. - e-Assessment Guide
Cltyﬁg wjec Scheduling and Running
Guilds cbac On-demand Exams

( )
Make sure you have: Write your information here for reference:

Username

Access to https://wjec.surpass.com

You will also need your Password.
m Do not write this down here.
o v

The e-Assessment Process

( y
i Scheduling an Exam ) Key:
- * \ The solid line shows when you need to
Extra Time use https://wjec.surpass.com
o _J
* :" ": The dashed line shows candidate
f N ) 1 g actionsin
L Invigilation Packs ) https://wjec.surpass.com/
| secureassess/htmidelivery
Unlocking Exams Unlocking Exams
by PIN code by Invigilator

__________

E Candidates enter Keycode E

- EE O EE S EE S EE S EE EE B EE B Em

[ Results appear in 'Results' tab ]

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 1 of 8
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!-Q'g' wjec Scheduling Exams

This guide is for scheduling past papers and on-demand exams.

N =
e

Loginto
https://wjec.surpass.com

L

Select Test Administration
then the Schedule tab

v

Click Schedule Test button

v

Select your Centre

Click Next

U

[ Select your Subject & Test

Click Next

i

Tick Multiple Day Test
Select your Start Date and End Date
We suggest you allow an extended date
window, leave the timings as they are

Please note that the
scheduled exams
must be started and
finished within the
exam window.

Click Next

L

[ Select your Candidates

[ If your candidates are ]
] not in the system please

Click Next

i

contact us using the
telephone number or
email address at the

Your Delivery Test Method
should already be selected

bottom of the page.
] . )

Click Next

U

( Review and click Finish

)

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 2 of 8
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5& LUJ eC Extra Time

Guilds cbac

Extra time should be added BEFORE the candidates enter their keycodes.

N =
—

Login to
https://wjec.surpass.com

v

Select Test Administration
then the Invigilate tab

Y

Select the Candidate
requiring extra time

. v
( * )
Click Modify Duration button
. y
( * )

Enter the new Duration in minutes
in the Duration box rounding
up where neccessary.

Y

( 3
From the drop down list, select ‘Other’.

Enter the Reason for the extra time
e.g “Access Arrangements”

o _J
a * )
Click OK to confirm
" )
a * )

Repeat for each Candidate
requiring extra time

Adding extra time AFTER the exam has been started.

If extra time needs to be added and the exam has already been started, pause the
affected candidate(s) and follow the instructions as above for adding extra time. Once
this has been done close down and restart the web browser on the affected candi-
date’s computer. Next re-enter their keycode and resume the exam on Surpass. The
extra time should now be added to the remaining time.

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 3 of 8
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Cgﬂﬁd% E:Utj;.gg Invigilation Pack

Repeat this process if your candidate list spans more than 1 page

( Log in to https://wjec.surpass.com ]
y

Select Test Administration then the Invigilate tab

Y

Select your Candidates

To select a list of candidates, click the first candidate,
hold down the shift key and click the last candidate.

To select individual candidates, hold down
the ‘Ctrl’ key and click each candidate.

( Click Print Invigilation Pack button ]

L

( Select Create Invigilation Pack using selected tests ]

( Click Finish J
Y

[ A PDF will be generated which you will be able to print. ]

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 4 of 8
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Starting Exams by PIN code

You will use either a PIN code or Invigilation to unlock exams
PIN codes are generated automatically.
If you do not wish to use the PIN code to start the exam,

please see “Removing PIN and then Unlocking Exams by Invigilator” page.

a )
Loginto
https://wjec.surpass.com
o _J
a * Ny
Select Test Administration
then the Invigilate tab
G )

___________ L 2

: Candidates enter their Keycodes :

- O EE EE EE EE EE D O S S EE EE EE S

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk
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wjec Removing PIN and then
Guilds cbac Unlocking Exams by Invigilator

' All exams will have a PIN set as standard.
If you do not wish to use a PIN you can use Invigilation to unlock exams.

N\
Log in to
https://wjec.surpass.com

;

N\
Select Test Administration
then the Invigilate tab

v

Select your Candidates

To select a list of candidates, click the first candidate,
hold down the shift key and click the last candidate.

To select individual candidates, hold down
the ‘Ctrl’ key and click each candidate.

v

[ Click Remove PIN button ]

___________ S

All candidates should enter their
keycodes and confirm their details

- -
- - -

Select the exams that are @
Locked for Invigilator

v

Click Unlock button
(Activation may take up to 2 minutes)

- N N EE EE O O O N N N EE EE S O O EE Ee Ee e

- O EE EE EE EE S D S S S EE EE

You can remove PIN at any time between the exam being scheduled and before the candidates
enter their keycodes.

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 6 of 7
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City wjec Pausing and Resuming an exam
Guilds | cbac

You may need to pause an exam if a problem arises

a Y
Loginto
https://wjec.surpass.com
" )
a ‘ )
Select Test Administration
then the Invigilate tab
Ao J
a * )

Select the candidate(s)
you wish to Pause

o _J
( * 3
Click Pause button
L _J
( + 3

The selected exams will pause
(may take up to a minute)

{

To Resume, select the exams
you wish to resume

Y

( 3
Click Resume button

L _J

( + 3

The selected exams will resume
(may take up to a minute)

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 7 of 8
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Log into https://wjec.surpass.com

v

Select Test Administration then
the Results tab

v

é Y

You may need to filter by Subject or
Completed Date to see the required data
. S

Y

Results will appear on screen

If you have any problems please contact the WJEC e-Assessment Team on:
Telephone: +44 (0) 2920 265 328 Email: e-assessment@wjec.co.uk Page 8 of 8
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