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An Introduction to TLM and EDSQ Assessment Methods

This guide has been created for Principal Assessors/Assessors/Exams Officers by all at TLM

HQ.

TLM prides itself on the support it provides to TLM Centres. The decision to create a physical
copy of all the basic Centre Management and Learner Assessment processes is to help reduce
phone calls and emails, so you become more self-sufficient.




Planning your Qualification Delivery

Once registered for the Assessment, centres have 14 days to complete theseassessments and
return the marks on the Centre Management Site.

Once the marks have been input and secured, centres will have access to the exam. This needs
to be completed by all registered learners within 3 working days of the assessment submission.

When the exam is completed and formative sampling has been requested, a member of the
guality team will contact the assessor. They will make a sample size request and show you
where to submit the work. Once evidence has been received TLM may take up to 10 working

days.

Learners uploaded to Centre Management

Learners
registered for EDS

Practical Assessment Pack Issued

Assessment results to be submitted
within 14 days of recieving the Practical
Assessement Pack

Accessto the exam has been granted

Learners take examination

Assessor requests moderation

TLM Quality Team request sample

Assessorto provide requested sample

Quality Team to reture results within 10
working days

Qualification Awarded/Resit required

s Assessor uploads learners onto theCentre Management site.

*Assessor registers learners for the practical assesment via Centre Management site.

*TLM will providethe Practical Assesament pack for the learners registered.
*#This to besupplied withthreeworking days of the learners registered.

*#Assessor to mark, input and save marks for all three Practical Assessments onto theCerntre
Management site.

*Assessor can book the examination for learnerswho have completed the Practical
Assessement.

*Pleaze providethree days notice when booking the exam.

*A timed examination, to becompleted within 30 minutes

+0nce the exam iscomplete, the assessor canrequest moderation for the learnerswho have
completed allcomponents of the Practical Assessments via Centre Management.

sRequest for a sampleof groupis made by TLM.

sMarkschemes and all evidence for learnerswithinthe samplerequest to beincluded.
sAssessor to upload the sample into afolder provided by TLM.

+10 working daysoncethesample has been recieved by TLM.

*TLM to confirm theresults of the sample.
#Learnerscan be awarded ther certificates or learners need to resit certain components of the
Practical Assessment.



Getting Started

This guide will give you information on the TLM website as a whole.

Welcome to TLM. Using TLM.org.uk will direct you to the main site.

From here you can access ALL three sites for Essential Digital Skills (EDSQ).

Work Smarter
Not Harder

Qualmcations For The Future - Clesing the Skils Gap

ESSENTIAL DIGITAL SKILLS (EDSQ) GET STARTED

Find out mora



https://tlm.org.uk/

Centre Management Site

The Centre Management site is for Principal Assessors, Assessors and Exams officers to upload
learners to groups. Here you can request formative sampling for Assessments and thefinal
Exams.
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TLM Contract

Please ensure that you read the TLM
contract in FULL and totally
understand its requirements and
importance.

The Principal Assessor will formally
observe the work of each assessor
trainer in the Centre atleast once a
year.

Assessors MUST FULLY understand
their responsibilities as per the
contract, with particular attention to
the following;

. Conflict of Interest

=  Malpractice & Maladministration Policy
= Assessor

. Assessor Trainer

. Terms & Conditions of Service

=  Principal Assessor

. ModeratorGDPR

By electronically signing the TLM policies you are acknowledging that you have read and
understood them. You will then be able to access the Centre Management site.

Conact & @ Messagqe ¢B  Surnmary ¢80 Change Prolie &2 Change Pesswurd ¢ 8 Survey ¢ B

TLM Contract

Thaess are tim e ssrnenis o you favs nrdsestiond wed setersil mhiz wlowiong von st aot e arsrsilbalioe for poun eeroses Faes 111
we vz D traftic 1pnk Syztem to manIQe QU ompInisstiors. It Zrows vour status i terme of tralring undartakon, qualty 22sirance. ot bor exameie, It vou noes k2 attens 3 tralting 2ezzion vour stabuz wil
raflect trig

. Sad light - Your centre har sipres e agreemertis] bt has not vet yitendes 3 werishop noe pald any outstarding foes

Ambzr Sgrt - Your centre has now eRhar attindad & workanop and endirstands your obligatians, or paid any dus fecs

Comrer Baglil = Yorr eomlem bos vocwe od edend woonatkehicg sl smlee slaends ponr clfialioes, and b sl mey v Ton.



Management of Assessors

Principal Assessors (PA) must understand that it is their sole responsibility to manage ALL
ASSESSORS on the Centre account.

The PA for a Centre must sign the TLM agreements on a yearly basis, attend a yearly workshop
for training, and ensure that any outstanding fees are paid. The PA confirms they fully comply
with all TLM Centre Policy requirements. Failure to do so could result in putting your Centre
status ‘On Hold’ until these requirements are met. The PA will formally observe the work of
eachassessor trainer in the Centre on a minimum of one occasion each year.

The PA has the overall control over the Centre account on the Centre Management site. The PA
will be required to add Assessors/Exams Officers to the Centre Account. Only one PA* can be
assigned to the Centre account, this person will be sent all TLM Newsletters, TLM Tips or any
changes to processes for the administration of TLM courses.

*Unless your Centre is completing multiple qualifications with TLM. We can assign a new PA to each
subject area, please contact the TLM office if your Centre requires another PA.



Assessor List

Once logged into Centre Management. Click on Manage Assessors using the blue bar menu.
There are two tabs under this menu:

1. Assessor List - To view all Assessors added to the Centre account.
2. Add Assessor - To add new Assessors/Exams Officers to the Centre account.

Assessment UELELELSTENI0Y  School Admin Quality Assurance  Leamning Site

“ Assessor List & @ ‘ Add Assessor @& &

Assessorid

247588

81456

73585

55476

Assessors Name

Roles

Alson O

Bpard Test

Diarren Physics

Diavid Head

HAssessor
Schoal Admin

Azsessor
Principal Assessor
Schoal Admin

Azsessor
Frincipal Aszeszor
Schoal Admin

Azsessor
Assessor Trainer
Head Teacher
School Admin

Actions.

Edit | Change Password

Edit | Change Password

Edit | Change Password

Edit | Change Password



Add Assessors*

*You can add any colleague via this tab
1. To add new Assessors/Exam Officers; click on the Add Assessor tab.

Please be aware when completing the field for the username, this will be visible to learners
when logged into the Learner Assessment Site.

Roles and Additional Roles
a. Assessor - Will have access to the marksheets enabling them to request
formative sampling for groups assigned to this assessor.
b. School Admin - This role can be applied to Principal Assessors, Assessors and
Exams Officers, they will have the ability to add learners and create groups.

2. Complete all fields.
3. Click on Save.

The PA will need to provide the new account holder with their Username and Password.

it ¢ Add Assessor ¢

Forename:
Surname
Login:
Email
Phone
Gender: Female v
Language: English

Password

School Admin

Additional EO
Roles

Save



School Administration

School Admin is located in the menu bar across the screen.

School Admin is useful for many reasons. It allows the user to view a collated list of all groups
(regardless of which assessor is assigned to the group), creation of new groups, adding new
learners and moving/copying learners from other groups.

Viaw Groups &0 | Viewleamers & @ Group Ovardiew &0 0 Add Laarnars  § agd Group &0 Print Awards & @

Wiew laarnars who ara nat in ary group

Grrus Anmpanar Acdonn

=y =l | Pl Comaride | Duinda

Surewnl Cuice Tt | Pri=t dmdu | Calsie

S¥1 | Pri= fasinks | Deicie
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Add Group

Adding a group will keep all of your learners in a visible space, without groups, assessors will
not be able to use the Marksheets correctly and not be able to request formative sampling for
learners who have completed coursework. Without formative sampling approval, assessors will
not be able to issue certification to learners.

1. Toadd agroup, click on the Add Group tab.

2. Name the group something relevant to your class - This MUST include the phase
“EDSQ” within the group name.

3. Select the Assessor who requires access to the group by going to the “Assessor” field
and clicking on the drop-down menu.

4. Click Save.

View Groups & @ View Learners ¢ @ = Group Overview ¢ @ Add Leammers g¢@m | Add Group ¢ @

Group: [EDSQ - Group 14 |

Assessor: [Survival Guide v

Refresh the View Groups tab to see the new group created.

11



Adding Learners

There are two ways to upload learners to the Centre Management site.
The first option is best suited if there are only one or two learners to add to the group. These

can be input manually. The second option is to use a CSV file to upload a large cohort of
learners.

1. Click on the Add Learners tab.

Assessment  Manage Assessors  [EHOGGLIN]  uality Assursnce  Leansing Sits

| View Groups g @ view Learmers @ Group Ovendew & @ Add Leamers & @ | odd Group & @ | Prink Awards & G

How do I add leamers?  ¥ou can uphad a C5Y fila, or you can add kearmers manualhy.

How do T maka a G5V flle? Use your favourte spreadshest (such a5 M35 Excel or Dpandffica Calc), Make a file Bke the exampla balow and “save as" C5,

Insert learners manually

Mandatary lelds: Forename, Swrnarme, Gander, DoB.

Furenams Surnarme Gender  DoB ULM

4 a4 a4 4

a

[ Seve

Click here to put leamers into groups

Upload pupils with a CSV file

Upload CEW file:

Cownload templata.

1. | Chese file Mo file chosan
. |chaosa group v
3. | Upload |

[

12



Adding Learners Manually

To add learners manually:

1. Complete the following fields in the table; Forename, Surname, DOB and Gender.

2. Below the last row of the table, click Save.

3. Underneath the Save button, there is a blue hyperlink “Click here to put learners into
groups”. Click on the link.

4. This takes you to learners who have not been assigned to a group (this is also known as
“The Corridor”).

Select All MOVE learners to group: 11234
MOVE

5. You can either click Select All (to select all learners in this list not assigned to a group),
or use the tick boxes on the left of the learner details to select specific individuals.

6. Select the group you would like to MOVE learners to group from the dropdown menu.

7. Click on the MOVE button.

Adding Learners via CSV

If you create your own CSV file then it MUST contain only these mandatory fields; Forename,
Surname, Gender, DOB. Alternatively, you can download a template of this CSV which has
been created for you.

1. Click on the “Add Learners” tab.

2. Click on the “Download Template” hyperlink. A CSV will appear with all the relevant
columns.

13



Upload pupils with a CSV file

Upload CSV file:

I Download template.

1. | Choose file |No file chosen

2. |choose group hd
3.

0%

If the last two columns of ULN and UPN are not going to be completed then you MUST delete
these two columns from the CSV, otherwise the upload will not work.

3. Complete the CSV and save it to an appropriate location.
4. Move down to the Upload CSV section, click on Choose File and locate and select your
CSV file.

Upload pupils with a CSV file

Upload CSV file:

Download template.

1. | Choose file | No file chosen

2. |choose group v
3. 11 pioas

0%

5. Click on the “choose group” drop-down menu and select the group you require.
6. Click “Upload”.
7. The percentage bar below the Upload button will go green and show 100%.

14



Upload CsV file:

Download template.

1. | Choose file | uploadlearners (1).csv

2. /11DP 1617 v
3. | Upload
100%
Forename Surname Gender Dob ULN UPN
1 Sue Bloggs1234 Female 2015-08-24
2 Phil Bloggs1234 Male 2014-09-02

Add Learners

You may see a message for the system saying these learners are already on the Centre
Management site.

If the learner has already been uploaded to the Centre Management site then under the action
column you must either select “Don’t upload” or “Copy”.

Upload CSV file:

Domniced tomplate

1.| Choose Ne uploacieamers (2).c8
2, 110P 1637
Upload

Flease ensure the data kstod below is correct, If correct please scroll to the ead of the lest of learners to "Add Learmers™ button.

Forename Surname Gender Dob VLN uPN action

1 bot bloggs1234 Fomale 1997081 1 66532 o't upload

Add Leamess

8. Learners are still available to edit before they are moved to the group. If you notice any
mistakes, you will be able to change these before pressing the “Add Learners” button
by clicking in the field and correcting the mistake.

9. Click on the “Add Learners” button.
10. When the learners have been moved to the group, you will see this confirmation.

Upload CSV file:

Download template.

1. | Choose file | uploadlearners (1).csv
2. [11DP 1617 ¥
3. | Upload

100%

2 learner(s) is{are) added to 11DP 1617 group. 0 learner(s) is(are) copied to 11DP 1617 group. 0 learner(s) is(are) ignored

15



View Groups

The View Groups tab will contain all groups under the school account and the Assessors
who have been attached to the Groups.

View Groups &o View Learners & o Group Overview &0 Add Leamers & O Add Group & O Print Awards & O

View learners wha are not in any group

The actions column gives you the option to edit each group individually.

Change Group Name

Towards the top left-hand side, you will see the Group name.

Click in the field of Group name and delete the current Group name.
Type in a new Group name.

Click Save.

PwONE

Once an exam group has beon created thare can be HO CHANGES (Change group name, mave/remave losrners) made 10 the group s this wil
Gelay rosults. [ you reQure 3 16areer 1o B o anether Qroup, PIoase wie the Copy Tuncon

Lt learners i this Jroup

Change Group Assessor

1. Towards the top left-hand side, you will see the current Assessors name.
2. Use the dropdown menu to select the new Assessor.
3. Click on Save.

16



Remove/Copy/Move/Add Learners to Group

1. Towards the top left (above the list of learners), you have the option to use the ‘Select
AIlI’ button, or you can use the tick boxes on the left of each learner’s details to select
individual learners.

2. Using the options on the right of the list of learners, select the action you wish to carry
out;

a. REMOVE - Learners cannot be deleted from the Centre Management site once
they have been uploaded. These learners will be moved into “The Corridor”
(‘View learners who are not in any group’).

i.  Once you have selected your learners’ click REMOVE.
b. COPY - Asingle learner can be in as many groups as you wish. Meaning the
learner can remain in a master group.
i. Selectthe Learner(s).
ii. Use the drop-down menu for Copy learners to another group to find the
Group you wish to Copy them to.
ii.  Click COPY.

Edit learners in this group

(_) REMOVE learners from this group.
(® COPY learners to another group. [EDSQ - Group 1a v

() MOVE learners to another group.

(_) ADD leamners to this group.
| COPY |

c. MOVE - You may have accidentally uploaded a learner into the wrong group so
this function can help assessors keep their class/exam groups in order.

i.  Select the group from the drop-down menu and click MOVE.

d. ADD - Will bring up the list of learners currently in “The Corridor” (‘View
learners who are not in any group’), so if you think you may have missed a
learner from the group you do not have to leave this tab to find the missing
learner.

i.  Under the column heading of “Learners in the Academy”, you can type
in the name of the learner to try and find them. Alternatively, go down the
list and place a tick in the box next to their name.

ii. Click on Add.

17



Edit learners in this group

REMOVE learners from this group.

COPY learners to another group.

MOVE learners to another group.
& ADD learners to this group.

ADD

Select learners to add: | Select All

Learners in the academy

Sally Jonas
Apple S1ephenson
Jamie Young

Steven Jones

View Learners

The View Learners tab is great for finding a specific learner and what group they have been
assigned to.

1. Click on School Admin and then View Learners.
2. You can search with minimal information. You can type in the learner’s forename or
surname and click on the Search button.

The search results will include Learner ID, Full Name, DOB, Group(s), UPN, ULN, awards and

the assessor attached to each group. It also includes the column “added” which is used for
TLMs internal audit.

View Groups & & View Learners & @ Group Overview &G Add Learners & @

Search for Learners

id: | | Group: v
Forename: | | Asse550r| hd

Surname: | |

VIR |

There is also the facility in this screen to see ALL learners at your centre by leaving all the fields
blank and clicking on Search.

Those learners who are in red are duplicate learners and you should contact the TLM
office to resolve these

18



Group Overview

The Group Overview tab gives an overview of all requested formative s and units approved for
all learners in one place for a particular group.
The group name will be listed next to the name of the Assessor.

1. Using the drop-down menu, select the group you require for the groups listed.

View Groups & @ View Learners @& & Group Overview & @ Add Learners ¢ & Add Group & @ Print Awards & &

Group OverView

Group: | Darren Physics - 11DP 1617 v || view

Darren Physics - 11DP 1617

David Head - Archive

Survival Guide - Year 11 Master 1617
|Survival Guide - Year 11 Master 1718

2. Click on the View button.

The group will be shown with the following for each learner within the group:
Formative Sampling requested dates (‘Requested’ column)
Formative Sampling approval dates (‘Approved’ column)

Grade (final examination grade)
Credit

If you have selected a group to view but it remains blank, this means no actions have
been made via the Centre Management site for this group.

To see if a formative sampling request has been approved in Group Overview, look for the

column titled ‘Approved’. There will be a date of approval for the unit. If there is no date then
formative sampling is still ongoing.

19



Register for the Assessment

The Centre Management site is where your centre “registers” learners for the Essential Digital
Skills Assessment. Learners must be registered and issued the Assessment pack by TLM.

Assessment

The assessment tab is found in the blue bar across the top. This is where you need to go to
request formative sampling for groups assigned to you.

3 Centre Management

Assessment

Academic year 2020/21 TLM will continue to support all its centres during the next few weelks and mol
webinar or contact us via email on helpdesk@tim.org.uk (we will normally reply the same day) or phone

Marksheets @@ | Award Jobs & @

Groups

6006688X 05062035
EDSQ - Group 1a
EDSQ - Group 1b

EDS(Q - Group 1c

Marksheets

1. Select the group you require
2. Select Essential Digital Skills from the Categories column

3. Select the Level

20



D

474205
475333

D

4. Select either the 1% attempt or Resit 1/2 from the Units column

Groups

6006688X 05062035
EDSQ - Examples 2
EDSQ - Group 123
EDSQ - Group 1b
EDSQ - Group 1c
EDSQ - TEST

Training

Categories

AWS Cloud Systems And Services
BabyWearing

Centre Awards

Construction

Continuing Professional Development
Cyber Security and Digital Forensics
Cyber Security for Mobile Apps
Employment

Essential Digital Skills

Food Hygiene

FormulakE

Health and Safety within the Construction
Material Handling Equipment

MHE Assessors

MineCraft

Online Music Exams

RDK-B

TLM IT User Skills

Welcome to the new Marksheet selection page

Levels Units
Entry Level TLM Essential Digital Skills Assessment - 1st attempt
Level 1 TLM Essential Digital Skills Assessment - Resit 1

ATLM Essential Digital Skills Assessment - Resit 2

5. Please change the existing 'N' to 'R' in the Registration column.

Note Forename
Claire
Alan

Note Forename

Registration

Surname Hatus
Smith 1/2 - Please use R in the "Registration” column and then enter the mark for the Practical Asssssments. R
Turing 172 - Plesse use R in the "Registration” column and then enter the mark for the Practical Asssssments. R
Surname Status

Registration

6. Click on 'SAVE' to register the learner/s for the TLM EDSQ Assessment.

The assessment will be made available to you in three working days.

Once registered, Centre’s have only 14 days to complete the Assessment.

When learners have completed the Assessment and Assessors have the results

21



How to input marks for Assessments

Once the assessments are completed the Principal Assessor needs to upload thesemarks to
the Centre Management site for the group registered.

The process is the same for both Entry Level and Level 1.

1. Continuing from Marksheets - step three.
2. Add the marks for the Assessment. Using each column for each ‘component’ aka

task.
3. Each of these components is out of 45
4. Click Save.
Mexi Fage > >
OR

Alternatively, the marks can be added through the Download Marks/Upload Marks facility.
Input and store the marks for the assessment ready for submission.

1. Continuing from Marksheets - step three.
2. Click on Download Marks, which will download a CSV.

Marksheets @@  Award Jobs & @ | Marksheet: Practical Assessment - Entry Level & @

Markbook for Practical Assessment - Entry Level for teaching group EDSQ - TEST.

Selected: EDSTestMark 1 - Please add the marks for each practical task (alternatively, please use the download marks/upload marks facility) anc
THREE tasks are added to the system, you can register the learner/s for the exam.

CSV Files: | Choose file | Mo file chosen Upload marks Download Marks

® Standard mode

O One-Click edit

Select all Save Request Formative Sampling

3. Instead of noting down learners’ marks on paper or different software, this can be utilised
through the whole process of your centre internal verification.

22



|Id .churenamE Surname Registrati Practical 2 Practical 2 Practical 2 Exam
469721 Betty bloggs123 R - - - -
469722 Madia bloggs123 R - - - -
469723 Alison bloggs123 R - - - -

4. When all assessments are completed, go to the same marksheet and choosethe CSV
file to upload.

5. Click on Upload marks.
Check the marks are correct.

6. Click Save.

As soon as the marks for ALL THREE tasks are added to the system you can register the
learner/s for the exam.

NOW GO TO LEARNER ASSESSMENT SITE

Requesting Formative Sampling
Once the Exam is completed, you will need to request Formative Sampling.

Go to Assessment

Select the Group

Select the Essential Digital Skills

Select the Level

Select the Assessment you used to submit learner marks.
Check the exam mark is in the column Exam.

o gk wbh

Showa B Ko lie dhizawn Jzkaed matka Dzemiboad Marka

7. Learners will be automatically selected once the exam column has information. You just
need to click on Request Formative Sampling.

C5V Files: | Choose file | Mo file chosen Upload marks Downlead Marks

® Standard mode . .
e o ,.-.-I: Select all Save Request Formative Sampling
L 0ne-Click edit

Once the formative sampling request has been made, a member of the Quality team will contact
requesting their sample of the group.

23



Providing Evidence

Each centre will have access to a secure, password protected folder shared by TLM. The centre
will be required to upload the following into the folder:

- Mark Scheme

- Allthe relevant evidence for the completed Assessments (on request, the centre
needs to keep the evidence and make it available on request)

Learner Assessment Site

The Centre Management site and the Learner Assessment site are two separate websites.
Assessors and Exams officers (if involved in the admin of the course) will need to create an
account on the Learners Assessment Site to activate the learner accounts for examination
access.

Request assessor access to Learner Assessment Site

1. From the main website in the top right-hand corner click on the “Learner Assessment
Log in”.

2. Select ‘Create new account’.

User account

| Create new account || Log in ” Request new password |

3. Fillin the form with EXACTLY the same information you have supplied to create
your Centre Management account.

24



Information needed to complete this form -

Username.

Email Address (must be the same email you have used for the Centre Management site).
Agree to the Acceptable Use Policy and to the Terms & Conditions.

Academy.

Full Name - This is a common mistake, please use YOUR name and not the Academy name.

4. Atthe bottom of the screen Complete the Captcha and click on “Create New Account”.
Once you have completed the account request form for the Learner Assessment Site, the TLM
support team will review the request and check the information for a match with your centre
account on the Centre Management site. If the account is approved, an email will be sent with
confirmation. Follow the link within the email to create a password for the account.

Both your username and password will give you access to the Learner Assessment Site.

My Groups

« There are some work (evidence) walting for you 1o mark for 376 days.
= Once you have registered a group for an exam, you cannot make any alteranons to the group or its learners. You cannot odir the group name, you cannot

edit any af the leamers detals. This is because a hidden copy of a group and #ts learners s created ance you register a group for an exam, and the
booked group must exactly match this lndden copy. Alterations made will affect your booking and will ltkely delay your results.

My Groups [} Pending Evidence || Returned Evidence m Flagged Work

11234 Manage Exams Fupdl 1D Letter Reset Passwaords Data Expory
S00668EX 05062305 Manage Exams Pupil 1D Letter Reset Passwords Data Export
ase ine test | Manage Exams Hupl 1D Lettor Heset Passwords Data Export
hase line tast Manage Exams Pupil 1D Letter Resetr Passwards Data Expors
Tes ) Pugl 1D Letter Reset Passwords Data Export
Ms Pupal 1D Lattor Reset Passwords ata Export

My Learners - (the menu down the right hand side) and the menu across the top.
My Groups - are the same thing, clicking either of these buttons will get you back to an
overview of the groups

My Account - From here you will be able to edit details for your Learners Assessment site
account. If you make changes to this account, you will need to log into the Centre
Management site toedit your account here too otherwise the accounts will not update
with the new information.

My Assessors - Principal Assessors (PA) will be able to access the assessor's account which is
attached to their school account, from here the PA will be able to Masquerade as Assessors (log
on as though they were the Assessor), to either book exams or upload learners' work.
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Ongoing Online Exams - Useful tool for all. When administering exams, you may come across
a learner getting ‘kicked’ out of the exam (e.g. due to a drop in the internet signal, the mouse
being too sensitive, etc). From here you will be able to Unblock learners from the exam so they
may continue from where they left off. (Same day, same exam session, answered questions’ will
NOT have been lost!)

Creating learners accounts on The Learner Assessment Site

Don’t worry, you will not be required to input every learner onto the Learner Assessment Site
manually.

1. From the menu on the right-hand side click on My Learners and you will see all your
Groups.
2. Click on the name of the Group (highlighted in blue).

Once an exam group has been created there can be NO CHANCES (Change group name, move/remove loamars) made 1o the group as this will dolay results

We hawe rhanged the wording of Test' 10 be Team' soe wide.
m

IRIF2 L MAnaage | xans e DY ettp Keart Frsawnras 1710 1 xpont
bODeLBEX CHC0Z2U5 Mariage teanrs Pupr 10 Deile Resed Fasswoedy Puls txport
B e 135t ) Manage Sean's P 10 Lot Foset Froswords Cats Seport

Bace lins 184 Manages Txams Puph 10 ens Resst Fasuamas FAta Txpant

3. Click ‘Check accounts’.

You do not have any learners in this group. Please go to the MarkBook (Award) site and add learners to this group.

If you are sure that you have learners in this group on the Markbook (Award) site, then please click the "Check accounts” button.

Check accounts

The following message will appear and your learners who are yet to be created on the Learner
Assessment Site will be listed below the message.
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There are 2 learners in this group, who do not have accounts on this site. If your learners, who already have accounts on this site, are listed below, the
chances are that they have not registered their unique Learner (pupil) ID in their profile page (my account-:>edit->profile->>pupil id or assessor id).
Please make sure all your learners, who already have an account on this site, have registered their unique Learner ID before you proceed with creating
their accounts automatically (for detailed information about registering Learner ID please open the "Pupil ID Letter” link). If you don't do this new accounts
will be created for them using their unique Learner IDs.

Please click the "Create accounts” button if you are sure you want to automatically create accounts for them. The generated usernames and passwords are
stored in the page, which opens when you dlick the "Pupil ID Letter” link for your group.

HELP

1. Sue Bloggs1234
2. Phil Bloggs1234

4. Click “Create accounts”.
You have created accounts for Learners on the Learner Assessment Site.

The Learner Assessment Site will only recognise 50 learners (in one group) in one
click of ‘Create Accounts’. If you are creating accounts for large cohorts, please
be awareyou may have to go through this process again until they appear on the
list. You will need to click ‘Check accounts’ and ‘Create accounts’ again to make
sure the system has picked up all the Learners from the group on the Centre
Managementsite.

Editing learners details

1. Learners may change their name at any time during the chosen course(s). The first point
of call when changing a Learner's details would be to check what details have been
uploaded to the Centre Management site. Change the details there first. (please refer to
“Change Learners Details” (Centre Management site) on page 14 of this guide).

2. Then, on the Learner Assessment Site, you will need to click on “My Learners”.

3. Click on the name of the Group.

4. Click on the learners’ Username (shown in the screenshot below in the red box). This will
open as the learners account.

1 Joe Blogos leaimier 159 [LA E-guidance
2 Juhin Bull learner $0433 TLM e e
3 Test Pupil leaimer S77E [LA E-puwidance

5. Below My Account click on the “Edit” tab (in the screenshot below in the red box). From
here you can change the name, correct a mistake or change their password.
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My Account

View Edit My Learners H My Pages H My results

Online Exam

My Account

| View || Edit || My Learners || My Pages || Evidence || Tracker || E-svidence || Online Test

learner 349251

Spaces are allowed; punctuation is not allowed except for pariods, hyphens, apostrophes, and underscores.

E-mail address *

A valid e-mail addrazs. All e-mailz from the systam will ba sent to this address. The e-mail addrass is not made public and will anly ba used if you wish to receive 2 new password or wizh

o receive certain news or notifications by e-mail.

Password

Fassword strength:

To change the current user passwierd, enter the naw password in both fields.

Status
 Blocked
i Active

Language setings

Language
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6. Before you click on Save, you need to enter an email address for the learner.
We do not wish to know the learner’s real email address as we will never need to email a
learner. TLM will only communicate with the Assessor.

7. Once you have done this, in the bottom left-hand corner click on Save.

NOTE:

If you need to change the password for a learner,
In the learners’ email address field please use the Learner ID followed by the @ and a
made-up email address e.g. @notreal.com.

Learner Login Information

1. Onthe Learner Assessment Site, click on “My Learners”.
2. Find the Group you require and click on Pupil ID Letter (the third column) for the whole
group (as in the screenshot below in the green box).

Panding Evidanos Redumed Evidence m Flagged Work

f
11234 Manage Fxams [:‘..|-|II'fI-'II.- Foset Password s Data Export

3. You will then see the screen below.
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Welcome

To the TLM Learner site. The Learner ID information shown below is important and you should keep this information sheet in a safe and secure place.

Name Group Learner ID/UPN/ULN Username Password
Neil Armstrong EDSQ_PA_AFR 469880// learner 469880 eWULABeZE
Frida Kahlo EDSQ_PA_APR 469878// learner 469878 AsaqudUqy
Marilyn Monroe EDSQ_PA_AFR 469873 // learner 469873 eguNEsaPu
William Shakespeare EDSQ_PA_APR 469877 // learner 469877 EXanESYGy
Sharon Stone EDSQ_PA_AFPR 469872/ learner 469872 3eByXAsAT7
Valentina Tereshkova EDSQ_PA_APR 469879// learner 469879 egyPADEZE
Margaret Thatcher EDSQ_PA_APR 469875/ learner 469875 YPUSABYBA
Oscar Wilde EDSQ_PA_APR 469876/ learner 469876 yjazUqUHa

ACCEFTAELE USE POLICY
Being a responsible citizen

The INGOT community site is provided for use by all but as with any social group we need a few rules :-) Why? Because the great majority of
people like to work co-operatively and its unfair on them if one or two people spoil things.
1. Please post in appropriate places. Blogs are for describing projects and should not be used for advertising, showing off, attention seeking or general discussion.
Discussions should take place in the forums. (Look for forums on the community menu list) General

chat should be in the Cafe. If a discussion becomes general chat move it to the cafe.

2. Please refrain from bad language, persistent offenders will have their accounts blocked. Use good and formal English for Blogs as these will be used in your

nnnnnnnnn # QU tavt chidae Aatr Aara fina in farime hid nat far farmal wribina in anatfaline and hlane

4. Scroll to the bottom of the page - you can print these details which contain Username
and Password for the Learner Assessment Site and the TLM Acceptable Use Policy.

OR
Export the learner login details to a spreadsheet and pass it on to each learner.

If you copy and paste the login details from the website/CSV, there will be blank
spaces at the start and the end of the details.

Manage Exams

Exams can be booked the same day after submission of the assessment marks on the Centre
Management site.
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Booking Exams

=

On the Learner Assessment site - go to “My Learners” and go into the Group by
clicking on the Group name.

Click “Check Accounts”.

If learners appear, Click Create Accounts.

Go back to “My Learners”.

Click “Manage Exams” for the group you wish to book.

— Show all groups

aprwd

o
fi

oD rlolm
& - g

EDS0 — Group 1c Manage Exams Pupal ID Letter Rezet Passwords Data Export

6. Click on “Register Online Exam”.

IF WHILE BOOKING THE EXAM YOU SEE ANY MESSAGES ‘POP UP’, PLEASE READ
THEM, if you have any questions please contact any of the TLM team.

7. Select from the field under “Available Online Tests”.

8. Select either “Essential Digital Skills Entry Level Award” or “Essential Digital Skills
Level 1 Award”.
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Online Test for EDSQ - CGroup Ta

Reqistered Fxams Past Exams
Register Online Exams

Available Online Exams
[The Learning Machine Essential Digital Skills Entry Level Award - Exam v]

First Attempt v

Full Name

Alison bloggs1234

Betty bloggs1234

Nadia bloggs1234

Exam Date ‘

~| Please confirm you have no conflicts of interest with any learners in this group

No Online Exams registered for this group

9. Select which attempt it is by using the drop down menu below the exam type - “First
Attempt” or “Resit”.

10. Select the learners you wish to submit for the examination.

11. Select an Exam Date from the calendar.

12. Read the statement, “Please confirm you have no conflicts of interest with any
learners in this group”. Ensure you FULLY UNDERSTAND THIS DECLARATION, (if in
any doubt contact the TLM office). If you agree with the declaration, place a tick in the
box.

13. Click “Register”.

TLM will then receive your request and then, where appropriate, approve the exam
request.

14. For learner login details, go back to “My Learners”.

15. Scroll to the bottom of the screen. In the bottom right hand corner you will see two very
small icons. To export the learners login details to a spreadsheet, click on the green
spreadsheet icon.
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How do | administer the exam?

ASSESSORS / EOs - Remember to log in to the Learner Assessment site on the day of
the exam to start the exam.

1. Goto “My Learners”, followed by “Manage Exams” (for the whole group).

2. Select the exam from the dropdown menu and click the ‘Start Exam’ button (found
on the top right of the list of learners). (note; the ‘Start Exam’ button willonly be
available if TLM has approved the request)

3. Once all learners have completed the exam please check through the learners
listed on the exam request to remove any learners who were absent.

Registerad Fxams Past Exaims

Register Online Exams

Reglstered Online Exams for this group

2021-089-06 - The Learning Machine Essential Digital Skills Entry Level - Exam [First Attemptl

List of learners registered to take the Exam.
Change Exam Date:

Fuddl Namse

Alrson bloggs1234 2021-05-06

Betty bloggs1234 2021-05-06 Ap e OMLINE

Change Date of Exam

If on the day of the exam, due to any unforeseen circumstances (e.g. fire alarm), you need to
change the date of the exam, please call the TLM office.

Ongoing Online Exams

If you find a learner has been blocked from completing the exam and the exam invigilator can
verify the breach was accidental. The examination is timed (30 minutes) and the timer will
continue to countdown even if the learner is blocked. Either the Assessors or Exam
Invigilators can unblock learners.

1. Log into the Learner Assessment Site
2. Using the menu to the right of the screen, click on Ongoing Online Tests
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3. All learners who have started the exam will be listed.
4. Select the learner who needs to be unblocked, using the tick box next to their name.
5. Click the unblock button above the list of learners.

The Learner POV

1. Logintothe Learner Assessment Site (tim.org.uk)

2. Using the login information from the assessor. Remember to include the "learner
XXXXXX"

Home [ My AoDount

My Account

Create new account | Login|  Request new password

Username or e-mail address «

learner 469721

Waill g hodin with sicher woir susigeed USEmams of vour e-mail address

Fassword *

The passwaond field is case sensitive.

3. You must agree to the terms and conditions.

Heme [ Teavs and Canditions

Terms and Conditions

To continue 10 use this st please e the Terms % Cond s baliry, ool ¢

plete the farm ta confirm your scceptance

“Terms and © of Use

1agrae that all my conerbutions 10 €43 shte are Bcenzed under the Crearve Commoes Anrixalon Sharcdlike 2.5 Bcorss, and | dezignate The Learning Machine Led tor asridution.
This Is done 10 quarantes that cearvene Wik abways be abie te revss ll the content o this slee hesly.

Learn more adout OUf 1emas and condzians
Accept Lrcepeable Lsa Pokcy *

Accept Tarms & Condivens o Lz *



http://tlm.org.uk/

4. Using the menu bar, click on “Online Exam”.

5. The exam that is available will be listed under Available To Take.

feme ) My Arcoun | My Accaunt learmer 469721

My Account

ADCount
Vi i Wy Pages Fustlers & Trarker —euilens Cxdirie A Fia brnaser Ve
o
fwaiisble 1o Teke | Pending Sssessment | Finalised Tests Logout

Crnlre Apprave

1 T 7 BEgts
List of enline tests availakle far you Srocas

TLMRERSEY Enlry Lwaw] - Filal

fome [ My Account ¢ My Pages | My Account learmer 469721

Configua your ACCount T 200 Sing.

Ay HECOUT
i Thes e UnCErTan imes, we Want 10 rassurs you tear TLM & bare 1o aEsist you. Our suppart stafT remain on hasd at all dmes o peodde vou with Fslp s e
guidence; =0 ko rod hesiate 1o montact them, as you need, Bes log
qoul
My Account Conr A
TooETY
Viewy Edn My Pages Evickance Tracker E—ey chanre Online Exam File browser
List M Pages T s

6. To start the exam, click on “Start” in the Test Status column.



7. Here is a reminder of the conditions of completing the exam.

Background Colour
@ Default

Tne rules o follow during your on-line test.

1) Always keep your mouse pointer inside GREEN ZONE,

—
b
T LT —— .
M Chwin 3 T s 1 ok Mh S T T o v 1 o Mk i 33 Tt M
OIS e ©T SO 0 T P8 VT T £ e T 031 B A ) P MRS Fh 1 e 4] 48 Vet
EOLINE— G 33T & 7 Toe et Shasn 6 vt o 0 Vo M G 3 4

2) all the keys marked with RED CIRCLE (Ctrl, alt, Tah, window and all the function keys such as F1, £2, F3, F4, FS and 21c,) are NOT ALLOWED, therefore, BE
CAREFUL not to press those keys.

2) All the keys marked wath RED CIRCLE (Ctrl, Alt, Tab, Window and all the function keys such as F1, F2, F3, F4, F5 and etc,) are NOT ALLOWED, therefore, BE
CARETUL not 1o press thosa keys.

£ GG G GEGE B & = &
T B E LR LR -5 B
Hadaaasaaaanaml=o=i=am)
“o |["s )"0 ."0'0.'.“‘0 ‘D":.:

3) | understand that | must not discuss the content of this paper with any other person after | leave the exam room.
YOU WILL BE DISQUALIFIED IF YOU VIOLATE THESE RULES

1 | accept the aforementioned online test rules.

Start the Onbine Test
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8. You must use the tick box before clicking on the “Start the Online Test” button.

[] 1 accept the aforementioned online test rules.

start the Online Test

GO TO REQUEST FORMATIVE SAMPLING ONCE THE EXAM IS COMPLETE.

Resit options

At the end of all assessments and exams, if a learner has not been successful at achieving a
pass for the EDS qualification, you have the opportunity to resit any and all of the components.
This includes the three assessments and the exam.

Centres can resit ONE component per learner, free of charge. To resit any further components
will incur a further charge of £5 per component.

Ensure you use the correct resit option when submitting learners for a second Assessment.

Groups

6006688X 05062035
EDSQ - Examples 2
EDSQ - Group 1a
EDSQ - Group 1b
ERSQ - Group 1c
EDSQ - TEST

Training

Categories

AWS Cloud Systems And Services
BabyWearing

Centre Awards

Construction

Continuing Professional Development
Cyber Security and Digital Forensics
Cyber Security for Mobile Apps
Employment

Essential Digital Skills

Food Hygiene

Formulak

Health and Safety within the Construction
Material Handling Equipment

MHE Assessors

MineCraft

Online Music Exams

RDK-B

TLM IT User Skills

Levels

Entry Level

Level 1

Units
TLM Essential Digital Skills Assessment - 1st attempt

TLM Essential Digital Skills Assessment - Resit 1

ATLM Essential Digital Skills Assessment - Resit 2
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Scenario one

Learner takes 3 x Practical Exam ‘unlocked’ and Learner sits
assessments that

2
=

ll's
lll'S
il

Learner passes,
aggregate score
above threshold -
three components
‘passed’ {1 high

score)
Scenario two

Learmer takes 3 x Practical Exam Anlocked?and Learner sits
aszessments that

.

[ ]

[ ]

[ ]

]

Learner fails,

- - aEEregate score
below threshold—
two components

failed
Learmer passes,
AEEregate scare
above threshold-
all components
passed

ST e

S Examination
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Digital Certificates

Assessors need to go to the Centre Management site to download and print certificates. They
can be printed on any paper you wish to use.

At no additional cost, your centre can add the centre logo on the certificate template. If your
centre would like to have this attached to the account then please send this to
helpdesk@tim.org.uk.

We require a transparent PNG sized — 300px x 300px.
Printing Certificates

To print certificates for your centre, log in to the Centre Management site.

1. Go to School Admin
2. This will open up on the View groups tab. Find the group you wish to print certificates for
then follow the row across to the actions column.

Edit | Print Awards | Delste
Edit | Print Awards | Delete
Edit | Print Awards | Delate
Edit | Print Awards | Delete
Edit | Print Awards | Delste

Edit | Print Awards | Delste

3. Click on print awards
4. Select the qualification you wish to print.

Learners in this group Awards in this group

Sharon Stone Practical Assessment - Lewvel 1 (80270762)

harilyn Monroe
Winston Churchill
Margaret Thatcher
Ciscar Wilde

William Shakespeare
Frida Kzhlo
‘Jalentina Terashkova

Medl Armstrong

When selected this will open a new window with the learners who have achieved this
qualification.
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5.

6.

You can either print all or select specific learners.

Faper Size: | A4 d | Select All |
Learner Grade Date

Pass 2021-08-1

C Sharon Stone

[ har yn Monroa Pass 2021-08-01

| Print || Export CSV |

Once selected, click on print.

For Those In A Hurry

For the seasoned pros; not for the faint hearted. Here is a very condensed step by step guide.

ook whE

13.

14.

15.

16.

17.
18.

Login to Centre Management.

Go to School Admin.

Create a Group.

Add EDSQ into the group name and assign it to the Assessor.

Under School Admin, click tab Add Learners.

Add learners either manually or via CSV - remember to include the following mandatory
fields in CSV: Forename, Surname, Gender and DoB.

Click Save (for manual upload) or Click Add Learners (for CSV upload).

Go to Assessments, then Marksheets.

Select the group you would like to register for the Assessment.

. Select Essential Digital Skills
. Select either Entry Level or Level 1
. Select Assessment (only use the Resit options if learners need to resit a

component/s).

Go to the Registration column, mark all learners you wish to put forward for the
assessments by clicking ‘R’ on your keyboard.

Then ‘Save’

TLM will get back to you within 3 days to issue the assessments for these
learners/this group. The centre has 14 days to return the marks for the
assessments.

Once you have assessed the outcome of the tasks for the learners registered, go to the
Centre Management site.

Repeat the processes 8 -12.

Goto Assessments columns 1, 2 and 3 to fill in the marks for eachassessment

for each learner (marks out of 45 per assessment).
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19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

30.
31.

32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.

OR

Upload marks via CSV to the marksheet.

Click Save

Access to the examination has been given.

Login to the Learner Assessment site.

When logged in the default page is My Groups.

Click on the group name to create the learner accounts on the Learner Assessment Site.
Click on the Check Accounts.

When learners are listed, click Create Accounts.

Go to My Groups.

In the column next to the group you wish to book the exam for, click on Manage Exams.
Click on Register Online Exams (button in yellow).

Using the dropdown menu for Available Online Exams, select either Essential Digital
Skills Entry Level Award or Essential Digital Skills Level 1 Award.

Select the learners you wish to enter for the exam.

Click the empty box to select the date for your exam on the calendar. Allow for the 3
days notice period when selecting your exam date.

Check the tick confirming you have no conflict of interest with any learners in the group.
Click Register (button in blue).

On the day of the exam, log in to the Learner Assessment site.

Click on Pupil ID Letter for the relevant group

Download learner login details.

Click on My Learners using the menu on the right.

Go to the Manage Exams for the group.

Select Registered Exams

Double-check the group, make sure all learners are booked.

Click Start Exam

Learners to log into the Learner Assessment site using Pupil ID letter login information.
Once the exam is finished, log into Centre Management.

Go to Assessments, then Marksheets.

Select the group.

Click on the qualification.

Then the level you submitted the learners for the assessment.

Select the relevant Assessment

Check the exam results are in the Exam column

Select the learners who have completed

Click on Request Formative Sampling

Formative Sampling is now requested for the group/learners, a member of the Quality team will
contact you for the sample size. They will supply a folder for you to upload the evidence, please
remember to include the mark scheme.
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Baseline Site - EDSQ Diagnostic Tool

TLM is extremely proud to announce that our Essential Digital Skills Diagnostic tool is now free
to all organisations. With no restriction on learner numbers, this gives all training providers
unlimited use.

Completing our new account form is all that is required to register your training organisation and
access this resource instantly.

Your learner results are easily accessible, with a wide range of results styles to suit your needs.
Information will be shown on the five subject areas as well as an overall grading.

For more information you can follow the link to our dedicated Baseline assessments page:
baseline.theingots.org

Groups added to the Centre Management site WILL NOT SHOW UP on My Groups on the
Diagnostic Tool Site.

FAQ - Extra Help

This section is a few extra guides on things our centres frequently ask for guidance on. As it is
not needed within the normal process, we have added this extra section with this additional
guidance.

Multiple assessors need access to a group (Centre Management)

The Centre Management site does not contain the feature to have two Assessors attached to
the same group.

You can however create a new group that has almost the same name as the original with the
same learners in it, except you add to the name of the group the initials of the second Assessor
who requires access to it.

1. Toadd agroup, click on The School Admin.

2. Click on the View Groups tab.

3. Inthe middle of the screen is the Assessor column. Below the word Assessor is
a blank field, type in the name of the Assessor and you will see the Groups that
Assessor has access to.

4. Make a note of the Group name.

5. Click on the Add Group tab.

a) Create a new group with almost the same name as the original, but this time with

the other/ second Assessors initials at the end.

Go to the Assessor field and select the name of the second Assessor.

Click Save.

Go to the View Groups tab, find the name of the original group and click on Edit.

Click on Select All or select individual learners.

0. On the right select the Copy function.

1. To the right of Copy, using the dropdown menu, select the new group and click

on the Copy button

RB©®oNO
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Change Learners Details (Centre Management)

If a learner has incorrect learner information attached to their learner ID on the Centre
Management site you must make sure you replace it with the correct information, as TLM
requires the learner's legal name.

You MUST then change the learners’ details on the Learner Assessment Site, otherwise the
Centre Management site will not be able to validate the learners’ exam results without this
information. (See Editing Learner’s Details on page 24 of this guide, on how to edit learners’
details on the Learner Assessment Site)

1. Click on School Admin/ View Groups/ Edit.

2. To change learners personal information, please click on the blue hyperlink ‘Edit
Learners in this group’.

Edit learners in this group

REMOVE learners from this group.
COPY learners to another group.
MOVE learners to another group.
ADD learners to this group.

Go

3. The Edit Learners screen will open into a new Centre Management tab. From
here you can edit the raw data (personal details) associated with the learners.

4. Click inside any of the fields to change the details.

5. Click Save.

The Centre Management account will accumulate many year groups/class groups and
exam groups throughout the academic year. We recommend Assessors create an
‘Archive’ group and those learners who have completed the course in the previous years
should be moved into this group. Please follow the steps from ‘Add Group’.
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