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What is Onscreen Testing? 

Onscreen testing is an alternative to the traditional paper-based testing.  The tests are multiple-
choice and use a computer-based package to answer the questions. Many of the qualifications 
that are offered onscreen can be offered on-demand, so that centres can schedule exams when 
the learner is ready to achieve. 

 
Tests Currently Offered Onscreen  
 
A full list of Onscreen Tests offered can be found at the following websites: 
 
Skills for Life: http://www.edexcel.com/iwantto/Pages/onscreen-available.aspx 
 
BTEC: http://www.edexcel.com/iwantto/Pages/onscreen-cert.aspx 
 
Entry Level: http://www.edexcel.com/iwantto/Pages/onscreen-el3.aspx  
 
  
 
Benefits of onscreen testing 
 

• On-demand testing  
• Schedule up to 365 days in advance 
• Randomly selected test paper per candidate 
• Only pay for tests taken 
• Portable testing options available 
• Free installation 
• Free support 
• Instant printable results* 

 
* Instant results are not available for pilots and awarded qualifications (e.g. GCSEs). These will 
be awarded as per the published schedules 
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How It Works 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

www.edexcelonline.co.uk  
Edexcel Online is a website used by centre staff to 
register and enter candidates. If you do not already 
have a username and password please contact the 
Edexcel Online helpdesk on 0844 576 0024 
 

Enterprise SiteManager 
The Enterprise SiteManager is an application 
which is downloaded from 
www.catglobal.com/Edexcel. This can be 
installed on any machine. The software is used 
to unlock exams, upload results and viewing 
and printing the candidate provisional score 

 

Administrator 
The Administrator software is also downloaded and 
installed by logging onto www.catglobal.com/edexcel. 
This is the application used by candidates to sit 
examinations, and is installed over your Local Area 
Network (LAN) using files created automatically during 
the Enterprise SiteManager installation.  
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Registering Candidates on Edexcel Online 

 
Full instructions on how to register your candidates for the Adult Literacy and Numeracy and Key 
Skills can be found in the Edexcel Information Manual under the Adult Basic Skills and Key Skills 
sections. 
  
Full instructions on how to register your candidates for any BTEC qualifications can also be found 
in Edexcel Information Manual under the BTEC Section.  
 

 

Making Bookings on Edexcel Online 

 
To schedule exams you must have installed the relevant software (please see the installation 
guidance) and have access to Edexcel Online. If you do not have a login please contact the 
Edexcel Online team on 0844 576 0024. 
 

 
 
Select either the BTEC or KS/ALAN tab at the top of the screen. 
 

 
 
Adult Literacy and Numeracy are found under the KS/ALAN tab, BTEC and Entry Level 
qualifications are found under the BTEC tab.  
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Select the Onscreen Testing section on the bottom left hand side of the page. Complete the Test 
setup section by selecting a programme and test. You must then select a venue and test date 
and time. 
 

 
 
A venue code (also referred to as the Promissor ID) is allocated to each installation of the 
software. Please contact the helpdesk on 0844 576 0024 if you are unsure which venue code to 
select. 
 
When selecting the test date and time, the earliest a test can be scheduled is 2 hours in 
advance. 
 
The Refine learner section allows you to choose which registered learners you wish to sit the 
test. All fields can be used to search for candidates but they are not compulsory. Click next 
when you are ready to proceed. 
 
 

 
 
The next screen will confirm your test booking details and supply you with a list of 
registered learners filtered by the refine learner search. You can use the column headings to 
search and choose to view a different number of candidates per page. 
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You can choose of how many candidates you wish to view per page. The list can also be sorted 
by heading. 
 
Select the learners who will take the test by completing the tick box next to the learner name 
on the left-hand side.  
 
If additional time is required please fill the Add Time tick box on the right-hand side. 
 
Centres are able to add up to 25% additional time, as this is centre-delegated. Anything 
additional to this will need to be approved by Edexcel through the relevant JCQ application 
process. 
 
When all learners have been selected for your test booking, click  
 
The system will check that the exam can be scheduled. If not you will see an error on the 
following screen. 
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This screen shows different colours depending on the reason that a booking cannot be made. 
Those exams that cannot be scheduled will automatically be deselected and you will not be able 
to progress with the booking. 
 
If you point your mouse to one of the rows with an error message it will return a message that 
informs you of the reason for the error, for example: 
 

 
 
This will allow you to find out why a booking cannot be made. If you wish to change the exam 
booking then click on back and you can modify your choice. 
 
If you do not wish to make any changes, the bookings that can be made will be automatically 
selected. Click continue to make the booking. 
 
This will complete the booking and the following screen will appear: 
  
 
 
 
 
 
By clicking Attendance Register allows you to view and print a list of learners with their 
usernames and passwords. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Learners will need the username and password to access the test via the Administrator software. 
Clicking on Candidate Confirmation of Test Entry allows you to print off individual learner slips 
which contain all the required information to enable the learner to sit the test, as follows: 
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Viewing and Amending Test Bookings 

To complete the Booking search section, you can use as many or as few of the search criteria as 
you like.  
 
When ready click Next to find your test booking. 
 
 
 
 
 
 
 
 
 
 
 
Once your booking has been located, you will be given a range of options as shown below: 
 
 
 
 
 
 
 
 
 
To edit the test booking, fill the radio button and click the Amend button.  
 
You will then be given the option to edit the venue, test time and date of the booking. When 
you have finalised your amendments, click Submit to update. 
 
 
 
 
 
 
 
 
To make amendments to a specific candidate, click the number under Count of Reg. This will 
direct you to the list of the candidates entered for your particular test booking.  
 
 
 
 
 
At this point it is possible to add to or delete candidates from the test booking, or to edit the 
test booking details for an individual candidate. To do this select the tick box next to the 
candidate Reg No and use the appropriate button on the row above. 
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You also have the option to edit the venue, test time and date and add or remove additional 
time for individual candidates by clicking Amend. Once you have made your amendments click 
Submit to update your test booking. The Attendance Register and Candidate Confirmation of 
Test Entry documents will be automatically updated. 
 

 
 
 
 
 
 
 
 
 
 
 

Viewing Results by Test Booking 

 
To find a set of results, use the Booking search section to find the test session and then click 
Next. If you do not know the exact information you can search within a time frame or by 
programme. 
 

 
 
From here you can either select: 
Create Pass List, which lists all candidates that have passed, or  
Count of Reg which lists all candidates from that session, passed or failed, with their test score. 
 

 
 
To view a particular candidate’s result history select Count of Reg, select the candidate you 
require from the list then select View All Results. 
 

 
 
The Feedback option enables you to view an item-level (question by question) breakdown, 
which will assist in student development. 
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Viewing Results by Candidates 

 
Complete the Candidate search section with the relevant information. You can complete as 
many or as few fields as needed, then select Next. 
 

 
 
Once your candidate has been found, the Feedback option enables you to view an item-level 
(question by question) breakdown, which will assist in student development. 
 

 
 

Preparation for the Exam 

 
Navigate to the Enterprise Site Manager (ESM) Server Start up on your workstation. Select 
Start then Browser on the dialogue box. 
 

 
 

 
 

 
 
Login to the ESM Server.  
 
Please Note: Usernames and passwords are case sensitive. 
 
Once you have logged in, you will be in the Inbox (shown below) where all your scheduled tests 
will initially first appear 3 days before the scheduled date. You must be connected to the 
internet to download your candidate bookings 
 



 

Onscreen Testing Centre User Guide  12 
 

In order to allow candidates to begin testing you will need to select the test(s) that you will be 
administering. This is done by clicking in the tick box next to the candidate. An Unlock button 
will appear at the bottom of the page this needs to be selected. The candidate status will then 
change to unlock. 
 
Candidates Tests can be unlocked up to 4 hours before and up to 4 hours after the scheduled 
test time. This means they can log in and take the test within the 8 hour window 
 
Please see the below diagram for more functions available on Enterprise SiteManager.  
 

 
 
 
To prevent technical problems on the day, we strongly advise taking a mock test prior to the 
exam date. As an additional measure, you should ask your IT team to make sure of the following 
on each candidate’s workstation: 
 

• Each candidate PC/login should have FULL read write permissions to the 
ESM_Test_Centre folder 

 
• Each candidate PC/login should have FULL read/write permissions to the Administrator 

folder on the C:\Program Files\Promissor 
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Laptop Testing 

 
Centres can use laptops to administer the onscreen exams.  
 
You can do this by either installing both the ESM and Administrator software onto one Laptop or 
by using a wireless network if taking more then one laptop out at any one time. Please contact 
our technical support team on 0844 576 0024 for guidance on correctly installing the software. 
 
If you intend to use the laptops to test without a connection to the internet, additional steps 
must be taken to ensure a successful testing session. The tests must be scheduled in advance 
whilst a connection is available. 
 
Before taking your laptop offline, you will need to make some simple checks: 
 

• have candidates been scheduled for the correct tests 
• are all candidate username and password details available 
• are all tests showing in your inbox with the correct date and time 
• make sure all test content is downloaded by following the instructions given below 

 
Log into your ESM and select Download Registrations.  
 
To ensure all test content has successfully been downloaded, navigate to the top right-hand 
corner of your ESM and select Configure. 
 

 
 
This will take you to a pop-up screen where you should then select File Transfer. In this 
screenshot click the Download TDF button .By clicking this button, you will see the TDF files 
downloading. As soon as all the TDFs say Available, your tests are ready to be taken offline. 
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Taking the Test 

The tests administrator must unlock the scheduled tests using Enterprise SiteManager. 
 
Once each learner’s test has been unlocked open up the Administrator software and provide 
each learner with their login details. 
 
These log in details can be provided using the print out from Edexcel Online. 
 
Learners can then log in: 
 

 
 
As soon as the learners are logged in they should be able to view their awaiting test. 
 

 
 
The learner will see a welcome page stating their details and the test details and giving any 
specific instructions that might be needed.  
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Just before the candidate starts, the system will show the learner a brief tutorial of all the 
available the buttons.  

 

 
 
 

 
 
 

 
 
 
 

 
 
 
 

 
 
 

 
 

 
 

 
 
 
 
A sample question, similar to what the candidate will see, can be seen below 

This button enables you to exit the test at any time.  Note that once you click on this 
button you will not be able to go back into the test, even if you had not finished it. 

The ‘Exhibit’ button displays any additional information the candidate might need e.g. a 
formulae list. 
 

The ‘Time’ button will show the time you have taken so far in the bottom right 
hand corner. Clicking this icon displays or hides the time. 

The ‘Help’ button shows the help screen that you are currently using. During 
the test the timer continues while you are looking at this screen. 

The ‘Review' button displays a window that enables you to review questions 
already viewed, indicating those answered and flagged. 
To review all items ensure the ‘view flagged questions only’ checkbox is 
unchecked.  Double-click on the question number to go to the question you want 
to review 

This button flags the current question for review. The button appears light if 
the question is flagged.  The question can then be reviewed later by selecting it 
from the review window. 

The ‘Previous’ button allows you to go to the previous question. 

The ‘Next’ button allows you to go to the next question. 
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When the learner is familiar with the Administrator software, they can start their test. 
 
Invigilators must ensure that learners check that their name and test details are correct before 
commencing the test. 

 
During the test, learners will receive time alerts at 30mins, 15mins and 5mins remaining until 
the end of the test. The prompts will be displayed as such: 
 
 

   
 
 
 
 
 
 

This is the number of the question.  

This box displays the amount of time remaining in the 
test. To display or hide the time, click the ‘Time’ 
button 

This is the title of the test.  
This is the 
question.  

Sometimes more information such as a 
table or article will appear onscreen. 
This should be read along with the 
question. 
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As soon as the learner finishes their test or the allotted time has expired, a summary of 
questions answered will be displayed. At this point, the learner can review their answers and 
return to the test if they wish to change any of their answers. 
 

 
 
Now that all answers have been reviewed the learner should select ok and wait patiently for the 
invigilator.  

 
 
 

 
Once the test is finished, to close the Administrator program, you will need to select Cancel on 
the login screen followed by File then Exit. 
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After the Test 

Once the Test is over, Log back into the ESM Server.  All the results are now in the Outbox. 
Select all of them and click Upload Results at the bottom of the screen. This ensures that the 
candidate’s results are sent to Edexcel. 
  

 
 
If you wish, you can give the candidates an Evidence of Attendance. This document shows that 
the candidate attended the exam. To print this go to the outbox and click on view score report 
or print score report. 
 
Important Notice: 
 
Please upload all results to us on the day of the exam, once all candidates have completed. If 
this is not possible, please upload the results as soon as possible or contact us on 0844 576 0024. 
 
Please also retain copies (either electronic or paper) of the Evidence of Attendance document. 
This may be used in cases of queries about results. 
 
You can also view your learners’ instant results by selecting the View or Print Score Report* 
button.  For pilots and awarded qualifications you will be able to obtain an evidence of 
attendance. 
 
Score reports and evidence of attendance must be retained by centres as evidence of the 
learners’ achievement, pending the results upload and processing by Edexcel. 
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Shown below is an example of a score report. This shows the learner’s provisional mark. A more 
detailed results summary will be available on Edexcel Online. For on-demand exams this is 
within 5 working days from completion of the test. 
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Frequently Asked Questions 

 
Issue What should you do? 
I don’t have enough PCs for every 
candidate entered for the exam 

The software will allow you to several exam sessions during 
the day of the exam. Please note that you need to maintain 
the security of the exam so it remains your responsibility to 
ensure cohorts are kept secure. 

I’ve forgotten my log in username 
or password 

Please contact us on 0844 576 0024 and we will assist you. 
  

I’ve forgotten a candidate log in 
username or password 

This can be found in ESM. 
In the inbox, click on the exam and a window will open 
which contains the username and password. If you need 
further help, please contact us on 0844 576 0024 and we 
will assist you. 

There is a problem with the PC or 
the test during the exam and you 
need to reboot/resume the exam 
on another PC 

You can move the candidate onto another PC and the exam 
can continue. 
 
To do this, turn the problem PC off by the power button. Do 
not press quit. Once the power has been switched off the 
candidate can log onto a different PC and the test will 
resume from the point at which it stopped. The answers 
already given will have been saved. If you continue to have 
technical problems, call us on 0844 576 0024.  

There is a fire alarm or a bomb 
alert during the examination. 

You can pause the exam until the alert is resolved. 
 
To do this turn the PCs off using the power buttons. Do not 
press quit. Once the temporary interruption is resolved the 
candidates can log back onto their PCs and the test will 
resume from the point at which it stopped. The answers 
already given will have been saved. 

I cannot open/unlock the exams. Please contact us on 0844 576 0024 and we will assist you. 
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Contact details 

 
Telephone 

 
If you have any administration or technical queries please call us on 0844 576 0024. 
 
Email 

 
Please email serviceoperations@edexcel.com for administration support. 
 
Please email approvals@edexcel.com if you require any additional installations of the software. 
 


