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Logging in to Portal

To access the online electronic marksheet you will be required to log on to the WJEC
Portal using the following URL:

http://www.portal.wjec.co.uk

The following screen will appear
Please enter your username and password and click on the ‘Sign In’ button.

iii Menu v PORTAL EN

-~
eduqas

Portal Sign In

WIEC Terms & Conditions

Appropriate staff members will be invited to Portal by the Examinations Officer at their
centre.



http://www.portal.wjec.co.uk/

Once you have authenticated via Multifactor Authentication, the following screen will
appear. Click on the ‘Menu’ button in top left corner.

Menu ‘v PORTAL EN  [h 69999

Welcome to Portal

WIEC's Portal is the central location for registered centres to access WIEC services, including

Preliminary Entries - June 2026 Examinations

Centres are reminded that preliminary entries for the June 2026 series must be submitted by 17 October 2025,

It is important that centres provide this information to ensure that they receive relevant information regarding the
courses being offered within the

ontre, to enable the despatch of early relea erials (early question papers,

teacher guidance etc), and to enable the despatch of examination stationery (answer books and script envelopes) in
relevant quantities.

Only an Exams Officer or Admin Account holder can make Preliminary entries

Menu > Entries & Registrations > Make Preliminary Entries

Key Information

Enhanced Reports

nhanced Reports

Once you click Menu a list will appear, from
here you need to select ‘Examinations & Assessments’ on the left-hand side bar. Then
select ‘Internal Assessment Marks/Outcomes’ underneath the Assessments header.

-
iii Close ~ PORTAL - <] 68745 Joseph Ha... uyec
Rarch all services
Centre Assessments General Resources
EL Administration . .
nal Asses nt Marks/Ou T GCSE MFL - Set Allocation Non-Examination Assessment Tasks

o, Entries & Pre-release Materials
Registrations
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If the above is not visible, the Examinations Officer will need to change your account type.
Please get in touch with them.




Internal Assessment Mark Input System

A list of subjects/papers for which marks/outcomes need to be input using the online
system will be shown on this screen.

Internal Assessment Mark/Outcomes Input

B VIEW / PRINT REPORTS STEP-BY-STEP GUIDE

Centres can input marksjoutcomes for candidates on the web page provided that the entry has been submitted to, and processed by, WIEC.

Should teachers wish to input a mark/outcome for any candidate who is not listed on the web page, the exams officer should be asked to submit the required entry as soon as
possible. Once this information has been sent to WIEC, by the exams officer, teachers should allow 72 hours before trying to input the mark.

If an incorrect mark/outcome has been submitted, centres must complete and SUBMIT THIS FORM B to request an amendment.

o INFO : Click on a title to expand the box

GCSE NOVEMBER 2025 +

WELSH BACCALAUREATE JUNE 2025 +
VOCATIONAL LEVEL 1/2 JUNE 2025 +
GCSE JUNE 2025 +

APPLIED LEVEL 3 JUNE 2025 +

by clicking on a listed subject the system will show the number of candidates that have
been entered.

GCSE NOVEMBER 2025 -

GCSE NOVEMBER 2025 ENGLISH LANCGUAGE UNIT 1 ORACY (3700U1)

NO MARKS TO SUBMIT (0 SUBMITTED)




Enter Candidates’ Marks/Outcomes

Entering marks

Click on the ‘Enter marks button adjacent to the appropriate Subject and Paper.

GCSE NOVEMBER 2025

GCSE NOVEMBER 2025 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1)

NO MARKS TO SUBMIT (0 SUBMITTED)

This will produce a list of your candidates entered for this subject/paper, as shown below.

GCSE NOVEMBER 2023 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1) MARKSHEET

You must enter C or CF in the mark column if you wish to carry forward.

03 Options INTERNAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE B8 PRINT

Candidate search Rows Sort by:

SEARCH

SAVE AND CLOSE
(PLEASE REMEMBER TO SUBMIT YOUR MARKS)
Task 1 Task2 Teacher

Candidate No Name Total
(Max:40) (Max:40) Initials

20 v  CandidateNo v Al v

1054 SURNAME :FORENAME 15 15 30

3268 SURNAME :FORENAME

Enter the marks for the candidates in candidate number sequence or name sequence.
Once the mark has been entered the “TAB” key on the keyboard can be pressed to move
the cursor down to the next candidate. Once a mark has been entered, the background of
the mark box will change colour to green to show the system has accepted this mark.

If there are more than 20 candidates in one centre they will be shown on separate pages.
You can alter the number of rows to display on one page, using the drop-down options at
the top of the screen.

The drop-down menu labelled ‘Show:’ has a choice of ‘All’ (the default), ‘Unmarked’,
‘Marked’ or ‘Samples’. When ‘All' is chosen, all candidates are shown on the screen.
When ‘Unmarked’ is chosen only those candidates whose marks have not been input will
be shown. When ‘Marked’ is chosen, only candidates with a mark input will be shown.
When ‘Sample’ is chosen, only candidates chosen for the sample will be shown.




The Internal Assessment Manual is available for reference

https://www.wjec.co.uk/media/1t1pvc3d/internal-assessment-a-quide-for-centres-wijec-
2025.pdf

Clicking on the ‘Save & Close’ button will return you to the menu screen and save any
marks that have been input. This can be done at any time.

If the mark entered for a candidate is higher than the maximum mark for that paper, a
message (as shown below) will appear, and you will be required to enter the correct mark.

Message from webpage [&J

! . Max mark allowed for this question is 40

For those subjects/qualifications requiring Teacher Initials, we recommend entering the
candidate marks for each unit first and then the Teacher Initials. On inputting a mark, the
Teacher Initials box will appear. Once a teacher’s initials have been input the system will
store these details. It will also enable you to enter these same initials for all candidates
whose work is marked by this teacher. By clicking in the Teacher Initial box for the next
candidate in that class the initials will appear. The system will continue to repeat these
initials until you click ‘save & close’. You will not be able to submit marks until Teacher
Initials are input for all candidates.



https://www.wjec.co.uk/media/1t1pvc3d/internal-assessment-a-guide-for-centres-wjec-2025.pdf
https://www.wjec.co.uk/media/1t1pvc3d/internal-assessment-a-guide-for-centres-wjec-2025.pdf

Entering Candidates’ Outcomes

Click on the "Enter outcomes” button that is adjacent to the appropriate Subject and Paper
on the screen.

Internal Assessment Mark/Outcomes Input

o "sO e Sm@mta 13 MIANA NG AL Sl ey i Nt e Sered Ty (g The S BAR T MARRSOU T COMM S Darnoe
TR S TRASL Y b T e e L aretl. SN e e preesdedd (it (e evatry B Deer salenittend e ared pros e By W C
P S Pers e VS AR B N BB BIre W A A S o e ) PGP e Saarn e ar WAl B anber] 0 Mt P regred Crery #n wor, an Peraadae

o FIRSERI T, TN LA 00 PR, Dy T Sasrm GFRCEr LRacTer s WHouAd aom 13 Rons s Lafrw tytrg B SR The st
O veo Cheh wn & W e wegiand e Bee
LEVEL 3 QUALIFICATIONS JUNE 2017
LWL B R W RCATRORS SR 500 T CRARO Ot Tl Ot WO

T e D) I
LEVIR 3 GRAAL P RCATRON SR 500 T RO COMTROR DOLCT & SR s

ALLELLAMENT rBe B B
. i
CEVAL % GRAAL W RCATION JURE 5 T Crah et Tats A e S
Rt [erne———]

VAL 3 QUM I MCATONDS U D00 T DR SCAWE T O T

SR mm
-

This will produce a list of your candidates entered for this subject/paper, as shown below.

i T rre s e b ae B g g sl d e waeee] g ey aremenleemsd b SWE |

& Opsiena mmm

[FPe—— — F—— s
. SURNAME: FORENAME — -

SURNAME: FORENAME
SURNAME: FORENAME
SURNAME: FORENAME
SURNAME: FORENAME — -

pas SURNAME: FORENAME e M




VOCATIOMAL LEVEL 1/2 JUNE 2023 ENGINEERING DESIGH CONTROL ASSESSMENT (9791/01)

MARKSHEET
|
“ Lol Yom ey peare of AEse mpEcong e S upined on rha pagE P pte 00T Navng TR0 wpSIating B T Sip, rhen pieee Ty phoreg tha S werhee
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Click into dropdown menu under the "grade" column to enter "Pass, Merit, Distinction,
Absent" outcomes as necessary.

N.B If a subject is electronic upload only then this button will be inactive and greyed
out.

Print out the outcomes you have input to check as you go along.

If there are more than 20 candidates in one centre they will be shown on separate pages.




Absent Candidates

To indicate that a candidate is absent, tab or click into the mark column and enter the
letter ‘a’ or ‘A’. This will be updated to ‘A’ when you exit the column. To enter an Absent
outcome tab or click into the grade column on the dropdown menu and select ‘Absent’.

A warning a message stating 'please note an ABSENT should only be used if a candidate
is absent' will appear to ask you to confirm that this candidate is Absent.

Carry Forward Candidates

For linear qualifications, to indicate that a candidate is carrying forward their mark from a
previous series, tab or click into the mark column and enter the letters “C" or “CF*. DO
NOT UNDER ANY CIRCUMSTANCES ENTER THE MARK TO BE CARRIED
FORWARD.

Late Entry Candidates

Any candidate that does not appear on this screen has not been entered yet. Should
teachers wish to input a mark/outcome for any candidate who is not listed on the web
page, the Examinations Officer should be asked to submit the required entry immediately
(provided the window for entries & amendment deadline has not passed) . Once the entry
has been made, teachers should allow 72 hours before trying to input the mark/outcome.
If there is a small number of late entry candidates, the sample can be chosen and then the
outcome added subsequently.

Search for a Candidate Name
There is a facility in the system to search for candidates by name. To use this facility, click

in the box labelled ‘Candidate Search’, enter the candidate surname you wish to find and
click the ‘Search’ button.

If the Submit Facility is Not Available

Every candidate needs to be completed before the submit option is made available. On
the enter marks/outcome screen change “show” to “unmarked” to highlight the candidates
that still need marks or outcomes inputting.
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When all the data has been entered for a subject/paper the marks/outcomes should be
submitted to WJEC. By clicking on the ‘Save & Close’ button the page will return to the

first screen showing all subject/papers .

EMTRY PATHWAYS JANUARY 2017 RESPOMNDIMNG TO TV/AWELSH FILM (6362/M3) MARKSHEET
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Submitting Marks/Outcomes

Once you have entered and saved the marks/outcomes you will be able to edit any
outcomes before submitting to WJEC (e.g. in example below click into ‘Enter outcomes
144 done, 0 left’ this will go back into subject screens and allow details to be amended).

Internal Assessment Mark/Outcomes Input

W VIEW | PRENT REPORTS | INTERMAL ASSESSMENT MANUAL | STEP-BY-STEP GUIDE

ﬂ INFG Please rememiber 10 subimit the markaoutcoemes you have entened by dicking the SUBMIT MARKS/CUTOOMES bautton
Cerfred can input rrarkdisat comes for candiclited on the vweb page prowided that the entry has been submitted to. and proceised by, WL
3 Input 3 mariu'cutooeme for any Candad i e required SNiry &5 S00M 35 possible
Onoe thiss infonmation has been $end to WJEL. by the exams offic
n WHFG ; Chck on & Btk 1o expand e box
LEVEL 3 QUALIFICATIONS JUME 2017
LEVEL 3 QAL IFRCATIONS JUNE 207 7 CRIOLOGCAL THECIIES CONTROL
ASSESEMENT (P41 1LT)
GNTER CUTCOMES (0 DONE, 144 LEFT]
LEVEL 3 QAL IFRCATIONS JUNE 207 7 2001080 CONTROL POLCY & PRACTICE
CONTEROL A% ME =
LEWEL 3 QRLALIFCATIONS JUNE 109 7 CHARMGIRG AWRREMESS OF DRI0E
ENTER CATCOMES (A3 DOME. 101 LEFT)
CONTRIOL ASSESSMENT (1403
LERATT (5 SUBMITTED] 100 OUTCOMES MriSnd
LEVER 3 CRUALIFICATIONS JUNE 201 7 CRIME SCENE TO DOUSTRODM
CONTROL ASSESSMENT (i1 503
ENTER CUTCOMES (144 BONE, 0 LEFT) [l SUBIAT SUTCOMES AMD GENERATE SAMPLES (184}
I L

The button initially labelled 'no outcomes to submit' will remain unchanged until all
candidates outcomes have been input.

When one subject/paper has been completed, a reminder will appear that these outcomes
should be submitted and samples viewed. If all the information is correct you must click
‘Submit marks/outcomes and generate samples’ to generate a sample.

12




Submit Marks

GCSE JUNE 2023 ART & DESIGN TEXTILE DESIGN UNIT 1 PORTFOLIO (3653U1)

Deadline for submission of samples and cover sheets to moderator:

31/05/2023

GCSE JUNE 2023 ART & DESIGN TEXTILE DESIGN UNIT 2 EXTERNALLY SET
(3653U2)

Deadline for submission of samples and cover sheets to moderator:

31/05/2023

Submit Outcomes

LEVIL 3 QUALIFICATIONS JUNE 2017 SOCIAL CONTROL POLCY & PRACTCE
CONTROC ASSESSMINT (36135

ENTER MARKS (29 DONE, O LEFT) SUBI ARKS AND GENERATE SAMPLES
ENTER MARKS (0 DONE, 29 LEFT) NO MARKS TO SUBMIT (0 SUBMITTED)

ENTER OUTCOMES (144 DONE, O LEFT)

(s oscous o coemwsumis

Clicking the ‘Submit Marks/Outcomes and Generate Sample’ button will submit marks to
WJEC and generate a sample. The following message will appear once the button has

been selected

Please remember 10 submIt the marks/outcomes you hive entered by ticking the SUBMIT MARKS/OUTCOMES button

—uwo:

COrRIes Can Input Mark/outcomes 107 Candidates on The web page provided that the entry his boen satenitted to, and processed by, WiEC

Should teachers wish 10 Input a marioutcome for any candidate who is Dot lsted on the wed page, the exams officer should be asked to submit the required entry as 500N a3 possible.
Qnce thes information has been sent to WIEC. by the exams officer, teachers should allow 72 hours Before trying 10 Input the mark.

Chcic 0N a bie 10 expand the box

© wro:

LEVEL 3 QUALIFICATIONS JUNE 2017

LEVEL 3 QUALIFICATIONS JUNE 2047 CRMINOLOGICAL THEORIES CONTROL

ASSESSMENT (96111LY)

LEVEL 3 QUALIFICATIONS JUNE 201 7 SOCIAL CONTROL POLCY & PRACT]
CONTROL ASSESSMENT (96131L%) |

o Are you tune you want to subme outcomes!

COMES AND GENERATE SAMPLES (3

LEVIL 3 QUALIFICATIONS JUNE 2097 CHANGING AWARINTSS OF CRat
CONTROL ASSESSMENT (30141.3)

e 1 f . " COve WS [0 mOdenn

LEVIL 3 QUALIFICATIONS JUNT 2017 CRME SCENT TO COURTROOM
CONTROL ASSESSMENT (501 9.3)

n ol tavgier . ots o MOsera

GCE JUNE 2017 +

0m:
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Please remember 1o submit the marks/outcomes you have entered by ciciing the SUBMIT MARKS/OUTCOMES button above as detaded withn the

ENTEM CUTCOMES (144 DONE, 0 LEFT) SURWNT CUTCOMES AND GENERATE SAMPLES

£
.
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Click the following link to go back and view your sample.

INTERNAL ASSESSMENT MARKING - LEVEL 3 QUALIFICATIONS JUNE 2017 SOCIAL
CONTROL:POLICY & PRACTICE (9613/L3) OUTCOMES SUBMITTED

CONNECT WITH WHEC ONLINE @ @ ®

WIEC Websites

ONCE MARKS/OUTCOMES HAVE BEEN SUBMITTED TO WJEC THE MARKS &
OUTCOMES AWARDED TO CANDIDATES CANNOT BE ALTERED ONLINE, A
REQUEST CAN BE MADE BY COMPLETEING THE MARK/GRADE AMENDMENT
FORM AVAILABLE ON THE IAMIS SCREEN.

14




View the sample candidates

The 'view samples' facility will instantly become active.

Click ‘view samples’ to see which candidates have been requested.

Internal Assessment Mark/Outcomes Input

B VIEW / PRINT REPORTS STEP-BY-STEP GUIDE

o INFO : Please remember to submit the marks/outcomes you have entered by clicking the SUBMIT MARKS/OUTCOMES button.

Centres can input marks/outcomes for candidates on the web page provided that the entry has been submitted to, and processed by, WJEC.

Should teachers wish to input a mark/outcome for any candidate who is not listed on the web page, the exams officer should be asked to submit the required entry as socn as possible. Once
this information has been sent to WJEC, by the exams officer, teachers should allow 72 hours before trying to input the mark.

If an incorrect mark/outcome has been submitted, centres must complete and submit this form to request an amendment.

o INFO : Click on a title to expand the box

GCSE NOVEMBER 2023 —

‘ ) ALL MARKS
GCSE NOVEMBER 2023 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1) SUBMITTED (8)

GCSE NOVEMBER 2023 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1) MARKSHEET

VIEW MODERATOR DETAILS

You must enter C or CF in the mark column if you wish to carry forward.

o Options INTERNAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE = PRINT

Candidate search Rows:  Sorthy: Show:

Al v Mark v samples v

SAVE AND CLOSE

Clerical
Task 1 Clerical Task 2 Clerical Teacher
Candidate No Name Total Error Sample
(Max:40 ) Error (Max:40) Error Initials
Total
1054 SURNAME :FORENAME 20 20 40 AB
3268 SURNAME :FORENAME 20 20 40 AB

15




The sample candidates have been indicated on the right-hand side of the screen.

LEVEL 3 QUALIFICATIONS JUNE 2017 SOCIAL CONTROL POLICY & PRACTICE (9613/L3) MARKSHEET

VW MOCERATOR DETALS
“maen mark candeinlos

gl ot - s H Ao ferrgsie

SURNAME: FORENAME
SURNAME: FORENAME
SURNAME: FORENAME
SURNAME: FORENAME
SURNAME: FORENAME

SURNAME: FORENAME

If the sample contains a candidate whose work is incomplete or lost, subject teachers
should indicate on the system the nearest candidate (either higher or lower) with complete
work. The incomplete work should not be uploaded, WJEC should be informed in
writing that this outcome should be changed to absent.

The system will not allow subject teachers to “remove” candidates from the chosen
sample. However, the system will allow centres to add “additional” candidates, using the
tick box facility.

An explanatory note to the moderator must accompany the folders in such cases where the
sample sent by the centre differs from the sample chosen by the system.

N.B. for IAMIS upload an explanatory note to the moderator may be uploaded via the system

16




Adding additional candidates to the sample

Change the view to show All candidates.

GCSE JUNE 2023 ART & DESIGN TEXTILE DESIGN UNIT 1 PORTFOLIO (3653N1) MARKSHEET

VIEW MODERATOR DETAILS

o INFO : ‘You must enter C or CF in the mark column if you wish to carry forward.

WJEC INTERNAL ASSESSMENT MANUAL EDUQAS INTERNAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE = PRINT

{3 Options
Candidate search Rows:  Sortby: show
All v Mark
Mark Clerical
Candidate No Name Sample
(Max:120) Error
8966 SURNAME :FORENAME 100
8971 SURNAME :FORENAME 100
SURNAME :FORENAME
9885 23

Click the tick box for the extra candidate(s). You cannot remove candidates chosen by
the system.

S PRINT

WJEC INTERNAL ASSESSMENT MANUAL EDUQAS INTERNAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE

1 Options
Candidate search Rows:  Sortby: Show:
All v Mark v ool ~
Mark Clerical
Candidate No Name Sample
(Max:120) Error
1065 SURNAME :FORENAME 100 O
1071 SURNAME :FORENAME 100 [m]
1073 SURNAME :FORENAME 100 0
8966 SURNAME :FORENAME 100
8971 SURNAME :FORENAME P
SURNAME :FORENAME
8974 100 m]
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Print Reports

The ‘View/Print Reports’ button at the top of the screen is an option which will print all
candidates for a subject/paper. Once selected, clicking on the required subject/paper on
the following screen will allow the details to be viewed/printed in candidate number order.

Internal Assessment Mark/Outcomes Input

S VIEW / PRINT REPORTS | INTERNAL ASSESSMENT MANUAL | STEP-BY-STEP GUIDE

Centres can input marks/outcomes for candidates on the web page provided that the entry has been submitted to, and processed by, W]JEC.

Should teachers wish to input a mark/outcome for any candidate who is not listed on the web page, the exams officer should be asked to submit the required entry as soon as possible.
Once this information has been sent to WJEC, by the exams officer, teachers should allow 72 hours before trying to input the mark.

o INFO - Click on a title to expand the box

INTERNAL ASSESSMENT MARKS - REPORTS

<< BACK

1 View/Print for GCSE NOVEMBER 2023 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1)

2 View/Print for WELSH BACCALAUREATE JUNE 2023 INDIVIDUAL PROJECT N/F PROJECT (9059U1)

3 View/Print for WELSH BACCALAUREATE JUNE 2023 ENTERPRISE AND EMPLOYABILITY N/F CHALLENGE 1 (9059U2)

4 View/Print for WELSH BACCALAUREATE JUNE 2023 GLOBAL CITIZENSHIP N/F CHALLENGE 2 (9059U3)

5 View/Print for WELSH BACCALAUREATE JUNE 2023 COMMUNITY N/F CHALLENGE 3 (3059U4)

6 View/Print for WELSH BACCALAUREATE JUNE 2023 INDIVIDUAL PROJECT ADVANCED PROJECT (9053U1)

7 View/Print for WELSH BACCALAUREATE JUNE 2023 ENTERPRISE AND EMPLOYABILITY ADV CHALLENGE 1 (9053U2)

8 View/Print for WELSH BACCALAUREATE JUNE 2023 GLOBAL CITIZENSHIP ADV CHALLENGE 2 (90S3U3)

9 View/Print for VOCATIONAL LEVEL 1/2 JUNE 2023 ENGINEERING DESIGN CONTROL ASSESSMENT (9791/01)

10 View/Print for VOCATIONAL LEVEL 1/2 JUNE 2023 PRODUCING ENGINEERING PRODUCTS CONTROL ASSESSMENT (3792/01)

The 'Print This Report' command is also available within a subject screen. A preview of
the printout appears as shown below. You can then choose the 'Print this report' button at
the top left of the screen.

CANDIDATE DETAILS REPORT
GCSE NOVEMBER 2023 ENGLISH LANGUAGE UNIT 1 ORACY (3700U1)

cenTrRE: [

Mark Teacher
# Cand No. Cand Name DOB Sample
(Max:80 ) Initials
1 1111 SURNAM: FORNAME 010101 40 AB Ves
2 1111 SURNAM: FORNAME 010101 40 AB ves
3 111 SURNAM: FORNAME 010101 40 AB Yes
4 111 SURNAM: FORNAME 010101 40 AB Yes
5 1111 SURNAM: FORNAME 010101 40 AB Yes
6 1111 SURNAM: FORNAME 010101 40 AB Yes
7 1111 SURNAM: FORNAME 010101 40 AB Yes
8 111 SURNAM: FORNAME 010101 40 AB Yes

18




Amending marks after submission

AMENDING MARKS AFTER SUBMISSION Once marks have been submitted via IAMIS they
cannot be amended by the centre. If it is noticed that an incorrect mark has been submitted,
centres must complete and submit the request form.

For further information please refer to the Internal Assessment Guide

https://www.wjec.co.uk/media/1t1pvc3d/internal-assessment-a-guide-for-centres-wjec-2025.pdf

Internal Assessment Mark/Outcomes Input

& VIEW / PRINT REPORTS STEP-BY-STEP GUIDE

o INFO: Please remember to submit the marksfoutcomes you have entered by clicking the SUBMIT MARKS/QUTCOMES button.

Centres can input marks/outcomes for candidates on the web page provided that the entry has been submitted to, and processed by, WJEC.

Should teachers wish to input a mark/outcome for any candidate who is not listed on the web page, the exams officer should be asked to submit the
required entry as soon as possible. Once this information has been sent to WIEC, by the exams officer, teachers should allow 72 hours before trying to input

the mark.

If an incorrect mark/outcome has been submitted, centres must complete and l 'to request an amendment.

Centre Mark Change Request / Cais am Newid Marciau Canolfan

Request to change marks/ grades already submitted (internally assessed work) /Cais i newid
marciau/graddau a gyflwynwyd eisoes (gwaith a aseswyd yn fewnol)

1. Centre Number / Rhif y Ganolfan *

Number must be between 0 ~ 79999

2. Centre Name / Enw'r Ganolfan *

Enter your answer

3. Candidate Number / Rhif yr Ymgeisydd *

The value must be a number
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https://www.wjec.co.uk/media/1t1pvc3d/internal-assessment-a-guide-for-centres-wjec-2025.pdf

IAMIS UPLOAD

For some qualifications centres are required to upload unit samples electronically via
IAMIS.

Once the submit button has been clicked and samples generate centres may upload work
instantly.

N.B. There is no requirement to wait for a code to generate OR wait for a ‘cooling off
period’ after outcome submission prior to upload on IAMIS.

All required work should be uploaded by / on the submission deadline for marks
and samples of work

Upon returning to the ‘View Sample’ page as described above, the input screen showing
lists of candidates per subject/paper will differ slightly as the ‘Upload Cloud’ icon will
appear.

o, Options
Candidate search Rows Sort by Show:
20 v | Candidate No ~ | All A4
Candidate No Name Grade Upload
1201 SURNAME :FORENAME Pass v OH
1601 SURNAME :FORENAME e © O
1603 SURNAME :FORENAME @ A

N.B. Centres are reminded not to upload any files until marks/outcomes are
submitted and samples generated.

When clicking the ‘upload button’, a window will appear to enable you to choose a file to
upload. Select the file you wish to upload and click ‘open’.

20




Account Admin | Terms & Conditions  Sign out

Pleasg
Organize

~ 3k Quick access
%] Documents A&
¥ Downloads  #
ol =] Pictures o
I Desktop
Logistics
NORMAK

& OneDrive - WIEC

‘ @ OneDrive

@ OneDrive - WIEC

&« v 4 B ThisPC » v D Search This PC

~
~ Folders (7)

3D Objects

Desktop

Documents

Downloads

L ASSESSMENT MANUAL STEP-BY-STEP GUIDE S PRINT

Can ade Sample Upload
~ = This PC ) Music F p p
M 30 Ohiects e ~
150 Pass O
File name: ~ | All Files ~
160 a b “ -

The files that have been uploaded will be displayed against the candidate underneath the
upload button. If the files do not appear please contact WJEC.

SURNAME 2201 O
FORENAME

JOEBLOGGS 01:5ep-2020 1o 14-5ep-2020 HOME

015 - WJEC A level Art + Design - further cansulation on sdaptations-biling.pdf 13kb. 2 %,

N.B. The upload will accept any type of file (i.e. word, jpeg, mp3, PowerPoint). Each
file has a maximum of 1GB. Centres will need to refer to subject specific guidance
on what types of evidence and files are accepted for each unit/subject.

Subject specific guidance can be found here esubmission (iamis upload) — subject guide

https://'www.wjec.co.uk/home/administration/e-submission/

The upload bar will show the progress for larger files being uploaded

- - I;]b
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Unable to upload file

1. Open the file, Save As, and save as a new file with different name and upload
2. Or place the file in zip folder and upload

This should resolve any upload issues.

It is usually expected that candidate work is uploaded as one file but, depending on
specific subject guidance, the system will permit multiple files to be uploaded for a
candidate.

Group Upload

Some subijects use a group upload or admin function requirements for these subjects can
be found in the IAMIS Subject Guide e-submission-iamis-upload-subject-quide-2025-

v2.pdf

VIEW MODERATOR DETAILS

o INFO : You must enter C or CF in the mark column if you wish to carry forward.
WIEC INTERNAL ASSESSMENT MANUAL EDUQAS INTERNAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE m
£ Options Grouped/Admin Upload Function
Candidate search Rows:  Sort by Show:
20 v || Candidate No ¥ || Al ~ A

If a centre recognises that the wrong file has been uploaded, they can delete any file that
has been uploaded up to the date of submission for that series.

If a moderator or WJEC representative contact the centre to request further samples the
centre should check the input screen to see which candidates have been identified as
additional samples and ensure that files of evidence are uploaded for them.

Clerical Error

Moderators sometimes identify clerical errors during the process of reviewing the sample
work from centres and these amended marks will be highlighted in red alongside the
original mark. The amended mark in red will be processed to override the original mark
from the centre. It is important that the centre ensures that the marks for the remaining
candidates are also correct. WJEC will contact centres to inform them that clerical errors
have been identified for one or more of their marks/outcomes.
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Moderator Reports

Moderator Reports will be available to view on the system from Results day.

These can be accessed by clicking 'View Moderators Report' on the subject/paper
screens.

All reports will be by unit and level for each subject.

Moderator Reports will be available to view from the Internal Assessment menu screen
from Results Day.

GCSE JUNE 2023 -

GCSE JUNE 2023 WELSH LANGUAGE UNED 1 LLAFAR (3000NT1) Sﬁéiﬁmggi,
GCSE JUNE 2023 WELSH SECOND LANGUAGE UNIT 1 UNIT 1 (3020U1) Slf;;:;’r;oyssg)
GCSE JUNE 2023 WELSH SECOND LANGUAGE UNIT 2 UNIT 2 (3020U2) SU’;;—I:IFAEEK;»S)
GCSE JUNE 2023 HISTORY UNIT 4 UNIT 4 (3100UN) glfgy\:gl?;[:ig)
GCSE JUNE 2023 COMPUTER SCIENCE UNIT 3 (3500U3) s[fg;m‘:;;(sgo)
GCSE JUNE 2023 DIGITAL TECHNOLOGY UNIT 2 NEA (3540U2) Slf;;r#;;f’zg)
GCSE JUNE 2023 DIGITAL TECHNOLOGY UNIT 3 NEA (3540U3) e

SUBMITTED (20)

For Entry Pathways qualifications these can be accessed on the secure website under
‘Results File Download — Print Results.’
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Helpline

There is a dedicated helpline for any queries relating to the use of the online system. The
helpline is available Monday to Friday, 8:30am to 5:00pm.

Contact: GCSE E-mail: gcse@wijec.co.uk
GCE E-mail: gce@wijec.co.uk
Pathways E-mail: pathways@wjec.co.uk

Welsh Baccalaureate E-mail: WBQ@wjec.co.uk

Telephone: GCSE 02920 265082/420/154
GCE 02920 265336
Pathways 02920 265444

Welsh Baccalaureate 02922 404250
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Appendix — Inviting Admin/User accounts.

Once you are logged into Portal. Click on your centre number icon in the top right.

Click ‘Centre Users’ from the menu that appear. This will bring up a new page as seen in
the screenshot below.

5 Menu v PORTAL o ®

Ep 68999
Welcome to Portal

[Eh Centre Details
WIEC's Portal is the central location for registered centres to access WIEC services, including:

o -
e = Centre Users
Preliminary Entries - June 2026 Examinations
Centres are reminded that preliminary entries for the June 2026 series must be submitted by 17 October 2025. ‘ l

It is important that centres provide this information to ensure that they receive relevant information regarding the
courses being offered within the centre, to enable the despatch of early release materials (early question papers,
teacher guidance etc), and to enable the despatch of examination stationery (answer books and script envelopes) in
relevant quantities

Only an Exams Officer or Admin Account helder can make Preliminary entries.

Menu > Entries & Registrations > Make Preliminary Entries

Key Information

= WIEC Enhancad Reports

= EDUQAS Enhanced Reports

= Summer Certificates

= Portal Quick Guide - A2C Guidance

= Portal Quick Guide - Access to Free Annotated Scripts
= Portal Quick Guide - Moderator Reports

—* Post Results Services

—* Special considerations

= Access Arrangements Online Guide

This is a private system for use by authorised persons only. Unauthorised access is a criminal offence under the Computer Misuse Act 1990. All offenders are liable to prosecution. All access to this system is logged

Invite a new user by clicking ‘Invite User’.

I Menu v PORTAL EN [heso9s (©

Back to Portal Home

8999 — " H
@) 68999 = Filter users L, Invite User

™ Manage Users

™ Name Last logged in Status
HG - Invite sent H
o 16 Sep 2025 15:03 Active :

25




Input the user’s details, including their name, language preference, and the email address
that you want their invite to be sent to.

Please ensure you select the correct ‘Account Type’ when inviting a user, as this will
define what the user will have access to.

O Invite User

Invite a new user to centre 68101.

First name Account type

Last name
User

User accounts are able to view resources,
results and reports (restrictions available).

Email address

They are NOT able to access administrative

Language preference i )
functionality

The user will receive an invite to the above email address.

Account type

Admin account — Admin accounts have the same access as examination officer
accounts. It allows you to make entries, see results, invite new users etc. We recommend
this type of account for examination office teams.

User account — User accounts will be able to view resources, OERSs, and does not have
the same access as examination officers. We recommend this type of account for
teachers. Additional access can be granted to these accounts, see below.
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Once you have filled in the details and ensured that the email address is correct. Click on
‘Send Invite’.

O Invite User

Invite a new user to centre 68101.

First name Account type

Joe User v

Last name

Bloggs User

User accounts are able to view resources,

Email address
( results and reports (restrictions available).

j.bloggs@wjec.co.ul

They are NOT able to access administrative

Language preference . .
functionality

English v

The user will receive an invite to the above email address.

This new user that you have invited will receive an email containing a temporary
password, which will allow them to set up their account.
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Granting Access to IAMIS

To manage permissions of a User account, click on your centre number icon in the top
right and then from the menu that appears, select ‘Centre Users’.

55 Menu v PORTAL o ®
Eb

[Eh Centre Details

Q) ot p—
Back to Portal Home e I~ Centre Users

O) "= Filter users ,C_)+ Invite User
) Manage Users

This will bring up your Centre Users page. To change permissions for a User account,,
simply click on the three dots next to the relevant name/account, then select the ‘Manage

Access’.

PORTAL EN |[Fh68999| (©

= Filter users 2, Invite User

Last logged in Status

]

@ View user

16 Sep 202515:03

09 Oct 202514:57

23 Sep 202519:50
23 Jul 2025 15:34

15 Oct 20251455

On the resulting Menu, ensure that the button is turned on for ‘IAMIS’, before clicking
‘Confirm access permissions’. This will grant the User access to the Internal Assessment
Mark Input System.
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Manage access
Manzge accessfor - Forename Surname Email@Address
Entries and Results

[ ] Access Arrangements/CAP ®

Grants access to the JCQ Cen
ults in

ormance Analysis etc.
( 0:1 Past Paper, Marking Schermes and Resources (@ View Scripts

Grants access to WIEC Resources.
Results. Scripts

Grants access to various pages displaying candidates
t rmation. For example -
ate Results Slips, Component Marks, Centre

[ ] IAMIS

G ers Internal Assessment Mark Input
= to input and submit centre
m or internal assessments and view moderator

n

Grants access to the view candidate scripts after
should only be accessed with candidate

permission, full guidance here: JCQ Post Results

Services book

Deleting Accounts

Confirm access permissions

To delete a user from Portal. You need to click on your centre number icon in the top right
and then from the menu that appears, select ‘Manage Users’.

Q= o

i Menu v PORTAL
Eb 68999
[Eh Centre Details
Back to Portal Home e
seeee = Filter users O, Invite User

@)
~ Manage users

This will bring up your Manage Users page. To delete a user, simply click on the three
dots next to the name/account you’d like to delete. Then select the ‘remove User’.

PORTAL
b 68999

Fh Centre Details

D Centre Users

= Filter users
Last logged in

16 Sep 2025 15:03

09 Oct 202514:57

23 Sep 20251950
23 Jul 20251534

15 Oct 2025 14:55
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2, Invite User

Status
pem— El
@ View user

52 Manage access

5]
8_ Remove user

Invite sent.
Active

Active

Active




Further guidance can be found on our e-submission upload pages

https://www.wjec.co.uk/media/mhonnOnx/e-submission-iamis-upload-subjectguide-
2025.pdf
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