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Introduction

This user guide is to help familiarise yourself with the Test Platform system. Please
use this guide alongside the Client Requirements document. The Client Requirement
document is essential to ensure your systems are correctly setup to use the Test
Platform. Should you not follow this document the Test Platform will not operate
correctly.

Recommendations for secure browsing
We recommend that the following browsers are used when a candidate takes a test:

e Internet Explorer 10

e Internet Explorer 11

e (Google Chrome version 16 and later
e Firefox 9

We also recommend that the mouse used by the candidate has only 2 buttons and
no scroll wheel and that the keyboard be a standard keyboard with no
shortcut/media buttons.

We recommend that the invigilator ensures that no other windows are open on the
candidate’s computer before they authorise the candidate to take tests. The
invigilator should ensure that the candidate only has one tab open in the browser.

We recommend that the computer should not have any way to insert media which
may contain course materials i.e. no disk drives (CD/DVD) and no USB ports. Also
no course materials should inadvertently be stored on the local hard drive on the
machine.




Centre User Login/Logout

Cskills Awards

Welcome to the Cskills Awards Test Platform.

Please login to begin using the platform

UserName [ |

Login Forgot your password?

(1) The User Name field is filled out

(2) The Password field is filled out

(3) Click Login

(4) Click Logout to finish your session (when you logout you will be taken to the Candidate login
page. Click Admin to return to the Centre user login page).

Forgotten Password

Cskills Awards

Password Reset

Ema —

(1) Click Forgot your password? link

(2) The Email field is filled out with the email address entered when your user account was created

(3) Click Submit Query link

(4) An email will be sent to your email address which will contain a link to reset your password.

(5) From the email, click on the Reset button

(6) Onthe Password Reset screen enter new Password and Confirm Password, then Submit
Query

(7) You can the log in with your new password




Accept Terms and Conditions on first login

Logout

Cskills Awards
Terms & Conditions/Policies

Terms & Conditions
Invigilation Policy
Centre User Guide
Client Requirements

Accept All Terms and Conditions
and Policies

(1) Click the Accept All Terms and Conditions and Policies link after you have read these
documents

(2) You can view the Terms and Conditions and Policies by clicking on the relevant link at any
point

Feed from Awards Online

All candidate information that appears on the Test Platform is populated from Awards Online.
Therefore, please ensure all data input on Awards Online is correct.




Create a new user

w Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Name ser Name L ights Actions

Invig, Ady Invig7218 Centre Admin

Centre Super User, Cal calibrandCSU Centre Super User

Admin, Cen centreadmin0 Centre Super User

Admin, Centre centreadmin1 Centre Super User

B, Centre centreadmin3 Centre Admin

D, Centre centreadmin2 Centre Admin

superuser, cenfre centresut Centre Super User

Create New

(1) Click Centre Users to view all centre users set up within your centre

Terms & Conditions/Policies| Logout

Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Invig, Ady Invig7218 Centre Admin

Centre Super User, Cal calibrandCSU Centre Super User

Admin, Cen centreadmin10 Centre Super User

Admin, Centre centreadmin1 Centre Super User

B, Centre centreadmin3 Centre Admin

D, Centre centreadmin2 Centre Admin

superuser, centre centresut Centre Super User

[—

ICreate NewI

(1) Click Create New to create a new user




citb Logot
Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Create User

User Group

*User Name

* Password

* Confirm Password

* Surname

* First Name(s)

* Email

Reference

*User Rights Centre Admin [+

Save Reset Cancel Change Password Archive

(1) Fillin the User Name field
(2) The Password field is filled out

Password must start with a letter. 8 characters minimum, 1 upper case, 1 lower case and 1 number and cannot have more than
two repeated characters (i.e. not aaa)
(3) The Confirm Password field is filled out

(4) The Surname field is filled out

(5) The First Name(s) field is filled out

(6) The Email field is filled out with the user’s email address
(7) Select the appropriate User Rights

(8) Click Save.

(9) Click Continue.

Edit a user

w Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Name

Invig, Ady Invig7218 Centre Admin

Centre Super User, Cal calibrandCSU Centre Super User

Admin, Cen centreadmin10 Centre Super User

Admin, Centre cenfreadmini Centre Super User

B, Centre cenfreadmin3 Centre Admin

1103 D, Centre centreadmin2 Centre Admin

Create New

(1) To edit a user, click Edit within the Centre Users tab




C i t b Terms & Conditions/Policies Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Create User
test test (test)

User Group 7218

*User Name test

* Surname test

* First Name(s) test

* Email user@guide.co.uk

Reference

* User Rights Invigilator

Reset Cancel I Change Permissions Change Password Archive I

(1) To amend the users’ permissions, click Change Permissions
(2) To change a user’s password, click Change Password
(3) To archive a user, click Archive

cith o
Cskills Awards hci th,
Cskills Awards
HiGuide

Create User ]

(1) Make the necessary changes to the permissions or the password
(2) Click Save

(3) Click Continue

(4) Click Save to finish




Create a sitting

C i t b Terms & Conditions/Policies ~ Logout

Cskills Awards

Sittings Candidates | Centre Users Reports

Name : Candidate One Centre Number: 7218 Batch Reference : 08.10.13

Hi Guide

orser o EETEE)

Qualification : TESTPLATO1 Date of birth : 07/10/1990

Showing 110 1 0f 1

Create New Sitting Add to Existing Sitting

(1) Click Candidates

Cl t b Terms & Conditions/Policies ~ Logout

Cskills Awards

Hi Guide
sittings. Candidates Centre Users Reports
Show Fiter _ searoh Order By TN

Name: Candidate One Centre Number: 7218 Batch Reference : 08.10.13
Qualification : TESTPLATO1 Date of birth : 07/10/1990

Showing 110 1 of 1

Create New Sitting Add to Existing Sitting

(1) Click Show Filter




C i t b Terms & Conditions/Policies ~ Logout

Cskills Awards
Hi Guide

sittings Candidates Centre Users Reports

S First ame. [+

Name: Candidate One Centre Number: 7218

Qualification  TESTPLATO1 Date of birth : 07/10/1990

Batch Reference : 08.10.13

Showing 1to 1 of 1

Create New Sitting Add to Existing Sitting

(1) Use the filter to find the desired candidate(s) records

Please note, only the ‘Incomplete Tests’ check box will be populated. If you would like to see
completed tests please tick the ‘Completed Tests’.
(2) Click Search

(3) Use the arrows beside the relevant candidate(s) to expand their record

C i t b Terms & Conditions/Policies Logout

Cskills Awards
Hi Guide

Sittings Candidates Centre Users

oo oy EETET RS
Name : Candidate One Centre Number : 7218 Batch Reference : 08.10.13
Qualification . TESTPLAT01 Date of pirth : 07/10/1990

2}

Registration Number 4885370

This is unitis usedfor testing in the platform. (3 mins 00 seconds) (Unit Testy
Baich Reference

Registration Year 2013

This unitis to test the end test works correctly (6 mins 00 seconds) (End Test)

Registration Number Showing 1to 1 of 1
[<aaz270

Qualification

Incomplete Te:
Printed Tests Only

clear it

Icreale New Sitting I Add to Existing Sitting

(1) Select the relevant test
(2) Click Create New Sitting




C | t b Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users

Create Sitting

Invigilator:

Siting Type

Sitting Date (daMMAyyy):

Sitting Period: 08:00-17.00
sitting Start Time: o3 [+] [00[+]
Siting End Time 17 [oo[]
Sitting Description

~ Update Description

Candidates. V¥ Candidate one

(1) Select the relevant Invigilator

(2) Select the Sitting Type, either Online or Paper-Based
(3) Input a Sitting Date

(4) Choose a Sitting Start Time and End Time

(5) Enter a Sitting Description

(6) Click Save

(7) Click Continue

citb Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users

Sitting: 10663 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

Candidate One 07M0/990 4885370 Offline Mot Authorised ]

 —

Reload Back I Pnntﬁoﬁlerl

(1) Once a sitting has been created, the user can go into the sitting and click Print Roster to print
a list of all candidates due to take a test within that sitting




Reasonable Adjustments

Cskills Awards

Hi Guide

Sittings Candidates Centre Users [

All Sittings Today's Sittings

EninEE
< January 2014 >

Terms & Conditions/Policies| Logout

Invigilator Guide User =
I

31lJanuary/2014

00 1 S 73

(1) Click Sittings
(2) Choose the relevant Invigilator

Cskills Awards

Hi Guide

Sittings Candidates Reports

Centre Users

Al Sitings Today's Sitlings

Gotopato

<January 2014 >

[Terms & Conditions/Policies| Logout

imigtator

31January/2014

0s00 | ——— e —————————— <00

(1) Click the relevant sitting




Terms & Conditions/Policies ~ Logout

Cskills Awards
Hi Guide

Sittings Candidates Centre Users Reports

Sitting: 10663 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

O v
Candidate One 07/10/1990 4885370 Offline Mot Authorised v

Reload Back Print Roster

(1) Click the arrow to expand the candidates record

C i t b Terms & Conditions/Policies Logout
Cskills Awards
Hi Guide

Sittings Candidates Centre Users Reports

Sitting: 10663 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

Candidate One 07M0A990 4885370 Offline Not Authorised J

Qualification

This is unitis used for testing in the platiorm. (3 mins TESTPLATO1 Not Started

00 seconds)

Back Print Roster

(1) Click Reasonable Adjustment




C i t b Terms & Conditions/Policies ~ Logout

Cskills Awards
Hi Guide

sittings. Candidates Centre Users

Sitting: 10663 Invigilator: Guide User
Number of Candidates: 1

Hame Date of birth Registration Number Status Authorisation Reasonable Adjustment

Candidate One 0711011980 4885370 Offline Mot Authorised Additional Time Allowed

Qualification Breaks Allowed

This i unitis used for testing in the platform. (2 mins TESTRLATO1 Mot Started Reason for Additional Time

00 seconds) andlor Breaks:

Disability Type:

Super User Time Authorisation:

save

Reload Back Print Roster

(1) Drag the bar to the required Additional Time

(2) Tick the Breaks Allowed check box to allow breaks
(3) Enter a Reason for Additional Time and/or Breaks
(4) Selectthe Disability type

(5) Click Save

(6) Click Continue

Please note, any Reasonable Adjustments must only be used in compliance with, and following the
relevant procedures

To Pause a test if Breaks Allowed has been selected

C i t b Terms & Conditions/Policies Logout

Cskills Awards

Hi Guide

sittings Candidates Centre Users

Sitting: 10665 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

Candidate Eight 14101990 4885377 online Authorised [

Qualification
This is unitis used for testing in the platform. (3 mins TESTPLATO In Progress Reasonable Adjustment
00 seconds) Time Remaining: 3 minute(s)
Answered 0
Not Answrered: 0

Not Viewed: 3

Reload Back Print Roster

(1) Whilst the test is in progress, expand the candidates details
(2) Click Pause Test to pause
(3) When the candidate is ready to resume the test, click Resume




Edit a sitting

Cskills Awards

Terms & Conditions/Policies  Logout

Hi Guide
Sittings Candidates Centre Users Reports

Gotonate

< January 2014 >

Today's Sittings Invigilator :

Al Sittings

31Manuary/2014

09:00

(1) Within the Sittings tab, click Edit Sitting

Terms & Conditions/Policies  Logout

Cskills Awards

Hi Guide
Candidates Centre Users Reports

Sittings

Edit Sitting
Guids User

Invigilator
=]

Online.

Sitting Type
Sitting Date (ddMMiyyyy)

31012018
Sitting Period 09:00- 17:00
Sitting Start Time: 05 [<] [00]<]
Sitting End Time 17[] [00[]

Uoez Guide

Sitting Description:
~ Update Description

Candidates: ¥ Candidate One

(1) Edit the sitting as required
(2) Click Save




Add a candidate to an existing sitting

Terms & Conditions/Policies Logout

Cskills Awards
Hi Guide
Candidstes o e
Order by [T

sittings
Name: Candidate One Cenire Number: 7218 Batch Reference : 08.10.13
Date of birth : 07/10/1990

thame
Ll < <100 : TESTPLATO1
me

Hide Filter  Search

2}
4885370 This s unitis used for testing in the platform. (3 mins 00 seconds) (Unit Test)
2013 ‘This unitis to testihe end test works correctly (6 mins 00 seconds) (End Test)

Batch Reference
Showing 110 10f 1

Registration Number

Registration Number

mpleted Te
Incomplete Te

Printed Te:

olear fitter

Create New Sitting I Add to Existing Sitting I

(1) Select the candidate(s) and test(s) you wish to add to an existing sitting
(2) Click Add to Existing Sitting

Terms & ConditionsiPolicies| Logout

Cskills Awards

Reports

Hi Guide
Candidates Centre Users
Invigilator:  CNETTCr

Sitings
GotoDate Al ittings
< January 2014 >

31lJanuary2014

09:00

(1) Select the relevant invigilator
(2) Select the sitting you wish to add the candidate(s) to




Cskills Awards

Hi Guide

Sittings Candidates

Edit Sitting

Centre Users Reports

Terms & Conditions/Policies ~ Logout

Invigilator.

Guids User

e o]

Sitling Type:

31012018

Sitting Date (dd/MMiyyyy)
Siting Period

09:00 - 17:00

Sitting Start Time:

oo la][ooa]

=

Sitting End Time

Sitting Description:

Taex Guide =

~ Update Description

Candidates

A Candidate One

This is unitis used for testing in the platiorm. %

(1) The candidate(s) will now appear within the sitting
(2) Click Save to update the sitting




Authorise a test

Cskills Awards

Hi Guide

Candidates
OEETE  CotoOste
< January 2014 >

31iJanuary2014

Centre Users

Terms & Conditions/Policies| Logout

Reports

Al Sittings Today's Sittings Invigiator: T

08:00

(1) Select the relevant Sitting

(2) Once the candidate has logged in to their computer, click Authorise

Please note, if a candidate has previously logged in but was unable to complete all tests within their
sitting or the test had to be recovered, you will be required to press Reset prior to pressing Authorise

Cskills Awards

Hi Guide

sittings Candidates Centre Users

Sitting: 10665 Invigilator: Guide User
Number of Candidates: 1

Terms & Conditions/Policies Logout

Reports

Name Date of birth Registration Number

Status

Authorisation Progress

Candidate Eight 14/1011990 4385377
Qualification

This is unit is used for testing in the platiorm. (3 mins TESTPLATO1

00 seconds)

online

Time Remaining:
Answered
Not Answered:

Not Viewed:

Authorised [ 1

InP

n Progress Pause Test Reasonable Adjustment
2 minute(s)

4

0

2

Back Print Roster

(1) You will be able to view the candidates progress throughout the test




Unlocking test if unauthorised key pressed

C i t b Terms & Conditions/Policies  Logout

Cskills Awards
Hi Guide

sittings Candidates Centre Users

Sitting: 10663 Invigilator: Guide User
Number of Candidates: 1

HName Date of birth Registration Number Status Authorisation Progress

Candidate One 07101990 4885370 Online Paused: Unusual Activity Detected [ ]

Qualification
This is unitis used for testing in the platform. (3 mins TESTPLATO1 In Progress Pause Test Reasonable Adjustment
00 seconds) Time Remaining: 1 minute(s)

Answered: 0

Not Answered: 1

Not Viewed: 2

Reload Back Print Roster

(1) If the candidate presses an unauthorised key during the test, the invigilator will be alerted on
screen (Note — See Appendix 1)

Time Remaining : 1 minute 20 seconds

Assessment Paused

Your assessment has been paused due to unusual activity at the terminal.
The system detected that the following events have occurred during your exam:

Time Type of Event Description

24/01/2014 11:20 System Event Window lost focus

Please wait until your invigilator reactivates your assessment

Invigilater:

Password:

(1) The following message will appear on the candidate’s terminal and will require the invigilator
to unlock the test Once the candidate has logged in to their computer, click Authorise




Candidate test view

Cskills Awards

Welcome to the Cskills Awards Test Platform
Please login to begin using the platform

If you are working towards a Cskills Awards training qualification, this is where you will access all the online tests you will be
required to take as part of your assessment

Regisiration Number

( Login

(1) The Registration Number field is filled out.
(2) Click Login

Cskills Awards

Hi Candidate. Welcome to the Cskills Awards Test Platform
Please read the following guidance to help you as you go through your test

ment to familiarise yourself with the system’s layout
rules

Most of all, good luck

IAccem I

(1) The candidate will be presented with some guidance
(2) Click Accept to proceed

Cskills Awards

Test Platform

Practice Assessment:
Use the practice assessment below to familiarise yourself with the Test Platform prior to complefing an assigned assessment The practice assessment will not count towards your uni/qualification

PRACTICE Assessment

Assi ssessments:
The assessments) below willtest your knowledge and will contribute t our unitiqualification

I Take This is unit is used for testing In the platform. I

(1) The candidate clicks the test they wish to take. A practice test is available to familiarise the
candidates to the test layout




Previous Question Next Question Review Progress Submit Assessment

Time Remaining : 1 minute 13 seconds

Question ID: 12104
Candidate One

(1) The candidate works through the test choosing answers to each question. Once an answer is
chosen it will turn purple

(2) The candidate clicks Next Question to proceed to the next question

(3) The candidate can also use the top bar to navigate between questions

(4) The candidate can click Previous Question to go to the previous question within the test

Return to current question o Submit Assessment
Time Remaining : 9 minutes 18 seconds

Review Assessment

Please click on the question's text to move to that question

Question Text Status

Answered
Read but not answered

Not Viewed

(1) The candidate can click the Review Progress button to review progress within the test




Previous Question Next Question Review Progress Submit Assessment

Time Remaining : 1 minute 58 seconds

Question ID: 12104
Candidate Eight

(1) The candidate clicks Submit Assessment once they have finished the test

Time Remaining : 4 minute 45 seconds

You have 0 questions unanswered

Once you click Submit Assessment you will not be allowed to resume the assessment and your results will be
finalised

Click Return to Assessment to resume the assessment.

Return to Assessment Submit Assessment

(1) The candidate will then be asked to confirm test submission




Recovering a test

If a test loses connection whilst in progress it will attempt to recover for up to 60 seconds. If recovery
is not possible within this time the candidate will be required to login again once connectivity has been
regained.

At this point the invigilator will need to re-authorise the candidate by following the ‘Authorise a test’
process. A reason for recovery will be required.

If the test cannot be recovered within 2 hours the candidate will need to be assigned a new test.

Please call your customer co-ordinator to get a new test assigned.




View results

C i t b Terms & Conditions/Policies ~ Logout

Cskills Awards
Hi Guide

Sittings Candidates Centre Users Reports

Sitting: 10665 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

Candidate Eight 14101990 4885377 Offline: No Tests Available For Authorisation [ ]

Qualification

This is unitis used for testing in the platform. (3 mins TESTPLATO1 Completed I TeatFeodhock Pass Conhrmation Reasonable Admstment I

00 seconds) |

Back Print Roster

(1) If the user has relevant permission they can view the candidates result by clicking Test
Feedback within either the sittings tab or candidates tab. Test Feedback gives feedback on
areas of the test that have been assessed

(2) If the candidate has passed the test, the user can print a Pass Confirmation for the
candidate to retain




Print paper tests

cith Logaur
Cskills Awards

Hi Guide

Sittings Candidates Centre Users
Go to Date All Sittings Today's Sittings Invigilator :
< January 2014 >

31/Januaryi2014

09:00 O V7 S = i

dit Sitting
dit Sitting

(1) Once you have created a Paper-Based sitting for your candidate(s), select the sitting from the
Sittings tab

citb Logout
Cskills Awards
Hi Guide

Sittings Candidates Centre Users Reports

Sitting: 10666 Invigilator: Guide User
Number of Candidates: 1

Name Date of birth Registration Number Status Authorisation Progress

Candidate Eight 14/10/1990 4885377 Offline Test to be completed paper-based l:l

Reload Back Print Roster I Print Sitting I

(1) Within the sitting, click Print Sitting
(2) You will be asked to confirm this sitting is to be taken Paper-Based. Please be aware that

once this has been confirmed, the test(s) can no longer be taken Online and the marking time
allowed will begin




m Terms & Conditions/Policies Logout

Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports

Candidate Name Assessment Description

Candidate Eight This unit is to test the interface is working correctly Print Test Paper

(1) Click Print Test Paper for each test

Manually mark

Citb Logout
Cskills Awards

Hi Guide

Sittings Candidates Centre Users Reports
Goto Date All Sittings Today's Sittings Invigilator :
< January 2014 >

31/Januaryi2014

0s:00 N 7S i i

dit Sitting
dit Sitting

(1) Select the sitting from within the Sittings tab




Cskills Awards
Hi Guide

sittings Candidates Centre Users

Sitting: 10666

Invigilator: Guide User
Number of Candidates: 1

Hame Date of birth

Terms & Conditions/Policies  Logout

Registration Number

Status Authorisation

Candidate Eight 14101990 4885377

Qualification
This unitis to testthe interface is working correctly (3

TESTPLATO1
mins 00 seconds)

Reload Back Print Roster

Progress

Offline Testto be completed paper-based O

(1) Expand the candidate’s record
(2) Click Mark

Cskills Awards

Hi Guide

Sittings Candidates Centre Users

Manual Mark

Assessment Desc:
Assessment Version:
Candidate:

This unit is to test the interface is working correctly
4600

Candidate Eight

Question Number

ISave I Print Cancel

Terms & Conditions/Policies Logout

Reports

(1) Place atick in the box that corresponds with the answers given from the candidate

(2) Click Save to submit the test

Feedback to Awards Online

Once a candidate has taken a test the result will automatically feedback to Awards Online and will
become viewable within the candidates record.




Reports

C i t b Terms & Conditions/Policies Logout

Cskills Awards

Hi Guide

(1) Click the Reports tab

C i t b Terms & Conditions/Policies Logout

Cskills Awards

Hi Guide

Produce Report I

(1) Choose the Report type required
(2) Select your parameters to filter the report
(3) Click Produce Report




Appendix 1 - Unauthorised keys

Ctrl
Windows key

Apps key (between windows and Ctrl key to the right side of the
spacebar)

F1-F12

Esc

Alt+Tab

F11

Alt+Home
Alt+Right Arrow
Alt+Left Arrow
Backspace
Shift+F10
Ctrl+Tab
Shift+Ctrl+Tab
Ctrl+R

Ctrl+O

Ctrl+L

Ctrl+N




Ctrl+W
Ctrl+S
Ctrl+P
Ctrl+E
Ctrl+l
Ctrl+H
Ctrl+D
Ctrl+B

Ctrl+Left Click
Shift+Left Click
Right-click

Shift+Scroll button
Ctrl+F4

Alt+F4

Ctrl+F5

Ctrl+T

Ctrl+K
Ctrl+Shift+T




