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ASDAN
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.

My ASDAN

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

The Secure Area of the site is
avallable to Registered centres
Log in to:

» Download resources

» Register candidates

= Wiew meeting dates

| * Purrhase materials |
register as a news user >

o S E R R

of log in with your emall address:

and password:

If you have a user name and password, log in as shown below.

) ASDAN | Home Page - Mozilla Firefox
File Edt Wiew History Bookmarks Tools  Help

- ar | BE bt s, asdan,arg.ukd B
#9 wozila Firefox Start ... *§ Google Maps 8§ aspan |cvs *f Mozila Firefox Start P | ] ASDAN Online Assess... % ASDAN | Home Page

4k ASDAN | Home Page -

About
ASDAN

Centre
Registration

Award
Programmes

Qualifications | Training

and Events

Regional
Information

ASDAN

education

catalogue us

online ‘ Contact ‘ Secure

Rewarding

Search the site:

BSDAN is a charitable social enterprise with awarding body status, providing courses to more than
6,000 UK and international schools, colleges, youth centres and training providers. ASDAN's
programmes and qualifications offer flexible ways to accredit skills for leaming, skils for employment
and skils for life,

Latest news

k-4

ASDAN Employment ard
Skills Forum
ASDAM launches an

The Secure Ares of the site is
avalable to Registered centres

Welcome to ASDAN

Login to: Find out about: ASDAM as an organisation; how to register to run our courses;

= Download resources introductory training warkshops; and browse our list of partners and prajects.

exciting collaboration to
suppart the skils agenda

» Register candidates
* View meeting dates About ASDAM  Centre Registration Training & Evants Projects &

= Purchase materials Collabe

FAQs

F18r. 35 3.2V LE!

Or log in with your email address: Explore our programmes and qualifications =
cwedar Al | il SEN and Disability Green
irgki‘ 4‘& More than 50 courses are avalable, from Short Courses to full GCSE and Paper

AS Level-equivalent qualifications, for students across the age and abiity range. Read ASDAN's response ta

the recent DfE Green Paper

and password;

Qualifications Contexts Casa Studies

Forgotten your password?

Support and resources

- LACES TO
e __,," Download ASDAN's dedicated staff are on hand to offer advice and support, Financial A‘;gg\?u;;%‘;“;‘;;if
\ ERE\ wabiite | support is available via a charitable fund. Registered centres can purchase e bt
materials online and access guidance and resources in the My ASDAN secure area, e Dest companies
user guide to work for in the UK
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ASDAN
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.

Secure Area My ASDAN Qualifications

My ASDAN Gualifications

My ASDAN Programmes

My Centre Candidates
My Centre Details

Staff Newsletter

Internal Staff Extranet

Regional Staff Extranet




ASDAN
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.

Gandidate Registration

= Candidat, Generic Guidance
= Candidate Numbers Form (OfCANa

® Please read these instructions for the Candidate Registration and Subrmission Formn below

» Basic Skils Candidate Registration and Subrnission Form (QfCanE)

Note: If you are registering 40+ candidates, and would prefer to complete a Microsoft Excel
spreadshieet, please contact the QA team on 0117 954 8316 to be sent the latest version of the
template,

Basic Skills Online Candidate Numbers Registration : I (Q/CANa)

1. Number of candidates
Please register the folowing number of candidates:

£10.50 per candidate unit, per

Basic Skills Adult Literacy Levels 1 or 2 loval £
Basic Skills Adult Murneracy Levels 1 or - £10.50 per candidate unit, per c
2 lewvel

Total candidates £

TOTAL

3. Method of payment

@ offical purchase order no. O Chegue no.

4. Centre details
Basic Skills centre co-ordinator




ASDAN
Registration of Candidate Names (Q/CAND)

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”.

Candidate Registration

» Candidate Registration Generic Guidance

= Candidate Murnbers Form (Q/CaNa)

egistration and Subrission Form below, Remem ber to CheCk the

Skills Candidate Registration and Subrmission Form (Q/CAND ‘eAssessment’ Checkbox to reg |Ster
Note: If you are registering 404 randidates, and would prefer to complete a Microsaft Excel the Candidates for e_Assessment
spreadsheet, please contact the G team on 0117 954 8316 to be sent the latest version of the K
template. (please do not enter a ‘Paper Test
Date’ if you are using eAssessment).

—

Basic Skills - Test Entry Form

Candidate Registration & Submission Form{QCANb)

Enter your candidate details in the form below for registration and submission. To add more names, press 'additional candidates',

= Please do not use the history buttons (go forwards;/go backwards) on your browser during this process or else you risk losing any details you have entered. vou must use the
buttons provided at the bottom of the form until you get to the end of the process,

= For security reasons, you have one hour o carmplete the form and you need to make sure that you complete it within the time frarme. If you have a Iyng list of names, it is advisable
to submit them in smaller batches to avoid losing your work,

m 4l fields marked with an asterik (*) are mandatory.

m *FIMPORTAMNT** Please click here to read the instructions for completing this new form, They will open in a new tab or window, so you will not loze agy details you have already
entered.

= Please ensure you have completed a Candidate Murnbers Form (QCANa) or have units in hand to cower payment for all candidates and units being entered below. If not, please
refurn o the secure area to complete 3 Candidate Nurnbers Form (QCANE) now,

= Ifyour candidates already have an ASDAN registration number, please enter it in the form to avoid duplicate registrations

= Whatls ULl ?

= The test dates correspond to the units, in the arder in which they are entered

= You need to be registered as an eAssessment centre in order o register candidates for online tests, Flease click here for more info

= This form combines the previous Candidate Names Form (QCaAND) and Test Entry Form (TESa). You do not need to send us a separate Test Entry Form,

ASDAN Cenkre Forename™® Initials  Surname* D.OB* MF*  Disability Ethnicity Candidate ULM /&4 Na
Candidate Candidate

Mumber  Mumber
T ] [Nere B [sae = [

<

additional candidate

s This form is heing submitted at least four weeks before the date of the moderation/test date/assessment window (as applicable) selected, If not, late fees may be applicabls.
Infirmation on additional fees
* & Candidate Murmbers Form (QCANa) has been completed for the above candidates

[ Please tick to confirm that you have read and understand the above statements.

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.



ASDAM
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

File Download - Security Warning

Do you want to run or save this file?

Mame: asdan_eassessment_candidate_application. exe
Type: Application

From: iy, asdanonline.org. uk

Bun ] [ Save ] | Cancel

potentially harm your computer. If you do not trust the source, do not

|-F) While files from the Internet can be uzeful, thiz file type can
N
=" un or save this software. what's the nisk?

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

Save As
Save jn |_'__} My Documents (L] Ivl Q T e =
Y () Archive |
L "3 lf_"']My Music
My Recent [CMy Received Files
Documents (=5 Email Archives
. (23 Training
F— u
L& |5 Website
Desktop () elearning
Ay Documents |
49
ty Camputer
‘;’] File name: ‘sdarLeassessmanticandidatejnpht:atiDn.exe| | Vi_ I Save ]
My Metwork.  Save as bpe: | Application EvT‘ [ Cancel ]

The installation file will begin to download

29% of ..._candidate_application.exe from a... g [

@

..._candidate_application.exe from asdananline.org.uk

Estimated time left 8 sec {93.5KB of 702KB copied)
Download bos .Jasdan_eassessment_candida. ..
Transfer rate: 74.8KB1Sec

[#]iCloze thiz dislog box when download completes

Caticel
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ASDAN
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.

ASDAN_eAssessment_V3
EXE

The installation wizard will appear, select “Next”

ASDAN Online Assessment Candidate Application E] [l
‘::9 Welcome
wWelcame to the package for ASDAN Online

Assessment Candidate Application. This
will initizlise the Setup program.

Press Next to install or Cancel to exit.

ASDAN

54 jump

www wesayhowhigh.com

| Mext = |[ Cancel

Accept the terms and conditions and select “Yes”



ASDAN Online Assessment Candidate Application E]
License Agreement
Please read the following license agreement. Press the PAGE DOWN

key to see the rest of the agreement. ASDAN

END USER LICENSE AGREEMENT |

Thiz document is a legal &greement betwreen wou, the licensee, and ASDAN. Please
read this &greernent carefiully before mstalling the program. By installing the prograr,
o accept the terms of this Agreernent. I you do not agree to the terms of this
Agreernent, it this metallation procedure and promptly delete the files.

1. COPYRIGHT
ASDAN Online Assessment Candidate Browser (the "Software") is owned by ASDAN
and is protected by international copyrright I

o
Do you accept all of the terms of the preceding License Agreement? IF vou choose Mo, the
package will close. To continue, vou must accept this agreement.

[eo o= J[ ]

ASDAN

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.

ASDAN Online Assessment Candidate Application E]
ASDAN Centre Number
Plzase enter your ASDAMN Centre Murber bo assist with your centres
identification ASDAM
Centre Number:
< 1056
[ < Back ” Mk = ] [ Cancel

The programme will then install
Once the installation is complete select “Close”



ASDAN

ASDAN Online Assessment Candidate Application g [

Installation Successful

ASDAN Online Assessment Candidate
Application was successfully installed.

Press Close to exit,

ASDAN

5 jump

wownw wes ayhowhigh.com

< Back

The ASDAN Online Assessment Candidate application icon will now appear on the desk top.
This is used to start online tests

ASDAN_eAssessment_V3
EXE

10



Assessment Management Centre

ASDAN

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.

/€ ASDAN Online Assessment System - Microsoft Internet Explorer provided by ASDAN Administrator

6::/ = | &) httpumom. ascnoniine.org.ukjoa Tae] [#2][3¢] [uive searen

Fle Edi Yew Favorites Tools Help

w [ @ BSDAN Oriine Assessment System

[

ASDAN Online Assessment Administration System

# ASDAN

Usemame stevephilpott
Password: eseeccecnces
Centre No: 10856

Need Help?

This system has been designed for use with Internet Explorer

Copyright @ ASDAN. Al rights reserved
Unauthorised access is strictly prohibited.

RS

& Internet

L 100%

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.

/& ASDAN Online Assessment System - Microsoft Internet Explorer provided by ASDAN Administrator l._"Elm
6\:: = | ] httpunom. ascnoniine.org.ukjoafmain.phps= dfecatezirout [ 42 X | savascript resize 1024 2l
Fle Edt View Favortes Tooks Help
w & [ & AsDAN drline éssessment System [ | P
(& Logout
ASDAN B Report a Problem
WMonday 4th February 2008
Candidate System Management
8 Welcome back Steve Philpott of ASDAN TEST CENTRE
Your last login was on Monday 4th February 2008 @ 12:07pm
IFyou are NOT Steve Philpott, please logout now.
For help and advice on the general operation of the ASDAN Online Assessment Administration System, please refer to
the online help decumentation available by clicking here.
e Total Assessments: 3
Total Achieved: 8 (100.00)%
Total Within 10%: 0 (0%
Total Not Achieved: ) (0%
"@ Todays Scheduled Assessments Important messages from ASDAN
9 gl
i
You have no Scheduled Assessments today There are no messages
ASDAN TEST CENTRE
Copyright & ASDAN. All rights reserved. Unauthorised Access is Prohibited
Dane & Internet HI00% v

11



ASDAN
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”

Assessment Management  Candidate Management | System Management

Manage System Settings
Assessment Centre Details

| Assessment Locations

Type in the name of each location where assessments will be held and click on the “Add New
Location” button.

€ ASDAN Online Assessment System - Microsoft Internet Explorer provided by ASDAN Administrator HEI
@\:;r - \g, http:waw‘asdanonhne.org.uHoaI\ocatans.php?s:1e599d9?a4944292hle2a35124fca652ftasqcnf?zhacUlukknqﬁth]r‘%&uM *4| | 2| |Live Search “}J '|

© Ble  Edt  View Favorites  Tools  Help

f} B [@ASDANOn\insAssessmentSystem ] \ ﬁ ¥

() Logout

& ASDAN 8

Monday 4th February 2008

AssessmentManagement  Candidate Management  System Management

" Centre Assessment Locations

.
\l) Centre Assessment Locations

This form allows you to create new Centre Assessment Locations. An example of an assessment location
would be your main Online Testing Room

Location Name

@) KsRoom3E
@ Room23B
& e sute
€ The eanale suite

Add New Location: |Computer Room 4-|

N
[LAdd New Location | [ Fancel |[ Heip
7
T i ASDAN TEST GENTRE

Copyright ® ASDAN. Al rights reserved. Unauthorised Access is Prohibited

Tnternet oo v
-]

12



Scheduling an Assessment
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ASDAN

In order to schedule an assessment, click on the “Assessment Manager” toolbar, then
choose “Schedule an Assessment”

Assessment Management

Candidate Management

Systemn Management

Schedule an Assessment

Schedule a Practice

YView Scheduled Assessments
View Completed Assessments

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.

Choose a date to view any scheduled assessments or create a new schedule.

There are no scheduled assessments

N\

13



ASDAM
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.

| Schedule an Assessment

Define the schedule details of the assessment using the fields below.

Exam Date: 06 Vlj 02 Vlj 2008 vl
sarttime:  [21%m  [v]

Assessment: | 100/024%2 - Level 2 Key Skils In Application Of Mumber (KEY'S) M
Location: Location to be decided M
FrETeTE Location to be decided

uration: FEH HE

Room 238
The IT Suite
The PealDale Suite

N
QSave ] ﬁancel H Help

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”.

| Assessment Management | Candidate Management  System Management

Schedule an Assessment
Wiew Scheduled Assessments
iew Completed Assessments
Schedule a Practice

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.

14



ASDAN
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.

Assessment Management | Candidate Management | Systermn Management

Enter Candidates

Transfer Candidates

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

rEnter Candidates for an Assessment

Choose a date from the list to view all of the forthcoming scheduled assessments. Once the listis displayed, simply click
the 'Select’ button to vew further details.
Select assessment date: 02102007 A
Start Time Product Code Qualification Name Duration
@12:00pm 100/0798/2 Level 1 Key Skills In Application Of Number (KEYS) 43 mins Select
[ close |[ Hep |

Now click the “Select” button of the assessment you wish to enter the candidates onto.

15



ASDAN

fCan:idate Assessment Entry
. Level 2 Key Skills In Information And Communication
AssessmentTille:  +. 1 nolagy (KEYS)
Product Code: 100/0254/6 Duration: 60 minutes

Assessment Date:

Friday &th Fehruary 2008

Start Time:  4:.00pm

Filter List: ALLABCDEFGHIJKLMNOPQRSTUVWXYZ  Show Entered

Search By:

Find Candidate: | | [_search | ALL
Cand. No First Name Last Name DOoB Gender Centre Ref Enter?

5: 142188 Zoe Baird 01/071/2008 F

5: 142190 Amy Connolly 01/01/2008 F

5: 142189 Charlotte Maonk 15111978 F ]

~
@emandidmes | [ Qancel |[  Hep |

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.

16
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ASDAN
Transferring a Candidate Entry (from one scheduled assessment to another)

From the “Candidate Management” menu, choose the “Transfer Candidates” option

Assessment Management | Candidate Management | System Management

Enter Candidates
Transfer Candidates

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.

(Transfer Candidates
Choose a date from the list and then select a scheduled assessment you wish to transfer candidates from.

Select assessment date: 02Mor2007 ~

Start Time Product Code Qualification Name Duration
E{,‘IEIJUpm 100/0798/2 Level 1 Key Skills In Application Of Number (KEYS) 43 mins Select
[ Close ] [ Help ]

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.

17



ASDAN

' Transfer Candidates

-
\!‘() You are transferring from Level 1 Key Skills In Application Of Number which is scheduled for 02/110/2007

Please select the scheduled assessment date and an assessment where you will move the chosen candidates to.

Select an assessment date: 02M10/2007 v

Start Time Product Code Qualification Name
Eb 14:00pm  100/0798i2 Level 1 Key Skills In Application Of Mumber

[ Close ” Help l

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

' Transfer Candidates

-
\!.() You are transferring to Level 2 Key 5kills In Information And Communication Technology which is scheduled

for 0810212008
You are transferring from Level 2 Key Skills In Information And Communication Technology which is
scheduled for 08/02/2008
Cand. No First Name Last Name DOB Gender  Centre Ref Transfer?
l 142190 Amy Connolly 01/01/2008 Female

[ Exit H Transfer “ Help ]

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.

18



ASDAMN
View Scheduled Assessments

Choose the “View Scheduled Assessments” from the “Assessment Management” menu.

| Assessment Management | Candidate Management  Systermn Management

Schedule an Assessment
| iew Scheduled Assessments
Yiew Completed Assessments

Schedule a Practice

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

View Schedule Assessments

Choose a date from the list to view all of the forthcoming scheduled assessments. Once the listis displayed, simply click
the 'Select’ button to vew further details.
Select assessment date: 06/02/2008  |w|
Start Time Product Code Qualification Name Duration
@4:30pm 10042751 Practice Assessment for Level 1 Basic Skills In Adult Literacy 60 mins Select
@4:45pm 100/0250/9 Level 2 Key Skills In Communication (KEYS) &0 mins Select
E’} 515pm 100/0251/0 Practice Assessment for Level 1 Key Skills In Communication 60 mins Select
[ Close ][ Help ]

(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.)

19



View Completed Assessments

ASDAN

Choose the “View Completed Assessments” from the “Assessment Management” menu.
This will allow you to access lists of candidates entered for each assessment.

| Assessment Management

Candidate Management

System Management

Schedule an Assessment

iew Scheduled Assessments

| View Completed Assessments

Schedule a Practice

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

"".’l ew Completed Assessments

Choose a date or an assessment from the list to view all of the previously scheduled assessments. Once the list is

displayed, simply click the 'Select’ button to vew further details.

Select assessment date: 0910172008 ||
Start Time Product Code Qualification Hame Duration
E’}zHJme 100/0254/6 Level 2 Key Skills In Information And Communication 60 mins Select
Technology (KEYS)
E’}zHJme 100/0250/9 Level 2 Key Skills In Communication (KEYS) 60 mins Select
E‘) 4:00pm 1000024902 Lewvel 2 Key Skills In Application Of Number (KEYS) 75 mins Select
[ Close ” Help ]

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.

20



ASDAN

Print options

From Assessment Management> select View Complete Assessments or View
Scheduled Assessments> click the “Print Options” button.

" View Assessment Schedule Details

@ Assessment Title:  Level 1 Key Skills In Application Of Number (KEYS)

Product Code: 100/0798/2 Duration: 43 minutes
Assessment Date: Tuesday 2nd October 2007 Start Time:  12:00pm |
|
Cand. No First Name Last Name DoB Gender  Centre Ref Status
& 12345 Joe Blogas 21/09M1978  Male Pending

_FF'-—_._-__‘-"‘!-_
| Add Candidates {|_ Printoptions [P Close || Help

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

" Available Print Options

What would you like to print?

D Assessment Status Report
m Candidate Assessment Slip (No Passwords)
m Candidate Assessment Slip (With Passwords)
&._:; List of Candidate Passwords
;,\Y) Candidate Result Slip

[ Backtopreviouspage || Help |

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.

21



%

ASDAN
Printing Assessment/Candidate Documentation

It is possible to access a number of reports for any chosen assessment, either scheduled or
completed:

e 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.

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

e 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”.

e 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.

e 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.

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

e 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.

e 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.

22
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ASDAM
System Management

This section allows the administrator to determine what the default system settings will be.

Assessment Management  Candidate Management | System Management

Manage Systermn Settings

Assessment Centre Details
Assessment Locations

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.

1% Assessment Warning
This is the 1st warning to the candidate that this amount of time remains.

2"! 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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ASDAN
My Test Crashed — What Should | 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.

Stop/Start All Assessments

Candidates can then log back into the test and continue from where they left off.

| Have Forgotten My Login Details - What Should | Do?

ASDAN Online Assessment System

Username:
Password:
Centre Mo:
Meed Help?

This system has been designed for use with Internet Explorer.

Copyright @ ASDAN. All rights reserved.
Unauthorizsed access iz stricthy prohibited.

o

-

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 | 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
guoting 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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ASDAN
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.

AN Online Assessment System - Microsoft Internet Explorer provided by ASDAN Administrator

4~ |@, http:/fwww.asdanonline. org.ukfoa

Edit View Favorites @ Toals Help

Delete Browsing History...

i [ (& ASDAN Orline Asse

Pop-up Blocker 3

Phishing Filter 3 Check This Website

Manage Add-ons ¥ Turn Off Automatic Website Chedking...
Report This Website
Phishing Filter Settings

Windows Update

Windows Messenger

Diagnose Connection Problems. ..
Create Mobile Favorite. ..

Sun Java Console

Internet Options

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.

Online A C. i Slip #

ASDAN

Impartant information to the Candidate
This decurnent cerlifies Hhal you have been entered for an ASDAN External Assessment based al ASDAN TEST CENTRE. Al content on this decurment is strielly
confidential and should not be shown to any other individual excapt for the inviglator of the assessment. I this document has been provided to you before the date of

your assessment, phease remermbaen to bing it with you when you arrive 1o lake the test.

If you loge this document, please contact your course tutor immediataly.

Assessment Information

Assessment Title: 1000245972 - Level 2 Key Skills In Appheation Of Number
Date of Assessment:  Monday 11th February 2008 ‘Start Time: (hhzmm) 14°30:00 Duration: (mins) %
Lecation/Room: Room 238

Candidate's Personal Details

142188 Fomaie 010172008 . 14015

Page |
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ASDAM
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.

e

wx

ASDAN Online Assessment

Please be patient, Connecting to Assessment Server...

Developed by

9
SR i i jump

Wiyweind mrth € preghont { pevs
Rewarding Learning s ey o
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ASDAN
Logging On

At the Welcome screen, enter your first name, last name and password (provided on your
Candidate Assessment Slip)

ASDAN TEST CENTRE Monday 11th February 2008

Welcome

Please Sign In

i) |
First name: [20E . E Use the Tab key to move to
s the next field

Last name: |BAIRD | i Use the Left and Right keys
| to move to a character you

have typed

Password: |0923982393) |

Use the Delete key to delete
- any characters you have
4 SignIn g Help lyped

E
&) @%} % 84 jump

wmgae=  ASDAN

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)

ASDAN TEST CENTRE Monday 11th February 2008
Good Afternoon ZOE BAIRD

Please check your details below.

r_Yr:our' first name: ZOE ]
Your last name: BAIRD
Date of birth: 01/01/2008
Your assessment: LEVEL 2 KEY SKILLS IN APPLICATION OF NUMBER
If you would like to try the system before taking your real assessment, click @T“‘“'E st
[Click to try the system]
@ heip @) START Assessment ' ]

zzo B B @i

medarth Cyniad e ASDAN
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ASDAN
Try the System

If you are unfamiliar with the ASDAN eAssessment software you may wish to “Try the
System” before undertaking your test.

) 'f:'j Try the System . : i
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

. . L START A t .
To begin your test, click on the @ =SESSMEME putton. Please read the guestions

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.

The capital of the UK is

A () Edinburgh
B o Birmingham
C @ London

D o Liverpool

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.

() Previous z) Next | . . . EI 2
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ASDAN
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.

‘e Joom

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.

¢ Flag

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

HEEN
111113.

Ending the Test

During your test the time you have left will be shown at the top of the screen.
Question4 ) Time: 74 minutes

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 (@ 1'm Finished button in the
top right of the screen. You will be asked to confirm that you wish to end your test.

EXIT

Do you really want to complete your assessment?

If you continue you will be unable to answer any further questions.

o) YEs @ mo

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.

F. !! ! Click YES to have your result calculated or
click NO to continue with your assessment
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ASDAN
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.

.
% Your result has been calculated

ADUALFICATION TO GAIM MOTE EXPERERCE

HOT YET AGHIEVED

G et

Exiting from the Test System

To exit the system press “CTRL" + “SHIFT” + “X” and click on “Exit” when prompted.

ASDAN Online Assessment

Any active candidate assessment visible on screen will be
terminated if you continue to exit.
Are you sure you want to exit?

(et ) (e )
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