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1. Getting Started

The BCS Quialification System (BQS) is used for the provision of testing for a variety of
BCS qualifications. This user guide is intended for Approved Centres whose exam
database is hosted by Activ Training Ltd.

BQS, an examination/assessment system, is not used for the provision of training and
should not be confused with any system being used to host courseware.

The BQS is comprised of two main elements:

1 An administration website
1 Installed automated testing software

1.1 Administration

The BQS Web Administration is a website that can be accessed via any computer
that has an internet connection and the Internet Explorer browser installed.

It is used for all candidate administration, including tasks such as test allocation, editing
candi datesd personal information and running

See section 2 for details on how to use the BQS Web Administration.

1.2 Automated Testing Software

The BQS Exam Client is the software required to undertake automated exams and
assessments (mock exams). The software should be downloaded and installed on all
computers where testing will take place.

Once installed, the software will keep itself up to date by checking for updates each
time it is run.

If your centre operates from behind a proxy server/firewall, additional in-house
technical support may be required to help configure the software.

See Appendix C for full details on how to download and install the BQS Exam Client.

See Appendix D for details on how to use the BQS Exam Client with a proxy server.

For Support Teld1234340880Email: support@activtraining.com Page3 of 41



2. BQS Web Administration

The BQS Web Administration is located at http://www.activiest.com/bcsgualsadmin.

If your login details are lost, you can contact support@activ-training.com.

2.1 The Login screen

1. Visit http://www.activtest.com/bcsqualsadmin

2. Enter the correct username and password

@ The Chartared institute for IT 4 de

Ukt R

3. Click o6Log I nd or press OEnter 6.
2.2 BQS Web Administration Hierarchy

The BQS Web Administration contains a hierarchy. This allows different candidates to
be organised into separate groups.

1. Login to the BQS Web Administration

2. Expand the hierarchy

L The Chartered Institute for IT
Enabling the information society

+ Croote | 7 Edit «

= Deme Testing Groups

Demo Geoup 1

3. Your centre will be setup with a basic hierarchy. Above is an example of how
this may appear
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4. Click on the top level visible in the hierarchy

The Chartered institute for IT et 4 AA Corp m i @
Enabling the information socety

vt 21 04 e oo Quacgs Fxnpousd

Vere Raports  Previces Mesum  Canmeete Saacch  Cantidute Sivement

* Cenate | 7Bt € el ) Admissstraton
2 Dero Teating Groups | B
o [we [ =3
Thow Labi Login Hame Name
BIADwmcAdrn Dere  Oern =]
!
=X

ot Sedact unen 10 expon

5. The administration account in use will be displayed on the right hand side of the
window along with any other administrators/verifiers

2.3 Creating a Candidate Group
Candidates can be grouped in various ways, e.g. tutor group, class etc.
To create additional candidate groups:
1. Login to the BQS Web Administration
2. Expand the hierarchy

3. Select the second level from the bottom in the hierarchy

L) The Chartered Institute for IT
Enabling the information society

Home Reports Previous Results  Candidate Search  Cani

/' Edit << Test Centre Administrato

= User Guide Demo Approved Centre

£} Demo Testing Groups - Cut - & Paste
Demo Group 1

New Lab | Login Name

When the correct level is selected, the pane on the right side of the screen will display
the headi ng Adme siti sCe mtt me s 6 .

4. To create a new candidate group, cli

5. Fill in the é6Candidate Group | D6 and
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» The Chartered Institute for IT e 4 AA Com WHTI®
Enabling the information society
Logged i 35 Demo Demo | Change Passwoed | log ot

Home Reports  Prewious Results  Candidate Search  Candicats Movement

+ Cmote | / Edit 4 Create Candifates Group
= Usar Gudz Demo Agomoeed Costre
B} Oermo Tesming Troups Details Attnnutes Prefarences Package Assignment
Demo Geowp 1
Kew Lob Canddstss Group©  Newiad
B
Cesgiay Hams Piew Lat]

B

The Candidate Group ID must to be unique, although as this value is never seen, it is
fine to just add some random characters. The Display Name is what you see within the

hierarchy.

6. Click on the O6Attributesod6 tab

7. Tick the O6ACF Noded box

The Chartered Institute for IT T sAA Cm BMBEE
Enabling the information society
Loggad nas Demo Demo | CSange Pasgwodd | Logodt
Home Reports Previcus Results  Candidate Search  Candicats Movement
% Creme | / Edi <&  Create Candidates Group o= -

= User Gude Damao Agpraved Centes

Y Ceme Tasing Giougs Datals Prefe Fackage Assiges
Demo Greup 1
tew Lab 7 Use Stroag Password

7! Use Parert Hods Licansing Schems
¥ Use Pacert Node Sidll Card Schame

8. Click O00OK&6 when prompted by the confirmati

O Are you sure you want to turmn ACF integration on?

! OK ] [ Cancel ]

9. Click on the O6Package Assignmentoé tab
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D The Chartered Institute for IT Tt a8 e BIEEE
Enabling the information society

LOQRed In 35 deme cestomer | Chaoge Pasasaul | Logoe

Home Reports Previous Resuits  Candidate Ssarch  Candidate Movement

* Create | ' Ed ¢ EditLevel 3: Demo Customer o m
-ETET=D

® Beverey Hgh Scnool Desals  Allritares  Freferences  edype  Package Assignment

& Demo Test Centre
Avatabie Packages

Fachage Name
ey pe 4S0mNly AsETEmeN sty
£.4ype 43nacents exam tests
T ARANTIIT PR
1y A Pt e
LY e-satety-Azsessmen! Package
L1 e.ssfely-txwn Packnge

Ay

"

L1 e-type d4Studenns assessment tess
LY #-hypw 4Sudadts wuam st

L1 eype assessmen tests

Lt e-npe exam tests

L2 edype aSiudents ossessment ledly
L2 e-ype 4Studens eam bests

L2 o-ype assegsment 1518

L2 e-ype exam lesis

10. Select the required packages

Centres can either select all available packages, or restrict certain candidate groups to
specific tests.

11.Cl ick O60OK&6 to create the candidate group
2.4 Registering an Administrator
Administrator accounts can be created at any level except candidate group level. To
allow administrators/verifiers full visibility of all candidate groups, create them at the top
level in the hierarchy.

1. Login to the BQS Web Administration

2. Expand the Hierarchyd and select the relev

3. Click6 Ne wo

Cortrzst W W =

The Chartered Institute for IT Teess 4 A A
Enabling the information society

Logged m as Demo Demo

Home Reports Prewious Results Candicats Search  Candicats Movement

+ Creote |/ Edit <€ Level 3 Admisistrators
o e |

| Login Name HMamw
BASCemeAdmin
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4. This

Wi

I open

t he

(shown in Bold) must be completed.

5 Click

6. Open

t

Adininistrator Datally

Login 10
Password

Vatity Password
Flest Hame
Sumame:

Titlo

Dapanmant Name
Addrmm
Addrenad

City

Country

Post code

Emall

Phone Humber
Mot

Fax Na

Note: Flatds typed In bold are moandatory

t he O6Per mi

he drop

o Verifier
o Centre Administrator

Each role contains a set of predefined permissions that are required for each position.

0 Ad mi

SSi

down

ni

onso

| i st

strator | nf

tab to assi

| a bfellbwing:Us e r

A Verifier can only verify/invigilate and queue exams or assessments. Select the
'‘Centre Administrator' role for staff members that require all administrative permissions.

Administrator Details

Administrator Information  Permissions

User Role Veifier [=]
tote: Check necessary penmissions or select user role from the DropDown
ACF Integration

1 Modify ACF Nods Attribute
Create/Update ACF Candidates
Administrator
Move Administrator in Hiesarchy
Self Admnistration
Edit Permissions
Create Administrator
Edit Administrator
Candidate
Allaw Candsdate Login ID to be Manually Definad
Qualfication ID 1Aanual Allocation
¥ Edit Candidate
Move Candidate in Hisrarchy
Create Candidate
Hierarchy
Edit Node Detais
Create Hierarchy Node
Edit Mode Preferences.
Edit Node Attributes
RBeporting
Access System Reports
! Access Previous Results
Setup
Package Assignment
CITP BoK Admini
7] Verdy Test
¥ Quaue/De-gueus Tests
Set Persons with Disabéty Time Extension

or mati o

gn perm

Rol ed.
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7. Click 60OK6 to save the record
8. Confirm that the Administrator now appears within t he Admi ni strator so
2.5 Registering Candidates
All candidate registrations take place on the BCS Approved Centre Forum (ACF)
website. For assistance with this, please contact the BCS Client Support team on
01793 417530
Please complete this step before continuing with the following sections.
2.5.1 Importing a Single Candidate
Once you have registered a candidate on the ACF, you will need to import this
candi dat edbs dat a i nnistation. hTae f@ldaywBg shevb youhdwntd do
this for a single candidate.
1. Login to the BQS Web Administration

2. Expand the hierarchy and select the relevant candidate group from the list

3.Click on the O6Newd button

» The Chartered Institute for IT Tacsme: 2 AR Oetans [SLER IS S
Enabling the information saciety
Logged » 35 Demo Demo Changs Passeurd g e

/e < | Candidetes Filter Type: Yo Canfcason selacted
= Use Gisoe Dema Approved Cene
5 Demo Tasting Grougs Salect Acton =
Deroo Groop 1 = ~
= Legin lame Name Valid From Valid To

4. Select BCS ID (or ULN) from the drop down list to search against either criterion

Get ACF Candidate

Searchby  BCSID -

Qualication Product Type (Select )

Got Candidate | Cancel |

5. Enter the candidateds BCS I D (or ULN) and
candidate has been registered for from the Qualification Product Type drop
down list.
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Get ACF Candidate

Seachby BCSID  [v] BCS123456789
Qualification Product Type ECOL [+]

6. Once you have selected the appropriate qualification product, the screen will
refresh to show the available units (modules) for that qualification. Select the
test type per module for the candidate.

Get ACF Cancicate
Search by BCS 1D v BCS1234%56789
Quantication Product Type L1 Award in &-safety (Student Pack) v

Please spectfy the unit tests envwonment

L1 &-Safety (IN1) L1 esatety.Exam Package B

Cat Candidate m

7. Click on 0Get Candidat adeleted search against

8. A confirmation box will appear,cl i ck 06Yes b

Test Allocation

Are you sure you want to preset the specified unit
test environment for all units allocated to this
Candidate?

£33

9. If the candidate data is found on the ACF, the confirmation screen will show the
data that has been added to your candidate group.

Candidate Enrolment Confirmation »®

Candidate Information

User ID BC81000824862

First Name Demo

LastName Canadicate

Midadle Name

Enroiment

UKECDL S UK0002002580 confirmed

OK
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The imported candidates will have their BCS ID as the username. Their password will
be their BCS ID plus the first four digits of their date of birth. For example:

Username: BCS100952562
Password: BCS1009525620102

The above shows that this user was born on the 1st February.
2.5.2 Importing Multiple Candidates

You may import multiple candidates in one go as long as they are all registered for the
same qualification. If you have candidates doing a mixture of qualifications, you should
repeat the following procedure once for each qualification.
1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant candidate group from the list
3. Select 6Get ACF Candidatesd from the drop
button

The Chartered Institute for IT Tersee 4 A A

Enabling the information society

Home  Reperts  Previous Results  Candidste Search  Candidate Movement

yotl vt s Damg Demo

/ Edn <« Candidains Filtwr Typot Mo Cantifcation selectad
= User Gode Dero Agproved Conire
# Demo Testing Groups
Demo Group 1

4. Select the relevant qualification from the Qualification Product drop down list.

Get Multiple ACF Candidates

Qualification Product Type: (Select...)

(Select. ..

)

CS e-type L2 Award
Ie—lype

5. Once you have selected the appropriate qualification product type, the screen
will refresh to show the available units (modules) for that qualification. Select
the test type per module for the candidate.
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Get Multiple ACF Candidates

Qualification Product Type: BCS e-type L2 Award

Please, specify the unit tests environment:

Select...
L2 e-type exam tests

L2 Award e-type (TT2):

Get Candidates

6. Cl i ck C€mandGeltat esd to search

7. A confirmation box will appear,cl i ck 6Yes b

Test Allocation x

Are you sure you want to preset the specified unit
test environment for all units allocated to the

received Candidates?
[ves [0

against

8. A candidate enrolment, confirmation screen will show the data that has been

added to your candidate group.

Canidates Enrolmont Contirmation L

Candidate, Demo BCS100952562
Candidate 2. Demo BCS102695369

Candidate 14 rejectad
-2 10003 4665 USE with such 8CSID
BCS100024656 o ek in

ActivTest databass

Candidase 15 rejocted
3 Uset vath yueh 0CSID

already exists in
ActvTest database
Candidatz 15 rejectad
Usar with such BCS(D
already exists In
ActivTest databare

Candidate] Test)

Candirlate2, Test2 BCS 10002466

Candidate3 Testd BC510002467C

Candidute 1y rejected
Usee with sach BCSID
already axists in
ActivTest database
Candidate 15 rejected

Canchidat=d, Tend 4C5100024688

If any candidates already exist within the database, they will be highlighted in red in the

candidate Enrolment Confirmation window.

The imported candidates will have their BCS ID as the username. Their password will
be their BCS ID plus the first four digits of their date of birth. For example:

Username: BCS100952562
Password: BCS1009525620102

The above shows that this user was born on the 1st February.

t
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2.5.3 Adding a New Qualification to an Existing Candidate(s)

This section will show you how to add qualifications to candidates already existing
within BQS.

1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant candidate group from the list

3. Select the candidate(s) that you want to update by placing a tick to the left of the
candidate(s) in the candidate list.

4. Sel ect O6Update ACF Candidate(s)d6 from the
button

Home  Reports  Prewious Results  Candidate Search  Candidate Movement

The Chartered Institute for IT Touger £ A A Comant ® W 8
Enabling the information society

/ Edy <« Caodidows Filar Type: Mo Cenfication sewected -

5. Select the qualification that the candidate has been registered for from the
Qualification Product Type drop down list.

Update ACF Candidates

Select...
Qualification Product Type: BCS e-type L1 Award

BCS e-type L2 Award
e-type
NON-ENROLLED

Update Candidates

6. Once you have selected the appropriate qualification product, the screen will
refresh to show the available units (modules) for that qualification. Select the
test type per module for the Candidate.
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Update ACF Condidates

Qualification Product Type BCS e-type L1 Award v

Pleasa, specify the unit tests environment.

Select
L1 Award e-type (TT1)

7. Click on oO6Update Candidated to search agair

8. A confirmation box will appear,cl i ck O6Yes b

Test Allocation x

Are you sure you want to preset the specified unit
test environment for all units allocated to selected
Candidate(s) additionally?

9. If the search criteria matches records found on the ACF, the confirmation screen
will show the qualifications which have been added to the candidates

Candidate Enrolment Confirmation x

Candidate Information

UseriD BCS100952552

First Name Damo

LastName Candidate

Hiddie Hame

Enrciment

2-4pe Certificabon UKETD0034515 confirmed
Test Allocation

E-Type ET2 sliocated

Note: if some unis failed o aocate, please. copy he informaton
above and contact ATS Administrator

10. Click OK to complete the process and return to the candidate group.
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2.6 Validity Period

A validity period may be set for candidates, outside of which they will not be able to
take tests. This feature is optional.

1.

2.

Login to the BQS Web Administration

Expand the hierarchy and select the relevant candidate group from the list

Locate the required candidate and open their record

Clickont he 0%p ttiadn

L The Chartered institute for IT

Enabling the inlormatinn society

tarme  Reperts Prywvmes Sescts Cancitane Sasrct | Sanmaese Shavemwnt
T “« ALY Canclictate Dweanitn
d Uner Gty Dum Apprond Cortrs
@ Coma Tovng Gronm
R
fw Vo, Ferce

T

FNct 1he GUIT wfiat By Pon el B et +

Panon wm Soecat Newen

Lot Atmwrat Tive

Conotute peurmanan Cwscowet Optiors  Tast Alacmon

s AA Comue "B .

Dgget i wd Demva fwenn

(hage Pensag | L

m

Tick the 6Set Validity Perioddé tick box
Enter a 6Fromd date and time and 6Tod dat e
ACF Candidote Dotalls
Candidate indormation  Envolment  Options  Test Allocation
¥ Set Validity Pemod
From 20:06/2011 7] : 09
To 21062014 12 09
Salect the GMT ofiset for the requred time Tone =1 I_E]
| Persan weh Special Heads
Set Addtional Tiene (min)
Click 60KHOodt cl aeet he candi datebds record
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2.7 Exam Time Extension
Certain candidates may meet the BCS requirements to be allowed a time extension for
their exams. Approval should first be sought from the BCS. Once acquired, the
following process must be undertaken:
1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant candidate group from the list

3. Locate the required candidate and open the record

4. Clickont he &6%p ttiadn

- % 4 ot e o =

d Uner Sty Demg Aggeoed Cotre
o Lo Towony Gronm Canditute btwranan Cimsowrt Optiors  Tmat Adscamon
Dumso Grmatp
fiw Vaoe, Fuce

BoNCt 1he GUIT wlaat By e meened B 7o

Parson sam Soaca Pewes

Set Adtemaat Teve (e

5. Tick the O6Person with Special Needso6 tick

6. Use the Up and Down arrows to set the time extension to match that which the
BCS have approved for this candidate

ACF Candidate Details

Canddate information  Enrolment Options Tes? Afiocation
1 Set Vahdity Pedod

From

To

Select the GMT ofiset for the required time Zone: +1

7! Parson wath Special Needs

Set Addtional Time (min) [ g

7. Click OK to save and close the candidateos
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2.8 Candidate Movement
The following section will show you how to move candidates between groups.
1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant candidate group from the list

3. Select the candidate(s) that you want to move by placing a tick to the left of the
Login Name.

4. Sel ect 6 Cut 6 dofvrlist and tlitken tlerApply button

" Edi <« Canddates Filter Type No Cenficaton ssisced -
S User Susde Demo Approved Centre
= Derse Testeg Groups Qs = m
Deme Gesup 1 — m
m Login Name - Nearme Valid Fram Valid To

BCSIEas3es Casdaate 2, Deme Dems

V.m

5. Navigate to the candidate group where the candidate is to be moved to

6. Sel ect 6Pasteb6 from the drop down | ist and
(] «© Condidere Filt Typw oo Carstonton sebecma
= User Gunde b--aAl\uu«r' TEEY
5 Devs v.,.,.!‘.....- oss 8] Arohv [ o]
PNow Lo Lugin Rame « Name Valld Fram Valkt T
—_—uy

7. Check that the candidate is now in the correct candidate group
2.9 Candidate Search

The BQS Web Administration provides a search function to allow you to locate
candidates easily.

1. Login to the BQS Web Administration

2. Click 6Candidate Searchd from the navigat:i

L The Chartered Institute for IT
Enabling the Information society

Home = Reports  Pravious Result ~ Candidate Search 1 andidate
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Click in the o06Candi da e eiter@adyawhichtydu wistotxseaach.d ent er

The Chartered Institute for IT i 4 AD Cown w R W

Enabling the Infarmation soclety

Lagyed i+ 34 Datwe Duins Shuoas Fasied. | Lo

Moma  Raports  Previous Results  Candidste Sesrch  Sundidste Movenaent

Camtidate Swarch

Ester samch wreg devs | m

You can search using one of the following:

First Name
Surname

User ID

BCS ID
Quialification ID

[l elNoNe]

3. The search results are displayed

Candidate Snwrch

Erder samch shing dore  dema m
st Rame Surname Widille Nare Uit 1D BCS D Quadication (D Cortification Test Lot
Qe Civadae BLIIGENED OL00R W DIoo WL S e Sl
¢ g ey  peeppmcsny  WCEIRASN, R Cenfaxnn o

Sy % S 0 8 L —~— —~— A s t
Qamy {ardays - -2l L e LOOO0C0 WECDLS Qann Sing
Osnetsedfatell  OarccCadiated) DCIIUCIYRSY  DLOOUATSE  \EIN00XI (0 el0s Cettatior Qe Ol
QueCasmtatad]  OpszCosadated! SCRINTZANE  QCRNNITANS | WWERININ shpe Umtatin  Oeme Stoa )

reCaedsatel)  Oarvcanodetyld SCSHDMTTY BCSEDVIAITY  UNESXON0N elype Cpntdatuy Qatre il &

Once the candidate is located, you can undertake the following:

o Clickonthe6 Edi t & button to open the candida
o Click olmbdd doutttoon to gdgmup the candi dat
o Click on 0Go to ReportsoOantidatesee t he t es

2.10 Allocating Tests to a Single Candidate

2.10.1 Test Allocation for Exams

Candidate registrations are automatically queued up for all of the exams in that
gualification, but not assessments
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2.10.2 Test Allocation for Assessments

Unlike Exams, Assessments (mock exams) are not automatically allocated. To
allocate assessments to an individual candidate undertake the following process:

1. Login to the BQS Web Administration

2. Expand the hierarchy and select the relevant candidate group from the list

3. Open the candidate record by clicking on t
in the list

4. Click on the Test Allocation tab

The Test Allocation tab contains a Test Allocation Hierarchy for each assessment
type

@OS00 (foemalon Esruememt Optens Teat Alocation

Test Tygo Flor a4r50 Sanficancn Assosmonh v

)
5. Select the top level in the hierarchy and wait for the page to refresh.
The level selected will then appear highlighted in yellow.
6. Click the 6Check/ Uncheckd button and wai't

The | evel selected will appear with a 0+06 i
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ACF Candidaty Dirtuin [“ox | Camint x|

Canddae nomason Esoinert  Ophars  Tast Alocation
Tort Type Fdar UK ECOLU WA Agemeammaty »

Moo JO0F) - Astessment Fackage

st Pachage

%¢a 207 - Assecament Package

7. Click O60OK6 to confirm the test all ocat

Please note that exams and assessments can be allocated at different levels by
expanding the hierarchy. This allows only specific units/modules to be queued up.

Licences are not deducted until a candidate actually starts the actual exam or
assessment. Therefore, it is fine to allocate all tests straight away.
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2.11 Allocating Assessments to Multiple Candidates
1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant group from the list

3. Select the relevant candidates

(Select Action)
Update ACF Candidate(s)
Get ACF Candidates
Delete
Cut
Paste
Set Time Range
Test Allocation
Test Appeal
[+ Login Name Name

¥ BCS100323256 Caroline
¥ BCS101087990 Sharon

¥, BCS103493452 Moira

I BCS103493477 Rich

i BCS103493454

]
[+

¥ BCS103493491

¥ BCS103493502

¥ BCS103515062

4. Sel ect O0Test Allocation6é from the drop dow

You will now see the Test Allocation Hierarchy. Please allocate exams and
assessments in the same way as you would a single candidate (see section 2.10)

2.12 Managing Exam/Assessment Licences

You can use the BQS Web Administration to see how many licences you have
remaining. To view the remaining licences, the following process must be undertaken:

1. Login to the BQS Web Administration
2. Expand the hierarchy and select the relevant candidate group from the list
3. Open any candidate record

4. Click on the O6Enrol mento tab
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ACF Candidatn Detaiie m

Candideto informaton  Enrolment  Gptan:  Test Allocaton
Registi saen
Select Enrd Cendcation A:%::;- ‘,‘.;:':::m Qualécation I State
wtyps Cortiication ) L} UKETO0R3I4515 wivogen
UK ECDL & ¢ L} UKDE02002590 Hregress
Potuntial now candidates allowed: Test Remaining:

Centfation New canfidans

ECDLACDL Assosamants 74
ECDLACDL Exmems 51
otype Assessmonts "
o-typo Exams 1

The number of licences remaining can be seen in the bottom right hand corner (as
circled in the above image).

Some candidate registrations, like e-type, come with a set amount of exam licences
attached to the candidate record. These are tied to the individual candidates and are

not included in the 6Test Licences Remainingé
image shows where you can view these candidate-tied licences.

ACF Candidate Details

Candidats Informaton  Emrolment  Oplions  TestAlocabon

Registration:
Exam Assessmant -
Select Enrol Contification Attampts Attomgts Qualification ID State
BCS e-type L1 Award @ 0 ETLI00000879  InProgress

Candidates such as these will take exam licences from their own licence count until

they are all used up. Once all attempts have been used, these qualifications can be

converted so that they are able totake addit i onal exam | icences from
Remainingd count

The next section details how to convertacandi dat eds registration to
exam attempts.
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2.13 Converting a Candidate Registration to Allow Additional Attempts

Certain qualification types come with a set number of exam attempts per candidate.

These represent the initial exam attempts each candidate has for a qualification.

For example, e-type registrations come with one initial exam licence. Once this has

been used, future attempts can be made by convertingtheca n di d atype 6 s
Qualification ID. Once a Qualification ID has been converted, the registration will start
Remainingé

to deduct | icences
1. Login to the BQS Web Administration

2. Locate and open the candidate record

f r o msee $eetion®13.s t

e

3. Expand the hierarchy and select the relevant candidate group from the list
4. |l dentify the candidate record and click
5, Click the O0Enr ol tmegodifiéatian oo wishnodcongeg | e ¢ t
6. Using the 6Selectd radio button on the |
to convert.
Qualification IDs should not be converted until all initial attempts have been used. To
confirm that all initial attempt s have been used, pl ease check
is at zero before converting:
Hegistration
Eanl Cantfcabion l':"‘":”' .'L-.|..,..;"-, QualMcation
BES o type LY Award @ 1100000880
Candidate iformation  Enrolment  Opbone  Test Allocabon
Registeation:
Salect Ennot Cenfcation ’\,[::;! \_""':::‘::"' Qualfication 1D State
@ HCS e-type L1 Award 0 0 ETL100000878  Complated
e ————
7. Click 6Convert Qualification |1 Db
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8. A window will appear prompting you to confirm your selection

ACF Candidato Datails

9. Click OProceedd to convert the Qualificati

2.14 Reset a Declined Module
If a candidate declines to proceed with a test after reading the exam instructions, the module
declined is removed from their queue. To reinstate this, the module must be reset in the BQS
Web Administration.
The following steps should be undertaken to reset the declined module:

1. Login to the BQS Web Administration

2. Locate and open the candidate record

3. Expand the hierarchy and select the relevant candidate group from the list

4, ldentify the candidate record and click O6E

5. Click the Test Allocation tab and expand the allocation tree to show the declined
module (in red)

radt) i

=T T T""R
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6. Highlight the declined modul
page will refresh and the reset module will now be black

e ot €5 20

7. Click sa@Ko6 t o

e

and cl
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3. Running a Test Session

3.1 Prior to the Test Session

The following details the actions that need to be completed, in order to carry out the
testing session:

1. Check the identity of the candidate
2. Brief the candidate on the test procedures

For more information on this, please see the BCS Operations Manual.

3. Access the BQS Exam Client

BCS Qualifications Testing System

Prase Btast o Loginl

Navigate to:

START > All Programs > BQS Testing > Exams/Assessment

4. Instruct the Candidate to login to the BQS Exam Client

Candidate Data

User ID

Password
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3.2

By default, candidates will have their BCS ID as the username. Their password will be
their BCS ID plus the first four digits of their date of birth. For example:

Username: BCS100952562
Password: BCS1009525620102

The above shows that this user was born on the 1st February.

5. Check the candidate details are correct (some of the fields can be edited at this

point)
BCSTORR35383
BCSHOEEI
6. Enter the Verifieroés (Il nvigilatorés)
Invigilation

Invigilators are responsible for the monitoring and invigilation of tests under exam
conditions. Should exam conditions be breached, the test must be aborted
i mmedi ately by clicking 6éexito.

The details below outline the actions the candidate will execute to undertake the test.
Invigilators are required to remain in the room throughout the test.

1. The 6Candidate Exam Queued pane wil
conditions
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%

etype Proceed with e-type exam ?

Ch hiokh TP | | % 1 rH is £, r e Iist on
the ES

This pmpliance
with | Are you sure you want to proceed with selected test?

. prform this
' oY I e

Any DIEaCT o7 NESE TegUIatons ard CoMaons Coun MvanTate your exam
results.

If you agree to the conditions stated above, please click the Proceed button
below

Defined Wam-up Duration (minutes) - 2
Defined Test Duration (minutes) - 5
Spaces Following Period (Full Stop) - 2

[X Disagres l [\/ Procesd l

Thecandi date must select which teé$t triapeywi sh t
choose any test in the queue. If the candidate declines to proceed with the test, the

exam queue will reload without the declined test. The Invigilator will need to reset this

declined module in the BQS Web Administration, please refer to section 2.14.

2. Cl i ¢ k to&c@tinaer t 6

A dialogue box will be displayed, offering the candidate the opportunity to work through
a 3 question sample test (or a two-minute warm-up test for e-type).

Sample Test

3. The candidate can select O6Nobdb if they wish

As soon as the candidate chooses to proceed to the live test (eitherbys el ect i ng O6Nob
the sample test or OProceedD®d-up)tatestlicenceemild of t h

be deducted.

The candidate is provided with their results, once they have completed a test.
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Test completed

Goal Count: 36
Goals Correct
Result: 91%
Well done! You have passed this module

Contact your test administrator for detailed results report ‘

[ o

If there are more tests allocated to the candidate,t he é Candi date Exam Que
will be displayed again and they may select another test if they wish to progress.

A failed module will not be available to re-sit until the candidate next logs in.

4. |If there are no more tests available, or the candidate has chosen to end the test
session, close the BQS Exam Client by sel e

3.3 Loss of Connectivity
If internet connectivity is lost during atest,thecandi dat eds test experien

affected. However, when the system attempts to upload the results at the end of the
test session, an error message will be displayed.

Welr Service Connection Error (Te exit Chick on Canced)

Exam has Deen completed, Actergeng t0 send results to Datsbase, tut connection his been ez, Oio Retry, F connection cannot be cttaned, dick
en Carcel 1o safeguand ronis untl contwcton & re-eatabinhed

To ensure that the results are not lost, the Invigilator must complete the following steps
as soon as connectivity is restored, and prior to any further testing on the exam PC.

1. Ensure that connectivity is restored

2. Runthe BQS Exam Client

3. Instruct the candidate to login

This must be the same machine on which the original test was started.

4. Enter the Verifierés (Il nvigilatoroés) | ogin
5. The 6Candidate Exam Queued pantestwill be di
conditions
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3.4

e |
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o
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The test that could not be uploaded will appear in the list, highlighted in yellow.

If the test does not appear highlighted in yellow, please contact Support as soon as
possible (see bottom of this page for contact details).

6. Select the highlighted test and select O6Pr

The test will load, and then automatically send the results back to the server

7. The 6Candidate Exam Queued6 will am€liedti spl ay

8. Check that the results now appear in the candidated secord within the BQS Web
Administration

Loss of Power or PC Crash
If a test is interrupted by loss of power or a technical fault, the test can be
recovered/resumed as soon as the PC is back in working order. If a technical fault has
resulted in the test not responding, the PC power button should be pressed and held in
order to force the PC to restart.

1. Ensure that the PC operation is restored

2. Open the BQS Exam Client

3. Instruct the candidate to login
This must be the same machine on which the original test was started.

4. Enter the Verifierés (Il nvigilatoro6s)

The 6Candi date Exam Queued pantesteonditibns b e
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The test that could not be uploaded will appear in the list, highlighted in yellow.

b, Sel ect the highlighted test

and

s el

The test should now load and resume from where it left off. Ask the candidate to

continue the test until completion.

If the test does not appear highlighted in yellow, please contact Support as soon as
possible (see bottom of this page for contact details).

ect

6. Check that the results now appear in the candidated secord within the BQS Web

Administration.
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4. Reports

There are a number of reports available within the BQS Web Administration. These

reports are split into two categories: O6Previ
to candidates and the exam/assessments that they have taken,and6 Sy st em Report s
which include all of the statistical analysis reports to monitor centre activity.

All reports use the same toolbar and navigation system. Sections 4.1 and 4.2 deal with
locating the correct report; Section 4.3 provides information on interacting with reports,
including exporting into various formats.

4.1 Previous Results

1. Login to the BQS Web Administration

2. Click the O6Previous Resultsod6o tab

" Edit « Candidates

A list of candidates will be displayed. This list, and the lists available on the other tabs,
can be sorted alphabetically. If there are a large number of candidates, the list will be

spread across several pages. To see more candidates, click the next number (along
the bottom).

There are two types of reports availablei n t he O6Previ ous Resultsd s

9 Test Results Report
1 Certification Progress Report

4.1.2 Test Results Report
This report provides detailed information relating to a specific exam or assessment.

Click the required candidate from the list. The page will refresh and a list of

candi dateds results wild.l appear in the right p
Toviewad Te st Results Reportdéd click on 6Showbd, tr
result.
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Bate Mossht  Rowslt Towt
Swname. Firt Name « Tesing Acthviny Tout Type  Tost Mams ks T S Ropon
vt 3 e Duratien

e pnan Even  siypseuamE oo B s oo s
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I S Uoer Find Yista O i
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Tt Lrow Resan 1
T Tem Cazent
Toat Cengedpte Tout Condolate Beses

The O60Test Results Rewmowt 6 will open in a new
This report can also be accessed by clicking
exams) tab.

Candidssessments Certification Progress

Tests Ca

Exams ~

e-type exam C
e-type exam D
Xam
e-type exam F
1 Imp Prod Using IT | 2007

S1 Imp Prod Using T L2 Excel 2007 B

S1 Imp Prod Using [T L2 PowerPoint 2007 A
: p R : > gint 2007 B

4.1.3 Certification Progress Report

The 6Certification Progress cRegpioddtbe & opri @erse ¢
towards achieving a specific qualification.

To access the oO0Certification Progress Report?d
OPrevious Resultsdéd section above.

@

ick the o06Certification Progressodé tab.
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C Exams Ce son Prog

Candidates Enredments
Sumame, First Name ~ Centification OQualification © Repert
Landoute Qawmo UKECDL S LAD00o00258 Show

Canddatedl Demolandoatell

Clicking on a candidate will refresh the page and reveal a list of certification

programmes, in the right pane. Each certification programme will showthecandi dat e 6 s
Qualification | D. Click 6Showé to open the 6
4.2 System Reports
1. Login to the BQS Web Administration
2. Click 6Reportsd and from the drop down, cl

The Chartered Institute for IT
Enabling the information society

Candidate

Home Reports  Pravious Results  Candidate Search
Syitam Reports

3. The following window will be displayed
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