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Introduction

This user guide is to help familiarise Centre Admin users with the NOCN EAssessment platform.

It is important to note that this document should be used in conjunction with the NOCN
Invigilator Handbook and the NOCN Examination and Invigilation Policy and Procedure.

System Requirements

The following system configurations are recommended as a minimum for the best experience.

Firstly check that your learners are using the recommended browsers either Chrome or
Firefox.

Please be informed that learners can take multiple-choice assessments that are invigilated in-
person on mobile devices and tablets. Record and review and Remote Invigilation
assessments are still only compatible with desktops or laptops.

The testing platform is not compatible with iMacs, Safari or Edge. We recommend you use
Chrome on desktops, PC’s, mobile devices and tablets.

Secondly, if your centre uses a controlled IT exam environment where learners are unable
to access the internet or their files and documents you need to whitelist the following URL
links:

NOCN Hub: NOCN Hub

QuartzWeb: https://quartzweb.nocn.org.uk/R/MyLearning/MyEAssessments
TCS: https://tests.nocn.org.uk/SMBPortal/home

Please note: If your learners have not received an email from the NOCN Hub, this is because
their email address was not provided registering them on QuartzWeb. In this case, you would
need to provide the learners NOCN learner ID as their username and date of birth
(dd/mm/yyyy) as their password.

It is important to ensure that the Zoom Level in your learners Browser is set at 100% otherwise
the following will appear when a test is launched. To progress with the test the browser setting

Digital Functional Skills E3 Demo

Pre-assessment System Checks

Status System Configuration

0 Screen Resolution 1024 X 720 or Above

(v] Browser IE8 or Above/FireFox/Chrome
Status Browser Configuration

(v] Popup Allowed

(v] Cookie Enabled

[ X ] Zoom Level(100%)

Try Again
Mote - Please acfion the issues above to access your assessment. Ask your invigilator if you need assistance.
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will need to be changed to 100%. This is usually located in the top right of a browser as a
slider tool to zoom in and out. click “Try Again”.

Criteria Requirement

Screen resolution 1366 * 768

Screen size 14.2’ x 8’ (36.1 cm x 20.3 cm)
Screen ratio 16:9

RAM Min. 4GB

CPU 2.33Ghz or faster processor

Operating System Windows 10 and above.

Google Chrome (76 and above) Mozilla Firefox (64 and above)
Please note: If you must use Microsoft Edge, there is a requirement to
Browsers switch off the side bar within settings to prevent new windows from
being opened. Keeping the side bar activated is a breach of
examination conditions, and prevents access to the assessment.
Internet connectivity | 2 Mbps un-interrupted internet speed is desirable.

Remote Invigilation

If you learners are being invigilated remotely via Teams, Zoom or any other video call
software, ensure that the learner shares their screen prior to selecting the “| am ready to
begin” button. If they share their screen during the test, the assessment platform will class this
as an interruption and the learner could be locked out of their test.

During the test, advise the learner not to unshare their screen or engage in any chat
functionality outside of the assessment platform. This will also be classed as an interruption.

More information about assessment interruptions on page 9 of this guide.

Logging in
Log in

1. If you have a QuartzZWeb log in or are provided with one, you will receive an email
invitation from the NOCN Hub. Click the link in the email and set up your account.

Be sure to bookmark the NOCN Hub for future reference.

Find Qualifications, EPA, Apprenticeships... About Bulletins Contact Systems [=+

P
Sectors Products Centres Employers Learners International Help & Support w

Login to NOCN Hub

Don'thave an account?  Sign up
Email

operator@example.com
Password

«

Remember Me Forgot Password?
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2. When logged into the Hub, select the “Your Learners Dashboard” card

Customer Account Portal Skills Card

View and download your
invoices and credit notes, pay for
your invoices

Application for a Skills Card

Click Here Apply Here

Course / Test Catalogue Your Learners Dashboard

View our collection of tests and
courses offered by NOCN.
Including the HS&E test and
CPCS Renewals tests

View all learners registered for
assessments

Click Here

3. Select the assessment you would like to launch from the drop down menu

nocn

Launch monitoring dashboart

4. You will then be navigated to the monitoring dashboard

Assessment ID :104 | Assessment Name : Test Centre Demo Assessment > 4

Unlock Exam Admin Actions _
About Register Candidates

Admin can update the candidate identification details.The administrators have two options during the process of the registration: ‘Save' and 'Approve’ On clicking ‘Save’, the ....

Filter Your Search

Candidate = Registration Status:All - B8
Last Name v Person Id v Run Id v
Learner Id v First Name -

Start/Resume Assessment Cancel
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Admin Actions

Various admin actions can be carried out via the Monitoring Dashboard, further information
about these actions are noted below.

Candidate Search

Click the “Admin Actions” tab and ‘Search’ to view Candidate Details. Search filters can be
applied. The search results will only show learners that have assessments scheduled in
QuartzWeb.

About Admin Actions
Admin can force submit an assessment attempt that is in progress.

Filter Your Search

| = Current Status : Al - Submit Status : All -
Demo003 user (
DemoD03@user.com )
...... 8 mpleted Date 8
All Question Papers - Last Name - Person Id -
Run Id - Learner Id - First Name v

‘ Search ' Reset §l & Upload Cancel

Unlocking the Exam

In order for your learners to access their assessment, the centre administrator or
Invigilator would need to unlock the exam. Instructions on how to do this are noted
below.

Please note: The time you select will be when the exam window begins, for example if the exam is
12:00 and you select 12:00 the window will open at 12:00 and close at 16:00. This could offer more
flexibility to centres to choose their own exam window preference. For example if your exam
commences at 12:00 and you’d like to provide 2 hours prior and 2 hours after, you could set the time to
10:00. This instruction is noted within the NOCN Assessment Scheduling User Guide.

1. Click ‘Unlock Exam’ tab from the options along the top:

Assessment ID :104 | Assessment Name : Test Centre Demo Assessment

Admin Actions

About Register Candidates
Admin can update the candidate identification details.The administrators have two options during the process of the registration: 'Save' and "Approve’ On clicking 'Save’, the ....

Filter Your Search

Candidate = Registration Status:All v t B8

Last Name v Person Id v Run Id

Leamer Id v First Name v

Start/Resume Assessment Cancel
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2. Locate your learner by typing their name in the “Candidate Details” field. You
learner should appear in the drop down list.

me : Test Centre Demo Assessment G

Assessment ID :104 | Assessment
Unlock Exam Admin Actions Remote Proctoring

About Register Candidates
Admin can update the candidate identification details.The administrators have two options during the process of the registration: ‘Save' and 'Approve’ On clicking ‘Save', the

Filter Your Search

Registration Status:All v ] ! 8
\ mocklearneri@tcs.com)
( mocklearner3@tcs.com ) B heduled:Start Date B weduled-End Date B
Last Name v Person Id v Run Id v
Learner Id v First Name v

Start/Resume Assessment Cancel

3. Click the learners name from the drop down list and click “search”.

Assessment ID :104 | Assessment Name : Test Centre Demo Assessment b4
Unlock Exam Admin Actions Remote Proctoring

About Register Candidates

Admin can update the candidate identification details.The administrators have two options during the process of the registration: 'Save' and 'Approve’ On clicking ‘Save’, the

Filter Your Search

= Registration Status:All - tra B8
f 0 8 llod:Sta B8 ‘ ‘ 8
Last Name - Person Id - Run Id -
Learner Id - First Name -

‘ Searc

.Starl/ResumeASsessment Cancel

4. The learner will appear below the search function in this format

Assessment ID :104 | Assessment Name : Test Centre Demo Assessment

Special parameters

&9 Enable Zoom bd Scribe Accompanied

Dem::g@:s:;mm Training Data : Does not exists Status:  Approved  View Details

Identification Details

L . = =
¢ . D - ‘ | Registered - @ pPhotograph |K4

Special parameters

£ Enable Zoom by Scribe Accompanied

Showing 1 to 3 of 3 Records
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5. To unlock the exam, select the tick box on the left side of the learners name

Assessment ID :104 | Assessment Name : Test Centre Demo Assessment

Special parameters

£ Enable Zoom

Demo003 user
Demo003@user.com

Identification Details
Special parameters

£2 Enable Zoom

by Scribe Accompanied

by Scribe Accompanied

Showing 1 to 3 of 3 Records

Training Data : Does not exists Status:  Approved  View Details

Registered -

@ Photograph | 6

6. Then, enter a “Y” in the “ID Number” field which will tell the system the learner is

present

Assessment ID 1104 | Assessment Name : Test Centre Demo Assessment

Special parameters

£2 Enable Zoom

. Demo003 user
Demo003@user.com

Identification Details

1
Online

Special parameters

£D Enable Zoom

by Scribe Accompanied

bd Scribe Accompanied

Showing 1 to 3 of 3 Records

7. Then, click the green “Approve” button

Assessment ID 1104 | Assessment Name : Test Centre Demo Assessment

Training Data : Does not exists  Status: o Approved  View Details

@ Photograph ‘ é

Registered -

Special parameters

£ Enable Zoom

. o Demo003 user

Demo003@user.com

Identification Details

1
Online

Special parameters

£2 Enable Zoom

bd Scribe Accompanied

by Scribe Accompanied

Showing 1 to 3 of 3 Records

NOCN e-assessment Platform Centre Admin User Guide

V1.5 August 2024

Training Data : Does nol exists Status: » Approved  View Details

Registered -

@ Photograph | é

‘ Approve ' Save
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8. A confirmation message will appear on screen confirming assessment have been
unlocked.

~ gbl.digialm.com says

Learner unlock has been confirmed.
The assessment can now take place.

Please note: If a learner tries to access an assessment with the above attendance marking
not completed, then the below screen will appear on the learners device. Once the
assessment is unlocked, learners should exit the test tab, head back into the NOCN Hub and
launch their test again. They should then be able to access their test.

Change Language | English v

Registration process is required for this assessment.

How to proceed

Dear Candidate, Registration is mandatory before launching the assepsment hence please do the
registration with Test center Admin to proceed further.

Interruptions

If for any reason the learner clicks off the test for things like dismissing notifications / pop ups,
engaging in chat messages etc, the assessment platform will mark this as an interruption.

When an interruption occurs, the learner will be shown the screen below. A countdown of 10
seconds will start and the learner must click the “OK” button in order to access the test.

Waming

Your Assessment is interrupred due to one of the following reasens:

1. You were trying to minimize OR toggle Assessment console

2. You have pressed special keys fi r keyboard which are not allowed during Assessment.

3. You have tried to move out sment console which is not allowed.

4. You have tried to refresh the page.
All the interruptions during the Assessment are recorded If you have exceed the number of allowed interruptions, your Assessment will be locked and can only be unlocked by Administrator. You can subrmit the attempt, to avoid Admin
mrervention and new attempt can be started, as applicable

YOUR ASSESSMENT WINDOW WILL CLOSE DOWN IN

CLICK OK TO RESUME

If they did not click “OK” in time, the assessment will go back into a locked state and the below
screen will display for the learner.
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Note : System records every single interruption during the Assessment

How to proceed

In this case, the centre administrator or invigilator needs to go back in and unlock the learners
test by following the “Unlock Exam” process noted above.

Whilst this process is taking place, advise the learner not to touch their device until the test
has been unlocked.

When the test has been unlocked, the learner needs to exit the browser tab and log back into
the NOCN Hub, select “visit test dashboard” and select “take test” again.

Force Submit

If required, the centre admin has the ability to force submit on behalf of the learner, this is
useful for when the learner has not selected the “submit” upon completion of their assessment.

Instructions on how to force submit a learner are below:

1. Tick the learner
2. Click ‘Force Submit
3. Enter in a reason

4. Click ‘OK’.

Candidate Details

Define Reason

5. A confirmation message will appear on screen showing that the force submit is in progress,
click ok.
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gb1.digialm.com says

Force submit in progress. Please check again in a few minutes.

l —

Downloading, printing papers & reuploading answers

Please note: PDFs should be downloaded 1 per learner and the candidate responses XLS
spreadsheet should be downloaded and populated 1 per learner. This download and reupload
process should be completed for each learner that is taking the assessment.

1. Type your learners name into the “admin actions” search field within the correct
assessment shown below. Then select the “Search” button.

About Admin Actions
Admin can force submit an assessment attempt that is in progress.

Filter Your Search

Candidate Details

E Current Status : All - Submit Status : All -
All Attempts i Started Date 8 Completed Date 8
All Question Papers A Last Name - Person Id v
Run Id - Leamner Id - First Name -

@ & Upload Cancel

2. Select the candidate by ticking the box to the left of the learner name and select
“‘more actions”

Assessment ID :621 | Assessment Name : test assessment 54

Assessment Overview Special Needs Admin Actions Reports Download Undo Invalidate Result Status

About Admin Actions
Admin can force submit an assessment attempt that is in progress.

¥ Select Filter Modify Se.xrch]

Candidate Details O

Candidate Details Attempt Details Started At (MM/DD/YYYY) (c,gm é‘b‘n‘dmAp‘) Status Extra Time(in Mins) gﬁ:;?d Comments  Actions
1 0
Completed v @
@ Demo003 user trempt Id t t 05/13/2024 11:02 AM 05/13/2024 11:03 AM

; fidate 0 0
Demo003@user.com 667753228 (GMT+05:30) (GMT+05:30)

Showing 1 to 1 of 1 Records

3. A pop up window will appear, displaying the icons shown below:

Action X

ga
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4. Click the “PDF” icon and print the paper and repeat this process per learner.

Action e

@8 R

5. Once the learner has completed their assessment, locate the learner again via the
search function displayed in steps 1-2 of this section, tick the box and select “more
actions” again.

6. Select the “XLS” icon and the excel sheet should appear in your downloads.

Action ;e

@0

7. Enter the learner answers in the “Candidate Responses” tab of the excel file. Click
save.

Please note: We advise that you do not amend the format of the XLS file or rename
this with any punctuation. The assessment platform will not accept the file if it is in a
different state.

A B C D E 2 G
To avoid any manual error while filling in details in the next two sheets, please follow the instructions below:

All candidates in Candidate Responses sheet should be from the candidates in Candidate Details sheet

Number of questions for every candidate should not be more than the total number of questions in the question paper
For MCQ, selected option should have one opted answer.

For MSQ, selected Option should have all the opted options(comma separated)

For SA, Given answer should be filled in selected option column.

For SA, if answer type is numeric, value given in Selected option column must be numeric.

For SA, if answer type is File, Selected option should be empty and file Name must be given in File Name column

File Name in Candidate Details sheet is for recording any additional uploaded file by the candidate like rough work etc
File Name given in the sheets should be exactly same including extension as it is being attached in the zip.

Selected Option should not be more than the no. of options available for that particular question

Ques ID should be in the proper sequence for every candidate

Please refer the below sample for reference

After filling up all the required details, click on the validate button lable in Candi Resy Sheet

Candidate Details

Candidate ID Candidate Name Enrolled For Enroll D A Type Sheet Code File Name

Student6324 John eforms 545 OMR roughWork.jpg
328 Rhod eforms 545 Normal

Candidate Responses

Help  candidate Responses Group Details o= = &

8. Reupload the excel sheet by selecting this icon:

Action b

2a8®

9. A notification should appear on screen saying the upload was successful.
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Accessing Learner Results in QuartzWeb

1. Select “Your Runs” from the Actions drop down menu in QuartzWeb.

nocn

Actions ¥
Tracking
Welco
Quartzwe
review yo

Resources ¥ Administration ~

'‘Operational Steward' at Laura B Test Centre [0 42 CST Team ~

Award portal which is used by recognised Centres to submit learner registrations to NOCN, recommend achievements,

iportant NOCN documentation

Your Learner Registrations

Click her¢

2. Locate the Run ID of the learners you would like to view results for:

Tutor

EResults

Any

ERegistration Submission

Submission

ceive your certificates

Show 100 & entries Search
i Course Run Run Run
Run Provider Course old Qualification Qualification Run Start End Site No. of
1D Reference 1] Code Course Name [} Name Description Date Date Name Regs.
A
626859 30012333 NOCN Level 2 Award | 30002598 NOCN Level 2 Award in 25/07/2024 | 27/09/2024 | Main Site 2
NS - in Understanding Understanding Damp (Main Site)
Damp and Mould in and Mould in Domestic
Domestic Dwellings Dwellings
30012333 NOCN Level 2 Award | 30002598 NOCN Level 2 Award in 25/07/2024 | 23/08/2024 | Main Site 1
in Understanding Understanding Damp (Main Site
Damp and Mould in and Mould in Domestic
Domestic Dwellings Dwellings
30626554 30012333 NOCN Level 2 Award | 30002598 NOCN Level 2 Award in 25/07/2024 | 25/07/2024 | Main Site 3
in Understanding Understanding Damp (Main Site)
Damp and Mould in and Mould in Domestic
Domestic Dwellings Dwellings
nom Actions ¥ Resources ¥ Administration ¥ 'Operational Steward' at Laura B Test Centre [0 42 CST Team ~

Unit Registrations ~

Results ~ Run Documentation

Run ID [30626554] -

Provider

Course

Qualification

[30004363] Laura B Test Centre

[30012333] NOCN Level 2 Award in Understanding Damp and Mould in Domestic Dwellings

[30002598] NOCN Level 2 Award in Understanding Damp and Mould in Domestic Dwellings

Qualification Number 610/3268/2

Provider Reference

Run Start Date

Site

25/07/2024

Main Site (Main Site)

Number of Learners 3

Minimum Age

Tutor

16

Learner Registrations

Purchase Order No

Run End Date

25/07/2024
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3. Scroll down to the “Learner Registrations” section:

Learner Registrations

Click on (more...) underneath a learner’s surname to review that learner’s history for your Centre

‘ Actions All | LearneriD | ULN | Title | Forename | Sumame Date of Birth | Status Metrics | Registered On Registered
A " ‘ b Testy Testy 05/05/1995 Registered > s NOCN Level 2 Award in Understanding 25/0
" Metrics | Damp and Mould in Domestic Dwellings
' 1 1 ! b
Actions v ‘ 32342932 H Stoney (mm 13/09/1998 Registered > w3 NOCN Level 2 Award in Understanding 25/07/2024
(5] Metrics | Damp and Mould in Domestic Dwellings
fest Test e Learning 12/1998 Registered > wxa NOCN Level 2 Award in Understanding

Metrics

4. Select the “more...” link in the “surname field:

Damp and Mould in Domestic Dwellings

Actions All | LeameriD | ULN | Title | Forename | Surname Date of Birth | Status Metrics | Registered On Registered

ctions - 32342923 Lb Test 05/05/1935 Registered | > @ NOCN Level 2 Award in Understanding 25/07/2024
) ‘ Metrics | Damp and Mould in Demestic Dwellings

e 32342932 H Stoney (more.) | 13/09/1998 Registered | 3 @ NOCN Level 2 Award in Understanding 25/07/2024
) Metrics | Damp and Mould in Domestic Dwellings

[Actions ~ 32342925 Test TesteLeaming | 29/12/1998 Registered | ¥ &= NOCN Level 2 Award in Understanding 25/07/2024
— ) more..) Metrics | Damp and Mould in Demestic Dwellings

5. This will guide you to the “Learner History” page:

Learner History
Wallace Booth test 10 [32343087] at Laura B Test Centre

FART OF NOCN GROUP

These are the learner's current details

Gender: Male Ethnicity:

DoB: 26/10/1998 Email:

ULN: Phone:

ULN Status: Not Verified Address: s12bj

6. Scroll down to the “Unit Awards” section and here you should see your learners
results in the form of a tick or a cross icon in the “Pass” field”:

Unit Credits | Level | Award Pass | Course Run 1D Run | Run Start Verification
Date Date
Understanding Damp and Mould in Domestic 1 2 26/07 % | NOCN Level 2 Award in Understanding Damp and Mould in 30626859 25/07/2024 26/07/2024
Dwellings Domestic Dwellings more
Qualifications Awarded
No qualifications achieved
Unit Awards
Unit Credits | Level | Award Pass | Cdurse Run ID Run | Run Start Verification
Date Date
Understanding Damp and Mould in Domestic 1 L2 26/07/X24 X | NOgN Level 2 Award in Understanding Damp and Mould in 30626859 25/07/2024 26/07/2024
Dwellings Dgfnestic Dwellings more
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Technical Difficulties

If any learners experience technical difficulties with the platform during their assessment and it
is felt that this has impacted their performance this should be reported to NOCN at

nocn@nocn.org.uk or 0300 999 1177.

Clicking ‘Config Details’ will display system information. Once shared with NOCN they will be

able to attempt to identify and resolve the issue.

Ipaddress:

Language: en

AssessmentlD

CandidateName:

NOCN e-assessment Platform Centre Admin User Guide
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NOCN Group
Acero Building

1 Concourse Way
Sheaf Street
Sheffield

S12BJ

UK

@NOCN

E-mail: nocn@nocn.org.uk
Tel: +44 (0) 0300 999 1177
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