Group by subject

—| Create Grid

The resultant Grid is as shown. Please note that in this example there are no results entered, but the

Show code and description @

format of the grid is shown.

to

& SQA Results Grid — - _._— - - — = | B -
44"
Records: 00013 O |2
Results
| Biology Chemistry ‘ History French P
Date of Birth Candidate Name N |Pupil Code|Form |Academic House Boarding House:
C01210 C04410 £05910 069
i Chemistry History Fiench Physil
Y0401 1397 F 141001013 ADADDT 114 Blue House =
_|msoeris97 [4shman:Timathy M 141001027 ASHOOT 114 Blue House
_|msosrisez Baston S mythe:H enitta F 141001035 BASOO1 114 Blue House
_|18/0anise7 BoullonLovis (i 141001043 BOUODT 114 Blue House
_[11/0ansez Brigos:Thomas M 141001051 BRIOD2 114 Blue House
_|04s051397 BugessAmanda F 141001078 BURODT 114 Red House
_|04s051397 BugessAndien M 141001086 BURDD2 114 Red House
_|[11/m2nsez CavendishMary F 141001084 CAVOD1 114 Fied Houss
_|[11/m2nsez ChalesMany F 141001108 CHAOD2 114 Fied Houss
_|18/0anse7 [JacksonHelen F 141001116 JAC001 114 Green Hause
_|18/0anse7 Kennedy:Donald M 141001124 KENDDT 114 Green Hause
_|z2m3ns97 MasanMary F 141001132 MASODT 114 Green Hause
_[13/m3n1997 Phillps.James M 4001140 PHIODT 114 Green Hause -
= D
4= Define grid | Remove blank lines [

Use the Excel export button or Print button to output the report.

@



XX. Course/Unit Hierarchy

This report produces a grid which can be configured in a number of ways according to the options
selected in the panel at the bottom of the grid:

Dizplay Options
Show unitz as columns Show exam papers

Show additional umts

Show only used combinations

The default version is shown here:

———— ——— —
) SQA Courses and Units a - — -
Mext Last Search Stop  Help
Records: 00026 (=1
[#]Course Code|Exam Level| Course |Exam Qualification|Unit Code | Unit Level| Unit |Completion Date | Candi | a
_»|cooz10 0 Biglogy N-HS D02310 1 Health and Technology 31/05/2014 [3
| 10 Bidlogy N-HS DO2410 10 Biotechnclogical Industries 31/05/2014 3
10 Biglogy M-S DO2510 10 Growing Plants 31/05/2014 [
10 Bidlogy N-HS X00710 10 Biology 3/05/2014 [
_cmz10 10 Chemisty N-HS DOE310 10 Chenistry in Action 31/06/2014 0
] 10 Chemistry M-S DOB410 10 Everyday Chemisty 31/05/2014 [
| 10 Chemistry N-HS DOES10 10 Chenistry and Life N/06/2014 0
0 Chemistry H-HS R01210 10 Chenistry 31/05/2014 0
__|co4d10 10 History N-HS D25510 10 Historical Study - Seattish and British 31/05/2014 i 1
| 10 History N-HS D25610 10 Historical Study - European and World 3/05/2014 0 L
] 10 History H-HS D25710 10 Historical Study - Options 3/05/2014 0
| 01 History N-HS FaKO12 12 Historical Shudy: British 31/05/2014 i
| 10 History N-HS FaK112 12 Historical Study: Evropean and World 31/06/2014 0
] 10 History M-S Fak212 12 Seottish History 31/05/2014 i
10 Histor N-HS ®04410 10 History N/05/2014 0
_ |cossio 10 French N-HS D33610 10 French: Personal and S ocial Language 31/06/2014 f]
] 10 French M-S D33710 10 French: Transactional Language 31/05/2014 3
| 10 French N-HS D33810 10 French: Language in Work 3/05/2014 ]
0 French H-HS #05910 10 French 3/05/2014 i
__|cossio il Physics N-HS D370 10 Telecommurications 31/05/2014 i
| 10 Physics N-HS D37410 10 Practical Electricity N/06/2014 0
] 10 Physics N-HS D37510 10 Radiatiores 31/05/2014 i
| 0 Physics N-HS D37610 10 Sound and Music 31/05/2014 0
| 10 Physics N-HS D37710 10 Movement 31/05/2014 0
] 10 Physics M-S 037610 10 Electronics 31/05/2014 i
10 Physics N-HS X08910 10 Physics 3/05/2014 0
Display Options
Show units as columns Show exam papers
Show additional units
Show only used combinations
Show only course and unit combinations that are being taken (Use Y or N from keyboard)
With Units as columns:
= — = — —
o SQA Courses and Units - - -
W WOV
Next Last Search Stop  Help
[|Course Code|Course Level| Course |Exam Qualification|Unit 1 |unit 2 |unit 3 |Unit 4 |unit 5 |unit 6 |
b |Co0710 10 Biology M-HS Doz410 002510 ®00710
Co1210 10 Chemistry M-HS DOB310 DOE410 DOES10 A01210
Co4410 10 History M-HS 025510 D25610 025710 Fako2 FBK112 FaKk212
C05910 10 French M-HS 033610 D33710 D33810 A05910
CO06910 10 Physics M-HS D370 D37410 D37510 D37E10 D37F7I0 D37a10

Details of the highlighted unit are shown in the bottom right hand corner.

Unit Details
Description Health and Techhology

Candidates G Completion Date 31/05/2014



Example with Exam Papers shown:

& SQA Courses and Units

YULOYLY

Display Options
Show units as columns ]
Show additional units =]

Show only used combinations [~

Show exam papers

Records: 00033

Course Code|Exam Level|Course |Exam |Unit Code | Unit Level|Unit | Completion Date | Candidates|
lcoozio [ Bicloy NS DOZ310 10 Health and Techrology 31/05/2014 6
] 0 Bidlogy NHS DO2410 10 Biotechnalogical Industies 1052014 [
0 Bioloy NHS DO2510 10 Growing Planis 31/05/2014 6

| 0 Biology NHS X00710 10 Biology 31/06/2014 [
| 10 Biology NHS X00F10A 10 Paper 1 (Objctive Test) P2 -Biology 0
|coizio |10 Chemistyy NHS DOB310 10 Chemisty i Action 31/05/2014 [
| 0 Chemistry NHS D010 10 Everydlay Chenisty I0E2014 0
| 0 Cheistyy NS DOBS10 10 Chemistry and Life 31/05/2014 i
] 0 Chenistyy NHS ®01210 10 Chenisty I1/05/2014 [
10 Chemistyy NS Xz 10 Paper 1 (Obiective Test) P2 - Chemisty i

|coaato |10 History NHS D250 10 Historical Study - Scattsh and Bitish /S04 [
H 10 History NHS 25610 10 Historical Study - European and Worid 310572014 0
| 10 History NHS D25710 10 Historical Study - Dptions 31/05/2014 i
| 0 History NHS FOKO12 12 Histaiizal Study: Brsh I0E2014 0
| 0 Histony NS FBKT12 12 Historical Study: European and World 1052014 0
| 0 History NHS Foc212 12 Scoltish History 1052014 0
| 0 Histony NS X04a10 10 Histony 31/05/2014 i
10 History NHS X101 10 Paper 1 - History i

_|cossio |1 French NHS GEESE) 10 French: Personal and Socidl Language 31/05/2014 8
| 10 French NHS D30 10 French: Trarsastional Language 31/05/2014 8
H 0 French NHS D330 10 French: Language inWork 10E2014 g
| 10 French NHS NO510 10 French /52014 8
| 0 French NHS HOEG0A 10 Paper 1 eading - French 0
| 0 French NHS X05810/2 10 Paper 2 Listering - French i
0 French NHS X090 10 Paper 3 Wiling - French i

_|cossio |1 Physics NS D37310 10 Telecommuric tions /052014 [
| 0 Physiss NHS 37410 10 Practcal Electioty 31/05/2014 0
H 10 Physics NHS 37510 10 Rariations: 310572014 0
| 10 Physics NHS 37610 10 Sound and Music 2014 i
| 0 Prysics NHS 37710 10 Mavemert I0E2014 0
| 0 Physics NS D37E10 10 Electiorics 1052014 i
] 0 Physics NHS X0B10 10 Physics 1052014 0
10 Physics NS X030/ 10 Paper 1 (Obiective Test) P2 - Physics i

I

Show individual exam papers_(Use Y or N from keyboard)

XXi.

This report produces a list of all candidates and the Units for which they are entered. It has an option
to include a sign off section for approval by the Department Head.

Heads of Department Report

' Units by Pupil or Subject

E

o |- |

Order by

Gender

%)

Candidate type

Include sign-off section

’ES ubject

’Eh:uth

’Enth

Select how to order the report

(1 1)



[ ]
o0
D g
Unit Entries forBiclogy
Subject Biclooy
Course C7T10 Drescription Biclogyw Gualification Mationsl Quslifications
Unit Diescription Completion Date
002310 Health and Technoloomy 31/05/2014
Name SCN Candidate Type Gender Resit
Adams:Laursn 141001015 Internal Femasle
Baston-Smythe: Henristts 141001035 Internal Female
Bouillon: Louis 141001043 Internal Walz
Burgess:Andraw 141001085 Internal Wl
Charles:Many 141001108 Internal Female
Ma=son:Many 141001132 Internal Female
Dioz410 Biotechnological Industries 31/05:2014
Name SCH Candidate Type Gender Resit
Adams:Laursn 141001015 Internal Female
Baston-Smythe: Henrietta 141001035 Internal Female
Bowuillon: Louis 141001043 Internal Walz
Burgess:Andraw 141001085 Internal Walz
Charles:Many 141001108 Internal Female
Mz=son:Mary 141001132 Internal Female
DO2510 Growing Plants 217052014
Name SCH Candidate Type Gender Resit
Adams:Lavrsn 141001013 Intarnal Female
Baston-Smythe: Henristta 141001035 Internal Female
Beoillon:Louis 141001043 Internal Walz
Burgess:Andraw 141001085 Internal Walz
Charles:Many 141001108 Internal Femasle
Mason:Many 141001132 Internal Femasle
X00T10 Biclogy 31/05/2014
Name SCHN Candidate Type Gender Resit
Adams:Laursn 1410010158 Internal Female
Baston-Smythe: Hennetta 141001035 Internal Female
Bouillon: Louis 141001042 Internal Walz
Burgess:Andraw 141001085 Internal Wslz
Charles:Many 141001108 Internal Female
Mason:Many 141001132 Intarnal Femals
Signed Date
XXii. Invigilators’ Report
This report will list candidates for exams in selected rooms on given dates.
- o] T T— = h
Invigilators' Report ——
w g [l S a— A o B
Options |F|anges|
Options
Gender [Bu:uth v]
Candidate type [Bath v]
Date from *+ o -
Order by [Eandidate v]
Secondary order by [Huom v]
Start a new page [l

The Ranges tab allows the selection of ranges for Rooms, Candidates and Subjects.
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_— e - e R

‘_J Invigilators' Report a P =RNCE X
AR
Options Ranges ]
Roams ]Candidates] Subiects]

Rooms

Code | 5 electedl Description Location -

AL F Room 110

|1 | Fioom 111

_|nz ]  Room112

|3 | Room 113

|14 ] Foom 174

|18 [7]  Room115

_|11E F Rioom 116

_|nz | Room 117

|18 ] FRoom 118

HE [7]  Room113

_ |12 [} Room 120

_|1et | Fioom 121

_|1ez ] Foom 122

123 [7]  Room123 E

124 [} Room 124

|18 | FRoom 125

P|MH Main Hal

_|5H | Sports Hall il

) Select all ) Deselect all

b) Report Builder

Report Builder is a versatile reporting tool included throughout the PASS system. WCBS offers a
range of courses to teach Report Builder, but for today’s course we are going to cover the process of
loading predefined templates to report SQA details.

= Select External Exams > Reports

= Click on Report Builder Maintenance.

= Click on Add to create a new report.

= Enter a description. In this case it is SQA Timetable By Unit.
= Click on Load.

= Select the correct file from the location where it is saved.

= Once the template is loaded click on Report Setup.

The template may be modified as required. This may involve  Reportobects _

changing the layout and adding a memo box to contain instructions - i tﬂ';e:él 0
- abel
for invigilators or other staff, and other changes as required. - A Label10
-, Line4
DETextd
e & Label2
............. FUDtEr
4 i Detail
It is a good idea to check the Calc tab for any code that may exist | @ R Lin';ﬁl
. . T Label1
before removing any components from the report, as this will | . DETexts
prevent the report from running. In this example there is code in the N ey
Detail band indicated by the green arrow, and also a Variable | = - DBText4 .
component. T Dot
-------- ﬁ DBText13

o8 @



10. Session 5 - Delegate Exercises

This session is designed to allow delegates to practise some of the techniques demonstrated in the

morning session.

General Information

Username EXAMS
Password EXAMS
School Code ZA
Academic Year = @Il

a)

This exercise has two parts. The first is to allocate JCQ Candidate numbers to all pupils in Year 10 (S3)
and then to allocate SCNs to the same pupils.

" External Examsz
- " Inauiny
u Exam Group
- M Exam Groups By Candidate
82, External Candidates

43 Generate Candidate Numbers

Select Generate Candidate Numbers

/) Generate Candidate Numbers

&) Generate 504 Candidate Mumbers
a Change Pupil 504 Begistration Stage

Generation and Allocation of Candidate numbers and SCNs

Change the Next Candidate No to 2001 as shown below:

.

(=] i)

u P

Select form year 10 > ear10 First available cand. number to use 2001
!1' Ehangei Fecords: 00005
Code Hame |Folm |Yeal Candidate No.|Unique Candidat No.lSeIecledl - Order by
P|[DYEOD3  |DYER. Annabel 106 vear10 =
KEROD1 __|KERR. Rebecea 104 Year10 Name 15
MITO001 MITCHELL. Erily Jare 106 Year10 Code 2 [+
MITDD3 MITCHELL, Pally 104 Year10 = = .
STEDD3 STEADMAN, Joanna 104 Year10 Form 3 IZ
3 Apply
T | Selected: 00000
Note: Past pupils are highlighted in red 1 Select all () Deselect all Override candidate numbers?
F e % = =

Page 68




= Select Generate SQA Candidate Numbers.

------ External Exams

...... |r||:||_,|ir_|r|

------ & Exam Group

------ & E:am Groups By Candidate

53 Euternal Candidates

------ W Create Exam Groups From Courses

______ € Generate Candidate Numbers

------ @ Generate S04 Candidate Mumbers

= Select Third year of secondary education as the Registration Stage.
= Now go to Pupil Inquiry and check the details for a sample of the selected pupils.

b) Creation of Exam Groups

In this exercise you will create an Exam Group for a JCQ Exam Option and for a SQA Course.
= Select Create Exam Groups from Courses.

------ External Exams

...... | Fiquainy

------ M Exam Group

------ W Fxamn Groups By Candidate

B2 External Candidates

| ------ W Create Exam Groups From Courses
------ @ Generate Candidate Mumbers

------ @ enerate S04 Candidate Mumbers
------ ﬁ Change Pupil 504 Reqistration Stage

= Sort the grid by the Description field.

= Select Mathematics A, as shown:

MATHEMATICS A ol

BA JEEZ GLCSE FC RE1 1]
MATHEMATICS B [FOUNDATION] o1 D =% JBEF GLCSE FC RE1 29,55
MATHEMATICS B [HIGHER] o I} B& JBE7 GCSE FC RE1 2955
MATHEMATICS OCR REPOSITORY o |} = F448 EL B 204
MATHEMATICS POSTAL MODERATION o [ =5 F448 EL B 204
MATHS A: MATHS UNIT A [FND) o |} =3 A501 GCSE B 9393 985
MATHS A- MATHS UNIT A [HGH) a1 (=13 ABM GLCSE B 9999 985
MATHS A- MATHS UNIT B [FOUNDATION) a1 D By AB02 GLCSE B 9999 985
MATHS A: MATHS UNIT B [HIGHER]) o1 =1 AB02 GCSE B 9999 9.85
MATHS A: MATHS UNIT C [FOUNDATION) ol D (=% AB03 GCSE B 9999 9.85

P |MATHS A: MATHS UNIT C [HIGHER)

Note that there are four options to be selected: three units and one certification.

= Update to create the groups.

= Go to Exam Groups.

= Select the first Mathematics group and link to the Subject code MT (Mathematics).

= Add all the pupils from set MT11A to this group.

= Repeat the above for the other 3 groups.

= For all the groups except 1562, create Component Overrides for Lauren Adams and Mary Charles
to give them 25% Extra time.

= Now repeat this process for the SQA Course C20810 Geography (link to Subject code GE —
Geography).

@



c)

Pupil Unit Allocations (SQA Only)

It is possible to remove pupils from units allocated to an Exam Group. This is only available with SQA
exams.

d)

Select the Exam Group C2081012 from the list of groups for SQA (Board 50).
Select the Pupil Units tab.

Remove one of the Units from Lauren Adams and Amanda Burgess.

Run the Unit Results Report from the SQA Reports menu to review the changes.

Reporting on Results

Results have been entered for several of the exam groups in the database. Use a selection of the
Standard and SQA reports to view the results data.

Selections should include:

e)

Exam Results Grid

SQA Exam Results Grid

Exam Results by Candidate

Exam Results By Subject Grid (Qualification = GCSE, Gradeset = F)
SQA Unit Results.

Load and Modify Report Builder Templates

Load the 3 Report Builder Templates from your desktop or other location indicated by the course
leader.

Make changes to the reports as required.

Save the template.



11. Appendix 1- ODBC View Details

This section lists details of all the views which are specific to the External Exams module. In many cases these
views can be used on their own as they contain Candidate Identifiers and Names, but they may also be joined
to other views as required.

In all cases when used with any reporting tools other than Report Builder it will be necessary to substitute the
initial XZ code with the code of the school in use.

= XZ_EX_ACCESS_ARRANGEMENTS
ACCESS_ID
ARRANGEMENT_DESCRIPTION
CANDIDATE_ID Joining field
CATEGORY
COMPONENT_ACCESS_ID
COMPONENT_ID Joining field
NAME_ID
NOTES
SCHOOL

This view must be used in conjunction with the XZ_EX_EXAM_COMPONENTS view to link to the
XZ_EX_EXAM_GROUPS view. Note that it will only return data where an access arrangement is linked to a
component for a pupil, not all access arrangements attached to the pupil.

= XZ_EX_COMPONENT_OPTION_LINK

COMPONENT_CODE

COMPONENT_ID Joining field
DESCRIPTION

EXAM_BOARD

EXAM_SERIES

OPTION_CODE Joining field

This view simply returns the links between Exam Options and Exam Components. It is not used as a standalone
view but in conjunction with XZ_EX_EXAM_COMPONENTS and XZ_EX_EXAM_GROUPS.

= XZ_EX_COURSEWORK

CANDIDATE_NAME

CANDIDATE_NO

COMPLETION_DATE

COMPONENT_CODE Joining field
COMPONENT_DESCRIPTION

COURSEWORK_DATE

COURSEWORK_SENT_BY

COURSEWORK_SENT_DATE

GRADE

GROUP_ID Joining field
MARK

MARKGRADE_STATUS

PREVIOUS_SERIES



PUPIL_ID Joining field
SQA_CANDIDATE_NO
UNIQUE_CANDIDATE_NO

This view is used to return details of Coursework where this is applicable to an Exam Component. It is designed
to be joined to the view XZ_EX_EXAM_GROUPS using the fields indicated.

= XZ_EX_EXAM_COMPONENTS

ACADEMIC_YEAR

COMPONENT_CODE

COMPONENT_DESCRIPTION

COMPONENT_GRADESET_CODE

COMPONENT_GRADESET_DESCRIPTION

COMPONENT_ID Joining field

DATE_MARKS_DUE

EXAM_BOARD_CODE

EXAM_BOARD_NAME

EXAM_ID Joining field

EXAM_SERIES_CODE

EXAM_SERIES_DESCRIPTION

IN_USE

LAST_AMEND_DATE

LAST_AMEND_LOGIN

MAXIMUM_MARK

ROOM_CODE

ROOM_DESCRIPTION

TEACHERS_MARKS

TIME_ALLOWED

TIMETABLE_DATE

TIMETABLE_SESSION

TIMETABLE_TIME

TIMETABLED

This view is used to return details of Exam Components and is used in conjunction with the views
XZ_EX_EXAM_COMPONENTS_OVERRIDE and XZ_EX_EXAM_GROUP to create reports showing candidates with
overrides for selected components.

= XZ_EX_EXAM_COMPONENTS_OVERRIDE

CANDIDATE_ID Joining field
EXAM_COMPONENT _ID Joining field
ROOM

ROOM_DESCRIPTION
TIME_ALLOWED
TIMETABLE_DATE
TIMETABLE_SESSION
TIMETABLE_TIME



This view is used to show any Component Overrides which apply to a particular component. It is joined to the
views XZ_EX_EXAM_GROUP and XZ_EX_EXAM_COMPONENTS using the fields indicated.
= XZ_EX_EXAM_GROUPS
BOARD_CODE
BOARD_DESCRIPTION
CANDIDATE_ID Joining Field
CANDIDATE_NAME
CANDIDATE_NO
CANDIDATE_STATUS
COMPLETION_DATE
COMPLETION_YEAR
EAR
EAR_APPEAL_DATE
EAR_DATE
EAR_FEE
EAR_INFO
EAR_NEW_GRADE
EAR_NEW_SCORE
EAR_OLD_GRADE
EAR_OLD_SCORE
EAR_RETURNED
EAR_STATUS
EAR_TYPE
ENDORSEMENT_01
ENDORSEMENT_01_PART_ABSENCE
ENDORSEMENT_02
ENDORSEMENT_02_PART_ABSENCE
EXAM_CODE
EXAM_FEE
EXAM_ID Joining field
EXAM_ITEM
EXAM_LEVEL_CODE
EXAM_LEVEL_DESCRIPTION
EXAM_PROCESS
EXAM_QUALIFICATION_CODE
EXAM_QUALIFICATION_DESCRIPTION
FIRST_ENDORSEMENT_GRADESET_CODE
FIRST_ENDORSEMENT_GRADESET_DESCRIPTION
FIRST _FORECAST GRADESET CODE
FIRST_FORECAST_GRADESET_DESCRIPTION
FIRST_RESULT_GRADESET_CODE
FIRST_RESULT_GRADESET_DESCRIPTION
FORECAST_GRADE_01



= XZ_EX_EXAM_GROUPS
FORECAST_GRADE_02
FORECAST_MARK_01
FORECAST_MARK_02

GRADE_01
GRADE_01_PART_ABSENCE
GRADE_02
GRADE_02_PART_ABSENCE
GROUP_CATEGORY_CODE
GROUP_CATEGORY_DESCRIPTION
GROUP_CODE

GROUP_DESCRIPTION

GROUP_ID
GUEST_CANDIDATE_NUMBER
GUEST_CENTRE_NUMBER
MAX_MARK

OPTION_CODE

OPTION_DESCRIPTION
OVERALL_GRADE

OVERALL_MARK

PUPIL_ID

JCQ_ACCREDITATION_NO

JCQ_CODE

QUALIFIER_FLAG

RESULT_TYPE

SCORE_01

SCORE_02

SCORE_03

SCORE_04

SCORE_05
SECOND_ENDORSEMENT_GRADESET_CODE
SECOND_ENDORSEMENT_GRADESET_DESCRIPTION
SECOND_FORECAST_GRADESET_CODE
SECOND_FORECAST_GRADESET_DESCRIPTION
SECOND_RESULT_GRADESET_CODE
SECOND_RESULT_GRADESET_DESCRIPTION
SERIES_CODE

SERIES_DESCRIPTION
SPECIAL_REQUIREMENTS
SQA_CANDIDATE_NO

SUBJECT_CODE
SUBJECT_DESCRIPTION
SYLLABUS_CODE



= XZ_EX_EXAM_GROUPS
SYLLABUS_DESCRIPTION
UNIQUE_CANDIDATE_NO
This view contains details of all candidates within Exam Groups and can be used as a standalone view as it
contains a wide range of fields for use in reports.
= XZ_EX_EXAM_GROUPS_ALL_YEARS
This view is identical to the previous view but with the addition of the ACADEMIC_YEAR field which allows the

reporting of data from all academic years held in the system. Please note that this view may be slow to return
results if there is a large volume of data.

= XZ_EX_EXAM_PUPIL_COMPONENTS

CANDIDATE_ID Joining field
COMPONENT_ID Joining field
ROOM

TIME_ALLOWED
TIMETABLE_DATE
TIMETABLE_SESSION
TIMETABLE_TIME

This view returns the links between the Exam Components and the Candidates.

= XZ_EX_EXAM_SEAT_ALLOCATION

CANDIDATE_ID Joining field
COMPONENT_ID Joining field
EXAM_COLUMNS

EXAM_ROWS

NAME_ID

PUPIL_ID

ROOM

SCHOOL

SEAT_NUMBER

SEAT_POSITION

SEAT_POSITION_COLUMN

SEAT_POSITION_ROW

TIMETABLE_DATE

TIMETABLE_TIME

This view returns details of the seats allocated to candidates for specific components. The Seat Number will
correspond with the numbers shown on the room plan, and the Seat Position shows the absolute location of
the seat within the room. This may differ from the Seat Number because of Unavailable Seats.

= XZ_EX_RESULTS_ALL_YEARS
ACADEMIC_YEAR

BOARD_CODE
BOARD_DESCRIPTION
CANDIDATE_NAME
CANDIDATE_NO



= XZ_EX_RESULTS_ALL_YEARS
CANDIDATE_STATUS
COMPLETION_DATE
COMPLETION_YEAR

EAR

EAR_APPEAL_DATE

EAR_DATE

EAR_FEE

EAR_INFO

EAR_NEW_GRADE

EAR_NEW_SCORE

EAR_OLD_GRADE

EAR_OLD_SCORE

EAR_RETURNED

EAR_STATUS

EAR_TYPE

ENDORSEMENT_01
ENDORSEMENT_01_PART_ABSENCE
ENDORSEMENT_02
ENDORSEMENT_02_PART_ABSENCE
EXAM_CODE

EXAM_FEE

EXAM_ITEM

EXAM_LEVEL_CODE
EXAM_LEVEL_DESCRIPTION
EXAM_PROCESS
EXAM_QUALIFICATION_CODE
EXAM_QUALIFICATION_DESCRIPTION
FIRST_ENDORSEMENT_GRADESET_CODE
FIRST_ENDORSEMENT _GRADESET_DESCRIPTION
FIRST_FORECAST_GRADESET_CODE
FIRST_FORECAST_GRADESET_DESCRIPTION
FIRST_RESULT_GRADESET_CODE
FIRST_RESULT_GRADESET_DESCRIPTION
FORECAST_GRADE_01
FORECAST_GRADE_02
FORECAST_MARK_01
FORECAST_MARK_02

GRADE_01
GRADE_01_PART_ABSENCE
GRADE_02
GRADE_02_PART_ABSENCE
GROUP_CATEGORY_CODE



= XZ_EX_RESULTS_ALL_YEARS
GROUP_CATEGORY_DESCRIPTION
GROUP_CODE

GROUP_DESCRIPTION

GROUP_ID

GUEST_CANDIDATE_NUMBER
GUEST_CENTRE_NUMBER

IN_USE

MAX_MARK

OPTION_CODE

OPTION_DESCRIPTION

OVERALL_GRADE

OVERALL_MARK

PUPIL_CODE

PUPIL_ID

JCQ_ACCREDITATION_NO

JCQ_CODE

QUALIFIER_FLAG

RESULT_TYPE

RESULTS_READ

SCHOOL

SCORE_01

SCORE_02

SCORE_03

SCORE_04

SCORE_05
SECOND_ENDORSEMENT_GRADESET_CODE
SECOND_ENDORSEMENT_GRADESET_DESCRIPTION
SECOND_FORECAST_GRADESET_CODE
SECOND_FORECAST_GRADESET_DESCRIPTION
SECOND_RESULT_GRADESET_CODE
SECOND_RESULT_GRADESET_DESCRIPTION
SERIES_CODE

SERIES_DESCRIPTION
SPECIAL_REQUIREMENTS
SQA_CANDIDATE_NO

SUBJECT_CODE

SUBJECT_DESCRIPTION

SYLLABUS_CODE

SYLLABUS_DESCRIPTION
UNIQUE_CANDIDATE_NO

VISIBLE_FROM



This view will return all result information for entries for all Academic Years held in the system. As with the
XZ_EX_EXAM_RESULTS_ALL_YEARS view, this view may return data more slowly than the corresponding
current year view if there is a large volume of data to be returned.
= XZ_EX_RESULTS_BY_CANDIDATE_ALL_YEARS
CANDIDATE_NAME
DATE_OF_BIRTH
EXAM_BOARD_01
EXAM_BOARD_02
EXAM_BOARD_03
EXAM_BOARD_04
EXAM_BOARD_05
EXAM_BOARD_06
EXAM_BOARD_07
EXAM_BOARD_08
EXAM_BOARD_09
EXAM_BOARD_10
EXAM_BOARD_11
EXAM_BOARD_12
EXAM_BOARD_13
EXAM_BOARD_14
EXAM_BOARD_15
EXAM_BOARD_16
EXAM_BOARD_17
EXAM_BOARD_18
EXAM_BOARD_19
EXAM_BOARD_20
EXAM_CODE_01
EXAM_CODE_02
EXAM_CODE_03
EXAM_CODE_04
EXAM_CODE_05
EXAM_CODE_06
EXAM_CODE_07
EXAM_CODE_08
EXAM_CODE_09
EXAM_CODE_10
EXAM_CODE_11
EXAM_CODE_12
EXAM_CODE_13
EXAM_CODE_14
EXAM_CODE_15
EXAM_CODE_16
EXAM_CODE_17



= XZ_EX_RESULTS_BY_CANDIDATE_ALL_YEARS
EXAM_CODE_18
EXAM_CODE_19
EXAM_CODE_20
EXAM_DESCRIPTION_01
EXAM_DESCRIPTION_02
EXAM_DESCRIPTION_03
EXAM_DESCRIPTION_04
EXAM_DESCRIPTION_05
EXAM_DESCRIPTION_06
EXAM_DESCRIPTION_07
EXAM_DESCRIPTION_08
EXAM_DESCRIPTION_09
EXAM_DESCRIPTION_10
EXAM_DESCRIPTION_11
EXAM_DESCRIPTION_12
EXAM_DESCRIPTION_13
EXAM_DESCRIPTION_14
EXAM_DESCRIPTION_15
EXAM_DESCRIPTION_16
EXAM_DESCRIPTION_17
EXAM_DESCRIPTION_18
EXAM_DESCRIPTION_19
EXAM_DESCRIPTION_20
EXAM_SUBJECT_01
EXAM_SUBJECT_02
EXAM_SUBJECT_03
EXAM_SUBJECT 04
EXAM_SUBJECT_05
EXAM_SUBJECT_06
EXAM_SUBJECT_07
EXAM_SUBJECT_08
EXAM_SUBJECT_09
EXAM_SUBJECT_10
EXAM_SUBJECT_11
EXAM_SUBJECT_12
EXAM_SUBJECT 13
EXAM_SUBJECT 14
EXAM_SUBJECT_15
EXAM_SUBJECT_16
EXAM_SUBJECT 17
EXAM_SUBJECT 18
EXAM_SUBJECT_19



= XZ_EX_RESULTS_BY_CANDIDATE_ALL_YEARS
EXAM_SUBJECT_20
EXAM_YEAR_01
EXAM_YEAR_02
EXAM_YEAR_03
EXAM_YEAR_04
EXAM_YEAR_05
EXAM_YEAR_06
EXAM_YEAR_07
EXAM_YEAR_08
EXAM_YEAR_09
EXAM_YEAR_10
EXAM_YEAR_11
EXAM_YEAR_12
EXAM_YEAR_13
EXAM_YEAR_14
EXAM_YEAR_15
EXAM_YEAR_16
EXAM_YEAR_17
EXAM_YEAR_18
EXAM_YEAR_19
EXAM_YEAR_20
GRADE_01
GRADE_02
GRADE_03
GRADE_04
GRADE_05
GRADE_06
GRADE_07
GRADE_08
GRADE_09
GRADE_10
GRADE_11
GRADE_12
GRADE_13
GRADE_14
GRADE_15
GRADE_16
GRADE_17
GRADE_18
GRADE_19
GRADE_20
NAME_ID



= XZ_EX_RESULTS_BY_CANDIDATE_ALL_YEARS
PUPIL_LAST_YEAR

SEX

UNIQUE_CANDIDATE_NO

This view is specifically designed to return data in a one row per candidate format, as required by the AQA
Awarding Body for schools offering the AQA Baccalaureate. Full details of the requirements can be found in the
document at http://filestore.aga.org.uk/subjects/AQA-BACC-ADMIN-GUIDE.PDF.

= XZ_EX_RESULTS_CURR_YEAR

ACADEMIC_YEAR

BOARD_CODE

BOARD_DESCRIPTION

CANDIDATE_NAME

CANDIDATE_NO

CANDIDATE_STATUS

COMPLETION_DATE

COMPLETION_YEAR

EAR

EAR_APPEAL_DATE

EAR_DATE

EAR_FEE

EAR_INFO

EAR_NEW_GRADE

EAR_NEW_SCORE

EAR_OLD_GRADE

EAR_OLD_SCORE

EAR_RETURNED

EAR_STATUS

EAR_TYPE

EAR_TYPE_DESC

ENDORSEMENT_01

ENDORSEMENT_01_PART_ABSENCE

ENDORSEMENT_02

ENDORSEMENT_02_PART_ABSENCE

EXAM_CODE

EXAM_FEE

EXAM_ITEM

EXAM_LEVEL_CODE

EXAM_LEVEL_DESCRIPTION

EXAM_PROCESS

EXAM_QUALIFICATION_CODE

EXAM_QUALIFICATION_DESCRIPTION

FIRST_ENDORSEMENT_GRADESET_CODE

FIRST_ENDORSEMENT_GRADESET_DESCRIPTION


http://filestore.aqa.org.uk/subjects/AQA-BACC-ADMIN-GUIDE.PDF

= XZ_EX_RESULTS_CURR_YEAR
FIRST_FORECAST_GRADESET_CODE
FIRST_FORECAST_GRADESET_DESCRIPTION
FIRST_RESULT_GRADESET_CODE
FIRST_RESULT_GRADESET_DESCRIPTION
FORECAST_GRADE_01
FORECAST_GRADE_02
FORECAST_MARK_01
FORECAST_MARK_02

GRADE_01

GRADE_01_PART_ABSENCE

GRADE_02

GRADE_02_PART_ABSENCE
GROUP_CATEGORY_CODE
GROUP_CATEGORY_DESCRIPTION
GROUP_CODE

GROUP_DESCRIPTION

GROUP_ID
GUEST_CANDIDATE_NUMBER
GUEST_CENTRE_NUMBER

IN_USE

MAX_MARK

OPTION_CODE

OPTION_DESCRIPTION

OVERALL_GRADE

OVERALL_MARK

PUPIL_CODE

PUPIL_ID

JCQ_ACCREDITATION_NO

JCQ_CODE

QUALIFIER_FLAG

RESULT_TYPE

RESULTS_READ

SCHOOL

SCORE_01

SCORE_02

SCORE_03

SCORE_04

SCORE_05
SECOND_ENDORSEMENT_GRADESET_CODE
SECOND_ENDORSEMENT _GRADESET_DESCRIPTION
SECOND_FORECAST_GRADESET_CODE
SECOND_FORECAST_GRADESET_DESCRIPTION



= XZ_EX_RESULTS_CURR_YEAR
SECOND_RESULT_GRADESET_CODE
SECOND_RESULT_GRADESET_DESCRIPTION
SERIES_CODE

SERIES_DESCRIPTION
SPECIAL_REQUIREMENTS
SQA_CANDIDATE_NO

SUBJECT_CODE

SUBJECT_DESCRIPTION

SYLLABUS_CODE

SYLLABUS_DESCRIPTION
UNIQUE_CANDIDATE_NO

VISIBLE_FROM

This view returns all the results data for entries made in the current academic year.

= XZ_EX_RESULTS_LAST_YEAR

This view returns results data for the previous academic year.

= XZ_EX_SQA_DETAILS
CANDIDATE_NAME

NAME_ID Joining field
PROCESS_BY_EXCEPTION
REGISTRATION_STAGE_NAME
SQA_ADDRESS1
SQA_ADDRESS2
SQA_ADDRESS3
SQA_ADDRESS4

SQA_BFPO
SQA_CANDIDATE_NO
SQA_COUNTRY
SQA_FORENAME
SQA_POST_CODE
SQA_REG_AMENDED
SQA_REG_SENT
SQA_SURNAME

This view contains the SQA registration details are shown on the SQA Registration tab of Pupil Maintenance. It
is used primarily to create reports for checking these details.

= XZ_EX_SQA_EXAM_PAPERS

COMPONENT_CODE

PAPER_CODE

PAPER_COMPONENT_ID

PAPER_DESCRIPTION

UNIT_COMPONENT_ID

UNIT_DESCRIPTION



This view returns links between timetabled exam papers and other course units for SQA exams.

= XZ_EX_SQA_UNIT_ENTRIES

ACADEMIC_YEAR
CANDIDATE_ID
CANDIDATE_NAME
COMPLETION_DATE
COMPONENT_CODE
COMPONENT _ID Joining field
COMPONENT_LEVEL
COURSE_DESCRIPTION
ENTRY_SENT
ESTIMATE
ESTIMATE_DATE
ESTIMATE_SENT
EXAM_CODE
EXAM_LEVEL
EXAM_QUALIFICATION
NAME_ID
PREVIOUS_COMPLETION_DATE
PREVIOUS_LEVEL
RESIT
RESULT_GRADE
RESULTS_READ
SCN
UNIT_OR_COURSE
WITHDRAWN

This view returns details of all SQA Unit and Course entries. It is commonly joined to the

XZ_EX_EXAM_COMPONENTS view and the XZ_EX_EXAM_COMPONENTS_OVERRIDE view to produce fully
detailed reports of exam candidates.



This concludes today's training and we would like to take this opportunity to thank you for attending
our SQA and JCQ Examinations Course.

Please note: we regularly post useful hints and tips on our Customer Centre and so we would
recommend that you logon and take a look.

If you would like further details on any of our training courses, workshops and user events, please do
not hesitate to contact us:

Training & Implementation:

= Telephone: + 44 (0) 1458 833 344
= E-mail: implementation@wcbs.co.uk

For sales, support or general queries and enquiries, please contact:

Sales ® +44(0)1458833344 Somerset House

Support ® +44(0)1458 833 055 Magdalene Street
Glastonbury

Fax ® +44(0)1458 835297 Somerset

E-mail ® support@wechbs.co.uk BA6 9E)J

Web ® www.wcbs.co.uk UK



