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Introduction

This manual is for centre staff who are responsible for invigilating online assessments, that are not being set through
remote invigilation — these are invigilated through NCFE.

The online administration site for NCFE Online Assessment where you can invigilate and administer learner
assessments is called Surpass.

The secure software that learners use to take assessments is called SecureClient. SecureClient should already
be installed on the devices you’re using to run the assessments.

You should be set up on Surpass by a member of your centre who is the designated Su rpass ,V\"
Administrator for the system. Once they’ve done this you can either log in to Surpass

from the top of the NCFE website home page under the ‘log in’ section or copy the direct
link to Surpass: https://ncfe.surpass.com/.

The Assessment Platform

NCFE recommend you use the Surpass Viewer to access. The installation and access of P
Surpass Viewer is detailed in the Surpass Viewer User Guide - February 2021.
To log in you will need your user name which you’ll have received through a notification Password:
email from noreply@surpass.com. And you will need to set a password up. If you need to
reset your password for any reason at any point you can do this from the log in screen
(“can’t access your account”).

If you've not received any of the above emails or details, it's likely that your Administrator
hasn’t set you up yet, therefore you’ll need to contact them to do this.


https://ncfe.surpass.com/
mailto:noreply@surpass.com
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Home Screen

Once logged into Surpass you will see the home screen where NCFE will post information and updates about the system
and online assessments. This is also where the learner software (SecureClient) is installed from; please see our Online
Assessment User Guide - Installation for further guidance.

You will have a menu bar at the top of this home screen (dark grey). Depending on what role you have been set up with
you will see a number of options on this bar.

ToniCentre * |y Feedback 7

SurpassBd’ Home TestAdministration Setup

Home: You can
return to the home
Welcome to Surpass! ‘ The market leading solutien for creating and delivering summative onscreen assessments. screen at any t|me

by clicking on the

Have you tried the training courses on the Surpass Learning Portal? Click here to find out more.

Functional Skills ICT progress bar during learner assessment - 2 December 2019
When learners sit a Functional Skills ICT online assessment, the progress bar at the top of the screen will not recognise when the learner completes question 1 (email and internet). This means at the end of the assessment the progress bar will show as 75% h O m e b utto n
completed, and the learner will receive a pop up waming that they've not completed all questions. We also have a message of this nature on the first page of the learners assessment to notify them about this. .

Please rest assured, as long as the learner has attempted all 4 questions, the full assessment will be marked as usual. We're working to get this fixed as quickly as possible.

Advanced scheduling - 2 December 2019 Test

The Surpass platform allows you to schedule assessments for your learners in advance. The limit on this is 42 days in advance. Ad m i n ist ratio n .
.

Functional Skills Online Assessment results - 15 October 2019 .
During the initial stage of our Online Functional Skills Reform assessments we'll be staggering the release of the online assessment results to allow for a period of awarding and to ensure the appropriate quality controls are applied. Once this process is complete Yo u W I I I sch ed u I e a n d

we’ll then be able to offer our online results at a guaranteed 6 warking day turnaround. Please refer ta the below table for an understanding of when you can expect your learners’ results: L.
Functional Skills Online Assessment a d m I n ISte r yo u r

Date (nmptefellj as.se-ssment is uploaded |[Results Release a Ssessm e nts h e re, a S

= well as view results

doy wnaround and feedback

reports.

For details relating to the results release of our paper-based external assessment please refer to our External Assessment Timetable, available within the Delivery and Learner Support section of our website (www.gualhub.org.uld).

Set up: You can
view learners and
T Leaming Portal ‘ ‘ € Krouledge Base users in your centre.

4 Sent:ToniBrooks [ Posted:08/01/2020 @ Time:17:23 @ Seenby: 1517 users

]
J Deliver Test
-
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Test Administration Screen - Schedule

The Schedule screen allows o [
you to view assessments o Resstiters =3
t h a t h a Ve b ee n SC h ed u | e d EJ Valid Centre Name Subject Test Name Candidate Candidate ref. Date of Birth Start Date End Date Start Time End Time Date Scheduled Scheduled By Status
Q Q car Q Q Q aQ Q Q — 26/01/2021-... Q

t h a t h a Ve yet to Sta rt . \:\ 4 NCFE Test Centre = L2 Functional Skills in Maths L2 Functional Skills in Maths CARMINE CIABATT. 105625512 20/01/1991 17/02/2021 28/02/2021 00:00:00 23:59:00 17/02/2021 Toni Brooks Locked
\:\ ' NCFE Test Centre L2 Functional Skills in Maths L2 Functional Skills in Maths CARMINE CIABATT. 105625513 20/01/1991 17/02/2021 28/02/2021 00:00:00 23:59:00 17/02/2021 Toni Brooks Locked

. O v NCFE Test Centre L2 Functional Skills in Maths | L2 Functional Skills in Maths CARMINE CIABATT. 105625514 20/01/1991 17/02/2021 28/02/2021  00:00:00 23:59:.00 17/02/2021 Toni Brooks Locked

I n t h e to p rl g h t Of t h e 3 NCFE Test Centre L2 Functional Skills in Maths L2 Functional Skills in Maths CARMINE CIABATT. 105625515 20/01/1991 17/02/2021 28/02/2021 00:00:00 23:59:00 17/02/2021 Toni Brooks Locked

screen there is an ‘HTML'
and ‘Flash’ option. NCFE

recommends you use the
‘HTML' option. You'll know
which option you're using
as the button will be blue.

This preference will be
saved each time you log in.

You can view the individual
details of an assessment
by highlighting the required assessment on the screen, then selecting the ‘Show Additional Details’ button (HTML option)
or ‘View Test’ button (Flash option).

1 Selected: 1/4

In the status column, a status of ‘Editable’ means amendments can still be made to the details of the assessment. ‘Locked’
means the assessment has reached its start time so can’t now be changed.

Flash option only - You’ll notice at the top of the screen, there’s an ‘Only show tests scheduled by me’ option. Select this
to only view assessments scheduled by yourself and not any other users at your centre.



Flash option only - At the bottom left of the screen, there are 2 buttons. Selecting the ‘Group by session’ button allows
you to view assessments. Selecting the ‘Show each candidate’ button allows you to view assessments booked for
individual learners.

i(#) Group by session (_) Show each candidate

On the left-hand side of the screen you will see a green tick and red cross against each booking. This denotes whether an
assessment is valid or invalid. If a red cross appears next to an assessment when it’s due to start it means there’s an
issue with the assessment and you’ll need to contact the NCFE Customer Support team immediately.

Test Administration Screen - Invigilate

The Invigilate screen of Surpass allows you to access learner’s keycodes, both onscreen and on print-outs. It also allows
you to monitor and control the progress of learners’ assessments in real time.

There is also an HTML and Flash version of this screen. NCFE recommends you use the ‘HTML' option. You'll know which
option you’'re using as the button will be blue.

This preference will be saved each time you log in.

Keycodes and reports

You'll be able to access your learners’ unique keycodes from the Invigilate screen. Each line on the screen is an
individual learner’s assessment.

You can provide a learner with their keycode directly from the screen or print an invigilation pack, which includes a
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keycode slip which you can give to the learner.

Schedule Invigilate Results m Flash

) Reset Filters (J) Downloaded to SecureClient Feedback |54

(E state Y PIN Test Name Y Keycode Centre Name Subject Y start Date End Date Start Time End Time Candidate Candidate ref. Invigilated
Q Q Q Q Q Q Q Q car Q (Al
0 = Functional Skills in English at L...  TAQWNXES NCFE Test Centre L1 Functional Skills English ... 24/02/2021 24/02/2021 00:00:00 23:59:00 ABIGAIL CARTER 103650013 No
() [P L2 Functional Skills in Maths VE8JQJeg NCFE Test Centre L2 Functional Skills in Maths  17/02/2021 28/02/2021 00:00:00 23:59:00 CARMINE CIABATT.. 105625513 No
(R} L2 Functional Skills in Maths DTYHTWES NCFE Test Centre L2 Functional Skills in Maths ~ 17/02/2021 28/02/2021 00:00:00 23:59:00 CARMINE CIABATT.. 105625514 No
(R} L2 Functional Skills in Maths B6PD6XLE9 NCFE Test Centre L2 Functional Skills in Maths ~ 17/02/2021 28/02/2021 00:00:00 23:59:00 CARMINE CIABATT.. 105625512 No
(R} L2 Functional Skills in Maths GKT3GKE9 NCFE Test Centre L2 Functional Skills in Maths ~ 17/02/2021 28/02/2021 00:00:00 23:59:00 CARMINE CIABATT.. 105625515 No
O« Practice L1 Functional Skills in ... LF98Q769 NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARMINE COD_01 104995409 No
) Practice L1 Functional Skills in ... | TYX83369 NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARMINE COD_03 104995411 No
O« Practice L1 Functional Skills in ... KCYYJLE9  NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARMINE COD_02 104995410 No
O« Practice L1 Functional Skills in ... WPMM7868 NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARLO CARP_04 105099898 No
O« Practice L1 Functional Skills in ... | YL37BF&3 NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARLO CARP_01 105099895 No
O & Practice L1 Functional Skills in ... MPR3BMES9 NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARLO CARP_02 105099896 No
O« Practice L1 Functional Skills in ... GB8WX8LE9  NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARLO CARP_03 105099897 No
O« Practice L1 Functional Skills in ... HPDFQ369  NCFE Test Centre L1 Functional Skills in English  15/05/2020 26/06/2020 00:00:00 23:59:00 CARLO CARP_05 105099899 No
|:| o Functional Skills in ICT at Level 1 GNTBWTE9 NCFE Test Cenire L1 Functional Skills ICT 08/04/2020 08/04/2020 00:00:00 23:59:00 JOHNNY CARP_03 104758459 No
|:| o L1 Functional Skills in English - | LWJ97W69  NCFE Test Cenire L1 Functional Skills in English | 16/03/2020 16/03/2020 00:00:00 23:59:00 CARLO CARP_02 105099896 No

1 Selected: 3/15

To print an invigilation pack, highlight the relevant assessment(s) and choose ‘Print Invigilation Pack’.

Flash screen only - You’'ll be given the option to Create Invigilation Pack using the selected assessment (the one
highlighted on the screen) or using a wizard.



Create Invigilation Pack using selected tests
Create Invigilation Pack using the wizard

| Cancel |

You'll then be shown this screen. This screen will give the option to print
invigilation packs for an individual assessment.

You'll be given the option of choosing to print an Attendance Register, an
Invigilation Report and the Learners Assessment Keycodes:

- Attendance Register: this is an optional report to confirm the learner
attended.

- Invigilation Report: this is an optional report for your internal
invigilation records. This doesn’t need to be returned to NCFE.

- Keycode Slips: these are the individual slips to give to learners with
their keycodes which they’ll need to log in to their assessment. You
can select either one or multiple keycodes per page.

Print Invigilation Pack e 4

Select information to include in the invigilation
pack:

Attendance Register
Invigilation Report
Keycode Slips

® one keycode per page
O Multiple keycodes per page

Once the options you need have been selected, click ‘Finish” and the relevant files will open in a printable screen.
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Flash screen only - If you select ‘Create Invigilation

Pack using the Wizard’, you’” be shown a diﬁerent Select Subject & Test | Select Date & Time | Candidate | Output Options
screen where you’ll be given various options. 1 seectCentre: O, (o)

|
]
]
NCFE Test Centre ]
]
]

Select your centre, qualification and the assessment
and click *Next'.

. . 2 SelectSubject: G} [ =
Another series of screens will allow you to select — =
the time and date of the relevant assessment, then L1 Funcional Silsin Engih
which learner(s) you would like to print the e
pa pe rWO rk fo r. Lz Award Health and Safety for the Workplace
3. Select Test: & |E|

Then YOU,” see the same screen as the above Step, L1 Functional Skills in Maths
giving you options for which paperwork you’d like
to print.

Once the options you need have been selected, \ = e |
click *‘Finish” and the relevant files will open in a
printable screen.

Monitoring Assessments

The Invigilate screen allows you to monitor the progress of your learners’ assessments in real time for any
assessments that are being ran with a live internet connection. The screen will show when assessments have been
downloaded for offline assessment and can be used to track assessments being uploaded following them being
completed.

Each assessment will be in one of the following states;



Icon

State

@ Locked For Invigilator

The assessment has been locked and will need to be unlocked by the invigilator before it starts, or
the learner will need to enter the PIN number the invigilator has set

W

The assessment is ready to start and the learner can log in using their Keycode

The assessment is in progress now, an additional icon will show if the internet connection has

© inProgress been lost whilst the assessment was in progress
i The assessment window has closed and the system is expecting learners results to be uploaded
« Finished The assessment is finished and the learner results have been received
s The assessment has been voided and is not available to log in to, the learner can be rescheduled
to a new assessment
00 The assessment has been downloaded
@ Paused The assessment has been paused

Modifying Assessments

If a learner requires additional time as part of a Reasonable Adjustment, it must be done in the Invigilate screen.



When an assessment is in the ‘ready state, the ‘Modify Duration’ button =
becomes available. This must be done before the assessment is started.

Once selected you’ll be given the ‘Edit Candidate Exam Duration’ box.

Edit Candidate Exam Duration x

The ‘duration’ box will show the humber of minutes that the test | c..aidste exam petails
is currently booked for, which will be the standard number of Canaidate: CARMINE CIABATTAQ3
minutes. Add into this the additional number of minutes that the | canaiate rer: 105625514
learner requires (so it will show the total minutes overall). In Standard Duration 120 mins
brackets to the right of this box, it will show you how much you Pre-registered Additional Time: None
have increased the duration by, as a percentage. You can Break Time: No breaks set
increase it up to 100%. Exam Duration Adjustments
DL 120 (0.00% extra)
This duration must be increased in line with the NCFE Access messon for Acdlional Time. —
Arrangements and Reasonable Adjustments policy and Guidance . .
for Applying Access Arrangements and Reasonable Adjustments. —

You will then need to add in the reason for adding the additional time, using the drop-down box.
Click ‘Ok” and the additional time will show on the main screen in the ‘duration’ column.
Unlocking Assessments

At the point an assessment is booked there is an option to set additional invigilation options, this allows extra
levels of security above the unique learner keycode. If the ‘schedule for invigilate’ option is selected during the
assessment booking, there are 2 ways you can unlock the assessment.

1. Select the assessment on the Invigilation screen and press the Unlock button, the learner’s assessment will then
start.

10



2. Select the assessment on the Invigilation screen and press the ‘Set PIN’ button. This means when the
learner enters their keycode, SecureClient will also prompt them to enter a PIN, which can be supplied
or entered by the Invigilator.

Please note, if this additional layer of security as been added for a remotely invigilated assessment, you will not be able
to unlock the assessment for the learner. The assessment will have to be cancelled and rebooked.

Pausing Assessments

If something happens during an assessment, such as a fire drill, and you wish to pause the assessment you can
do this with the ‘Pause’ button. This will stop the timer and the learner will see a message on-screen to tell them
the assessment has been paused.

You would then restart the assessment using the ‘Resume’ button.

This must be completed in line with the NCFE Regulations for the Conduct of External Assessment.

Please note, pausing assessments can only be done on assessments being sat online, not ones that have been
downloaded.

Test Administration Screen - Results

Please see the Online Assessment User Guide — Administration for information about this screen.

11



Starting Assessments

To start SecureClient click on the NCFE Online Assessment shortcut icon on the desktop.

Each time you launch SecureClient it will automatically check that it's the most up to date version and
will download and update itself if needed; this will usually take a few seconds but may take a little
longer if it has not been launched for some time.

SecureClient will then perform a diagnostic check, to compare the specification of the computer to the

24
TAY

SecureClient

specification required for the software to run correctly. If it discovers anything that doesn’t meet the requirements you

will see this message.

SecureClient - Minimum Specification Diagnostic Test

This computer system faded to meet the recommended minimum specification

See below for details

Minimum Specification Your Specification
Graphics Card Memory 64 MB Information not available &
Flash Version 10.1 Not installed or older than version 8 &

A\ Please Note: Itis advised to resolve any issues before running SecureClient

e——————
Proceed to login }

It's advised that any issues highlighted are resolved before trying to run assessments to avoid any impact on the

learner experience. If you choose to proceed without taking any action you can click ‘Proceed to login’.




Assessments sat through SecureClient will record the specifications of the computer used to sit the
assessment, to assist in any diagnostics that are required in the event of technical problems.

Once the diagnostic check is complete, you'll see the log in screen.
The ‘System Check’ button allows you to run another check on the

]
specification of the device again, if needed.

Test Delivery
_ The ‘Preferences’ button allows you to change the colours that the

assessment will display in, which may be useful for learners with visual or
reading difficulties. This can also be changed during the assessment.

Please enter your Keycode in the box below.

l To log in to an assessment, the learner will need to enter their unique

learner keycode for that assessment.

Select 'OK’ and they’ll see a confirmation screen to confirm their
personal details. Once confirmed the system will begin the learner’s
assessment.

Powered by Surpass &

The first page of the assessment will always be an information screen and includes a tutorial that the learner can
view to learn how to navigate the assessment.

The timer for the assessment will start as soon as the learner selects ‘Start Test’ from the information screen.

Online practice tests are available to familiarise learners with the software and options available to them.

13



Offline Assessments

Downloading assessments for be sat offline

If you want to download an assessment so you can run this without an internet connection, this is done through
SecureClient. The SecureClient software will need to be installed on the device which will be used for the assessment
(see the Online Assessment User Guide - SecureClient Installation for further information).

To download an individual assessment please enter the learner keycode and

then select ‘Download test to take later’. This will download the assessment to
the device. Test Delivery

Then when you're ready for the learner to sit the assessment they can be
without internet connection and launch SecureClient in the normal way. When
they enter the keycode the assessment will load as normal, as it is stored on | ’
the device. The assessment can then be taken offline.

Uploading assessments

If a learner’s assessment has been downloaded and sat offline, or if the
internet connection dropped during an online assessment and was not
restored before the assessment was completed, the learner’s assessment will
need to be uploaded. In these cases, the Invigilate screen will either show
‘User disconnected - in progress’ or ‘Awaiting Upload’.

Please enter your Keycode in the box below.

To upload the assessment, you will need to either just connect to the internet or open the SecureClient software on the
device the assessment was sat on. This will take anywhere between a few seconds and a few minutes depending on the
number of assessments to upload and the speed of your internet connection.

14



Close the SecureClient software.

You can check the assessment on the Invigilate screen; if the results have been uploaded you’ll see a green tick to show
it’s finished.

You have 30 days from the end of the assessment window to upload the learner’s assessment. If it isn’t done by this point,
the system will automatically void the learner’s assessment and they will not be issued with a result.

If your assessment does not upload, please contact the NCFE Customer Support team immediately.

Loss of internet connection during assessments

SecureClient has a function which means that if a device crashes while learners are sitting an assessment, they can
log back in and continue from where they left off. Also if there’s an interruption to your internet connection during an
assessment the learner will be able to continue as if nothing had happened. As long as the internet connection is
restored before the end of the assessment the assessment will be uploaded automatically to NCFE as normal.

If the internet connection is still offline when the learner completes their assessment, the assessment won't have
been uploaded to the Surpass system. The assessment will be stored on the device used to sit the assessment, as it
would in the above step when an assessment is downloaded to sit offline.

As above, open the SecureClient software on the device the assessment was sat on let it load, then close the software.

15



Troubleshooting

Problem

Cause

Solution

Error '801' is shown when
entering a test keycode or when
logging into Administration
screen.

Your file permissions or security settings
may be preventing you from installing the
MSI.

Delete the installation directory and
reinstall as an Administrator.

Error '801' is shown when
entering a test keycode or when
logging into Administration
screen.

Caused by issues with the installation of
SQL compact (either an old & incompatible
version was already installed, or the
installation did not complete successfully).

Resolved by installing SQL Compact
Service Pack 2 from the Microsoft
website

Error '827' is shown when
validating the test keycode.

The keycode may have been inputted
incorrectly.

Caused by SecureClient running offline and
the test not downloading. This can be due
to a variety of reasons, but the most
common cause is due to the internet access
being blocked by a proxy server or firewall.

Check the keycode and try again.
Resolved by entering proxy details in
the proxy form or the proxy.xml file
or by allowing access to the central
server URLs through the proxy.

SecureClient has updates that
are invalid

Caused by insufficient permissions on the
SecureClient folder or because a lower level
user account is being used.

Caused by a proxy server blocking access
to an update's URL.

Resolved by granting read/write
permissions on the SecureClient folder
or by logging in with a user with
higher permissions.

SecureClient failed to load (no
error message)

Caused by standards and format settings
being non-UK. Specifically the character
used to mark a decimal place is a comma
(,) rather than full stop (.)

Resolved by changing the Standards
and Formats settings to United
Kingdom

Error '821' - Secure Client Core
- There was an error trying to

Caused by an on-access virus scan
preventing the SecureClient from

Delete the installation directory and
reinstall as an Administrator.

16
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http://www.microsoft.com/en-us/download/details.aspx?id=5783

decrypt an item for the current
question.

reading/writing files

Tests appear as 'In
progress/User disconnected' in
the Invigilation screen, although
the tests have actually been
completed.

Caused by a lost or slow internet
connection when the exam was submitted
by the learner.

Check there is an internet connection
available and relaunch the
SecureClient on the computer used by
the learner. The result should then be
uploaded, you can check if this is
successful by viewing the Invigilation
screen.

Keycode is not working,
message displays ‘keycode is
invalid’.

Caused by the window being ‘closed’ or the
incorrect version of SecureClient is being
accessed.

Check the window for the assessment
is current and make sure the version
of SecureClient you’re using begins
with 12,

17



