g CAMBRI DGE International Education

Digital Mocks Service

Delivering exams

This guide explains how to use our digital exam platform during the digital mocks series.
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Delivering exams (continued)

Terminology
We use the digital exam platform to deliver our digital exams. There are two key roles in the
platform.
Role Definition
Centre Administrator The main administrator for digital exams at a centre. They
create login details for centre staff, print login details for
candidates and set up extra time and other access
arrangements.
Invigilator Invigilators have the same access as Centre Administrators
but cannot create users.

Some terms used on our digital exam platform are different from those used in the Digital Mocks
Service application on My Cambridge. The following table highlights the main differences and
their connections.

Digital Mocks Service Digital exam Comment

application platform

Student Learner The students added to the Mocks Service
application appear as learners in digital exam
platform.

Mock exam Testlet The mock exams you book in the Mocks

Service application are referred to as testlets
in digital exam platform.

Candidate No. Student ID The candidate number you add in the Mocks
Service application becomes the Student ID in
digital exam platform.

Name First Name The student's name you add in the Mocks
Service application is displayed in the learner
First Name field in digital exam platform.

Mock exam window Session The mock exam window you book your
students into is referred to as a session in
digital exam platform.

- Suspend Suspend is the term used to pause a learner’s
testlet in digital exam platform.
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Delivering exams (continued)

Delivering an exam step by step

Step 1 — Log in to the digital exam platform at https://cupa-am.assessor.rm.com/

For centres in China, please refer to the appendix here.

Step 2 — Check your candidates’ details.

Step 3 — Check the mock exam bookings you made in the Digital Mocks Service application on

My Cambridge match the digital exam platform.

Step 4 — Give your candidates their username and password on the day.

Step 5 — Candidates log in and start their mock exam.

Step 6 — Monitor your candidates’ progress from the Assigned Testlets tab.

Step 7 — Make sure all candidates have submitted and completed their mock exam.
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Delivering exams (continued)

Logging into the digital exam platform

o Open abrowser and go to the digital exam platform: htips://cupa-am.assessor.rm.com/

For centres in China, please refer to the appendix here

Enter your username and password sent to you after you have completed your mock
exam bookings on the Digital Mocks Service application on My Cambridge.

All password-related emails are sent from ‘Assessment Master CUPA PROD’
amadmin@rm.com. Make sure this email address is added to the allow list, so messages
do not go to spam/junk folders at your centre, including any enterprise-level quarantine
policies.

Select Login.

ssessment

aster

Assessment Master ™ - Login

A Username

B Password

word?
Forgot your password?

e When you log in for the first time, you must create a new password. Enter it twice and
select Login.

Please create a new password.

B New Password

3 Repeat New Password
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Delivering exams (continued)

V3

¢ When you log in, you will see your Dashboard on the Home screen.

Manager Home Leamers  Users Ja & simon-

Dashboard

DHS001 Cl Mocks
Registration activity summary Statistics
Progress
L Total Registrations. 297
Pending 146
Completed 139
Testlet Registrations Apandonea ’

In Progress 3
Testiet Language GCount

Holding 1
0452 Accounting Paper 1 n

Resumed 1
0500 Paper First Language Engiish 1 53

Total 207
0530 Spanish Paper 1 53

0500 First Language English Paper 2 52
0510 English as a Second Language Paper 1 a2
Accounting Paper 1 21
P1_0452_01_Testlet 5

Total 291

o The Dashboard shows your centre group name, which will be your centre number

followed by ‘Cl Mocks’, along with three widgets:

¢ Registration activity summary — the total number of mock exams you made
booking for in the Digital Mocks Service application.

o Testlet Registrations — this is the number mock exams by subject you made
bookings for in the Digital Mocks Service application.

o Statistics — this is the status of the mock exams, which you can refresh to update as
the candidates sit and complete their mock exams.

e You can return to the Dashboard at any time from Home in the main menu.

Centre administrator only — creating invigilators

As a Centre Administrator you can create ‘invigilator’ users in the digital exam platform.
Invigilators have the same access as you, but cannot create users. If you want more than one
person to be able to invigilate or run exams in your centre, you can add users in the system
without contacting us.

o To view your invigilators, click on Users in the main menu. You will see yourself as
Centre Administrator and any other users you have created.

Manager

Users

+ Creste User O | fcoums  @ciarFmes

D2 Y Username = YT FirstName = Y | sumames T | Email = ¥ Group: ¥ Roles: ¥ Action

233 CentreAdmin-Juliet CentreAdmin Julie DHS001 CI Mocks Mocks Centre Admin

232 Invigilator-Julie1 Invigilator Juliel DHS001 CI Mocks Mocks Invighator

e For each user you will see columns for ID, Username, First Name, Surname, Email,
Group, Roles and Action.

o There are two roles:
¢ Mocks Centre Administrator — this is the role we give you.
o Mocks Invigilator — this is the role you give to any other users.



Delivering exams (continued)

V3

e To create new invigilators, go to the Users menu and click + Create User.

Manager Home  Leamers  Users 12 Asimon-

.@ O ®Coumns @ ClearFiters

D2 Y Username = YT FirstName = ¥ Email = ¥ Group: ¥ Roles: Y Action
233 CentreAdmin-Juliet CentreAdmin Julie DHS001 CI Mocks Mocks Centre Admin
232 Invigilatar-Julie1 Invigilator Julie1 DHS001 CI Mocks Mocks Invigitator w

e A pop-up will appear. Complete the invigilator’s details on the Details tab.

+ Create User

Roles Leamner Filters
Username @ Username
First Name First Name:
‘Surname Sumame
Email * Email
Password * Password
Email Notification @ Yes m
Default Language * Select language.
Country Australia

Time Zone * Select timezone

MFAEnforced @ | Yes | No m

e The invigilator's username must meet the following requirements:

o It may contain letters (a—z, A-Z).

o It may contain numbers (0-9).

o It may contain the at sign (@), full stop (.) and underscore (_).
. It must start and end with a letter or number.

e The Email must be the invigilator's work email address. Leave the Email Notification
option set to ‘Yes’ so they receive their username and password by email.

o Create a password by clicking the Generate button. The invigilator must change this
password the first time they log in.

e The Default Language must be English.

e Select the Country and Time Zone.

o Go to the Roles tab, click the Invigilator checkbox and click Save. This generates an
email to the user with their username and password.

=+ Create User

Details Roles Leamer Filters.

Roles

Close

B Invigilator




Delivering exams (continued)

. The new invigilator will appear in the list of users with the role of Mocks Invigilator.
They will receive an email with their username and password.

o Give invigilators the digital exam platform URL (https://cupa-am.assessor.rm.com) so
they can log in.

How to give invigilators access across multiple centre
folders

If your centre is split across different centre numbers, you can give invigilators access to your other
centres.

o Create the invigilator (please see “Centre administrator only — creating invigilators”) and find
the ID number of their account

Manager L Home Sessions Leamers My Queue Users Testlets Reporis Form Builder
GEICI ] grreuppssyss
L) TEST ClMocks &
| TEST Cl Mocks + Create User A Assign Users = Bulk Delets Users + Bulk Block Users = Bulk Remove Blocked Usars
) TEST Cl Mocks
| TEST CI Mocks Usemame: dhs_prd %
) TEST Cl Mocks .
= TEST Cl Mocks O D= Y Username = @ First Name = A i
L TEST ClMocks 0 896 dhs_prd dhs_prd
L AA111 Cl Mocks
L AA114Cl Mocks Showing 11o 1 of 1

L AATT Cl Mocks

o Navigate to the new folder you want to give them access to, and click ‘Assign Users’.

Manager dm Home Sessions Leamers My Queue Users Testlets Reporis
r‘
=t Users Roles Access Rules
L1 AA111 Cl Mocks .
_ AX114 ¢l Mock o+ Create Uzar X A=sign Users = Bulk Deletz Users <+ Bulk Black Users = Bul

LAANT Cl Mocks

| AA113 Cl Mocks e L A ® s F

e Search for the Account ID number in the filter for ‘ID’.

A Assign Users - AX114 Cl Mocks

Assign Users FRoles

O ID: ¥ Username : Y
O 145
Match Al
O 168 h
U 235 Equal fo b
O 23
O 237 | 296 |
= 238 + Add Rule
0 239
SN - |
258 )
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Delivering exams (continued)

e Select the account using the checkbox to the left, and move to the ‘Roles’ tab. Tick
‘Invigilator’.

A Assign Users : AX114 Cl Mocks

Assign Users Roles
Roles  — pemg Test Creation

[ Mocks Centre Admin

Mocks Invigilator

' RM Helpdesk (Read Only)

[ Author

] API User

] Adrmin

1 Project Admin

o Click ‘Assign’ to finish the process. The user will now be able to access two different
folders using the same account.

Removing Invigilators

Accounts for invigilators who no longer require access must be deactivated.

1. Open a browser and navigate to the digital exam platform. https://cupa-am.assessor.rm.com
2. Go to the Users menu and click the 'Update' button to the right of the user to be deactivated.
3. Move the 'Active’ toggle to 'No'.

For centres in China, please refer to the appendix here
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Delivering exams (continued)

V3

Filtering and sorting a list

Within the digital exam platform, you can view, filter and sort a list of candidates and mock digital
exams.

Go to the Learners menu, then select the Assigned Testlets tab.

Manager Home | Leamers

Learners Assigned Testlets Login History

To filter a list, click the Filter icon Y on a column header to open the filter.

Enter the search term and click Apply.

To see all candidates taking a taking a digital exam, in the Assigned Testlets tab, filter
by Session, open the filter in the Session column header and enter all or part of the
session name, then click Apply.

Manager

Leamers  AssignedTesllels  Assignedleamers  AccessRules  AccessRule Groups  IncidentCalegories  Reasons  LoginHistory  Accessibilly Opions  Incidents  Activity Log

Doukadion= | ARecontincdent | @ Password List = O | eponcsy ﬁcuumn{ @ Clear Filers :

mengm@ Status: Completed %

D: Y LeameriD: Y Usemames: Y Password: Y TestletPassword: ¥ Testiet: @smus s 7 Lastlogin: Leamer Group ¥  Session = Oﬂwﬂ

26828 13718 2008_60020126 0500 First Language English Paper 2 Completed Jan 13, 2026, 4 0341 AW CI Mocks. MC
Mock-0610-01.305ep2

28821 1317 2007_60020126 0500 First Language English Paper 2 Completed  Jan 14, 2026, 4:02:36 AM €1 Mocks. [

28826 13716 2015_60020126 0500 First Language Englsh Paper2  Completed  Jan 14, 2026, 4:26:36 AM €1 Mocks Mg [ Ctear

28825 13715 2004_60020126 0500 First Language English Paper 2 Completed Jan 14, 2026, 4'02:46 AM CI Mocks. MOCK-0500-02-11Jan26-18Jan26

28824 13714 2014_60020126 0500 First Language English Paper 2 Compleled  Jan 14, 2026, 4:01:23 AM €1 Mocks MoCk-0500-02-11J2n26-19Ja026 Update | -

28323 13713 2003_60020126 0500 First Language English Paper 2 Completed Jan 14, 2026, 4.01:32 AM Cl Mocks Mack-0500-02-11Jan26-19.an26 m

You may see candidates from previous digital exam series listed on the Learner menu.

e To remove previous candidates and mock exams from the view filter Session column to
show exams for a specific exam window, e.g. “18Jan26-26Jan26’.

e The Filter icon in the session column header shows in blue M to indicate that a filter is
applied. The filter applied is also shown above the list on the left. If filters are applied to
more than one column, they will also show above the list.

o Toremove a filter from a single column, click the X on the filter above the list on the left
or open the filter from the Filter icon and click Clear. To remove all filters, click the Clear
Filters button on the right above the list.

e You can sort the list in ascending or descending order using the arrows to the right of
the field title.

Testlet[2]

You can change how many records you see on a page from 15 records to 100 records.

15 per page - « . 2 » (]

25
20
100




Delivering exams (continued)

Checking candidate details

You must check all your candidate details are correct and match the booking you made in the
Digital Mocks Service on My Cambridge.
¢ Open a browser and go to the digital exam platform: https://cupa-am.assessor.rm.com
¢ (o to the Learners menu, then select the Assigned Testlets tab.
e For each candidate, you will see their full name in the First Name column and their
candidate number in the Student ID column
¢ Each candidate has a username and password which they will use to log in to their mock
exam. These are in your own centre group, shown in the Group column.

- Manager Home  Leamers  Users

Leamers Assigned Testlets Login History

] £ Coumns @ Clear Filters
First Name = Y StudentiD: Y Username : Y Password + Y Group: Y Actions
Berko Hendry 0013 DHS001_0013_60020724 DHS001 CI Mocks
Manju Tobin 0011 DHS001_0011_60020724 DHS001 CI Mocks
Zawar Gamnier 0020 DHS001_0020_60020724 DHS001 GI Mocks
Tiara Edwardson 0012 DHS001_0012_60020724 DHS001 CI Mocks

Checking mock exams and exam windows

You must check all your candidate are assigned to the correct mock exam in the correct mock
exam window you made in the Digital Mocks Service on My Cambridge.
e Open a browser and go to the digital exam platform. htips://cupa-am.assessor.rm.com/

¢ Go to the Learners menu, then select the Assigned Testlets tab.

e To view your mock exams, click on Learners in the main menu and then Assigned
Testlets in the sub-menu. Here you can see a list of all the exam windows that have
mock exam bookings.

e For each mock exam you will see the name of the exam in the Testlet column and the
exam window dates, in the Session column.

Manager

Password List v
: ¥ FirstName: ¥ TestietPassword ¥ Currentitem @ Usedtime: Y Lastlogin = Learner Group =

32515 CMbKE2ES3. Ava Smith Testpas:01 Demo Test (Holding Page) Pending DMS96 CI MOCKS LDB DUMMY

0 a2514 CIMbKE2ES4 Enetan Garcia Testpasx02 Demo Test (Holding Page) Pending DMS38 CI MOCKS LDB DUMMY

7 32508 nolidingchks? Honey Lindsay Testpassi03 Demo Test (Holding Page) Pending DIMS38 CI MOCKS LDB DUMMY

e The Status column shows the status of the mock exam:

¢ Pending — the mock exam is available and the candidate is not yet logged.

¢ Holding — the candidate is logged into but the mock exam has not yet started.

¢ In Progress — the mock exam has started and candidates are working through the
questions.

o Suspended — the person monitoring the digital exam platform has paused the digital
exam because of an emergency or a supervised break.

¢ Resumed - the person monitoring the digital exam platform has restarted the digital
exam after an emergency or a supervised break.

e Completed — the candidate has finished and submitted the mock exam.
Absent — the candidate has not attended the mock exam session and the person
monitoring the digital exam platform has updated the status from Pending to
Absent.
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Delivering exams (continued)

e Use the information in the Current Item, Used time and Last login columns to monitor
your candidates’ progress when they are sitting their mock exams.

Setting up extra time for candidates

For candidates who need extra time, you should add it before the mock exam starts. You can
add it after the mock exam has started if necessary.

¢ Open abrowser and go to the digital exam platform: https://cupa-am.assessor.rm.com/

¢ Go to the Learners menu, then select the Assigned Testlets tab.

¢ Find the candidate who needs extra time. Click the Update button in the Action column.

o Select the Adjustments tab.

o Enter the percentage (%) of the total exam time you wish to add. In the example below

the candidate has been given 20% extra time to complete the test.
o Select Save.

Candidates can submit the exam at any time when they are done, whether they have been
awarded extra time or not. There is no requirement to wait for the timer to elapse.

# Update Testlet: DHS001_0088_60020724

Assessme Adpstments M Assessor Integration  Activity  Media

Rem Response Time (%) n

Close

Setting up rest breaks for candidates

For candidates who need rest breaks in their mock exams, you should add it before the mock
exam starts. You can add it when the mock exam has started if necessary.
o Open abrowser and go to the digital exam platform: https://cupa-am.assessor.rm.com/
o Go to the Learners menu, then select the Assigned Testlets tab.
¢ Find the candidate who needs rest breaks. Click the Update button in the Action
column.
o Select the Adjustments tab.
o Set Pause to ‘Active’
e Set Pause time limit to ‘Custom’, then select the number of minutes for the rest break
from the drop-down list.
e Set Pause timer to ‘Yes'.
e Press Save.
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V3

# Update Testlet: 98765_9991_60010125
Assessment Talview Activity Media
Item Response Time (%) 0
Pause | Active -
Pause time limit () Inherit | @ Custom: 10 || minutes = |
—
Reason Approved Rest Breaks -
Comment Approved rest break for leamer 9991)
[ Close

o When the candidate logs in to the mock exam and selects the clock menu, they will a
‘Stop the clock’ option.

~ o - [oomsE

Count up
rer Section A, Que c » ®

Hid clock

o When the candidate clicks ‘Stop the clock’ they will see the below message:

Your exam is paused

Exam time remaining:01:58:08
Break time remaining:00:00:00

e The candidate clicks the Resume button to restart the digital exam with the same time
remaining.

e Ignore Break time remaining for mock exams (this only applies if a custom time allowed
for rest breaks has been configured).

o The person monitoring the digital exam platform will be notified when a candidate pauses
their mock exam.

12



Delivering exams (continued)

Pause Timer

DHS001_0639_60020724 ¢
Learner unpaused the test

At: Oct 22, 2025, 5:18:36 PM
Current Status: Completed

Pause Timer

DHS001_0639_60020724 ¢
Leamer paused the test

At Oct 22, 2025, 5:18:33 PM
Current Status: Completed

DHS001_0639_60020724 =
Learner unpaused the test

At: Oct 22, 2025, 5:18:27 PM
Current Status: Completed

Pause Timer

Giving candidates their login details

Candidates log in to their mock exams using a username and password on the day of the exam.
Check the passwords are for the correct exam.
You can export the login details in several formats on the Assigned Testlets tab and distribute
them to your candidates at the start of the mock exam.

o Open abrowser and go to the digital exam platform: https://cupa-am.assessor.rm.com/

o Go to the Learners menu then the Assigned Testlets tab.
Filter the list to see only the candidates you need by clicking the Filter icon on the
Testlet column and filter for the exam.
Filter the Session column, to filter out past exam sessions or if you have multiple
syllabus entries. Click Apply.
o Alist of passwords will appear under the Testlet Password column

Learners  Assigned Testlets  Login History

@ Bulk Action + @ Password List» o BC
First Name: talv %
ID: ¥ Username: Y |FirstName ¢ Y || Testiet Password ¢ Y | Testlet: Y Status: ¥ Lastlogin ¢ Learner Group ¢ ¥ Session =
7712 DHS001_0666_60020724 Taview Students | KsTam 0452 Accounting Paper 1 Completed Oct 20, 2025, 4:21:02 PM DHS001 CI Mocks MocKTV-0452-01-190¢t25-260ct25
7714 DHS001_0666_60020724 Talview Student 6 FEX9?T 0500 Paper First Language English 1 ‘Completed Oct 21, 2025, 3:02:41 PM DHS001 CI Mocks MockTV-0500-01-190ct25-260ct25

7 DHS001_0667_60020724 Talview Student 7 Ege@8 0452 Accounting Paper 1 Completed Oct 20, 2025, 4:27:01 PM DHS001 Cl Mocks MOCKTV-0452-01-190C125-260ct25

U U U U

773 DHS001_0667_60020724 Talview Student 7 IjVAgK 0500 Paper First Language English 1 ‘Completed Oct 21, 2025, 3:18:18 PM DHS001 CI Mocks MockTV-0500-01-190¢t25-260ct25

ihowing 110 4 of 4

e To export the list, click the Password List drop-down menu and select one of the
options:
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Delivering exams (continued)

e CSV —generates a CSV file containing the login details for the selected mock exam
(one per row). (recommend option)

e Learner Password Sheet PDF — generates a PDF containing the login details for the
selected mock exam (one per page).

e Learner Password Sheet PDF (2*7) —generates a PDF containing the login details for
the selected mock exam (14 per page).

Manager Home Leamers  Users

Learners Assigned Testlets Login History

—
& Bulk Action ~ @ Password List »

Learner Password Sheet PDF

L B2 Y | | eamerpassword Sheet POF (27) °* : 4
O 7714 Ccsv ident 6
O 773 DHS001_0667 60020724  Talview Student 7
mM T740 nUonNN4d Nece cNNON7N A Tahiiour Chiidant ©

¢ Depending on the settings in your browser, the PDF or CSV files generated will be
downloaded to your default download location.

e Print the login details, ensuing they are stored securely and distribute them to your
candidates at the start of the digital exam. Candidates must not share their login details
with other candidates.

Here is an example of candidate login details in the CSV format in Microsoft Excel.

A B T D E
1 First Mame Surname Username Password Assigned Testlet
2 Karl Smoke Dec DM399 0011 60020125 $HYD4da 9990 Psychology Paper 1
3 | Sophie Smoke Dec DMS99_0012_60020125 ?w38QW 9990 Psychology Paper 1

Here is an example of candidate login details in the PDF format.

= Menu ¢ V¥ leamerOrg password_si. X | + Create

Alltools  Edit  Convert  E-Sign

: Name: Talview Student 7
f; Username: DHS001_0667_60020724
l“l. Password: tEgc@8
a, Test: 0452 Accounting Paper 1




Delivering exams (continued)

Here is an example of candidate login details in the PDF (2*7) format

Name: UAT Nov - Bruno Costa Name: UAT Nov - Adrian Popescu
Username: DHS001_0671_60020724 Username: DHS001_0668_ 60020724
Password: #X9csX Password: dy|@2c

Test: 0530 Spanish Paper 1 Test: 0530 Spanish Paper 1

Name: UAT Nov - Erik Muller Name: UAT Nov - David Horvath
Username: DHS001_0676_60020724 Username: DH5001_0674_60020724
Password: N#7Tg6 Password: R6&2%p

Test: 0530 Spanish Paper 1 Test: 0530 Spanish Paper 1

Giving candidates access to their mock exam

Candidates must access their mock exams using this url:
https://cupa-am.assessor.rm.com/engine/index.php/Ims/login/path/ci-mocks
¢ You must share this URL with your candidates at the start of the mock exam to allow
them to navigate to the login page.
o Candidates must use a recommended browser to access the mock exam (see the Tips
for Delivering Exams guide on the support site for more information).

To access this link in the digital exam platform:
¢ Open a browser and go to the digital exam platform. https://cupa-am.assessor.rm.com/
o Go to the Learners menu then the Assigned Testlets tab.
o Click the Update button next to the learner.
o Click on the Test path link. This will show the URL that you can use for all Cambridge
mock exams (this will be called ‘ci-mocks’).
o To copy the URL, right-click on the Test path link and select Copy link address.

# Update Testlet: DHS001_0044_60020724

Assessment  Adjustments  RMAssessor Integration  Activity  Media

Assessment® 0500 Paper First Language Engiish 1

e

Sesslons Mock-0500-01-14Sep24-28Sep24

Status InProgress | Abandoned | Resumed
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Delivering exams (continued)

¢ When candidates log in, they will see the instruction page for the mock exam.

P CAMBRIDGE 0500 First Language English P2 R | Accessibility
Cambridge IGCSE™ MOCK EXAM
First Language English MNSTRUCTIONS
0500 * Answer two questions in total
= Section A answer Question 1
Paper 2 Directed Wnitng and Composition = Section B answer one question.
« Dictonarnes are not aliowed.
INFORMATION
2hours
) « The total mark for this exam & 80
+ The number of marks for 0
— + You can use paper for your rough work. This rough paper will ot be marked
To etor tothes at . cick the B con + To change screen settings cick e - Accessiba | con
+ Touse the highiighter took, cick the & v con
« To open the notes ool cick the 55 icon. Notes you make in the notes 100! willnot be marked
o v b b o P 33 g
cuns

e They will not be able to begin until the person monitoring the digital exam starts
the exam.
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Delivering exams (continued)

Starting mock exams and monitoring candidate
progress

Starting the exam

To start the mock exam, you must release candidates from the Holding status.
e Open a browser and go to the digital exam platform: https://cupa-am.assessor.rm.com/

¢ Go to the Learners menu, then select the Assigned Testlets tab.
o Filter by the Session column to display the list of candidates for the mock exam.

Manager Home = Leamers 9 2 0DMS98_Mocksinvig
O Bus Action + @ Password List » o & Columns ® Cloar Fiters
0 ID: Y \Username: Y FirstNames ¥ Testlet Password = Y Testlet: Y Current item Status: ¥ Usedtime: Y Learner Group * £ 4 Y Action
32515 CIMbKE2ES3 Ava Smith Testpassx01 Demo Test (Hoiding Page) Pending DMS98 CI MOCKS LDB DUMMY ';'g‘;:’:“?ﬁg_‘w Update | ~
0 32514 CrmbKE2E94 Esteban Garcia Testpass02 Demo Test (Holding Page) Pending DMS98 CI MOCKS LDB DUMMY ’l“j;’s:,f;”,‘;g:pq N Update | +
O] 32508 holidingchka? Honey Lindsay Testpass:03 Demo Test (Holding Page) Pending DMS98 CI MOCKS LDB DUMMY :ﬁ‘;j;’;’:“;g:l ; Update | ~
£p26-285ep2e

¢ The word Holding will appear under the Status column when the candidate logs in. If a
candidate does not log in, the status will show as Pending.

¢ Filter the Status column by Holding, then select the candidates using the tick box in the
left-hand column.

o Please note: you can bulk release candidates by ticking in the box highlighted in
blue as shown below.

Learners Assigned Testlets Assigned Leamers Access Rules Access Rule Groups Incident Categories Reasons Login History Accessibility Options Incidents Activity Log
BulkAction v | A\Record Incident @ Password List v o A ExportCSV | £ Columns | @ Clear Filters

100 records selected X

- ID: ¥ Username + Y FirstName: Y ::i::nm 2V Testlet: A 4 :::':em ﬁ::;d =V Lastiogin+ ::::' : 7 Aclion

25605  DMS99_0038 60020126 PRD Nov - o 9990 Psychology Paper 2 ) DMS99 CI Mock-9990-02-
Cassandra golding 23Nov25-28Nov25

25606  DMS99_0039 60020126 PRD Nov - Aida Test 9990 Psychalogy Paper 2 o DMS99 CI Mock-9990-02-
olding 23Nov25-29Nov25

25975  DMS39_0087_60020126 PRD Jan - Violet 9990 Psychalogy Paper 2 i DMS99 CI Mock-9990-02-
Meclain st Zolding 04Jan26-12Jan26

25074  DMS99_0086_60020126 PRD Jan-Kristine [ 9990 Psychology Paper 2 i DMS99 CI Mock-8990-02-
RoIng 04Jan26-12Jan26

775 DMS99_0011_60020125 Karl Smoke Dec — 9990 Psycnology Paper 2 ) DMS99 Gl Mock-9990-02-
Holding 02Dec24-13Dec24

776 DMS99_0012 60020125 Sophie Smoke Dec 9990 Psychology Paper 2 Holding DMS99 Cl Mock-9990-02-
02Dec24-13Dec24

B 25609  DMS99_0036_60020126 PRD Nov- 9990 Psychology Paper 1 i DMS29 CI Mock-9990-01- =

g = = ov Test sycehology Paper Holding oc!
Marcelino 23Nov25-29Nov25

25610 DMS99 0037 60020126 PRD Nov-Demar 9990 Psychology Paper 1 Holding DMS99 CI Mock-9990-01-
23Nov25-29Nov25

25978  DMS99_0085 60020126 PRD Jan - Benny et 9990 Psychology Paper 1 — DMS99 CI Mock-9990-01-
olding 04Jan26-12Jan26

@ 25079  DMS99 0084 60020126 PRD Jan- Mayra 9990 Psyehology Paper 1 DMS39 CI Mock-9990-01- =
g -o08a ¥ Test syenology Fap Holding

04Jan26-12Jan26

e Select Bulk Action drop down then Resume Learners.
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Delivering exams (continued)

Leamners

Update

Assigned Testlets

signed Testlets

Mark Outside Activities

Suspend Learners

Resume Leamers

Delete

50020126

Export Assessment to PDF

25606

25975

25974

775
°

DMS99_0039_60020126

DMS99_0087_60020126

DMS99_0086_60020126

DMS99_0011_60020125

A Record Incident

Assigned Learners

@® Password List ~

Y FirstName ¢

PRD Nov -

Cassandra

PRD Nov - Aida

PRD Jan - Violet

Mcclain

Karl Smoke Dec

PRD Jan - Kristine

Access Rules Access Rule Groups Incident Categories Reasons Login History
T T s sy Y
Test 9990 Psychology Paper 2 Holding
Test 9990 Psychology Paper 2 Holding
. 9990 Psychology Paper 2 Holding
et 9990 Psyehology Paper 2 Holding
et 9990 Psychology Paper 2 Holding

Accessibility Options

Last login =

Learner Y

DMS99 CI

DMs99 CI

DMS39 CI

DMS99 CI

DMS99 CI

Incidents Activity Log

# Export CSV

£ Columns

Mock-9990-02-
23Nov25-29Nov25

Mock-9990-02-
23Nov25-29Nov25

Mock-9990-02-
04Janz6-12Jan26

Mock-9990-02-
04Jan26-12Jan26

Mock-9990-02-
02Dec24-13Dec24

@ Clear Filters

Action

The Resume Learners pop-up will appear. Make sure the Resume option is set to
Holding and the Select all learners option is set to ‘No’. Check the number of
candidates is correct then select Resume in the bottom right of the window.

Resume Learners

You have selected to bulk update 1 learner(s)

Select all learners (across
all pages)

1 learners with status 'Holding' will be set back to 'Releasing'

You will be redirected back to the Assigned Testlets tab and the mock exams will show
as ‘Releasing’.

Manager

Learners.

D e Acten «

Assigned Testets

® Passwora st «

Logn Mistory

Session. MockQ4.0500-02-225ep25-310¢128 X

o: Y
352
7354
7353

7355

7351
357
730
3%
7359

Showing 110 10 of 1
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Username =
DHS001_0640_60020724
DHS001_0637_60020724
DHS001_0635_60020724
DHS001_0639_60020724
DHS001_0634_60020724
DHS001_0642_60020724
DHS001_0643_60020724
DHS001_0638_60020724
DHS001_0641_60020724
DHS001_0636_60020724

Y

UAT Q¢

UAT Q4 -

UAT Q4

UAT Q¢

UAT Q4 -

UAT Q4 -

UAT Q4

UAT Q4

UAT Q4

UAT Q4

Kewa Noers.
Harvey King
Fredae Iving
J8c0b Morgan
Eva Howara
Moty Patel
Nathan Reed

Imogen Lane

Gecrga James

UAT Q¢

UAT Q4 -

UAT Q4 -

UAT Q4

UAT Q4 -

UAT Q4 -

UAT Q4

UAT Q4

UAT Q4

UAT Q4

Testlet Password <

Kera Noerts
Harvey King
Fredde Ivng
48000 Morgan
Eva Howard
WMoty Patel
Nathan Reed
Imogen Lane
Leo O'Bren

Georga James

y Testiet:

0500 First Language Engtsh Paper 2
0500 First Language English Paper 2
0500 First Language English Papes 2
0500 First Language Engush Paper 2
0500 First Language Engitsh Paper 2
0500 First Language Engitsh Paper 2
0500 First Language Engish Paper 2
0500 First Language Engiish Paper 2
0500 First Language Engtsh Papes 2

0500 First Language Engiish Paper 2

e
|2| 2025, 34312PM

Penang
Pendrg
Pendng
Pendrg
Pendig
Pendng
Sep 24, 2005, 44658 PM
Oct21, 2025, 208 12 P

Oct 21, 2025, 126,43 PM

Learner Group
DHS001 CI Mocks
DHS001 C1 Mocks
DHS001 CI Mocks
DHS001 CI Mocks
DHS001 CI Mocks
DHS001 CI Mocks
DHS001 CI Mocks
DHS001 CI Mocks
DHS001 CI Mocks

DHS001 C1 Mocks

O ocmens

Y Session:

MOCKO4.0500-02- 2256025910125
MOCKQ4-0500-02-2250p25-310¢125
MockQ4-0500-02-2256p25-310¢125
MOCKQ4.0500-02.2286p25-310¢125
MOCKQ4-0500-02-2250p25-310¢125
MOCkO4.0500-02-2256p25- 3106125
MOCKOS-0500-02 2256p25-310¢125
MOCKQ4-0500-02-2250p25-310¢125
MockQ4.0500-02-225ep25-310¢125

MOCKQ4-0500-02-225€p25-310¢125

© s Fiees

Y Acten

15perpage~ O

When they have been released the status will show as In Progress. Refresh the list to
update the status for each candidate.
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Manager

D: Y Username Y FirstName :

351 DHS001_0642_60020724 UAT Q4 - Moy Patel
7354 DHS001_0637_60020724 UAT Q4 - Harvey King
7353 DHS001_0635_60020724 UAT Q4 - Fredde Iving
7358 DHS001_0639_60020724 UAT Q4 - Jcob Morgan
7358 DHS001_0634_60020724 UAT Q4 - Eva Howard
7357 DHS001_0643_60020724 UAT Q4 - Nathan Reed
7352 DHS001_0640_60020724 UAT Q4 - Kera Norms
7359 DHS001_0636_60020724 UAT Q4 - Goorga James

Y  Testlet Password +

WFSI5t
WFSI5t
ps8XJ#
M@s
T@4Aes
595Bb*
@E%WSN

@E%WBN

Y Testiet:

0500 First Language Engish Paper 2
0500 First Language Engtsh Paper 2
0600 First Language Englsh Paper 2
0500 First Language Engish Paper 2
0500 First Language Engish Paper 2
0600 First Language Englsh Paper 2
0500 First Language Engish Paper 2

0500 First Language Engitsh Paper 2

Lastlogin

©c121, 2025, 3.43.12 P

gﬁmmi

Oct 21, 2025, 1:26 43 PM

Learner Group ¢ Y
OHS001 CI Mocks.
DHS001 CI Mocks.
DHS001 CI Mocks.
DHS001 C1 Mocks
DHS001 CI Mocks.
DHS001 CI Mocks.
DHS001 CI Mocks.

DHS001 CI Mocks.

O ©OCoum

Session :

MOCKOM.0500.02- 2286025310025
MOCKO-0500-02-2234925-310025
MOCKOM-0500-02-2256p25-310C25
MOCKOM. 0500 02-228p25- 310025
MOCKOM-0500-02-2254p25-310025
MOCKOM-0500.02-225p25-310c25
MOCKOM.0500.02-228925- 310025

MOCKOM-0500-02-229p25-310025

© G Finws

¢ |t can take up to 60 seconds for candidates to be released from the instructions page and
once the candidates have been released, the mock exam will start.

e Once candidates complete and submit their mock exams, the status will show as

Completed in the Status column.
Monitoring candidate mock exam progress

During the exam, you can monitor candidates’ progress.
¢ Open a browser and go to the digital exam platform: https://cupa-am.assessor.rm.com/
o Go to the Learners menu, then select the Assigned Testlets tab.
o Filter to the show the specific activity you want to see.
¢ You can monitor the Current Item, Status, Used time and Last login columns for up-to-

date info

Manager

camers  Assigned Testiets  Login History

Do Acten «

@® Praswed Ust «

Session: MOCKO4.0500.02-228p25-310¢125 X

ID: Y Username:

Y  FirstName s

7351 DHS001_0642_60020724 UAT Q4 - Moty Patel
7354 DHS001_0637_60020724 UAT Q4 - Harvey King
7383 DHS001_0635_60020724 UAT Q4 - Freade Inng
7385 DHS001_0639_6002072¢ UAT Q4 - Jacod Morgan
7358 DHS001_063_60020724 UAT Q4 - Eva Howard
7357 DHS001_0643_60020724 UAT Q4 - Nathan Reed
7852 DHS001_0640_6002072¢ UAT Q4 - Kea Norrs
7359 DHS001_0636_60020724 UAT Q4 - Gecrgia James
7%0 DHS001_0638_60020724 UAT Q4 - Imogen Lane
3% DHS001_0641_60020724 UAT Q4 - Leo O'Bewn

Showing 110 10 of 10

e You can refresh the filtered list using the refresh button

Y  Testiet Password =

WESISt

WFSISt

pSEXJ#

z'm@s

T@4Aes

5958b"

@E%WBN
@E%WSN
@E%WBN

@E%WN

rmation on your candidates’ progress.

Y Testet:

0500 First Languaage Engish Paper 2
0500 First Langusage Engish Paper 2
0500 First Language Engish Paper 2
0500 First Langusage Engish Papes 2
0500 First Language Engish Paper 2
0600 First Langusage Engish Paper 2
0500 First Language Engish Paper 2
0500 First Language Engish Paper 2
0500 First Langusage Engish Papes 2

0500 First Language Engish Paper 2

list to update the information displayed.
Current Item — shows the question number the candidate is answering.
Status — shows the overall status of the candidate’s mock exam.
Used time — shows the time the candidate has used in their mock exam so far.
Last login — shows the last time the candidate logged in to their mock exam.

121, 2005, 3.4312PM

Sep 24, 2025, 44658 PM

Penainy
Comgleted Oct 21, 2025, 126 43 PM
Comgleted

0121, 2025, 20812 PM

o

Learner Group © b ;

oMS0o1 ¢t

DHS001 CI

DHS001 CI

OHS001 CI

DHS001 CI

OHS001 CI

OMS001 C1

DHS001 CI

OMS001 CI

OHS001 C1

Session ¢ Y |Acton
0405000

04.050002-228p25-31
0405004
040504 | Clear Apply

040500 02 Z25epeF ITO0LS
O4.0500.02-228¢525-31025
04050002 2286025310025
04050002 2286925-310¢25
04.050002-2286p25- 310025
O4.0500.02.2286p25-310025

040500 022286925 31025

15 per page «

©

shown above, or below the

e The status of your candidate mock exam will change as follows:
At the start of the exam all candidates will have Holding status.
When the exam starts, their status will change to In Progress.

If a mock exam is paused their status will change to Suspended.

When the mock exam is restarted after being paused, their status will change to

Resumed.
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V3

¢ When a candidate submits their exam their status will change to Completed.
¢ |f a candidate does not attend the exam, you should change the status to Absent. (See
Absent section.)

It is important to monitor the status of your candidate’ exam and make sure they all show the
Completed status at the end of the exam. This confirms the candidate’ mock exams are finished
and their exam responses will be marked by Cambridge.

Notifications from the digital exam platform

During a digital mock exam, the person monitoring the digital exam may receive one or more
notifications. These appear in the bell icon in the top-right corner next to your name and the link
to log out.

Manager Home Leamers

Leamers Assigned Testlets Login History

A notification means the communication between your candidates’ exam and the central server
has been lost for two minutes.
e The notification shows the candidates’ username, exam and time of the possible
connection interruption.
¢ |[f this happens, inform the invigilator to check with the candidate that they are still active
in their mock exam.
o If the connection has been interrupted, the candidate will not be able to progress beyond
their current question until the connection is restored.

Possible Connection Loss

This tells you when a candidate’s exam loses

No Message. connection with the central server and the exam has
S | not saved successfully. If the exam reconnects to the
central server, the notification changes to ‘Possible

crmbkE2ES  (DMS  ClI MOCKS LDB D Connection Interruption’ when the page is refreshed.
UMMY) g

Demo Test (Holding Page)
At Jan 20, 2026, 11:27:10 AM
20 hour(s) 47 min(s)

- _ . Possible Connection Interruption
Possible Connection Interruption

crmbkE2ES (DMS CIMOCKSLDB D This tells you when a candidate’s exam has
EP'-*MY#E: g Pace) reconnected to the central server after a connection

emo les olding Fage epn . . .
At Jan 20 2026, 11-14:55 AM loss. The nohﬂcah_on shows the time the conne_ctlon
Gained At Jan 20, 2026, 11:24:10 AM was lost, the time it reconnected and the total time
9 min(s) without a connection.
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Delivering exams (continued)

Notifications to candidates

If the connection is lost, candidates will receive a pop-up message on their screens. The exam
can generate two messages to tell candidates what to do, as well as notifying the person
monitoring the exam platform.

Please wait...

This pop-up message appears (with three
moving blue dots) if the connection is
unusually slow and the page cannot load or
complete a background task within a set time.
It will usually disappear when the page has

finished loading. If the connection is lost for If this message does not clear after 10-15 seconds,
please raise your hand to speak with the invigilator,

Please wait...

This is taking a little longer than expected

Please wait. Do not refresh the browser.

longer, it will be replaced by the ‘Network
connection issue’ pop-up.

e To remove this notification:

o The invilgiator must advise the candidate to wait one minute to see if the connection
speeds up and the notification disappears.If this does not dispapear the invilgiator
must coomuincate repsonsible for resolving technical issues on exam day to take
over the mangaing the issue.

o The person resolving the issue, must exit the lock down browser solution and restart
the lockdown browser solution. They must advise the candidate to use their
credentials to log back in to the exam. When they log in again, the exam will
continue from where it stopped. All answers will have been saved.

o Check the candidates’ internet connection on their computers. If the computers have
no internet connection, request support from your IT team.

o Check other candidates’ computers are not affected. If they are also affected by a
loss of internet connection, ask your IT team to check the available bandwidth. If
possible, ask other internet users in your centre to stop using the internet.

Network connection issue
This pop-up message appears if the exam detects that the network connection has been lost.
The Retry button tries to restore the connection. There is no risk of losing data.

Network connection issue

The system is currently unable to perform your request.
Please wait 3 seconds and click on the "Retry’ button.

If you continue to experience issues please raise your hand to speak with the
invigilator.

Do not refresh the browser unless instructed to do so by the invigilator.
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Delivering exams (continued)

e To remove this notification:

o The invilgiator must advise the candidate to wait one minute to see if the connection
is restored. If so, the candidate can continue the exam.

o If other candidates are affected, you must inform the person monitoring the digital
exam as well as get support from the person resolving technical problems to check
the internet connection.

o Once the internet connection is restored, candidates can click the Retry button to
continue the exam.

If the exam window is coming to an end and a candidate is still experiencing connection issues
and has been unable to complete their test, please contact us, details on page 30.

Updating the status of mock exams

In certain situations, you may need to update the status of the mock exams for one or more
candidates.

Suspend

Use this to pause an exam for one or more candidates because of an emergency or a
supervised break. In these situations, invigilators must always communicate with the person
monitoring the digital exam platform.

e Open a browser and go to the digital exam platform. htips://cupa-am.assessor.rm.com/

o Go to the Learners menu then the Assigned Testlets tab.

e Select the checkbox in the first column of the candidates you want to suspend.

o Select Bulk Action and then click Suspend Learners.

Home Sessions Leamers My Q

Leamners Assigned Testlet: Acces
| ® Bulk Action~ | I A Record Incident @F

& Update Assigned Testlets

# Mark Outside Activities Y
St >

» Resume Learners N 20125
— Delete

@® Export Assessment to PDF 20125
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Delivering exams (continued)

e A pop-up box will appear. Select a reason from the list and enter a comment (optional).

§ Suspend Leamers

Select all earmers (across | ves [0
all pages)

e Click the Suspend button to pause the candidates’ exam.

Il Suspend Leamers
You have selecied to bulk update 1 learner(s)

Select all learners (across Yes No
all pages)

1 leamers with status 'In Progress' will be 'Suspended'

Reason Select reason type...

Comment

¢ The status of the exam is updated to Suspended in the status column.

Manager Home
Leamers  AssignedTestiets  Login History
FOukUptals 0 Suspendleamers & Resume Loamers | @ Password st~ O | OCoums | @Clear Fiters

Testiel: June 2022 Paper 1% Session: 09Dec24 %

T ID: ¥ Usemame: Y FirstName: Y TestietPassword: Y  Testiet: ¥ Cumentitem  Sttus: ¥ Usedtime: Y Lastlogin: Learner Group = ¥ Session (3] acton
801 98765_9991_60010125  Lisa Heath BEBWEN Computer Science June 2022 Paper 1 [T 10 Dec 11, 2024, 45529 PM 98785 Mocks Mock-J277-01-Jun22-09Dec24-220ec24
800 96765_9990_60010125  Brian Parkinson ~ WF$15t Computer Science June 2022 Paper 1 Pending 88765 Mocks Mock-J277-01-Jun22-09Dec24-220ec24

Showing 110 2012

t5perpage = O

¢ Once suspended, the exams will pause and the candidates will see a message on-
screen confirming the suspension.
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Delivering exams (continued)

B | & Assessment Master - Exam Wi X+

« c Q B hupsiicupa-am.assessor.m.com/engine/index.php/ms/index

Examination currently suspended

‘You will have to log in to continue.

- 8 X

o da @ =

Examination currently suspended

You will have to log in to continue.

e Each candidate will need to click the Logout button on the message that appears.

e To restart the exam, they will need to log in to the exam again.

V3
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Delivering exams (continued)

Resumed

When the invigilators have communicated that the candidates are ready to restart the exam,
select the checkbox in the first column for one or more suspended exams to be resumed.

e Select Bulk Action and click Resume Learners.

Home Sessions Leamers

Leamers Assigned Testlets Acces

.,& Record Incident @1

# Update Assigned Testlets
& Mark Qutside Activities
I Suspend Learners —

» Resume Learners o Y
_ o,  —

— Delete ;
20125

® Export Assessment to PDF

e A pop-up box will appear. Select a reason from the list and enter a comment (optional).

Resume Leamers
Yo hive slected 1o bulk update 1 leamer(s)

Select 2l leamers (across Yes n
all pages)

1 leamers with staliss ‘Suspended will be 61 back 1o Resumd”

Reason Supenvised Breaks

Comment Cptional comment

o Click the Resume button to resume the exams.
e The status of the exam is updated to Resumed in the Status column.

Leamers  AssignedTestiets  Login History

#BukUpdate | § Suspend Leamers | & ResumeLesmers | @ Password Ust s O | ©Coums @ CesFiues

Testlet: June 2022 Paper 1% Session: 09Dec24 X

T ID: Y usemame: Y FirsthName: ¥  TesuetPassword: Y  Testiet: ¥ Cumentmem  Status: ¥ Usedtme: Y  Lastiogin s LeamerGroup = ¥  Session = [¥] Action
O 8ot se7es 991 60010125 LisaHeatn @ESweN Computer Science June 2022 Paper 1 Qs .. Dec 11, 2024, 45529 P 96755 Mocks Mook J277.01Junz2.09Dec24.220ec24
800 98765_9990_60010125  Brian Parkinson WFSISt Computer Science June 2022 Paper 1 Pending GBTE5 Mocks Mock-J277-01-Jun22-09Dec24-22Dec24
iSperpage~ O

Showing 1102 012

e To restart the exam, candidates will need to log in to the exam again using the exam link
and their login details.
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Delivering exams (continued)

Absent

If any of your candidates are absent and cannot sit their mock exam in the window you need to
record them as absent. This updates the status of their exam to Absent so they are shown as
absent in the results reports in the Digital Mocks Service application. If you do not do this, the
status of their exam will remain as Pending indefinitely and will show the same in the results
reports in the Digital Mocks Service application.

o Select the checkbox in the first column for one or more Pending exams to be marked as
Absent.

e Click the Bulk Update button above the list.

Manager Home  Leamers

Leamers  Assigned Testiets  Login History

FEUkUpsate | | W Suspead Leamers | b Resume Leamers || @ PasswordList = O Ocoumss | @ Clew Fiters

Testiet: June 2022 Paper 1% Session: 090ec24 X

ID: ¥ Usemame Y FirstName: Y TestietPassword= Y Testiet: Y Curentitem  Status: ¥ Usedtimes Y Lastiogin: Learner Group = ¥ Session = (3] Action

801 98765_9991_60010125 Lisa Heath BESWEN Computer Science June 2022 Paper 1 98765 ~J2TT7-01-Jun22-09Dec24-220ec24
800 98765_9990_60010125 Brian Parkinson  WFSISt Computer Science June 2022 Paper 1 Compieted 32 Dec 11, 2024, 45529 M 96765 ~J277-01-Jun22-09Dec24-220ec24

Showing 1102 of 2 15perpage~ O

¢ In the Bulk Update Tests pop-up box, select the Absent status and click the Save.

# Bulk Update Tests
You have seleciad 10 bulk update 1 learmerns)

Select all learrers (across es “
allpages)

Assessment  Adustments M Assessor Inbegration

Status Perddng | In Progress | Completed | Locked Oul | Suspended | ABandoned

Resumed | Exiled Suspended | Paused | Holding | Releasig | Evergn RS

e The status of the exam is updated to Absent in the Status column.

Leamers  AssignedTestiels  Login History

#BukcUpdate | u Suspendleamers | b Resume Leamers @ Password List - O | @Coums @ CesFies

Testlet: June 2022 Paper 1%  Session’ 09Dec24 X

ID: Y Usemame: Y FirsthName: ¥  TesuetPassworda: Y  Testiet: Y Cumentiem  Sttus: Y Usedtime: ¥  Lastiogin s LeamerGroup : Y  Session = [¥] Action
O 801 o87es 99a1 60010125 Lisa Heatn e Computer Science June 2022 Paper 1 E] 98765 Mocks Mock-J277.01-Jun22-080ec24.220ec24
800 9B765_9990_60010125 Brian Parkinson  WFSISt Computer Science June 2022 Paper 1 Compieted 32 Dec 11, 2024, 4:55:20 P 98765 Mocks MOck-J277-01-Jun22-09Dec24-22Dec24

Showing 1102 012

15perpage~ O
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Delivering exams (continued)

Completed

If a candidate does not finish the exam correctly by clicking Submit, their exam status remains
In Progress. The person monitoring the digital exam platform needs to monitor this on the

Assigned Testlets tab and communicate with the invigilator.

The status of their exam is updated to Completed (see the Student Guide for Taking Exams for

more information).

The person monitoring the digital exam platform must monitor the status of candidates’ exams to
check they all show Completed at the end of the exam. This makes sure candidates’ exams wiill

be marked.

At the end of the exam, candidates will be presented with two choices:

o Take survey and submit exam — this takes candidates to an optional survey with three
short questions. When they have finished, they click the Submit exam button to submit

their exam.

e Submit without taking survey — if candidates do not want to take the optional survey,
they click the Submit without taking survey button to submit their exam.

If an exam remains In Progress when a candidates has finished the exam, there are two

options:

¢ If the candidate has not left the room, ask them to log back into the digital exam and

submit their exam.

o If the candidate has left the room, you can update the status of their testlet to
Completed. Use the Bulk Update button and choose the Completed status in the pop-

up before clicking the Save button.

< Bulk Update Tests

You have selected to bulk update 1 learner(s)

Select all learners (across Yes No
all pages)

Assessment Adjustments RM Assessor Integration

Status I Pending ‘ In Progress [ Completed Locked Out ‘ Suspended ‘ Abandoned ‘
‘ Resumed ‘ Exited Suspended | Paused ‘ Holding ‘ Releasing ‘ Exempt ‘ Absent l

Close

V3
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Delivering exams (continued)

What if a candidate starts the wrong exam?

If a candidate logs into the wrong exam, ask the candidates to close and reopen their browser.
Give them the password for the correct exam, and the candidates can go back to the digital
exam and log back in.

If the exam has already started, you can pause it by changing the status to Suspended and ask
the candidates to close and reopen their browser. The candidate can go back to the digital exam

and log back in using the correct exam password.

When it is time to sit the exam which was started by mistake, change the status to Resumed.
the candidates can go back to the digital exam and log back in.

Logout

To log out of the digital exam platform, click on your first name in the top-right corner and select
Logout from the drop-down list.

A 98765 Mocks Centre ~

About

= Logout
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Delivering exams (continued)

Appendix

Instructions for centres in China only
Please note, for centres in China there will be different URLs that are needed to access the
applications. These are:

Page 3 - Quick reference overview

Delivering an exam session:

Step 1 — Log in to digital exam platform at htips://am-assessor.digitalexams5.cambridge.org
Step 2 — Check your candidates’ details.

Step 3 — Check that the testlets (mock exams) assigned to your learners in the session (exam
window) match your bookings in the Digital Mocks Service application.

Step 4 — Give your candidates their login details (username/password).

Step 5 — Candidates log in and start their assigned testlet (mock exam).

Step 6 — Monitor your candidates’ progress from the Assigned Testlets screen.

Step 7 — Make sure all candidates have submitted and completed their assigned testlet (mock
exam).

Page 4 - Logging in Open a browser and go to the digital exam platform.
https://am-assessor.digitalexams5.cambridge.org
Enter your Username and Password.

Page 10 - Learners log in
e Learners sit their assigned testlet from the test path using one of the recommended
browsers (see the Tips for Delivering Exams guide for more information).
e The test path is the website address of the login page the learner uses to log in to their
testlet.
e The URL that all learners can use to access the login page and sit their testlets is:
https://am-assessor.digitalexams5.cambridge.org/engine/index.php/Ims/login/path/ci-mocks
e You will need to share this URL with your candidates at the start of the exam sitting to
allow them to navigate to the login page in a recommended browser.

Page 24 - Centre administrator only — creating invigilator

You will see the new user in the list of users with the Mocks Invigilator role. The new user will
receive an email with their username and password (if the Email Notification option is left enabled
as Yes). You will need to provide them with the website address for the digital exam platform
(https://am-assessor.digitalexams5.cambridge.org) for them to log in.

Accounts for invigilators who no longer require access must be deactivated:

1. Open a browser and go to the digital exam platform
https://am-assessor.digitalexams5.cambridge.org

2. Go to the Users menu and click the 'Update' button to the right of the user to be deactivated.

3. Move the 'Active’ toggle to 'No'.
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Delivering exams (continued)

Contact us

If you have any questions, email info@cambridgeinternational.org with ‘Digital Mocks Service’ in
the subject line or call +44 1223 553554. Our Customer Support team is available 24 hours a
day, 6 days a week, Sunday to Friday.
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