
Quick	
  guide	
  to	
  taking	
  exams	
  for	
  candidates

Logging	
  in	
  
You	
  will	
  receive	
  an	
  email	
  giving	
  you	
  details	
  of	
  your	
  user	
  id.

The	
  email	
  will	
  look	
  like	
  this	
  (note	
  that	
  the	
  log	
  on	
  details	
  shown	
  here	
  are	
  for	
  demonstration	
  
purposes	
  only	
  –	
  you	
  will	
  receive	
  your	
  own	
  speci<ic	
  user	
  id	
  via	
  an	
  email).

You	
  can	
  click	
  on	
  the	
  link,	
  or	
  copy	
  and	
  paste	
  the	
  site	
  address	
  into	
  your	
  web	
  browser.	
  	
  You	
  will	
  
see	
  this	
  webpage	
  and	
  you	
  need	
  to	
  enter	
  the	
  user	
  id	
  from	
  your	
  email	
  into	
  the	
  <ields:

	
  



Once	
  you	
  have	
  logged	
  on,	
  you	
  will	
  see	
  a	
  screen	
  very	
  similar	
  to	
  this:

You	
  can	
  select	
  three	
  different	
  views	
  of	
  the	
  list	
  of	
  tests	
  that	
  are	
  available	
  for	
  you	
  to	
  take.	
  The	
  
view	
  above	
  is	
  the	
  Course	
  View.	
  The	
  List	
  View	
  is	
  shown	
  below	
  –	
  it	
  shows	
  the	
  tests	
  in	
  
alphabetical	
  order.



There	
  is	
  also	
  the	
  Course	
  List,	
  which	
  shows	
  you	
  tests	
  separated	
  out	
  in	
  courses	
  and	
  also	
  
whether	
  or	
  not	
  you	
  have	
  already	
  taken	
  them.	
  In	
  the	
  example	
  screen	
  below,	
  you	
  can	
  see	
  that	
  
Anya	
  has	
  taken	
  three	
  of	
  the	
  tests	
  in	
  her	
  portfolio	
  and	
  has	
  a	
  further	
  <ive	
  that	
  she	
  is	
  yet	
  to	
  tackle.



Star5ng	
  a	
  test
To	
  take	
  a	
  test,	
  you	
  simply	
  need	
  to	
  click	
  on	
  it.	
  The	
  system	
  will	
  check	
  that	
  you	
  de<initely	
  want	
  to	
  
start	
  it.

If	
  you	
  select	
  OK,	
  you	
  will	
  be	
  shown	
  the	
  pre-­‐test	
  screen	
  that	
  tells	
  you	
  about	
  the	
  exam.

You	
  can	
  still	
  close	
  the	
  browser	
  window	
  at	
  this	
  point	
  and	
  the	
  system	
  will	
  not	
  record	
  any	
  
attempt	
  on	
  this	
  test.	
  However,	
  once	
  you	
  press	
  the	
  Start	
  button,	
  the	
  system	
  will	
  present	
  you	
  
with	
  the	
  <irst	
  question	
  in	
  the	
  test	
  and	
  will	
  record	
  all	
  results.



Naviga5ng	
  in	
  a	
  test
You	
  navigate	
  within	
  the	
  test	
  by	
  using	
  the	
  slider	
  at	
  the	
  foot	
  of	
  the	
  screen.	
  You	
  can	
  either	
  grab	
  
the	
  slider	
  and	
  drag,	
  or	
  use	
  the	
  forward	
  and	
  back	
  arrows	
  to	
  move	
  one	
  screen	
  at	
  a	
  time.

You	
  can	
  <inish	
  the	
  test	
  at	
  any	
  time	
  by	
  pressing	
  the	
  <inish	
  button.	
  But	
  once	
  you	
  have	
  done	
  this,	
  
you	
  cannot	
  return	
  to	
  the	
  test	
  –	
  the	
  system	
  logs	
  the	
  <inish	
  time	
  and	
  records	
  a	
  result	
  for	
  this	
  test.	
  
However,	
  if	
  you	
  press	
  Finish	
  the	
  system	
  always	
  checks	
  that	
  you	
  are	
  sure	
  you	
  want	
  to	
  stop	
  by	
  
presenting	
  a	
  screen	
  that	
  shows	
  a	
  list	
  of	
  any	
  question	
  screens	
  that	
  do	
  not	
  have	
  an	
  answer.

Some	
  tests	
  are	
  timed,	
  and	
  you	
  will	
  see	
  a	
  clock	
  counting	
  down	
  next	
  to	
  the	
  Finish	
  button	
  so	
  you	
  
know	
  how	
  long	
  you	
  have	
  got	
  to	
  complete	
  the	
  test.



Once	
  you	
  have	
  <inished	
  a	
  test,	
  you	
  will	
  be	
  shown	
  a	
  results	
  screen	
  telling	
  you	
  your	
  score	
  and	
  
whether	
  or	
  not	
  you	
  have	
  passed	
  the	
  test.	
  It	
  will	
  also	
  show	
  you	
  your	
  scores	
  in	
  particular	
  
categories	
  within	
  the	
  test	
  which	
  may	
  be	
  helpful	
  when	
  making	
  knowledge	
  development	
  plans.



What	
  to	
  do	
  if	
  something	
  goes	
  wrong	
  while	
  taking	
  a	
  test

The browser freezes Close the browser down. Restart it 
and log back into the tests – you will 
find yourself back in the test where 
you left it and the system will have 
saved all your answers up to that 
point

You lose your connection to the 
Internet

Log back into the test as soon as you 
regain a connection – all your results 
up to the moment you lost 
connection will have been saved.

Your PC crashes and you can’t re-
start it

Move to a different PC and log back 
in – you will find yourself back in the 
test where you left it and the system 
will have saved all your answers up 
to the moment the PC crashed

You inadvertently press Finish 
when you are only partway 
through a test

Select ‘No, Not finished’ when the 
system checks with you that you 
really wanted to stop the test

You need to attend to an urgent 
work priority while taking the test

You can ask the system 
administrator to Pause your test 
while you deal with something else

An emergency (like a fire alarm or 
illness) causes you to fail a test

You can ask your manager to Cancel 
the result – the fail result will remain 
on record but will show as cancelled 
and your manager will be able to 
leave a note on the system 
explaining why the fail should not 
stand.



Reviewing	
  your	
  results
Once	
  you	
  have	
  taken	
  one	
  or	
  more	
  tests,	
  you	
  can	
  review	
  your	
  results	
  by	
  visiting	
  your	
  portfolio	
  
page	
  when	
  logged	
  on	
  to	
  the	
  system.	
  This	
  page	
  shows	
  your	
  user	
  id	
  details	
  as	
  well	
  as	
  all	
  your	
  
results.



If	
  you	
  click	
  on	
  your	
  name,	
  the	
  screen	
  will	
  expand	
  to	
  show	
  you	
  your	
  user	
  id	
  details	
  and	
  you	
  can	
  
change	
  your	
  password	
  or	
  email	
  address	
  details	
  here.

If	
  you	
  click	
  on	
  any	
  of	
  the	
  tests	
  for	
  which	
  you	
  have	
  results,	
  the	
  entry	
  will	
  expand	
  out	
  to	
  show	
  
you	
  more	
  detail	
  about	
  your	
  result.

If you select 
View Exam you 
will see your 
results screen 
for this test


