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Introduction

The purpose of this guide is to describe the processes for using the ifs e-test™

software so that you are able to deliver examinations for your candidates electronically.

The system comprises two components:
ifs e-test™ Server

ifs e-test™ Client

The Server is a component that is installed on a designated computer held in a secure
environment such as a server room. This Server, once installed, will facilitate
communications between your centre and the ifs School of Finance, and also between
the Server computer and each of the Client computers on which the candidates take

their examinations.

The Client is a component that must be installed on each computer that candidates will
be using to take their examinations. The Client will connect to the Server, securing the

Client computer and running the examination.

The flow chart on the next page shows the process that should be followed in installing
and using the Client and Server components of ifs e-test™.

Contact details

ifs e-test™ has been developed by the ifs School of Finance in order to provide
electronic testing of ifs qualifications. If you have any questions or comments, please

use the contact details listed below:

Email (preferred contact method): mailto:etest@ifslearning.ac.uk
Telephone: +44 (0) 1227 828234
Fax: +44 (0) 1227 784331

The ifs e-test” Customer Support team is available Monday to Friday between the

hours of 8.30am and 5.30pm, excluding bank holidays.
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1.2 Flow chart of ifs e-test™ installation & examination process

Please note, this process is based on the ifs providing an invigilator for examinations, the
process may be slightly altered if you are providing your own invigilator.
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2 Using the Administration System

The Administration System is the application you will use to maintain your candidates’
examinations. In particular it is where you:

maintain the security of the Administration System;

create test sets;

download eligibilities from the ifs School of Finance;

view eligibilities and print sitting slips;

invigilate sittings;

print and upload results.

2.1 Essentials

The following steps describe the usual process for the registration, downloading, sitting
and uploading of candidate examinations. More detailed information about each stage

can be found later in this section.

1. Register the candidates with the ifs School of Finance as usual (please contact
the Customer Support team ifs e-test™ for a form). It is at this time that any other
requirements, such as reasonable adjustments, should be communicated to the

ifs. Registrations should be emailed to etest@ifslearning.ac.uk.

2. Await email confirmation that the registrations are in place. Please note that all

correspondence will be sent to your designated Administrator.

3. Once you know when the candidates will take their examination, you must
download the candidate eligibilities from the ifs School of Finance, using the
Administration System. Ideally you will do this two or three days before it is
intended they sit; a minimum being one day before. The download process
involves:

the selection of the examination;

the selection of the candidates you wish to download;

The

fourteen-
= day window
includes the day
of download,
therefore
candidates have
13 days after
the day of
download in
which to sit their
examination.

the (optional) allocation of candidate test sets.

When downloading, eligibilities will be one of two different types. The first is
where your centre is providing your own invigilation, in which case the eligibilities
will have a fourteen-day window in which the examination can be taken. The
candidates can take their examinations at any point in this window. If the end

date passes without any candidates taking their examination, the eligibility will
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automatically be flagged as a ‘No Show’ and cannot be taken. This ‘No Show’ will

be counted as an attempt towards that module.

The second type is where your centre has requested an invigilator from the ifs
School of Finance for a particular date and time. Even though the eligibility has
been downloaded, it will be unavailable to the candidate until the invigilator
arrives at your centre. Following the date of the booking, any examinations that

have not been taken will be flagged as ‘No Show’ in the same way as above.

See Section 2:8 Eligibility download

4. Print out sitting slips. This must be done within a suitable timescale prior to the
examination, and the slips stored securely. Printing the sitting slips will produce a
sheet containing details of each candidate, one per page. These should be
distributed to the candidates as they arrive for their examination. The sheet will
provide each candidate with their own unique username and password so that
they can connect to the system to take their examination. Although each
candidate’s username will remain the same, the password will differ for each

eligibility downloaded.

For those eligibilities downloaded where an ifs invigilator is required, you will
notice an asterisk (*) following the candidate’s number. This signifies that the
‘Print Sitting Slips’ function is restricted for those eligibilities. The only way in
which the sitting slips for the candidates’ examinations can be generated is by the
ifs invigilator, who will require access to the Internet. They will produce the sitting
slips from a secure area on my ifs learning website for distribution to the
candidates. These sitting slips will be indistinguishable from the sitting slips

generated from the Administration System as described above.

See Section 2.9: View eligibilities.

5. Candidates take their examinations. These will be invigilated as all paper-based
ifs examinations are; however, this package has the advantage of the invigilation
screen included in the Administration System to control the examinations. This
facility enables the invigilator to see, at a glance, the current status of the
candidates they are invigilating. It also allows the invigilator to control the
examinations in various different situations, including:

starting an examination that is currently waiting or paused;
pausing an examination;

acknowledging and resetting a ‘Call Invigilator’ request from a candidate;
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suspending an examination in the event of computer failure;
resetting an eligibility in the event of a corrupted examination;

printing result sheets, if applicable, at the end of an examination.

See Section 2.10: Invigilation

6. Once the examinations are complete, the results must be uploaded to the ifs
School of Finance. It is imperative that this is done as soon as possible after the
examination so that:

the mark and grade can be displayed in www.myifslearning.com;

the eligibility is kept on the Server for as little time as possible, minimising

chance of loss should the Server fail;
the eligibility is removed from the Server, freeing up hard-disk space;

re-sit eligibilities can be downloaded.

See Section 2.11: Results

2.1.1 Familiarisation and specimen examinations

To give you and your candidates experience of this process before a live examination,

we provide familiarisation and specimen examinations.

The Familiarisation examination is not subject specific; indeed, the questions are
fairly ridiculous in nature (eg ‘What is the capital of England?’). However, the point of
the examination is to familiarise yourself with the system, not to answer questions.

There is only one familiarisation test on ifs e-test .

Specimen examinations are examinations built using our specimen questions for

particular modules. There is only one specimen examination per module.

All these examinations can be found in the ‘qualification’ drop-down menu in the first

Results for step of the Eligibility download process. We strongly recommend that you use these

familiarisation
= and specimen -
examinations are  |test to give access to users (such as trainers) so that they can only download
not recorded by
the ifs once the
examination has
been sat. These
results can only
be viewed by
printing the results
before uploading.

examinations before embarking on a live examination. It is now possible in ifs e-

familiarisation and specimen examinations.

See Section 2.6: Users.

A final thing to note - if you have downloaded a live examination for candidates, you will

be unable to download a specimen examination for the same module whilst the live

examination is waiting to be sat.
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2.2 Logging in

The Administration System is installed as an internal website (an intranet) on your
network. You access the system using a standard web browser such as Internet
Explorer or Firefox. In the Address box of your browser, you must enter the URL to the

log-in page for the system. This will take the form of:
https://servername /etest/admin/cs_login.php

or

https://servername :port /etest/admin/cs_login.php

where servername is the computer that has the Server installed on it, and port is the
port number it is installed on. You do not need to specify the colon character (:) or the
port number if the port is equal to 443. These details were provided to you at the end of
the Server installation. If you do not know them, please ask a computer technician or
contact the ifs for assistance (see contact details on page 3). Also please note that,
unlike many Internet addresses, the address must begin with ‘https’ rather than ‘http’:

note the extra ‘s’ character.

When you have entered the URL correctly you may receive one or two ‘Security Alert’

windows:

Internet Explorer
Security Alert E|

rio Y'ou are about to view pages over a ecure connection.
)

Any information pou exchange with this site cannaot be
wiewwed by anyone elze on the 'Web.

[ In the future, do not show thiz warning

| )8 | [ tore Info

Tick the tick box, then select ‘OK’ to continue.
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Security Alert E|

rir‘"l |nformation you exchange with thiz zite cannot be viewed or
? changed by otherz. Howewver, there iz a problem with the site's
gecurity certificate.

& The securty certificate was izzued by a company vou have
not choszen to trust, VWiew the certificate to determine whether
wou want ko trugt the certifying authority.

a The zecurty certificate date is walid.

o The securty certificate has a valid name matching the name
of the page pou are trying bo wiew,

Do pou want to proceed?

e ] | Ho | [Hiew Certificate

Select ‘Yes' to continue.

Firefox

Website Certified by an Unknown Authority

Unable ko werify the identity of MONORAILE as a trusted site,

- Possible reasons For this error:
- Your browser does not recognise the Certificate Authority that issued the site's certificate.
- The site's certificate is incomplete due to a server misconfiguration,
- fou are connected to a site pretending to be MORNORAILZ, possibly bo obkain wour
confidential infarmation.

Please nokify the site's webmaster about this problem.

Before accepting this certificate, vou should examine this sike's certificate carefully, Are you
willing ko to acceptk this certificate For the purpose of identifving the Web site MOMORAILZ?

[ Excamine Certificate. ..

() Accept this certificate permanently
(%) Accept this certificate temporarily for this session

{3 Do not accept this certificate and do not connect to this Weh sike

(8]4 | [ Cancel

Select ‘OK’ to continue.
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Security Warning [z|

_ %ou have requested an encrypted page, The web site has identified itself correctly, and information
LR vou see or enter on this page can't easily be read by a third party.

[] alett me whenever I am about ba visw an encrypted page.

Tick the tick box, then select ‘OK’ to continue.

You will get the certificate warning when the certificate is yet to be installed on the
computer you are using. To install the certificate, see Section 2.134. If you do get the

warning, simply click 'Yes' to continue.

You will now see the log-in page, an example of which is shown below. Note that this
page can be updated by the ifs and may differ from that shown below.

/" Login :: e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

i/

- |g https:/fdogbertietest/adminfLogin,php ?cookie=123840800 j‘ g 5| % IleeSearch 7oAk

File Edit View Favorites Tools  Help

- . »
ﬂ? e (& Login :: e-test™ Server Administration Consols | | 'F'} ~ B v~ E‘;Paga ~ {0} Todls ~

=l

Welcome to the Server Administration Console
Please login to continue:

Username:

——

Password:

Help Logging In...

I am having problems logging ind
[ have called {o request a new administrator password..

i e-tost™ i o trademark of the s Schaol af Finance, & charity incorporsted by Royal Charter

H
| [T [ [ [ &3 iocalintranet [®Rwoow - 4

It is advisable at this stage to add this to your ‘Favourites’ so that you don'’t have to
remember the URL you typed above.

The administrator of the system within your organisation will have provided you with a
username and password. If this is the first time that the system has been used since
installation, the username will be ‘administrator’ and the password will be as you
entered during the installation process.

The ifs e-test” login page is not the same as your centre’s my ifs learning
== pages. Your IT team will set up an ifs e-test  password upon installation.

10
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Enter your username and password and select ‘Log In’. Note that the password is__
case sensitive and must be entered exactly as enter  ed during installation or

modification of your user.

If you are having difficulties logging in, the 'l am having problems logging in' link will
show a help page that may be used for assistance. If you are still unsuccessful or
cannot remember your password, you must contact someone in your organisation who
has access to alter users within the Administration System. At the very least this would
be the holder of the default Administrator account created during installation. If, for any
reason, nobody with this privilege can log in (ie the password for the Administrator has
been lost) then see Section 2.3 for details on how to change the Administrator

password.

When you have completed your tasks within the Administration System, it is important
that you use the ‘Logout’ function, rather than simply closing the browser to quit the
system. If you do not do this, it is possible that another user of the computer could gain

access to the Administration System.

Also note that when you do log out, you may be reminded to upload results, should they

exist.

See Section 2.11: Results.

Your Administrator password is set up internally upon installation. The ifs does
' not have a record of this and can only re-set passwords as a last resort.
(]

11
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2.3 Requesting a new Administrator password

There is a possibility that passwords for accounts, including the Administrator account,
could become lost. If this were to happen, there is also a possibility that certain areas of
the Administration System could become unavailable — for example, if those who could
still remember their password had not been granted access to all areas. For instance,

there might not be any active accounts left with the ability to create users.

The first step to requesting a new password is to contact the ifs School of Finance
using the telephone number given on the ifs e-test™ home page, or page 3 of this User
Guide. Once you have received email confirmation of your new password, click on the

link ‘I have called to request a new administrator password...‘ to log in.

In the interests of security, the password that the ifs has generated will not be
communicated over the telephone and will only be given to registered contacts on the
ifs’ database. This password is likely to be difficult to remember, so it is suggested that

you change the Administrator password as soon as you successfully log in.

12
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2.4 Home page

Now that you have logged on to the home page, you are welcomed to the
Administration System, which provides the main menu to access the other areas of the
system. In addition it contains a message area that you should check every time you
log in. It will contain reminder messages for tasks that you need to undertake, such as

uploading outstanding results.

ﬁ'Hnme = e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@‘,\/ - Ig hitps:/fdogbertjetest/adminfHome, php j‘gj 5| % Ilee Search gel

File Edit WYiew Favorites Tools  Help

= oo »
* o (& Home 11 e-test™ Server Administration Console | | ﬁ ~ Bl v E}'Page + 0 Tools -

&

e_tes t‘“ Welcome to the Server Administration Console Main Menu

You are logged in as: Administrator
Home
Server Settings
Users
Test Sets
Eligibility Download
Wiewr Eligibilities
Invigilation
Results
Edit my details
Canduct of Exam Farm
Install S5L Certificate
Help
Logout

i e-test™ iz atrademark of the /& Schaol of Finance, a charity incorporated by Royal Charter.

=
Done [0 T T T & ocalintranet 1w v g

The main menu items are secure. When users are created in the Administration
System, the menu items that are available can be limited according to the user. For
example, an invigilator may only be given access to the ‘Invigilation’ function. To get
access to a function you feel you need, you must contact a member of staff who has
the ability to alter users. The Administrator user will always see all options in the main
menu.

13
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2.5 Server settings

This page displays basic information about your Server installation:

/2 Server Settings  e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance _ (&)
@’t ~ [ nitositoghertietestadin/Server Settings s =a ! 2| x| Juive searon £

Junks £ ReportTracker g | Dogbert Admin g | ifsgbeam Admin Cascade HR & Doghert Authorisation Scresn £ | ifs e-dest QA System & WEBIFS Login &  Customize Links

S8 G0 @ Server Seftings  e-test™ Server Admiistration Cors: | | J 3 - B - = v b Page + (i Tools -

=
E& e,test“ Server Administration Settings
ifsSchoo! ot Fnan

Centre Ref:

ADMNO021
Home Admin Version: g
Server Settings Auth Version: [
Users
Test Sets  Update system
Eligibility Download
View Eligibilities Check for updates to the administration and authentication systems.
Invigilation

Edit my details

Conduct of Exam Form
Install SSL Certficate [~ Proxy Detail
Help

Host Name: [
Logout SES——
Port: g 8080
Domain:

&g myDomain.com
Username: g Administrator
Password: eq myPassword

[~ Update

To update your serial key, enter the values you have been provided in the boxes below:
Serial Number: |
Centre Key: [ —
Validate Serial

ifs e-tesi™ is a trademark of the ifs School of Finance, a chariy incorporated by Royal Charter.

=

‘\-JanaHmsnet 0% -

B I

It allows you to check for updates to the ifs e-test™ system. Clicking the ‘Update
System’ button will contact the ifs servers to see if there is an update to the relevant

pages. If there is an update, then it will be downloaded and applied to your system.

Your IT team will also be able to use this screen to alter the details of the proxy server,
should this change after installation. Finally, the serial number and key may require
update if there is a system error. This should only ever be used in conjunction with
advice from the ifs School of Finance.

14
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2.6 Users

This section allows you to manage the different secure users who can access the
Administration System.

The purpose of creating different users in the Administration System is to tailor the
features that each member of staff can access. Different users can be granted access
to only specific parts of the Administration System so that security can be maintained.
For example, if a trainer is not allowed to take part in the invigilation of their candidates

during an examination, they can be denied access to the Invigilation part of the system.

Please note that it is at the discretion of the centre Administrator to control user access
and issue users with the relevant access.

The table below gives a list of the features that can be granted to a user and a brief
explanation of each function. Note that the features correspond directly with an item on

the main menu.

Feature Brief explanation of function

Server Administration of the system itself. Updating the software on the Server
settings and serial numbers.

Users Add, edit and delete users.

Test sets Add, edit and delete test sets.

Eligibility Retrieve eligibilities from the ifs servers and download them to the
Download Server. In conjunction with the 'Access to live tests' security below, the

user may only be able to download familiarisation and specimen tests.

Access to This security controls access to live tests throughout the system
live tests including Download Eligibilities, View Eligibilities, Invigilation and

Results Upload.

View View downloaded but unused eligibilities and print sitting slips.

eligibilities

Invigilation Control candidate tests during an examination, including printing
results.

Results Print results and upload the results of completed tests to ifs.

On selecting the Users option, you will be presented with a list of all users who currently
have access.

A new feature of the ifs e-test™ system is that users can be given access
to familiarisation and specimen tests only allowing trainers to download
m eligibilities for these tests.

15
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" User Administration : e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@T\f: | = |&] httpstitdogbertjetest/adminjusers.phe [ | [# ][ %] [uve search 2l

File Edit VWiew Favorites Tools  Help

e e {& User Administration :: e-test™ Server Administration .., | | 2~ B - o - 7bPage + (G Tods + >
E
User Administration
Current Administration System Users
Harme Username Hame Access Options
Server Settings administrator  Administrator | &)l access enabled Edit
Users Examinstion Homet Eligikaility Dowwnload, Viewe Eligibilties, Results, 8ccess to Edit Delete
Officer Simpson live tests
feshiel Marge Test Sets, Elgibilty Downinad, Access to
Eligibility Download e Simpson famiiarisation/specimens only FHETRE
Wiewr Eligibilities Jvigilator Bart Simpson Test Setz, Wiew Eligibilties, Invigilstion, Access to Edit Delote
Invigilation familiarisation/specimens only
Results
Edit ry details
Conduct of Exam Form
Install S5L Certificate
Help
Logout
s e-tesf™ iz atrademark of the #s School of Finance, a charity incorparated by Rayal Charter
H

[T [T [ [ [N iocalinkranst ESUT ]
For each user, the Administrator may edit their details, or delete them if they are no

longer required. Note that you cannot delete the Administrator account. There is also
an ‘Add New User’ option for creating new users.

When setting up a new user, the Administrator will need to assign the user a password.

The new user will then be able to change their password at any time in Edit my details.

See Section 2.12: Edit my details

16
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2.7 Test sets

When eligibilities are downloaded, they can be partitioned into arbitrary groups called
test sets. This enables you to group candidates by whichever criteria you need, and to
be able to administer their eligibility from download through to upload. For instance, you
could use test sets to create a basic scheduling tool — eg Monday 9.00, Monday 13.00,
Tuesday 9.00 and so on. This does not mean to say that when a candidate is placed in
that test set they have to sit at any one time; it is merely a way of grouping those
candidates who plan to sit at that time. Candidates can be moved at any time into a
different test set by using the View Eligibilities screen (Section 2.9).

The ‘Test Set’ screen is where they are managed. It will show all test sets created on

the system:
ﬁ'Test Sets o e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance
@_‘\ - |g https:/fdogbertjetest/adminf TestSets php j‘,gl 5| % Ilee Search B
File Edit WYiew Favorites Tools  Help
Tf? *‘1“3? @ Test Sets 1t e-test™ Server Administration Console | | W’-} i E T d‘ Page - _’_.: Tools + 7
|
@ e-test ~ TestSet Administration
s Schoot of Finance
Description Options
Homg Mondary Ah Edit Delete
Senver Setings Monday PM Edit Delete
dsers Tuesday AM Edit Delete
Test Sets Tuestay Phi Esit Delete
Eligibility Download Werinesday A Edit Delete
R ki iednesday FM Eciit Delete
Invigilation Thursday AM Eclit Delete
Results Thursday PM Eclit Delete
Edit my details Fricary & Eciit Delete
Canduct of Exam Farm Fridary Phi Edit Delste
Install S5L Certificate
Logaut
i e-test™ iz atrademark of the /& Schaol of Finance, a charity incorporated by Royal Charter.
=
Done [T [ [ [ [« Localintranet H00% - g

Each test set can be added, edited or deleted by those with access. To edit or delete a
test set select ‘Edit’ or ‘Delete’ in the right-hand columns. In addition, there is an option
to add a new test set.

Each test set only requires a title. You will not be allowed to delete a test set that is

currently in use i.e. It has candidates attached to it.

You must ‘Add New Test Set’ before you are able to allocate candidates to a
test set. Candidates can only be entered into a test set once their eligibility has
m been downloaded.

17
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2.8 Eligibility download

Before selecting this option, you must ensure you are connected to the Internet. Once
this has been established, selecting the option will display a screen similar to that

shown below:

/7 Eligibility Download =: e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@_@ v [&] https:i/dagbertjetest/acniniEligiiityDonnioad.php =l & |[#4][ %) [ ooge P -
File Edit Wiew Favorites Tools  Help
¢ Favorites & Eligibility Download : e-test™ Server Administration C.., | | 3 v ) - [ =+ Page - Safety - Took - (@~ ”
B
e-test Eligibility Download
z Eligibility Download Process
Home i T
Qualification: | Certificate in Financial Studies =
Server Seftings
Ysars Module: IUnit 1 - Why Money Matters =
TestSets
Eligibility Download Examination: |Specimen A j
Wiew Eligibilities
Invigilation Teaching Set: | Select j
Results
Edit my details
Conduct of Exarm Form
Install S8L Certificate
Help
Logout
g e-tesf™ iz atrademark of the ifs School of Finence, a charity incorporsted by Royal Charter.
Dore 0 T [ [ tocalintranat Vo B - g

If communications between your centre and the ifs have been successful, the drop-
down list shown will list all the qualifications that your centre is eligible to download.
Select the qualification you wish to download eligibilities for, a ‘Module’ drop-down will
appear. If there are examinations missing from that list to which you believe you are
entitled, please contact the ifs School of Finance as soon as possible (see the contact
details on page 3). Select the unit your candidates will be sitting, an ‘Examination’ drop-
down will appear. Otherwise, select the relevant examination, either a ‘live examination’

or one of the ‘specimen’ papers.

On occasions, you will be presented with a screen informing you that you need to
update the Administration System before continuing. If this is the case, selecting the
button provided will perform the update. Once the update is successful, you will be
presented with the screen above. Once again, if you receive any error messages then
please contact the ifs (see the contact details on page 3).

18
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If a

candidate
= does not
appear on the
list at all, they
may not be
registered, or
may not have
any attempts
left. If you are
sure that a
candidate
should appear,
but does not,
please contact
the ifs for
assistance.

Once you have selected an examination, you will be shown a list of candidate

eligibilities that are available to download:

ﬁEquihility Download = e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@’\ ~ [ https:fdagbertetest/admin/ElgbiityDownloadz. php

File Edit View Favorites Tools  Help

j\_gl #4|| x| [tive search o~

= »
W /& Eligibiity Download : e-test™ Server Administration Cl | 3 - B - o= - s Page ~ (0 Tooks +

Eligikility Download Process

Select Registrations for: Risk and Reward {Specimen)
Hatie Simpsons
Server Seftings
Users Candidate Ho.  Hame Date Of Birth  Student Group ]
TestSels B73803 Miss Patty Bouvier 01/01/1980 Simpsons m]
Eligibility Download

B73504 Miss Selma Bouvier 01011980 Simpsons [m}
“iew Eligihilities
Invigilation B73E05 Mr Charles Mortgomery Burns /011920 Simpsons O
Results F25850 M Med Flanders 014011580 Simpsons O
Edit my details F25991 W Rodl Flancers i 1930 Simpsons [}
Gonduct of Exam Form

F25852 hir Todd Flanders 01401415880 Simpsons O
Install S5L Certificate
Haln 575392 M Homer Simpson 01011950 Simpsons [m]
Logout 575393 hirs Warge Simpson 0140111580 Simpsons ]

375394 Mr Bart Simpson o1/011930 Simpsons [m}

575305 Miss Lisa Simpson 01011990 Simpsons O

S75396 Miss Maggie Simpson 01401980 Simpsons O

575397 M Araham Simpson 1011930 Simpsons [m}

Intended sitting date: | Please select a sit date »

Get Eligibilities || Cancel |
ifs e-tesf™ iz atrademark of the i School of Firance, a charity incorporated by Roval Charter.

H100% - g

[0 [ [ [&diocalintranet

The list is taken from the most up-to-date information that the ifs holds.

For each eligibility in the list there will be a tick box. This tick box is how you identify
which of the candidates’ eligibilities you wish to download at this time. If you want to
download all of the eligibilities shown, use the tick box in the header of the table. Some
eligibilities will not have a tick box, however; some may say ‘Already Downloaded'.
These are the candidates whose eligibilities you have already downloaded, and whose
results are pending. Even if the candidate has registered for a re-sit examination, until

the results are uploaded, no more eligibilities for that candidate can be downloaded.

At the foot of the table will be either an ‘Intended Sit Date’ drop-down list, or a ‘Booking’
drop-down list. If you are providing your own invigilator, you will select an intended sit
date. If the module selected requires an ifs invigilator to invigilate the examination

session, you will have to select a booking.

The purpose of the intended sit date is so that the ifs can comply with rules defined by
the QCA (Qualifications and Curriculum Authority). The QCA states that, from time to

time, staff from the ifs are expected to observe examinations at a centre. The ifs
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therefore needs to know the intended sit date so that this observation can be organised

as necessary.

The sitting date should be selected from the dropdown menu. This is only an intended
date; the system does not enforce this. The examination can still be taken at any time
between the eligibility start and end dates. If the ifs does intend to observe an
examination you are holding, you will be contacted to confirm your intended sit date is
correct.

The booking that is selected will define when the examination must be taken. This is a
mandatory selection and will link the downloaded eligibility with that booking. The
bookings available will have already been configured by your centre through the secure
area of ifslearning . If the booking you require is not in this list, please contact the ifs
for assistance (see Page 3). When the ifs invigilator arrives at the time of the
examination, they will be able to access the linked eligibilities to extract the passwords

required for the candidates to sit.

Once you have selected your candidates and selected your sit date/booking, select
‘Next'. Your Server will contact the servers at the ifs which will then create an
examination for each candidate (following the rules defined by the ifs), and download
those examinations to your centre. Depending on your Internet connection, and the
number of candidates you have chosen, this process can take anything from one

minute upwards.

Once the process has been completed, you will be shown the last stage.
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ﬁ'EIigihiIity Download :: e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@. ) = [&] https: idogbertfetestjadmin/Elisibiity Dovnioadd. php =1l & | 4] x| Jive search P~
File Edt View Favorites Toos Help
A , \ : »
v e (& Eligibility Download :: e-test™ Server Administration c] ] il Bl - o= - ik Page ~ () Tools -
B
e-test Eligibility Download: Assign Users to Test Sets
' Download of eligibilities has succeeded.
Hormne i
Simpsons
Server Settings
Users Student Ho  Hame DOB Start Date  End Date TestSet [
Test Sets s75302 Homer Simpson OUDTASED 02042000 150452000 O
Eligihility Download
- s 575393 Marge Simpson 01014980 0204/2009 | 15104/2000 O
Wiew Eligibilities
Inwvigilation 575394 Bart Simpson M01A890 020472008 | 1504/2009 O
Results 575395 Lisa Simpson OLD1A990 020472009 |1504/2009 O
Edit rmy details =75396 Maggie Simpson 0014590 02042008 150452008 r
Conduct of Exarm Form
Install S5L Certificate Assign Students to a test set: | Select a test set j
Help .
Add Test Set | | Update Test Sets | | Continue
Logout
s e-test™ iz atracdemark of the ifs Schood of Finence, a charity incorporated by Roval Charter.
|
[Dore [T [ [ [W3 ocalintranet HA00% v

This part of the process firstly confirms the eligibilities that have been downloaded. The
list shown should match the candidates you ticked in the previous stage. You also have
the opportunity to allocate the downloaded eligibilities into test sets. This is an optional
process.

Use the test set drop-down to choose a test set, then tick the applicable eligibilities in
the list. If you would like all downloaded eligibilities to be placed within the same test
set, use the tick box in the header. Once you have the required eligibilities ticked and
the test set selected, click the 'Update’ button. You have now placed the candidates

into a test set.

If you have not yet created your test sets, use the 'Add Test Set' option. This will show
the add screen for you to enter the name. When you save this, the new test set will be
available in the dropdown. Please note that selected candidates will be unselected
should you choose to ‘Add Test Set’. You must create your test set, select it from the

drop down box and then tick the candidates required.

Clicking ‘Continue’ will return you to the first stage of the Eligibility Download process,

where you can download a different cohort of candidates if necessary.
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2.9 View eligibilities

You may view the eligibilities you currently have downloaded on your Server in this

screen.

On entering the screen, you will be presented with three drop-down menus with which
you can limit the eligibilities you wish to view.
The first drop-down will list all possible modules.
The second drop-down will list all possible teaching sets that have been
communicated to the ifs with the candidates’ registrations. This will be empty if
no such information has been provided.

The third drop-down will list all possible test sets.

Using these options, when you select the ‘Select Eligibilities’ button the eligibilities that
match the selected options will be displayed:

ﬁ'\'iew Eligibilities = e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@: ~ [ https: idogbertfetestjadmin/Elgibiltics.php =& | 4] % | rive search P~

File Edt Wiew Favorites Tools  Help

= . »
e e {& view Eligibilities :: e-test™ Server Administration Cons. .. | | 2 - B - o - 2hPage v (G Tools ~
B
e-test view Eligibilities
IWhy Money Matters Specimen j
Home IS\mpsuns j
Server Settings
All Test Sets 5
Users I J
Test Sets Select Eligibilities
Eligibility Download Why Money Matters Specimen
Wiew Eligibilities
Inwigilation Student Ho Hame DOB End Date  Student Group Test Set O
Results BIT3R04 Selma Bouvier O1LOH980 150452000 | Simpsons @
Editmy detalls B73E03  Patty Bouvier 01011980 | 15/04/2008 | Simpsans -
Conduct of Exarn Farm
B73805 Charles Mortgomery Burns 01014920 150472009 | Simpsons =
Install S5L Certificate
Help F253a2 Todd Flanders 01011980 150452008 | Simpsons ]
Logout F25991 Rod Flanders 01011990 150472009 | Simpsons O
F25990 Med Flanders 01011980 150472009 | Simpsons (|
S75396 Maggie Simpson 01;01/1990 | 19/04/2008 | Simpsans Wonday aM | [
375397 Abraham Simpson 01011930 150472009 | Simpsons [
[ Print Sitting Slips |[ Add TestSet ][ Update Test Sets
|Se|ect a test sat j
ifs e-test™ is a frademark of the #fs Schond of Finance, a charity incorporated by Royal Charter
|
[T [ [ [W3 ocalintranet H100% v g

There are two functions that can be used on these displayed eligibilities:
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Print Sitting Slips
This function will generate a ‘Sitting Slip’ for each displayed candidate, one per page.

The document will be displayed in a new browser window, which you can then print.

It is possible that some eligibilities cannot be printed; these are denoted by an asterisk
(*) following the candidate’s number. Candidates cannot take examinations of this type
until the ifs School of Finance invigilator arrives. The invigilator will use the Internet to
access a secure website to produce sitting slips on your behalf. These will be printed at

your centre, one per page.

Test sets

You can use this screen to allocate or move eligibilities to test sets. Use the test set
drop-down to choose a test set, then tick the applicable eligibilities in the list. If you
would like all eligibilities to be placed within the same test set, use the tick box in the
header. If you would like to create a new test set, use the ‘Add Test Set’ option. This
will show the ‘Add’ screen for you to enter the name. When you save this, the new test
set will be available in the drop-down. Once you have the eligibilities ticked and the test

set selected, use the ‘Update’ option to make the link.

Administrators/Trainers/Invigilators must not log candidates in before candidates
enter the examination room. Please do not hand out sitting slips until candidates
= are sat at their computers and are ready to begin their examination.
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2.10 Invigilation

This screen is for invigilators to monitor examinations that are in progress, and to
control eligibilities during the course of the examination.

On entering the screen, you will be presented with three drop-down menus with which
you can limit the eligibilities you wish to view.
The first drop-down will list all possible modules.
The second drop-down will list all possible teaching sets that have been
communicated to the ifs with the candidates’ registrations. This will be empty if
no such information has been provided.

The third drop-down will list all possible test sets.

Using these options, when you select the ‘Select Eligibilities’ button, the eligibilities that
match the selected options will be displayed:

The list will show the details of each eligibility. It may also show ‘invigilation information’,
which is information that the invigilator may need to know about a particular candidate —

for example, reasonable adjustments. The list will refresh every five seconds to display

the most up-to-date information of your selected cohort of candidates.

/" Invigilation :: e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

[ hitps:ijdogbertetestfacminjInvigiation.php =00 J[#s]l x| [uive search 2l

Fle Edt View Favortes Tooks  Help

W8 & @ mviglation i: e-test™ Server Admiistration Consale | | 3 - B - - Page - (G Tods + 7
e-test” Invigilation Console
ELE,, e

[why Money Matters Specimen =l
Home [simpsons =l
Server Setlings

Monday A o
Users I s E
Test Sets Select Eligibilities | vigw summary | view List
Eligibilty Downioad
View Eliginiliies Vithy Money Matters Specimen
Invigilation Student Ho. Hame Student Group. Test Set Status m|
REstiE =75393 Marge Simpson Simpsans Monday AM Unit 1 -Why Money Matters: =
Edit my details

575396 Magdie Simpsaon Simpsons Manday AW unconnected
Conduet of Exam Form s " v o
Install S5L Cerfificale 575395 Lisa simpson Simpsons Monday AM invigilator called O
Help S75382 Homer Simpsan Simpsans Monciay AM at page &
Logout S75300. Bart Simpson Simpsons Monday AM paused [m]

[ Start il Pause |[ PeuseTimer |[  Print Resuts |
[ Acknowledge | [ Clear CallInvigilator | [ Set Conduct | [ Reset Conduct |
s o-test™ is & tradematk of the ifs Schoal of Fikance, & charty incorporatsd by Royal Charter.
[T [ [ [ [ &3 cocalintranet 0% - g

24



ifs e-test™ User Guide

It is advisable, particularly if you are using Internet Explorer, to limit the number of
candidates who are listed at any one time by using the drop-down options. However,
there may be times when you have to invigilate a large cohort of candidates at once.
We recommend that if you need to list over approximately 50 candidates at once, you
use a different browser such as Mozilla Firefox. In addition, a large number of
candidates will not fully display on the list of candidates in the invigilation system, so it
is possible to view the eligibilities differently. To the right of the 'Select Eligibilities'
button you will notice two links stating 'View Summary' and 'View List'. You will notice
that initially 'View List' is bold signifying that this is the currently selected view. You
may switch to a different view by clicking on 'View Summary'. The listed eligibilities will

be redisplayed in the following manner:

/~ Invigilation :: e-test™ Server Administration Console - Microsoft Internet Explorer provided by ifs School of Finance

@ + =[] its:Hdogbert/etest fadminfInviaiation. pho# =1 & |14] %] [uive searcn £

Fle Edt Wiew Favorites Tools  Help

% @ inviglation :: e-test™ Server Administration Console | | B B - & - [ pace - @ rock -

nm e-test” Invigilation Console
s Schontor

[ty Money Matters Specimen

Home [Bimpsons

Server Settings

(K1 FRAR KN

e [Maonday A

Testsets Select Eligibilities | view summary | view List
Eligibility Download

View Eligibilities =
Why Money Matters Specimen © @

Inwigilation
Results
Edit my details
Conduct of Exarn Form
Install SSL Certificate
Help
Logout [ Stan I Pause |[ PauseTimer |[  PrintResus |
Il ][ SetConduct ||

[ Acknowledge Clear Call Invigilator Reset Conduct |

Key to Student
’7 [ unconnested [ in Progress [[] Meeds Starting [I] Remuires Assistance || Complete |

5 a-test™ s tratiemark of the ifs Sohse! of Finanse, & chartty Inoorporated by Royal Charter

=

[0 T [ [ tocal intranet S -

Each eligibility, rather than listed as before, is represented by a square. The square
contains each candidate’s initials. During the course of an examination, the colour of
this square will change depending on the current state of that examination. If all is well,
for example, it will display in green. If the candidate is waiting to continue (for example
between a tutorial and the main examination), it will turn orange. There are other

statuses, and you will notice a key at the foot of the screen for reference.

If a square changes colour and you wish to find out more about that eligibility, you may
do so by clicking on the square with the mouse. The candidate's details will be

displayed at the bottom of the screen, above the function options. The eligibility you
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selected will show a thick line around the square to denote that it now exists in the list.
To remove a candidate from the list, simply click the square again and it will be
removed. You may select many eligibilities at once by clicking on the squares in turn.
To select/de-select an entire cohort, click on the plus and minus symbols to the right of

the examination name.

[ Start Pause Pause Timer

|| |
[ Acknowledge | [ Clear Call Invigilator_|

Key to Student
’7 [ unconne: cted [ InPragress [ Needs Starting [[] Reuires assistance || Complete |

| [ Print Resuts |
Set Conduct | [ Reset Conduct |

ifs e-test™ is a trademark ofthe s Schaal of Finance, a chartty incorporated by Roval Charter.

The current status of the examination is shown in the status column. At different times

during the examination the status will change depending on the function in use.
Unconnected This is the initial state of the eligibility after it has been
downloaded. It will stay like this until a candidate successfully logs in to the
system and accesses their eligibility. Once they have connected, it will change to
reflect the first action of their examination (which will usually be an information
page, so the status will change to ‘At page: introduction’.)
Refusal This is a special status that is used when a candidate refuses to
continue their examination. For instance, when the candidate logs in, the system
displays the details of the eligibility. If there has been some confusion and a
candidate has logged into a different candidate’s eligibility, then they should not
continue. They will refuse to continue the examination, and this is the status that
will show. Once the problem has been rectified, any eligibilities highlighted as
‘Refusal’ can still be accessed and used as normal.

At page This status means that the candidate is viewing an information page.

T T st oo -
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If a

computer
= crashes the
Invigilator must
suspend the
candidate’s test
as soon as
possible. This
will allow the
candidate to log
back in to the
last point of the
examination that
they were at
before the
crash.

In test: xxxx This status means that the candidate is currently in the
examination denoted by xxxx (the name of the module being taken). Please note
that the system defines the actual examination, as well as the tutorial and survey,
as tests.

Call invigilator _ The candidate may have an option in their examination to call
the invigilator. This is the electronic equivalent of putting your hand up. When a
candidate selects this option, the status changes and it will be displayed in red on
your screen. It means that the candidate needs assistance. As an invigilator you
have two options: you can either acknowledge the message or clear the request
if no longer required.

Invigilator acknowledged _ This is where you, as the invigilator, have

acknowledged the request for assistance from the candidate.

Waiting Some examinations may have a special information page that is flagged
as a ‘Waiting’ page. This means that when a candidate gets to the page in their
examination they are forced to wait until you, the invigilator, continue their
examination. This ‘Waiting’ page feature is used to synchronise the candidates,
so that they all enter the examination at the same time. When you want to end
the waiting period, you use the ‘Start’ button at the foot of the table (see next
page).

Paused/paused timer __ The invigilator has paused a candidate’s examination,

with or without pausing the timer as well. To resume their examination, use the
‘Start’ option.

Suspended In the event of a computer failure, the examination can be
suspended. This will save the examination(s) in the last recorded position so that
it/they can be reconnected at a later time, either from the same computer, or a
different one.

Completed When the candidate has finished their examination.

Using the status column described above, you may monitor the examinations in
progress. You may also need to use the facilities of the invigilation screen to control
some examinations. To do this in the 'View List' mode (the default), you tick the
eligibilities you wish to change in the tick box provided against each eligibility, and then
select the option as necessary. In the 'View Summary' mode, you select the eligibilities
you wish to change by clicking on squares as described above. Remember: candidates
that are displayed in the list will be affected by the option you choose, so ensure that
the list contains only the candidate(s) you wish to affect. Any eligibilities selected that
are invalid for that option (for instance, starting an unconnected examination) will be

ignored.
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The following options are available.
Start For an examination that is ‘waiting’, this will start the examination for the
selected eligibilities. When you start the examination, the candidate will be given
an option button to continue with their examination. For an examination that is
paused, this will resume the candidate’s examination.
Pause _This will freeze the candidate’s screen whilst keeping the timer counting
down.
Pause Timer _ This will freeze the candidate’s screen and will also pause the
timer.
Suspend _ This will suspend an examination that was interrupted due to computer
failure. If you do not do this, when the candidate attempts to log back in they will
receive an error message.
Acknowledge _ This acknowledges an invigilator request from a candidate. The
candidate will get an ‘acknowledge’ message informing them that you are on your
way.

Reset Call Invigilator _ If you have already dealt with the invigilator request from

a candidate, you can use this function to reset it back to normal. The reset can
also be carried out on the candidate's computer.

Reset Eligibility _ This should only be used in dire emergencies, when either you

need to let the candidate start again, or it appears that, for whatever reason, the
candidate’s examination has stopped working. It will reset the eligibility back to
the state it was in just after download, so any answers the candidate has already
given will be lost. Please note that the ifs should be contacted before this option
is used.

Print Results _When the eligibility has been completed, some examinations allow
you to produce printed results. This function will create a document that displays

the candidates’ result for each ticked eligibility.

' The ’reset eligibility’ function must only be used as a last resort.
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2.10.1 Common scenarios

The examples in this section show what happens during a test when the buttons are

clicked by both candidates and the Invigilator.

Normal examination
Note that this description is based on a particular examination, and that different
examinations could result in different steps. The example below is based upon a simply

structured examination for a certificate-level regulatory qualification.

1. Enter the invigilation screen, and use the drop-downs to find the particular
group of candidates that you are invigilating. These should be displayed and

all should have a status of ‘unconnected’.

2. Ensure that the correct candidates have the correct sitting slips. The

candidates login using their connection details on the printed sitting slips.

The statuses will start changing from ‘unconnected’ to ‘at page’ as they login.

4. Before the candidates start the examination they will be presented with a
non-disclosure agreement (NDA) on the screen. The candidates have two
minutes to read this. Those who wish to continue with their examination must
accept this agreement. If any candidates do not accept the agreement their
examination will be terminated and they should be asked to leave the

examination room. The examination cannot be restarted.

5. ltis likely that the examinations will begin with a tutorial to refresh the

candidates on how the system works. The status will change to ‘Tutorial’.

6. As each candidate finishes the tutorial their status will say ‘waiting’.

7. When candidates are ‘waiting’ and you are ready for them to begin their
examination, you can select all, or select one at a time, and then choose
‘Start’ .

8. As each candidate enters the live examination their status will change to the

name of the examination that they have entered.

9. As each candidate finishes the live examination they are likely to be asked to
complete an optional survey about the system. While they are in the survey,

the status will change to ‘Survey'.

10. When a candidate finishes their survey, their status will change to

‘completed’.

11. Once an examination has been completed, the results can be printed using
the ‘Print Results’ option, which creates a printable document in a new

browser window.

12. Results can now be uploaded.
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Call invigilator

1. The candidate uses their ‘Call Invigilator’ option to get the attention of the
invigilator. Their eligibility entry on-screen will change to red.

2. The invigilator uses the ‘Acknowledge’ function, and the candidate’s screen
changes to inform them that the invigilator is on their way.

The invigilator goes to the candidate to assist.

4. Once the problem has been resolved, the invigilator or candidate uses the
‘Reset Call Invigilator’  function on the candidate’s screen. If this is not done,
the invigilator can also reset the call in the invigilation screen.

Pausing

1. Ifitis decided that a candidate’s examination should be paused, the
invigilator ticks the candidate and selects ‘Pause’ or ‘Pause Timer' . Either
pause function will display a pause screen on the Client and the candidate
will not be able to see their examination or continue until the invigilator
restarts them.

2. The system will request a reason for the pause.

3. Once the situation has been resolved, use ‘Start’ to continue.

The scenarios in this section indicate which functions should be used when certain

events or issues occur during an examination.

Individual Client computer failure

1.

If a single candidate’s computer crashes, tick the candidate’s eligibility and
select ‘Suspend’ .

The Suspend

function must
= beusedifa
Client crashes.
This will allow the
candidate to log
back in to the last
point of the
examination that
they were at
before the crash.

If the Client is unresponsive, then there is a key-combination to press that
allows the Client to be closed. Pressing Control+Alt+Shift+Q (all at once) will
display a password box. This is the ‘unlock password’ that was entered at the
time of installing the Client. The member of staff who installed the Client will
know this password and should give it to the invigilator before the
examination commences. Please note that the password is case sensitive. If
the correct password is entered, the Client will confirm, then quit. You may
now reload the Client to resume the examination. If any of this is
unsuccessful, the computer can simply be turned off using the main power
button, and then turned back on again. To save time, the candidate can also

be moved to another computer if available.

The candidate logs back in using the same username and password as
provided. Note that if the examination has not been suspended then the
candidate will not be able to log in. The status of the eligibility must say

‘suspended’ in the invigilation screen for the log-in to be successful.
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4.

The examination will resume at the point at which the crash occurred.

Power cut (including Server)

1. Once power is restored, log back into the Administration System and display
the same cohort of candidates. The system will still think they are mid way
through their examinations.

2. If you wish the candidates to resume their examinations at that point, tick all
the candidates who are mid way through and use the ‘Suspend’ option. All
candidates can now log back in and resume their examination at the point at
which the power was lost.

3. If you wish the candidates to start their examinations again from the
beginning, tick all the candidates who are mid way through and use ‘Reset
Eligibility’ . All candidates can now log back in and restart their examinations.
Please note that using the ‘Reset Eligibility’ button will remove all answers
from the candidates’ examinations, and reset their eligibilities back to the
stage just after download. Also note that the candidates will receive exactly
the same examination; this function does not randomise the selection again. If
you need the candidates to get newly randomised examinations, the
eligibilities need to be downloaded again. You must inform the ifs of this so
that the eligibilities can be reset within the ifs systems.

Fire alarm

1. If the fire alarm goes off, quickly tick the header tick box to select all
eligibilities and select ‘Pause Timer’ .

2. Follow usual fire procedures (ie leave the building).

3. When you are allowed back into the building (assuming it was a false alarm)
the invigilation screen will be asking for a reason for the ‘Pause Timer’
function being used. Complete this as necessary.

4. Once all the candidates are back at their rightful computers, select them all
again and select ‘Start’ . They will continue from where they left off.

5. If you want the candidates to start their examinations again from the
beginning, select all the eligibilities and select ‘Reset Eligibility’ . This will
force the Client computers to disconnect from the examination. The
candidates will then log back in to start from scratch.

6. If you do not use the ‘Pause Timer' function, the candidates will lose the time
in their examinations. Depending on the time spent out of the building, the
examinations may even time out. In this situation, the only course of action is
to reset the eligibilities for all of the candidates, and they will have to start
their examinations again from the beginning.
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Unresolvable error

There may be times when a candidate’s examination corrupts, for a number of possible
reasons. If the suspend or reset eligibility options do not work, then that eligibility could
simply become invalid and unusable. Reasons for this could include a malfunction on
the Server, or an interruption of communication between the Server and Client

applications during an examination.

To resolve this issue, the ifs must be contacted to reset the eligibility so that it may be
downloaded again (see contact details on page 3). Once you have received
confirmation that this has been done, you will be able to use the ‘Eligibility Download’
function to download the eligibility again. Note that a new password will be generated
for the new eligibility, so you must print out a new sitting slip for the candidate. The
candidate can then log in to start the examination again. It is unlikely that the candidate

will receive the same examination, as they are randomly generated by the ifs.

If the ifs has to reset eligibilities, the eligibilities must be re-downloaded and
' new sitting slips printed.
=
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2.11 Results

The ifs

' stongly

= advises
that centres
only download
a maximum of
15-20 student
results at one
time.

This page is where completed eligibilities are uploaded to the ifs. Please ensure that

you are connected to the Internet before beginning the process.

On entering the screen, you will be presented with three drop-downs with which you
can limit the completed eligibilities you wish to view.
The first drop-down will list all possible modules.
The second drop-down will list all possible teaching sets that have been
communicated to the ifs with the candidates’ registrations. This will be empty if no
such information has been provided.

The third drop-down will list all possible test sets.

Using these options, when you press the ‘Select Eligibilities’ button, the eligibilities that

match the selected options will be displayed:

Some examinations allow you to produce printed results; please check with the ifs if
this is available at your organisation. Use the ‘Print Results’ function to create a

document that, for each ticked eligibility, will display the candidate’s result.

To upload the results, tick the results as necessary. If you wish to upload them all, use

the tick box in the header. Select the ‘Upload Results’ option. This may be a reasonably
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lengthy process, as it converts the eligibilities into results and transmits them to the ifs
servers. In processing the results, the ifs will update its internal systems. Additionally,
each candidate will be able to log in to their secure myifs learning pages and view all
uploaded results (this appears once all results are uploaded successfully). If your

candidates cannot see their results then please contact the ifs (see contact details on

page 3).

Please note that once confirmation has been received of the results, the eligibility will

be removed from your system. This is so that:
it frees up hard disk space;

the eligibility is kept on the Server for as little time as possible, minimising the

chance of loss should the Server fail; and

further attempts at the examination can be downloaded if necessary.

As the eligibilities are removed when uploading, you should ensure that all results have
been printed off first (if applicable for the examination). You will not be able to print

results from within ifs e-test™ once you have uploaded your results.

Results for familiarisation and specimen examinations are not shown on
candidates’ my ifs learning pages nor are they stored by the ifs. To view the

m results of these examinations, you must ‘Print Results’ before uploading. Once
they are uploaded, the ifs has no way of producing them for your candidates’
records.
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2.12 Edit my details

'Edit my details' allows you to alter the information about your own user:

To change your full name, simply make the change and select the 'Save' option.

To change your password, re-enter your old password, and then provide your new
password. The new password and the one provided in the ‘verify password’ box must
be the same.

If you need to change your username, or the main menu items to which you have
access, you will have to contact a user of the system who has privileges to the ‘Users’

section.
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2.13Conduct of exam form

Clicking on this menu option will bring you to the ifs e-test™ pages of the ifs main

website.

From here you can view and download the main documentation required to run ifs e-

test™, including the e-test Conduct of Examination Form.
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2.141Install SSL Certificate

This section is to prevent you from receiving the ‘Security Alert’ when you connect to

the Administration System.

Internet Explorer

Clicking on the link will display this question:

Select ‘Open’. A new window will open showing the details of the certificate:
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Use the ‘Install Certificate...” button. This will start the ‘Certificate Import Wizard'. Select
‘Next' twice, leaving all options as they are, and then ‘Finish’. You will get a ‘Security

Warning’ window displayed that will be similar to this example:

Select ‘Yes’, and you should then see a message stating 'The import was successful'.
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Firefox

Clicking on the link will display the following window:

Tick the first option, ‘Trust this CA to identify web sites’, then click ‘OK’.

You will no longer receive the ‘Security Alert’ warning.
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3 Using the Client System

3.1

The Client System is the application that the candidates will use to take their

examinations. This section describes in detail how it is used.

Logging in

When the candidates are taking their examinations at each Client computer, the
environment of those computers needs to be secure. By secure, we mean that the
candidates cannot use the facilities of the computer to gain an unfair advantage, for

example by accessing Internet Explorer, or by the computer being controlled remotely.

The ifs strongly recommends that the candidates do not log in using their usual
Windows account. Instead, your IT team should provide you with a restricted Windows

account that you should use for all candidates taking an examination.

If the installation procedure has been followed correctly, there will be an icon on the
Desktop labelled ‘ifs Client’. This must be double-clicked; the program will load and wiill
show the screen on the next page. (Note that the screen can be changed by the ifs at
any time, so the screen you are presented with may well be different from the version

included in this guide.)

In summary, the ifs recommends that the centre:

turns each candidate’s computer on;
logs in as the restricted Windows account, as described above;

ensures no software is running (there should be no applications running at all);

launches the ifs e-test™ Client program.

Only then should the candidates be given access to their computers.

' Centre staff must not log candidates into their test using the sitting slips.
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Once this page is shown, the computer is locked. The usual Windows hot-keys are
disabled, such as Ctrl+Alt+Del, windows keys, Alt+Tab and so on. The window is a full
screen, which cannot be closed or minimised. If you have made a mistake in loading
the system, there is a ‘Quit’ button that will close down the Client. If you need to quit the
Client where a Quit button is not available (for example, because the examination has
become unresponsive for some reason) you may use the Ctrl+Alt+Shift+Q to quit. This
will ask for a password to unlock the system, which will be provided by the IT team who

installed the Client on each of the computers.

Each candidate will be provided with a sitting slip, containing their ifs number, name,
date of birth, username and password. The username and password must be entered
into the authorisation screen exactly as printed on the page. The password will be a
random series of uppercase letters only; it does not contain numbers, symbols or lower-
case letters. If a candidate enters the username or password incorrectly, they will get
an error message. They will also get an error message if they attempt to log in to an
eligibility that is currently in progress, has been completed or has run out of time. If a
candidate appears to be using the correct username and password, yet is unable to log

in, please contact the ifs.

When the candidates log in successfully, they will be shown the first step of the

examination, which will be an introduction page.
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Note that, once logged in some candidates may be presented with a colour scheme or
font size that is different from that used by others. In this case, a reasonable
adjustment is attached to the registration by the ifs and cannot be changed mid-
examination. If a candidate cannot use the standard colour scheme or font size due to a
reasonable adjustment requirement, please complete a reasonable adjustment form
and send it to the ifs in order for the necessary changes to be made. You will then be
able to download a new examination. It is imperative that this information is provided to
the ifs at the point of registration as it is unlikely that the ifs will be able to create the
new colour scheme immediately. It is therefore likely that the candidate will have to sit
their examination on a different day. If you need further assistance, please contact the

ifs (see contact details on page 3).

One feature of the Windows interface that cannot be controlled by the ifs due to
limitations in the operating system is the size of the scrollbars. See Section 3.4 for

instructions on how to change the size of the scrollbars for individual candidates.

Reasonable adjustments must be completed in advance in order for the ifs to
alter a candidate’s eligibility. Please note that once an eligibility has been
= downloaded, adjustments cannot be made.
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3.2 Information pages

An information page displays information to the candidate between examinations.
These are not timed. They will often show personalised information for that candidate
which will change from examination to examination. Note that colour schemes and the
actual text displayed are dependent on the examination that the candidate is sitting and
the body that is providing that examination. An example of such an information page for

the ifs can be seen below.

An information page has one or two options for the candidate to select. There will
always be an option to continue, whether it be ‘Next’ [Page], ‘Start Tutorial’, ‘Start Test’
or ‘Finish Examination’. The ‘Finish Examination’ button will complete a candidate’s

examination, exit the Client, and take them back to Windows.

Additionally, on the first of the pages, there may be a button that enables the candidate
to quit the examination. A reason could be that the sitting slips were confused and two

candidates have logged in as each other.
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3.3 Examinations

An ‘examination’ may be an actual examination, a tutorial or a survey. When a
candidate begins a live examination the timer will appear and begin its countdown. The
candidates will get a warning when they are nearing the end of their time, and the clock
will change colour. If any candidates run out of time, a message will appear and they
will be forced to finish their examination. Please note that an optional survey may

appear at the end of the live examination.

To answer a question, the candidates can use the mouse to click on the required

option.

Alternatively they may use the keyboard to select an answer. The arrow keys move the
selection up or down. Initially the first answer is selected but not chosen, so if they wish

to choose the first answer, they simply press the space bar.

The candidates have several buttons they can use to navigate the examination. Note
that letters in brackets are shown on the buttons (or the review tick box). This means

that pressing the relevant key on the keyboard will activate that option.

The ‘Next’ and ‘Back’ buttons will move between the questions of the
examination. The ‘Next’ button on the last question of an examination will display

the Review screen, if available.

44



ifs e-test™ User Guide

If available, the ‘Review’ button will show the Review screen, which lists all
guestions and their current status.

If available, the ‘Call Invigilator’ button, once pressed, will indicate on the
invigilator's screen that assistance is required. If selected, the ‘Call Invigilator’
button will change to ‘Reset Call Invigilator’, which, when clicked, will remove the
flag.

If available, the ‘End Exam’ button will enable the candidates to finish their

examination even if they still have more time.

If applicable, each question can be flagged for review. Candidates should use this
facility when they are not sure of the answer and wish to come back to the question at

the end. Questions flagged in this way are highlighted in the ‘Review Screen’.

The ‘Review Screen’, if accessible, lists all questions and a status against each

question:
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The possible statuses are:

Status What the status means

Incomplete The question is wholly or partially unanswered

Complete The question is wholly answered

Review The review tick box has been ticked for this
question

Not Required No answers are required for this question

Error An invalid answer has been made, for example,
choosing six answers when only five are
required.

The ‘Review Screen’ allows candidates to return to the examination at the point they
were at. The ‘Review All’ button will return them to question 1 so that they may view all
questions again. The ‘Review Selected’ button will only be available if there are some
questions that have been selected for review. On selecting the button, the first question
that has been selected for review will be shown. Candidates can then move back and
forth through the questions they have flagged; all the other questions will be hidden. To
view all questions again, re-enter the ‘Review Screen’ and select ‘Review All'. Finally, to
jump directly to a question, candidates may click on the hyperlink for that question in
the list.

The ‘Review Screen’ can be navigated with the keyboard by using the tab key to move
between the question links and buttons. Pressing the space bar will activate a question
link. In addition, a letter in brackets is shown on all buttons; pressing the relevant key

will activate that function.
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3.4 Adjusting scrollbar sizes

Some candidates may find the default scrollbar size in the Windows environment too
small. This cannot be changed by the ifs automatically because of restrictions in the

operating system. However, it is a change that you can make to the computer that is

running the examination.

Before loading the Client, but after logging in, right-click on the desktop. A menu will be

displayed.

Select ‘Properties’. In the new window select the ‘Appearance’ tab. This screen will

differ depending on whether you are running Windows 2000 or Windows XP.

Windows 2000

47



ifs e-test™ User Guide

Windows XP

In Windows XP you must select the ‘Advanced’ button, which will display a further

screen that resembles the screen from Windows 2000.

The Windows 2000 screen and Windows XP screen work identically once they have
been loaded. Find the ‘Item’ drop-down, which has defaulted to the option ‘Desktop’.
Drop this list down and select ‘Scrollbar’. Now adjust the ‘Size’ number to the right. The

preview window will show the new size of the scrollbar:
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When you are happy with the new size of the scrollbar, click OK, and then close down

the Control Panel.

You may now start the Client, and the user will find that their scrollbars have been set

to the new size when they begin.
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4.1 Essential information

Guidance
The User Guide manual includes full instructions and information on regulations and
processes for ifs e-test™. We strongly advise you to read the information thoroughly before

conducting examinations.

A hard copy of the User Guide is sent to the Admini  strator upon initial registration. A
copy of the User Guide is also available online at the following link to our website:

http://www.ifslearning.ac.uk/Corporate/ifsE-test/Downloadinformationsheets.aspx.

Customer Support

The FE Customer Support Team is available by telephone Monday to Friday (excluding bank
holidays) between the hours of 8.30am and 5.30pm. If you are running examinations outside
of these hours there will be no telephone support available. You can email

etest@ifslearning.ac.uk and emails will be responded to as soon as possible within business

hours.

Further details are available on page 3 of the User  Guide.

Login details
Login details for ifs etest™ are created internally by your system administrator. If you have

forgotten your login details please contact the main administrator of ifs e-test™ at your

centre.

There is a possibility that passwords for user accounts, including the Administrator account,
could become lost. If this were to happen, there is also the possibility that certain areas of the
invigilation console could become unavailable, as those who could still remember their
passwords may not have been granted access to all areas. For instance, there might not be

any active users with the ability to create users.

The first step to requesting a new password is to contact the ifs School of Finance on 01227
828234. Once you have received email confirmation of your new password click on the link “I

have called to request a new administrator password”.

In the interests of security, the password will not be confirmed over the telephone and will

only be emailed to a registered contact held on our database.
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Please note the login details for ifs e-test™ are not the same as the details for

www.myifslearning.com.

Further details are available on page 12 of the Use r Guide.

Intended sit date

At the foot of the “download eligibilities” table there will be either an ‘Intended Sit Date’ drop-
down list, or a ‘Booking’ drop-down list. If the module selected requires an ifs invigilator to
invigilate the examination session, you will have to select a booking. If you are providing your
own invigilator, you will select an intended sit date. The purpose of this date is so that the ifs

can comply with rules defined by the QCA (Qualifications and Curriculum Authority).

Further details are available on page 19 of the Use r Guide

Eligibilities

Once you know when the candidates will take their examinations, you must download their
eligibilities from the ifs School of Finance, using the invigilation console. Ideally you will do
this two or three days before it is intended that they sit; a minimum being one day before. The

download process involves:

the selection of the examination;
the selection of the candidates you wish to download;

the (optional) allocation of candidate test sets.

When downloading, eligibilities will be one of two different types. The first is where your
centre is providing your own invigilation, in which case the eligibilities will have a 14-day
window in which the examination can be taken. The candidates can take their examinations at
any point in this window. If the end date passes without any candidates taking their
examination, the eligibility will automatically be flagged as a ‘No Show’ and cannot be taken.

This ‘No Show’ will be counted as an attempt towards that module.

The second type is where your centre has requested an invigilator from the ifs School of
Finance for a particular date and time. Even though the eligibility has been downloaded, it will
be unavailable to the candidate until the invigilator arrives at your centre. Following the date
of the booking, any examinations that have not been taken will be flagged as ‘No Show’ in the

same way as above.

Further details are available on page 18-21 of the  User Guide.
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Familiarisation and specimen examinations

There are familiarisation and specimen examinations available on ifs e-test™. We
recommend that you run familiarisation and specimen examinations prior to the live
examinations to ensure that invigilators and candidates are familiar with the client and
invigilation consoles. The process is exactly the same as the process for downloading the
eligibility for live examinations. You can only download specimen examinations before you
have downloaded a live examination for a module. Once you have conducted a live

examination for a module you will be unable to run a specimen examination for that module.

The familiarisation examination is not subject specific; indeed, the questions are fairly
ridiculous in nature (i.e. “What is the capital of England?’). However, the point of the

examination is to familiarise students with the client console, not to answer questions.
Specimen examinations, on the other hand, are examinations built using our specimen
questions for particular examinations. Please note that there is only one specimen
examination per module/unit.

All these examinations can be found in the ‘test’ drop-down in the first step of the ‘Eligibility
download’ process. We strongly recommend that you use these examinations before
embarking on a live examination.

Further details are available on page 7 of the User  Guide.

Dummy reqistrations

The main administrator will be set up with a dummy registration on the invigilation console.
This will enable appropriate members of staff to practise a familiarisation examination on the
invigilation console before running live examinations. You will have an option to download the
administrator’s eligibility but they will only have access to sit a familiarisation examination.

This will prevent a live examination being downloaded in error.

Invigilation

The invigilation screen allows invigilators to monitor examinations and to control eligibilities
during an examination. There have been some slight developments to the invigilation screen.
The software will automatically default to the existing invigilation screen but there is an option

to default to a new summary screen.

Each eligibility, rather than listed as before, is represented by a square. The square contains
each student’s initials. During the course of an examination, the colour of this square will
change depending on the current state of that examination. If all is well, for example, it will

display in green. If the student is waiting to continue (for example between a tutorial and the
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main examination), it will turn orange. There are other statuses, and you will notice a key at

the foot of the screen for reference.

If a square changes colour and you wish to find out more about that eligibility, you may do so
by clicking on the square with the mouse. The student's details will be displayed at the

bottom of the screen, above the function options.

Further details are available on page 24-28 of the  User Guide

Results

On completion of a familiarisation/specimen examination you have the option to print the
results. Once you have printed the results for your records you can upload the results. This
will completely clear the details from the server and the ifs will not receive these results.
Once you have uploaded the results you will be unable to use the print function so you must

ensure that you do this first if you want a hard copy.

On completion of a live examination you have the option to print the results. Once you have
printed the results you must upload them so they are received by the ifs. If you do not upload
the results they will not be communicated to the ifs. Once results have been uploaded
successfully they will be displayed on your candidates’ secure website pages at

www.myifslearning.com.

Please remember to print results before you upload. Once results are uploaded you

cannot print them.

Further details are available on page 33-34 of the  User Guide.

Completion of an examination

It is vital that candidates click the “Finish examination” button at the end of their examination
to ensure the examination successfully completes. There have been a few occasions where
candidates have forgotten to correctly end their examination and they have remained pending
on the invigilation console. Members of staff should not end examinations for candidates as
this compromises the integrity and security of the live question banks. If there is a problem
with the invigilation console, or a candidate does not end their examination appropriately,
please contact the FE Customer Support Team on 01227 828234 for advice. It is worth
advising candidates to read the tutorial thoroughly to ensure they are confident with all the

instructions on starting and finishing an examination.
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Sitting slips

If your centre is providing internal invigilation for ifs examinations, the sitting slips should be
printed a minimum of one day prior to the examination session. The sitting slips should be
kept in a secure place until the day of the examination and handed to candidates when they
are sitting at their workstations ready to begin their examinations. They should not be handed

out to candidates prior to the examination.

If the ifs is supplying an external invigilator for an examination, the sitting slips will be printed
on the day of the examination by the invigilator. The invigilator will require internet access
prior to the examination as the sitting slips are produced online via the secure website

www.myifslearning.com.

Only the candidates should login to their examinations with their sitting slip. Under no
circumstances should an invigilator/administrator login to a live examination on a candidate’s
behalf. Please note that the login details are case sensitive. If a candidate is certain that their

login details are not working you should contact the ifs as soon as possible.

Familiarisation and specimen examinations can be downloaded by an administrator at your
centre at any time if they have access to do so. The ifs will not provide an external invigilator
to conduct specimen examinations. The sitting slips for familiarisation/specimen examinations
can be printed at your convenience; it is only the live examinations that require additional

security

As there is no limit on the amount of times you can download a specimen paper prior to a live
examination you must make sure that you are using the correct sitting slip. Each time you
download a specimen examination you will wipe the previous download details and therefore

you must also use the most recently downloaded eligibility and sitting slip.

Please keep the sitting slips until you are certain your candidates have successfully finished
their examinations. If in the event that an examination is suspended, the sitting slip will be
required to log the candidate back into their examination.

For further information please page 23 of the User Guide

Suspend/reset eligibility functions

The 'Suspend’ function on the invigilation console should be used in the event of a technical
error. If a candidate’s workstation crashes during an examination you must suspend it as
quickly as possible to stop the student from losing time. The candidate should then be able to

login to a different workstation with their original sitting slip and resume their examination at
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the point they were at before the crash. If they are unable to log back into their examination

on a different workstation, please contact the ifs as soon as possible.

Please do not reset eligibility without guidance from the ifs . If you reset an eligibility it will
completely clear any answers already attempted. This should not be carried out without prior
confirmation from the FE Operations team at the ifs. The invigilation console will notify the ifs
if an eligibility has been reset. The ifs will contact you to find out the reason for this, to ensure
that all candidates are treated fairly and nobody is given an extra attempt for something they

are not eligible for.

For further information please see page 27-28 and 3  0-31 of the User Guide.

Re-sits

Please complete a registration spreadsheet and return to etest@ifslearning.ac.uk in order to
register candidates for a re-sit. If you are unsure on how to register candidates for a re-sit,
please contact the FE Customer Support Team on 01227 828234.

Please note that regulatory re-sit fees are currently priced at £105.00 per module (this fee is

subject to change in the event of a price increase).

Once you have received confirmation from the FE Customer Support Team that the
requested re-sits have been processed successfully, you will be able to download the

candidates’ eligibilities on the invigilation console.
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