
  

 
 
 

ASDAN eAssessment  
 
 

Operating Instructions for Centres and Candidates 
 

Issue 5 May 2012 
 



 

 2

Contents 
 Page 

Part 1 – Instructions for Centres 
 

 

Registering Candidates  
Logging into the Secure Area of the ASDAN Website 3 
Accessing the Secure Area 
Candidate Registration 
 

4 
5 

Candidate Software  
Downloading the candidate test software 7 
Installing the candidate test software 8 

   
Assessment Management Centre  

Assessment Locations 12 
 Scheduling an Assessment 13 
 Scheduling a Practice Assessment 14 

  
Candidate Management  

Entering Candidates Onto Scheduled Assessments 15 
 Transferring a Candidate Entry 17 
  
View Scheduled Assessments & Print Options  
 View Scheduled Assessments 

View Completed Assessments 
Print Options (inc Candidate Passwords) 

 

19 
20 
21 

System Management 
Inactivity Timeout 
Assessment Interval Gap 
Grace Sign-in Before Assessment 
Grace Sign in After Assessment 
1st and 2nd Assessment Warning 
Try the System Duration 

23 
 

  
My Test Crashed – What should I do? 24 
I have forgotten my login details - What should I do? 24 
Experiencing Connectivity Issues? 24 
 
 

 

Part 2 – Instructions for Candidates  
Before the Test  
Your Username and Password 25 
   
Taking the Test  
 Running the Test Software 26 
 Logging On 27 
 Try the System 28 
 Begin Your Test 28 
 Answering the Questions 28 
 Navigating Between Questions 28 
 Using Zoom and Flag Options 29 
 Ending the Test 29 
  
After the Test  
 Instant Results and Feedback 30 
 Exiting from the Test System 30 



 

 3

Part 1 – Instructions for Centres 

Registration of Candidates 

All candidates must be registered with ASDAN for Key or Basic Skills before they can sit an 
eAssessment. You can do this via the ASDAN Secure Area. 

Logging into the ASDAN Secure Area.  

Open your web browser and go to www.asdan.org.uk as shown below.   

If you are not already a registered user of the website please follow the 
link entitled “register as a new user” and complete the registration form. 

You will be sent your log in details within 24 hours.  

 

 

 

 

 

If you have a user name and password, log in as shown below.  
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Accessing the Secure Area 

Once you have logged in, click on the “My ASDAN Qualifications” link, followed by the 
“Basic Skills/ALAN – Secure Area” link. 
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Candidate Registration 
 
There are two steps to the ASDAN Candidate Registration process, the first step is to 
purchase candidate numbers and the second step is to enter the names of the candidates.  
 
Please allow 10 working days for candidate names to be processed and available on the 
ASDAN Online Assessment System.  
 
 
Registration of Candidate Numbers (Q/CANa) 
 
Use this form to purchase unit registrations for your candidates 
 
Go to the “Candidate Registration” section of the Basic Skills/ALAN – Secure Area and 
click on the “Candidate Numbers Form (Q/CANa)” link. 
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Registration of Candidate Names (Q/CANb) 
 
Use this form to register the names of the candidates for tests.  
 
Go to the “Candidate Registration” section and click on the “Basic Skills Candidate 
Registration and Submission Form (Q/CANb)” link. 
 

The candidate registration form will 
appear, enter your candidate details 
and click on “register”. 
 
Remember to check the 
‘eAssessment’ checkbox to register 
the candidates for e-Assessment 
(please do not enter a ‘Paper Test 
Date’ if you are using eAssessment).  

 
 

 
 
A confirmation e-mail will be sent from the website to the e-mail address you logged in with, 
please take the time to ensure that all of the candidate data is correct. If you notice an error, 
please inform ASDAN immediately in writing to qualifications@asdan.org.uk.   
 
ASDAN will aim to process your candidate registrations within 10 working days.  Once 
they have been processed you will receive email confirmation with a list of your 
candidates attached, these candidates will automatically be available the next day to 
be entered onto eAssessments via the ASDAN Online Assessment Management 
System (www.asdanonline.org.uk). 
 
Once your candidates are registered and your centre is approved and setup on the 
eAssessment system you can schedule your assessment within minutes via the 
administration website, and take tests on demand. 
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Downloading the Candidate Test Software 
 
Once your centre has been approved to run online tests, you will be sent email confirmation 
containing a link to the candidate test software. Simply click on this link to download. 
 
Select “Save” when the file download box appears 
 

 
 
Select the location you wish to save to and select “Save” button.  (network drive or USB pen 
is a good idea) 
 

 
 
The installation file will begin to download 
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Installing the Candidate Test Software 
 
The candidate test software must be installed on every candidate workstation that will be 
running online tests.  The software will connect directly to www.asdanonline.org.uk during 
testing therefore it is highly recommended that you ask your system administrator to allow 
your workstations to bypass any proxy servers that you use and to add this URL to the 
whitelist on your proxy server in order that it can connect directly. Failure to do this may cause 
tests to run slowly or not at all.  ASDAN cannot be responsible for any network connection 
issues caused by failure to follow these instructions. 
 
Browse to the save location and double click on the installation file.  Administrative privileges 
are required to install. 
 

 
 
The installation wizard will appear, select “Next” 
 

 
 
Accept the terms and conditions and select “Yes” 
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When prompted, enter your ASDAN centre number (this will have been provided in your email 
confirmation) and select “Next”.  
 
It is essential that you enter this number correctly as failure to do so will prevent you from 
running online tests. 
 

 
 
The programme will then install 
Once the installation is complete select “Close” 
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The ASDAN Online Assessment Candidate application icon will now appear on the desk top.  
This is used to start online tests 
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Assessment Management Centre 
 
Managing your candidates and assessments is done via a web interface.  To access this, 
open up a web browser and go to the URL www.asdanonline.org.uk/oa  
 
Log in with the details provided in your email confirmation.  
 

 
 
Once you have successfully logged in you will be taken to the main screen of the Assessment 
Management Centre illustrated below.  This will show you details of previous assessments 
and upcoming scheduled assessments as well as achievement statistics. 
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Assessment Locations 
 
The first time you access the system you will need to set up the name of at least one 
assessment location.  To do this choose the “System Management” menu followed by 
“Assessment Locations” 
 

 
 
Type in the name of each location where assessments will be held and click on the “Add New 
Location” button.   
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Scheduling an Assessment 
 
In order to schedule an assessment, click on the “Assessment Manager” toolbar, then 
choose “Schedule an Assessment” 
 

 
 
This will show you a list of assessments scheduled for today.  If you do not have any 
scheduled assessments for today, click on the “Create Schedule” button. 
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Enter the appropriate details for the assessment and select “Save” to confirm that the details 
are correct.  The scheduled assessment is now booked into the system. 
 

 
 
 
 
Scheduling a Practice Assessment 
 
In order to schedule a practice assessment, the process is the same as for a live assessment 
except that you choose “Schedule a Practice” from the “Assessment Management” menu, 
instead of “Schedule an Assessment”. 
 
 

 
 
Enter the appropriate details for the practice assessment and select “Save” to confirm that the 
details are correct.  The scheduled practice assessment is now booked into the system. 
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Candidate Management 
 
This section is where the centre enters candidates onto scheduled assessments, or transfers 
candidates from one scheduled assessment to another.  
 
Entering Candidates onto Scheduled Assessments 
 
On the “Candidate Management” menu, click the “Enter Candidates” option. 
 

 
Next, choose the assessment date from the drop down menu. All assessments scheduled for 
that day will appear. 
 

 
 
Now click the “Select” button of the assessment you wish to enter the candidates onto. 
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Now use the “Filter List” or “Search By” options to list the candidates available for entry onto 
this assessment.  This will provide a list of the candidates at your centre who are eligible for 
Key or Basic Skills tests. 
 
To add a candidate, mark the checkbox in the far right column for the candidate(s) you wish 
to enter and then select the “Add Selected Candidates” button.  This will enter the selected 
candidate onto the chosen assessment. 
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Transferring a Candidate Entry (from one scheduled assessment to another) 
 
From the “Candidate Management” menu, choose the “Transfer Candidates” option 
 

 
 
 
Next select the date from the drop down menu for the assessment that you wish to transfer 
candidates from.  All assessments scheduled for the chosen day will appear as illustrated 
below.  Now, press the “Select” button next to the relevant assessment. 
 

 
 
From the drop down list, select the date of the assessment you wish to transfer candidates to.  
This lists all of the assessments for the chosen day.  
 
Press the “Select” button for the chosen assessment. 



 

 18

 
 
 
You will then see a list of candidates ready to be transferred. 
 

 
 
To transfer the candidate(s), mark their associated checkbox on the far right and press the 
“Transfer” button.  The candidate will now be moved and a new password will be generated 
for each transferred candidate. 
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View Scheduled Assessments 
 
Choose the “View Scheduled Assessments” from the “Assessment Management” menu. 
 

 
 
Next select a date from the drop down menu and any assessments scheduled for the chosen 
day will appear as illustrated below. 
 

 
 
(Once candidates have been entered for an assessment, clicking on the “Select” button for a 
chosen scheduled assessment will show the details of any candidates entered for that 
assessment.) 
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View Completed Assessments 
 
Choose the “View Completed Assessments” from the “Assessment Management” menu.  
This will allow you to access lists of candidates entered for each assessment.   
 

 
 
Next select a date from the drop down menu and any assessments completed for the chosen 
day will appear as illustrated below.   
 

 
 
Choose the assessment you wish to view and click the “Select” button.  This will list the 
candidates entered onto the assessment and the option to print Candidate Assessment 
Feedback for each candidate. 
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Print options 
 
From Assessment Management> select View Complete Assessments or View 
Scheduled Assessments> click the “Print Options” button. 
 

 
 
 
You will be presented with the “Print Options” screen.  Select the appropriate print button 
and the document will be created in PDF format. 
   

 
 
To print documents you will need Adobe Acrobat Reader installed on your PC. 
 
To download a free version of Adobe Acrobat Reader, click here and follow the on-screen 
instructions. 
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Printing Assessment/Candidate Documentation 
 
It is possible to access a number of reports for any chosen assessment, either scheduled or 
completed: 
 
 Candidate Assessment Feedback 

Having sat an assessment, this gives individual candidate and assessment details and 
results, together with a list of each of the numbered assessment criteria that the 
candidate answered incorrectly, thus allowing centres to target specific areas for 
additional teaching and learning. 
 

 Feedback Report (all candidates) 
As above, for all candidates. 
 

 Assessment Status Report 
This gives a status breakdown for each candidate entered for an assessment showing 
“Completed”, “Pending”, “Did not Attend”, and the result either “Achieved” or “Not 
yet Achieved”. 

 
 Candidate Assessment Slip (No Passwords) 

A slip giving each candidate instructions as to the date, start time, duration, and location 
of their assessment.  As no password is listed, this may be given to candidates before the 
assessment date as notification of their entry for a particular assessment. 

 
 Candidate Assessment Slip (with Passwords)* 

As above, with password.  These may be used to inform candidates of their passwords, 
once they are in the test room and under test conditions.  
 

 List of Candidate Passwords* 
A list of all candidates and their passwords, on one sheet.  

 
 Provisional result slip 

Allows candidate to view/print their result immediately they exit the assessment.  
Confirmation of the result and any certificate due will be supplied by ASDAN within the 
stated timescale. 

 
 Supervisor’s Report 

Must be completed by the supervisor/invigilator and submitted on completion of any 
assessment where an irregularity has occurred (e.g. candidate sickness, temporary 
interruption, computer failure etc.) and must be emailed to ASDAN immediately on 
completion of the assessment. 

 
 
*N.B. Information relating to candidates’ personal details and passwords must only be 
available to authorised personnel. 
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System Management 
 
This section allows the administrator to determine what the default system settings will be. 
 

 
 
Inactivity Timeout 
This is the duration in which a user will be automatically logged out if they leave their PC 
unattended whilst logged into the system. 
 
Assessment Interval Gap 
This determines the minimum gap between scheduled assessments.  i.e. a 15 minutes 
interval will only allow you to schedule assessments at 12:00pm, 12:15pm and 12:30pm etc. 
 
Grace Sign-in Before Assessment 
Candidates can begin their assessment this amount of minutes before the assessment start 
time. 
 
Grace Sign-in After Assessment 
Candidate can begin their assessment this amount of minutes after the assessment start 
time. 
 
1st Assessment Warning 
This is the 1st warning to the candidate that this amount of time remains. 
 
2nd Assessment Warning 
This is the 2nd warning to the candidate that this amount of time remains. 
 
Try the System Duration 
This is the time limit for the practice assessments. 
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My Test Crashed – What Should I Do? 
 
If your computer crashed or your lose internet connectivity you can restart a test.  In order to 
do this simply choose “Stop/Start Assessments” from the “Assessment Management” 
menu.  Select the date of test which you wish to stop/start and click the “Stop/Start All 
Assessments” button.   
 

 
 
Candidates can then log back into the test and continue from where they left off. 
 
 
 
I Have Forgotten My Login Details - What Should I Do? 
 

 
 

If you have any other questions or queries regarding the system or any of its features, please 
select the hyperlink Need Help? on the login page.  This will open your e-mail software and 
create a new email ready to be sent to ASDAN into which you can provide details of your 
query. 
 
 
Experiencing connectivity issues? 
 
Please download the ASDAN eAssessment Network Troubleshooting Guide from the ASDAN 
Secure Area for your Network Administrator. 
 
 
My student requires extra time for their test, how can I add this? 
 
ASDAN will add up to 25% extra time to a student’s test on request. Please schedule the test 
and email eassessment@asdan.org.uk at least 48 hours in advance of the scheduled test 
quoting the candidate name and ASDAN Candidate number. 
 
If your student requires longer than 25% extra time, this must be requested using Form 1 – 
JCQ/AA or Form 8 – JCQ/AA/LD, as appropriate. 
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Part 2 – Instructions for Candidates 
 
Before the Test 
 
Before you run the candidate software it is recommended that you turn off the built in Phishing 
Filter within Internet Explorer.  To do this simply go to the Tools menu, Phishing Filter and 
choose “Turn off automatic website checking”  Failure to do this may cause tests to run slowly 
or not at all.  ASDAN cannot be held responsible for any problems caused by failure to follow 
these instructions. 
 
 

 
 
Your Username and Password 
 
Before you start your test your tutor will provide you with your Online Assessment Candidate 
Slip.  This will contain information about date and times of the test as well as your unique 
username and password.  Keep this safe and do not let anyone else see it.   
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Taking the Test 
 
Running the Test Software 
 
To begin your eAssessment, click on the ASDAN Online Assessment Candidate Application 
on your desktop (shown below) 
 

  
 
Your screen will now resize while the software connects to the eAssessment server. 
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Logging On 
 
At the Welcome screen, enter your first name, last name and password (provided on your 
Candidate Assessment Slip) 
 

 
 
Once you have successfully logged onto the system it will confirm the details of your 
assessment and allow you to “Try the System” or “Start Assessment” (Test) 
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Try the System  
 
If you are unfamiliar with the ASDAN eAssessment software you may wish to “Try the 
System” before undertaking your test. 
 

Click on the  button to begin a short demonstration of the software.  This 
will allow you to get to know the layout and navigation of questions. 
 
 
Begin Your Test 

To begin your test, click on the  button.  Please read the questions 
carefully.  The instructions will confirm how many questions you have to answer and how 
much time you will have to answer them in.  Please remember to contact the test supervisor if 
you have any problems before you begin your test. 
 
 
Answering the Questions 
 
Your test will begin immediately and the timer will start to count down.  Read each question 
carefully and choose the answer you think is the correct one. 
 

 
 
 
Navigating Between Questions 
 
You can move backwards and forwards between different questions by using the buttons 
shown at the bottom of the page.  You can also jump to a question by clicking directly on it. 
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Using Zoom and Flag Options 
 
If a question has an image (picture or diagram) with it, you can view a larger version of this by 
clicking on the image or clicking on the “Zoom” button.  
 

 
 
To help you remember any questions that you would like to go back to, highlight them by 
clicking the “Flag” button when viewing the question. 
 

 
 
Using the flag changes the colour of the question button to orange, allowing you to see which 
questions you have flagged.  Once the question is answered, the colour changes to green. 
 

 
 
 
Ending the Test 
 
During your test the time you have left will be shown at the top of the screen. 
 

 
 
When you have 15 minutes of test time left you will be given a visual warning to indicate this.  
When you have 5 minutes left you will be given a second warning and the test will 
automatically end after the set time. 

You can choose to end the test at any point by clicking on the  button in the 
top right of the screen. You will be asked to confirm that you wish to end your test. 
 

 
 
If you click “Yes” you will be given one final chance to go back to your test, otherwise it will 
end and your result will be calculated. 
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After the Test 
 
Instant Result and Feedback 
 
If you have finished the questions or the test time has run out, your test result will be shown 
on the screen. 
 

  
 
 
Exiting from the Test System 
 
To exit the system press “CTRL” + “SHIFT” + “X” and click on “Exit” when prompted. 
 

 
 

 


