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Logging in to the WJEC Secure Website

To access the online Form you will be required to log in to the WJEC Secure
Website using the following URL:

http://lwww.wjecservices.co.uk

The following screen will appear:
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WJEC Secure Website

Login / Registration

Please supply your Username and Password, then select login

© INFORMATION

FORGOTTEN PASSWORD

m B FREQUENTLY ASKED QUESTIONS
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You must receive your user name and password to enable you to log in to the online
marking system from the Examinations Officer at your centre.

Please enter your user name and password and click on the ‘Login’ button.


http://www.wjecservices.co.uk/

After a successful login the following screen will appear:
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WJEC Secure Admin Site @

Welcome to the newly reskinned WJEC secure administrative website where you will §fnd all the
information you will need to perform your various tasks. Please select from the navigation mgnu above to
begin.

If you have any problems finding what you need please refer to our quick guide

Latest News - January 2017 Examination Results

28th February 2017

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
LEGACY RESIT OPPORTUNITIES

WIEC is pleased to advise you that we has decided to offer examination fresit opportunities for all of our GCSE legacy qualifications, subject to demand. Our April circular and the
information below provides further details.

* GCE Legacy Qualifications resit opportunities 2017 - 2020
* GCSE Legacy Qualifications - Examination resit opportunities 2016/2020

Results issued to candidates 02.03.17:

The provisional results awarded to candidates from your centre canbe viewed and printed as follows:
CANDIDATE RESULT SLIPS
Select RESULTS. Select VIEW/PRINT CANDIDATE RESULTS (SLIPSY Please note: this option allows centres to produce an individual result slip for each candidate
COMPONENT MARKS

Two views are available

1. To view UMS component information, select RESULTS, select VIEW/PRINT SUMMARY OF SUBJECT RESULTS, select relevant examination series, click OVERVIEW OF SUBJECTS. Select

Select “Internal Assessment” from the menu on the top the screen. If this button is
not visible, the Examinations Officer can access “Account Admin” and add this
facility to your account. See the Appendix — creating/amending secondary accounts.




Internal Assessment Mark Input System
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Internal Assessment Mark/Outcomes Input

EVIEW | PRINT REPORTS
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ENTRY PATHWAYS JANUARY 2017
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WELSH BACCALAUREATE [MARCH) 2016
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Internal Assessment Mark/Outcomes Input

WVIEW | PRENT REPORTS

CerAres Can Input marksicancomes for candidstes on the web page provided that the entry has been subimitted to. and procoessed by, WIEC
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A list of subjects/units wherg outcomes need to be input using the online system will
be shown on this screen.

This screen will also show the number of candidates whose outcomes have not been
input.



Entering Candidates’ Outcomes
Click on the "Enter outcomes” button that is adjacent to the appropriate Subject and
Paper on the screen.
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Internal Assessment Mark/Outcomes Inpyt

& VIEW / PRINT REPORTS | INTEANAL ASSESSMENT MANUAL

o INFO Please remember 10 submit the marks/outcomes you entered by cicking the SUBMIT MARKS/OUTCOMES batton

Cerares con input marks/ouscomes for candidates on the web page provided thatthe entry has been submitted to. and processed by, WiLC

Should teachers wesh 10 input & mark/octcome 107 ary candidate who 15 1ot isted on the wed page, the exams officer should De asked 0 SUDMIT the required eatry a5 5000 a5 possible.
Once thes information has been sent to WEC. by the exams officer. teachers should Niow 72 hours before trying 10 inpat the mark

0 INFO - Chick 0 3 ke 10 expand the box

LEVEL 3 QUALIFICATIONS JUNE 2017

LEVEL 3 QUALIFICATIONS JUNE 2077 CRANNOLOGICAL THEORIES CONTROL

Ass

SMENT (56113)
ENTER CUTE YMES [0 DONE, 144 LEFT)

LIVIL 3 QUALIFICATIONS JUNE 2017 SOCIAL CONTROL POLCY & PRCTICE

CONTROL ASSESSMEINT (561205
KNTER OUTCOMES {144 DONE. 0 LEFT) SUBLET QUTCOMES AND GENERATE SAMPLES (144)

LUEVEL 3 QUALIFICATIONS JUNE 207 7 OHANGING AWARENESS OF CRone
CONTROL ASSESSMENT (61413

LEVEL 3 QUALIRCATIONS JUNE 207 CRME SCENE TO COURTROOM

CONTROL ASSESSMENT (96151.3)
ENTER OUTCOMES (144 DONE, 0 LEFT) SUBMIT CUTCOMES AND GENERATE SAMPLES (144)

below.
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Please mark candidatos withdrawn as absent and sead an entry amendment 1o WIEC

o] Options INTERNAL ASSESSMENT MANUAL | STEP-RY-STEP GLIOE

Caracene pearcn s Senoy Trow
20 v Grade v Al v

Candudate No Naww Cuade Sample
%07 PIPE DIWAYNE fass v w
3008 KING: JOE s (V]

%37 GREEN THERESA s 1]

e CASE JUSTIN pass (v

73 BATH ANTA Pam V|

204 OKL KERRY Pass (v ~
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VOCATIONAL LEVEL 1/2 JUNE 2023 ENGINEERING DESIGN CONTROL ASSESSMENT (9791/01)
MARKSHEET

VIEW MODERATOR DETAILS

‘We are aware of issues impacting some file uploads on this page. If you are having issues uploading a particular file, then please try placing the file within a
Compressed (Zipped) Folder and then upload this zip file.

'candidates withdrawn as absent and send an entry amendment to W)EC

WIEC INTERNAL ASSESSMENT MANUAL EDUQAS INTEANAL ASSESSMENT MANUAL STEP-BY-STEP GUIDE

Name Grade Sample Upload

Pass Level 1 v

Click into dropdown menu under the "grade” coluryin to enter "Pass,/Merit,
Distinction, Absent" outcomes as necessary.

N.B Moderator detail button will show onscyeen but is inactive/for IAMIS upload
subjects.

Read the general step-by-step guide here.
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.



The drop-down menu labelled 'Show' has a choice of 'All' (the default), or ‘Marked' or
'‘Samples’. When 'All' is chosen, all candidates are shown onthe screen. When
'‘Marked' is chosen, only candidates with an outcome input will be shown. When

‘Sample’ is chosen, only candidates chosen for the sample wiif be shown.

™ WAC Secwrs Webste

ENTRY PATHWAYS JANUARY 2017 RESPONDING TO TV/WELSH FILM (6362/M3) MARKSHEET

Ploase mark candidatos withdrawn a5 absont and send an entry amondment to WIEC
s s | o o |
v » v v
Bl
Cancdhdate No Name Grade Sample

DOWN: NEL . v 7
SKIES: SONNY s |V -
BALL DENNIS Pass |~ 2

BT
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Absent Candidates

In order to indicate that a candidate is absent, tab or click into the grade column on
the dropdown menu and select ‘absent’. This will be updated when you exit the
column. 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.

Late Candidates

Any candidate that does not appear on this screen has not been entered yet. Should
teachers wish to input an outcome for any candidate who is not listed on the web
page, the Examination Officer should be asked to submit the 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
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 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 outcomes screen change "show" to "all" to highlight the candidates that
still needs outcomes inputting.

To return to the first screen showing all subjects/papers. Click on the 'Save and
Close' button. This can be done at any time.
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ENTRY PATHWAYS JANUARY 2017 RESPONDING TO TV/WELSH FILM (6362/M3) MARKSHEET
VIEW MODERATOR DETALS

Ploaso mark candidates withdrawn as absent and send an enlry amondment to WIEC

e Eswy St oy o

Candidate No Name Geade Sample
NEL v v
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BALL: DENNIS Pams |V <
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Submitting Outcomes to WJEC

Once you have entered and saved the outcomes you will be able to edit any
outcomes before submitting to WJEC.

Click ‘Enter outcomes 144 done, 0 left’ to go back into subject screens and amend
any details.
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Internal Assessment Mark/Outcome

@ VIEW / PRINT REPORTS | INTERNAL ASSESSMENT MANUAL

o INFO Please remember 10 submit the marks/outco

¢ Input

STEP-@Y-STEP GUIDE

You have entered by cicking the SUBMIT MARKS/OUTCOMES button

that the entry has been submitted to, and processed by, WiLC

Cernres con input marks/ouscomes for candicdates on the web page

Should teachers wesh ¢ PUt 3 mark'o ame 100 ary canddate who 15 ot \sted on the wel page, the exams officer should De asked t0 submit the required entry as 5000 &5 possible.

Once thes informatio Deen sent Dy the exams officer. teachers showld allow 72 hours before trying 10 input the mark

o INFO - Chck 0n 3 tle 10 oxpand the box

LEVEL 3 QUALIFICATIONS JUNE 2017

LEVEL 3 QUALIFICATIONS JUNE 207 7 CRANNOLOGICAL THEOMIES CONTROL

ASSESSMENT (pe1 1A
ENTER CUTTMES [0 DONE, 144 LEFT)

LIVIL 3 QUALINCATIONS JUNT 207 7 SOCIAL CONTROC POLCY & PRaCTCE

CONTROL ASSESSMINT 3410
ENTER OUTCOMES (144 DONG, O LEFT) FUBMNT QUTCOMES AND GENERATE SAMPLES (164}

LEVEL 3 QUALIFICATIONS JUNE 2 HANGING AWARENESS OF CRonve
CONTR

ENTER OUTCOMES (43 DONE. 201 LEFT)

LEVEL 3 QUALIRCATIONS JUNE 201 7 CRIME SCENE TO COURTROOM

CONTROU ASSESSMENT (961513
ZNTER CUTCOMES (144 DONE, 0 LEFT) SUBMT CUTCOMES AND GEMERATE SAMPLES (144)

The button initially labelled 'no 6utcomes to submit’ will remain unchanged until all
candidates outcomes have been input.

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




The following screen will appear before you finally submit your outcomes.
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Shauld teachers wish fo input & marivoutoome for sny candidate wh s rot ksted on the web page. the exsrms officer should be asked fo submit the required entry as soon a5 possible
Once Bhis infonmation has been send to WIEC. by the exames officer, feachers thould allow 72 hours Before Brying fo input the mark.
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Generate samples

Once all outcomes have been inserted and submitted you can click the following link
to go back and view your sample.
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Chck here (o returmn to the INTERNAL ASSESSMENT MARK Inpat screen and to view sample.

CONNECT WITH WJEC ONLINE @ @ @

WIEC Websites

Spetam O Acowcidne  Hep 1 © WILC OBAC L1d 2017

Once outcomes have been submitted to WJEC the outcomes awarded to candidates
cannot be altered online, but a request to amend an outcome may be sent by email to
pathways@wjec.co.uk.

The "print" button can be used at any time, however, to view/print the outcomes
submitted.

11



Clicking the "submit outcomes and generate sample" button will do two things.
Firstly, the outcomes will be submitted to the WJEC. Secondly the system will
calculate the sample.

Once submitted, 'All outcomes submitted' will appear.
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Should teachers wish o input & marivoutosme for any candidate whe 5 not ksted on the web page. the exams officer should be asked fo submit the required entry as soon a5 possible
Dnce this information has been send (o WIEC. by the exams officer, teachers should allow 72 hours befoke rying 1o input the mark

o INFO ek 01 i CEME 1 b ek D

LEVEL 3 QUALIFICATIONS JUNE 2017
LEVEL 3 QUUALIFKCATRONS JUNE 2077 CRAMISOLOECAL TRECRIES CONTROL
B S S |
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CONTROL ASSESSMENT (S4YAI
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ENTER CUTCOMES (43 DOME. 101 LEFT)

LEVEL 3 QUALIFICATIONS JUNE 2077 CRIME SCENE T DOURTROG)

CONTROL ASIESSMENT (S4130.3

ENTER QUTODRMES (148 DOME, O LEFT) SURMAT DUTDODMES AND GEMEFATE SAMPLES {184)

GCE JUNE 2017 +

o IHF Pease rempfnber to submit the marisfoutcomes you have entered by chcking the SUBMIT MARKS/IOUTCOMES button above a5 detaded within (Foy

The 'view samples' facility will instantly become active.

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

The sample candidates are indicated on the right hand side of the screen.

RCINACRLL0.

St O G A At

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

VIEW MCOERATOR DETALS

Ploase mark candidales withdiawn as absent and send an entry amendment o WIEC

Tove & (it

@ Options

Canddate No Name Grade Sample

MONEY: XAVEER v ¥
DRAWERS: CHESTER =
PRICE LOS v "
PURS: SUE : v @
DROID ANNE v

FOOTFORWARD: BESS

If the sample contains a candidate whose work is incomplete or lost then the 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
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Adding additional candidates to the sample

Change the view to show 'All' candidates.

Click the tick box for the extra candidate. You cannot remove candidates chosen by

the systen.
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Print Reports
The 'VIEW/PRINT>' button at the top of the screen is an option which will print all

candidates fof a subject/paper. Once selected, clicking on the required
subject/papegr on the following screen will allow the details to be viewed/printed in
candidate flumber order.

Internal Asfetsment Mark/Outcomes Input

@ VIEW / PRENT REPOATS | INTERNAL ASSESSMENT MANUAL | STEP8Y-STEP GUIDE
entres can input marks/outcomes for candidates on Son -
O OUTCOUES T TABANY 10 SABMITTEL

CONNECT WITH WJEC ONLINE @ @ @
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at the top lett of the screen.
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LEVEL 3 QUALIFICATIONS JUNE 2017 CRIMINOLOGICAL THEORIES (9611/L3)

@ CENTRE: ¢3339
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4 43420 20000 000000
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J000C 2000000 M
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IAMIS UPLOAD

Centres are required to upload unit samples electronically via IAMIS.
Input pages will appear in the usually way as outlined in pages 2-17.

The input screen showing lists of candidates per subject/paper will differ slightly as
the ‘Upload Cloud’ icon will appear

. __________________________________4 .__________a 4
{3} Options
Candidate search Rows: Sort by: Show:
20 v | Candidate No v | All ~
SEARCH

Candidate No Name Grade Upload
1501 WILLIAMS: JOOLS Trs A
1601 GELLAR: SARAH Pass “
1603 MATTHEWS: SIONED DR “

Click into dropdown menu under the "grade” column to enter "Pass, Merit,
Distinction, marks or Absent" outcomes as necessary.

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

Once samples have been generated navigate back to the input page by clicking
‘view samples’

16



BB WIEC Secure Website x  + = X

« c @ web-dev.wjecservices.co.uk/Coursework/index.asp @ v B8 e H
-

U\JJeC HOME ENTRIES INTERNAL ASSESSMENT SPECIAL REQUIREMENTS RESULTS RESOURCES JCQ CENTRE ADMIN PORTAL

cbac

Signed inas 52334 Cymraeg

& VIEW / PRINT REPORTS STEP-BY-STEP GUIDE

o INFO : Please remember to submit the marks/outcomes 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 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

ENTRY PATHWAYS JANUARY 2021 —

ENTRY PATHWAYS JANUARY 2021 DEVELOPING COMMUNICATION —
VIEW SAMPLES ALL OUTCOMES SUBMITTED (6)
SKILLS COURSEWORK (6051/E1)

ENTRY PATHWAYS JANUARY 2021 DEVELOPING READING SKILLS —
VIEW SAMPLES ALL OUTCOMES SUBMITTED (6)
COURSEWORK (6052/E1)

H L Type here to search

This time click on the ‘upload button “

{} Options
Candidate search Rows:  Sortby: Show:
20 v CandidateNo v All ~
Candidate No Name Grade Upload
1501 WILLIAMS: JOOLS Pass v “
1601 GELLAR: SARAH T A
1603 MATTHEWS: SIONED Pass v ‘ ;
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A window will appear to enable you to choose a file to upload. Select the file you
wish to upload and click ‘open’

&«

c & web-dev.wjecservices.co.uk/Coursework/updateCand_S3.asp?s

-
wjec
cbac

¢ Open

x

how=samples&sort=28display=999998&f=2181t=585=605

18p=E1

a % B NO

HOME ENTRIES INTERNAL ASSESSMENT SPECIAL REQUIREMENTS RESULTS RESOURCES )CQ CENTRE ADMIN PORTAL

« L

Organize *

v s Quick access
§ Documents
¥ Downloads
.E! &= Pictures
I Desktop
Logistics
NORMAK

& OneDrive - WJEC

‘ & OneDrive

@ OneDrive - WJEC

Cani
v =mmhisec

M 3N Ohierts
1501

This PC »

- Folders (7)

v

File name:

3D Objects

Desktop

Documents

Downloads

) Music

~| Al Files

Sample Upload

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

/

MARIE

BRAND :CHLOE 9201 O

JOEBLOGGS

015ep-2020

JoN

145ep 2020

Casesuy2 (0

Case

suy3 (0

Cowid 19 Exemption

Cowid 19 Exemption

[v]

a J

015 - WJEC A level Art + Design - further consulation on 2

daptations biling paf 613ks &%

N.B. The upload will accept any type of file (i.e. word, jpeg, mp3, PowerPoint).

Centres will need to refer to subject specific guidance on what types of
evidence and files are accepted for certain units/subject.

Subject specific quidance can be found here esubmission (iamis upload) — subject quide

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

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.

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




Moderator Reports

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

For Entry Level, Pathways Modern Languages, Vocational Award L1/2, Level 1 Latin
and Applied L3 qualifications these can be accessed by clicking 'View Moderators
Report' on the subject/paper screens.

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

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

There is a dedicated helpline for queries relating to the use of the online system. The
helpline is available from Monday to Friday, 9:00am to 5:00pm.

Contact:
Pathways Qualifications
email:pathways@wijec.co.uk

Telephone: 029 2026 5444
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Appendix 1

Creating/amending secondary accounts (Examination Officers
only)

(A M-__;F - N -
aﬂ“"M‘—&m._mM‘wmw D= @ C | T WNC Sacume Websee l_l

uJ’eC HOME  ENTENES  INTESENAL ASSISSMENT  SPECIAL BIQUIMEMENTS  RESULTS  RESOURCES

cbac

WJEC Secure Admin Site &

Welcome 10 the newly resiinned WIEC secure sdmintstrative website where you will find all the
Irformation you will need 0 perform your various Lasks. Please select from the navigation menu sbove 1o
begin.

if you have any problems finding what you need pleate refer 50 cur quick gulde IS

Latest News - January 2017 Examination Results

the Compuier Misuse ACt 1990, AR offenders are Kable 1o prosecution, ANl

This 5 & private systemn for use by suthorised persons ooly. ghortsed &xcess b a
20003 10 this system is logged

LEGACY RESIT OPPORTUNITIES

WIEC is pleased (0 advise you that we has decided to offer examination resit opportunities for all 41 cur GCSE legacy quadfications, subpect to demand. Cur April arcular and the information
beiow provades further detais.

* GLE Legacy QUalfications resit Opportunities 2017 - 2020
= GCSE Legacty QUAIications - Examination resit Opportunities 20162020

Results issued to candidates 02.03.17:

The provesiony! resusts warnded 10 candidates from your centre can be viewed printed a3 follows:
CANDIDATE RESULT SLIPS
Select RESULTS. Sefect VIEW/PRINT CANDIDATE RESULTS (SUIPS). Plejy e note: ths option allows centres 10 produde a0 Indiadal result shp for each candidate
COMPONENT MARKS

Two views are avalable

1. To view UMS component information, sefect
one of the wnits from the drop-down list to

sefect VIEW/PRINT SUMMARY OF SUBJECT RESULTS. sefect relevant examination seres, dick OVERVIEW OF SUBJECTS Select
unit results you require

Choose Account Admin
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I..I.IJEC HOME EMTESES INTEEMAL ASSESSMENT  SPECIAL BEQUISEMENTS BESULES  BRESOURIES
chac

Account Admin

fcoount to Edit

£

fodd Navwr User Account

hoiwy ALCCRs Mamae KNG

Secune Website LIIGEE Caf Creals E3dnesral Lt SCCOUntE

the soabonal uker scounti by be camed gl by the Secure Websile Admanisiralon

CONNECT WITH WIEC OHNLINE @ @ @

Create a new account by adding initials after your centre number. Click create new
account.
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Or to amend a secondarg account:
m . -~ . - S - ) Ll

e O @ G—l [ WO Sacune Websee x | ‘ ARRID |

HOME  ENTESES  INTEANAL ASSESSMENT  SPECIAL BEQUIREMENTS  RESULES  BESOURCES

Account Admin

Account to Edit

TrE CASTLE SCHOO0L (30351) - Administracce
THE CASTLE SCHOOL (S0351ADE) - User
THE CASTLE SCHOOL (S0SS1AGH] - Usar
THE CASTLE SCHOOL (S0551CC0O) - User
THE CASTLE SCHOOL (30551060 - User
THE CASTLE SCHOOL (50551CWD) « User
THE CASTLE SCHOOL (303510C0) - User
THE CASTLE SCHOOL (50551 GAT) - User
THE CASTLE SCHOOL (5035 1JRR) - User
THE CASTLE SCHOOL (S0S51JPA) - Usar
THE CASTLE SCHOOL (SOSS1KE) - User
Tht CASTLE SCHOOL (S0551KC54) < Usar
THE CASTLE SCHOOL (30551KST) - User

jate addnonal uier accounts

THE CASTLE SCHOOL (50551

yOu will be able 1o decide which range of website fackities the account holder will De able to access. Some faciities however (e g Encry
Upload, Post Results o5 etc) will not be avadabie a3 these are restricted to primacy account holders only.

Naming convention for te new user accounts dictates that the wser name should consist of the § digt national centre number, followed by 3 characters » numbers or etters.

Passwords must be ot 8 characters in length, and contain & mixture of numbers and letters

Secure Website Admirsstr e resp for the and sdmir of the | User aCCOUNts - arvy changes 10 the passwords o contact detads of
the acational user accounts\can only be carmed out by the Secure Website Administrator.

CONNECT WITH WIEC ON @ @ @

Select the Secondary account that needs permission, and click view.
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Account Admin

Acoount to Edit

i PSS CE0) - L w
Account Details: (S0551000) - User
0 BED Thee scccurd detals wil modbe amended uiess you "Save Changes”
Current Acoount Detadls

Cr el Adirmaniedy alew Paroosecs d

Mewr Lhary Paroasor i

Job Tt

Enter your usual primary\account password. Create a new password for the new
secondary account and confirm it.

To amend secondary accounts you only need to enter your primary account
password. There is no need to amend the secondary account holders passwords.
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wjec HOME ENTESES INTEEMAL ASSELIMENT SPECIAL BEGUIBEMENTS BESULTS  RESOURCES

Resountes POF downbosd:

Yl v

Parst Papers f Mariing Schemes

Y W

Cirular:

Vg W

Hem Level Data:

Vg W

Adoi At arggements. Online / Modified Papsis

L M

{GCE English Mominated Texts:

Y W

GOSE Schence Assesumenti:

Y v

Couruework Marks (GCER Ko || U] Al papers
Coursework Marks (GCSEE Mo ) LA papers
Coigrirwork Marks (FUMCTIONAL SKILLSE ke v L] Al papers
Couriework Marks (ENTEY PATHWAYSE Mo v| Al papers.

Coursework arks (WELSH BACE: »es W LI papers

et e

Change the access permission to yes for Coursework Marks (Entry Pathways).
THEN YOU MUST SAVE CHANGES

Has it worked? This button will now appear when the teacher logs in using their own
username and password.
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Appendix 2
What subjects require E-submission via IAMIS?

Pathways
Suite Qualification Unit/Subject Unit Name
Code
Entry Additional English | 6007 All units
Pathways 6300 - 6355
Creative, Media 6006 All units
and Performance | 6110 — 6343
Arts
Healthy Living and | 6011 All units
Fitness 6103 - 6172
Humanities 6005 All units
6102 - 6294
ICT Users 6010 All units
6380 - 6407
Independent 6002 All units
Living 6100 — 6202
Mathematics 6009 All units
6370 - 6377
Personal and 6001 All units
Social 6100 - 6118
Development
Personal Progress | 6000 All units
6051 - 6080
Preparing for 6003 All units
Work 6109 — 6223
Science Today 6004 All units
6110 - 6212
Welsh Second 6012 All units
Language 6365 - 6369
Modern French 6600 - 6609 All units
Language German 6610 - 6619 All units
Spanish 6620 - 6629 All units
Italian 6630 - 6639 All units
Mandarin 6640 - 6649 All units
Japanese 6650 - 6659 All units
Work Work Welsh P90CCA All units
Welsh PO91CCA
P911CA
PO951CA
P922CA
P952CA
P933CA
P953CA
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Other General Qualifications

Suite Qualification Unit/Subject Unit Name
Code
Entry Level | Mathematics 6300QC/CCL-2 Component 2
(Numeracy)
Mathematics 6300QC/CCL-3 Component 3
(Numeracy)
Science 6430QC/CCL-2 Component 2
Science 6430QC/CCL-3 Component 3
Level 1 Latin 951301/51 Roman
Certificate Civilisation
Study
Vocational/Technical Awards (Level 1/2)
Suite Qualification Unit/Subject Unit Name
Code
Vocational | Constructing the 951201/W1 Unit 2
Awards Built Environment | 951301/W1 Unit 3
- legacy (Wales
only)
Creative and 985201/W1 — Unit 2
Media 977301/W1 Unit 3
Event Operations | 5599U2/N2 Unit 2
5599U3/N3 Unit 3
Tourism 980101/W1 Unit 1
980301/W1 Unit 3
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Vocational | Constructing the E819U2 Unit 2
Technical Built Environment | E819U3 Unit 3
Awards — reformed
(England only)
Engineering 5799U1/N1 Unit 1
5799U2/N2 Unit 2
Health and Social | E309U2 Unit 2
Care (England
only)
Hospitality and 5409U2/N2 Unit 2
Catering
ICT 5539U2/N2 Unit 2
Retail Business 5789U2/N2 Unit 2
Applied Certificates and Diplomas (Level 3)
Suite Qualification Unit/Subject Unit Name
Code
Applied Business 4513U2/N2 Unit 2
(legacy) 4513U5/N5 Unit 5
Criminology 4543U1/N1 Unit 1
4543U3N3 Unit 3
Food Science 4563UA/NA Unit 1
and Nutrition 4563U3/N3 Unit 3
4563U4/N4 Unit 4
Health and 4573U2 Unit 2
Social Care 4573U3 Unit 3
(England only) | 4573U4 Unit 4
Medical 4463U2/N2 Unit 2
Science 4463U3/N3 Unit 3
4463U4/N4 Unit 4
Professional 4903U1/N1 Unit 1
Construction 4903U4/N4 Unit 4
Practice
Tourism 4583U2/N2 Unit 2
(legacy) 4583U4/N4 Unit 4
Business (New) | 4783U2/N2 Unit 2
Tourism (New) | 4803U3/N3 Unit 3
4803U4/N4 Unit 4
4803U5/N5 Unit 5
4803U6/N6 Unit 6
4803U7/N7 Unit 7
4803U8/N8 Unit 8
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Health and Social Care & Childcare (Level 2/3) HSCCC (Wales only)

Suite Qualification Unit/Subject Code Unit Name

HSCCC CCPLD: Core (L2) 5952U1/N1 Unit 1
CCPLD: Practice 5962U1/N1 - Unit 200 — Unit 315
and Theory (L2) 5962UQ/NQ

HSCCC CCPLD: Practice 4963U1/N1 - Unit 208 — Unit 329
and Theory (L3) 5962UM/NM
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Appendix 3
IAMIS Upload further Guidance

Please ensure you read this guidance in full before you attempt electronic upload via
IAMIS. In addition, our Pathways team is on hand to provide further support and
guidance if you experience technical difficulties — contact details can be found earlier
in this document.

Preparing candidate work for IAMIS upload
To ensure candidate work can successfully be uploaded you must ensure that files
are prepared in the correct manner prior to uploading.

e Each subject may have subject specific requirements which include:Accepted files
types

¢ The number of files accepted

¢ Maximum upload sizes

Although IAMIS upload can accept any file type and size, guidance from subject to
subject may differ due to the type of evidence and work that is required for
moderation. (link to subject specific guide on pg20)

Scanning Evidence

Centres must ensure when scanning evidence all pages of work, candidate
authentication sheets and/or cover sheets are scanned in chronological order and
are scanned the correct way round.

Naming Files
Centres must ensure files are saved with a naming format that clearly identifies

centre number, candidate number/name. Please note do not use any ‘special
characters’ when saving work.

Tips and Tricks for IAMIS upload

Unable to upload file

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

This should rewrite the file attributes to something that is compatible and allow
upload.

Images
Rather than uploading individual image files, add images to a Word document and
use Word to compress the images.

Video / Audio files
These files may take longer to upload per candidate depending on the file size.
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N.B. If video files are being resized and compressed to enable quicker upload please
be aware that video evidence is for moderation purposes only therefore, a reduction
in quality from the original is accepted.

File Deletion
Centres are able to delete files after upload up to the deadline of submission date for
that examination series,

All internal assessment deadlines are listed on the WIEC/EDUQAS general website
under Administration, Key Date and Timetables and ‘Internal Assessment’:
Key Dates & Timetables (wjec.co.uk)

Once the deadline date for submission of outcomes and samples has passed you
will no longer be able to delete files that have been uploaded incorrectly.

What to do when files have been uploaded incorrectly

If you have a whole cohort of files that have been uploaded incorrectly (i.e. files that
have been uploaded against the wrong subject or unit for all candidates) please
email the Pathways department (pathways@wijec.co.uk) to request a file deletion.
The request must clearly indentify:

e Centre number

e Unit/qualification code/number

o List all files names where deletion is required

If you have a small number of files that have been incorrectly uploaded these cannot
be deleted. You must instead continue to the IAMIS screen and upload an additional
file to that candidate and clearly name the file as (NEW/CORRECT VERSION).

Upload of work on request of additonal/second sample

If a moderator makes contact with your centre to request a further sample to be
uploaded you must log back in to the IAMIS screens to action the request.

The moderator should have clearly identified the second sample on their IAMIS
screens, therefore, when you navigate back to the unit screen you should see the
further candidates identified under the ‘samples’ column with a tickbox.

If a moderator has not yet identified the second sample on the IAMIS screen, the
input screen will automatically navigate to the ‘samples’ view only. Therefore, you
must use the ‘options’ menu at the top left of the screen and change the view from
show ‘samples’ to show ‘all’. This allows you to view the whole cohort submissions.
You can then use the tickboxes under the samples column to identify which
candidates have been requested by the moderator as the additional sample and use
the cloud icon to upload.
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Opt-Out from E-Submission via IAMIS upload

Where a centre has technical difficulties and cannot facilitate E-Submission via
IAMIS upload they can email the Series Delivery team (pathways@wijec.co.uk) for
that particular qualification to request an opt-out.

If further help and guidance can be given to the centre to facilitate the E-Submission
then the teams will be on hand to give guidance.

The request for opt-out will be reviewed based on the centre’s circumstances and
information given for the request and accepted/rejected as necessary.

N.B. Opt-out permission is usually only granted in exceptional circumstances
and permission must be sought from the Series Delivery Team only.

If the opt-out request is accepted WIEC will inform the centre officially via email and
then make further contact to confirm a postal address work can be despatched to at
the earliest convenience.

N.B. Opt-Out postal information may take time to confirm due to making alternative
arrangements with moderators to the standard procedure.

Further help/gquidance
Please email with the detail of your enquiry to Pathways@wijec.co.uk

Should any technical difficulties be identified by a centre the Pathways team will
assess the enquiry and escalate to the WJEC IT team as necessary
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