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Section One
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About this guide

The purpose of this user guide is to
help you understand and operate the
POP Offline testing system.

The user guide is written for centre
staff and makes the following
assumptions:

ooooooooooooooooooooooooooooooooooooooooooooo

You are familiar with the Microsoft
Windows operating system

ooooooooooooooooooooooooooooooooooooooooooooo

The computer you are using meets
minimum system requirements

ooooooooooooooooooooooooooooooooooooooooooooo

You have installed Test Player.
For details please see the Pearson
Onscreen Platform Offline
Installation Guide.

Previous
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What is POP Offline?
It is the new Pearson Onscreen Platform testing system, which is not

connected to a local area network (LAN) and is therefore ‘offline’. We wiill
be using this system with the new Business Skills qualifications.

What is Advance!

Advance is the bridging website between Edexcel Online or Campus and Test
Player.

System requirements:
POP Offline requirements

The system requirements for the installation of the POP Offline Test Player
can be found in the Pearson Onscreen Platform Offline Installation Guide.

Advance requirements

Cookies: This Pearson website stores cookies on your computer. They help
the site work better for you, and let us understand how our visitors use the
site so that we can keep improving it for you. If you log in, we assume you
are happy to accept the site’s use of cookies.
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About the system
continued

Browser Requirements: Internet Explorer. 6.0 to 9.0, Firefox, Google
Chrome, Safari.

Pre-requisites: Adobe Acrobat Reader and Microsoft Excel (Our site uses
Adobe Acrobat and Microsoft Office files to output certain reports.
Depending on what system you are using, you may need to install this
software.)

Java Scripting: In order to use our website, your web browser must be
configured to use “java scripting.”

Pop-up Windows: Our site uses pop-up windows to enhance your
browsing experience. Please turn off any software that disables such
windows or configure them so Advance is a trusted website.

Data Protection: Advance provides access to sensitive and

personal information covered by the Data Protection Act. You must
access and use this information for Advance business purposes only.
Improper use of personal information is an offence under the Data
Protection Act.
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Components Process overview 06

Pearson Onscreen Platform Offline is @

made up of two components:

Advance @

Login to Advance to download test
files to your machine and then upload
the response file back to Advance (this
will be covered in section 5 of this
guide).

Download test file from

To get access to the Pearson Onscreen Advance

Platform please complete the

form located on the Business Skills

guidance and support page here. Play test file

Once completed, please return it to

your Account Specialist who will be in :

touch with your login details. Please Upload completed test to
ensure that all PCs meet the minimum Advance

technical requirements before running

tests and completing the form.

Test Player
Candidates will use Test Player to
open test files and sit tests.
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In this section

This section will explain how to
download a test, which you have

previously scheduled on Edexcel Online
(EOL) or Campus.

It makes the following assumptions:
You have scheduled a test on EOL
before accessing the system.

oooooooooooooooooooooooooooooooooooooooooooooooooo

oooooooooooooooooooooooooooooooooooooooooooooooooo

You have an Advance username and
password.

What is Advance?

Advance is the bridging system between
Edexcel Online or Campus and Test
Player.

When you schedule a test via Edexcel
Online you need to access it via Advance
website and download it onto the
machine you will be using to perform the
test. You will also use the Advance
website to upload the results back to
Edexcel Online.

How to download a test! 08

STEP |

Navigate to the Advance Website https://btecng.pearson.com and enter
your username and password, which can be obtained from your Account
Specialist and click ‘Login’.

Please login here

Username DemaCA
Forgotten usarnamea?

Password sesssnsnsl

Login

STEP 2

Once you log in the homepage will show any messages you may have, tasks
which have been assigned to you, or are outstanding, and give you details
about approved qualifications and users at your centre. Click the ‘Menu’ tab
at the top of the screen.

Menu - Centre: DTC - Demo Test Centre

Home

From ~ Subject Date®  users [}
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How to download a test!
continued

STEP 3
The dropdown menu will give you many options you can access, such as
reports. Click ‘Orders’ from the bottom of the first column.

Version: 2.0.6685.27458, date: 28 Aug 2014 10:34
entre admin [(Centre Admimistrator)

Home Learners Tab Menu
News lmpaort e-Fortfolio users Users
Help Articles Bulk Processing System maintenance
Mominal Cade managament Fndnrsed Qualificatinns Help
AB Dashboard Centre Admin Users
Cxams Centre details Cmail subscription
Orders Status Fepnrt data FPermizzinn groups
AEaun t Manage Motifications
Tasks Question Dank Manager
My Tasks System Collectinns
Messages My Cellections
User details Search
Logout Classifications
Campus Itemn manayger
Moderation Flanning Reports
Purchase and Register Learner reports
Moderation Orders Monitor Fublished Fapers
Schedule test Reports
Reqislrations
Orders
Menn A

STEP 4

You will be taken to the Orders page where you can see the test bookings
that you have scheduled. You can locate the order you want to download or
refine your search using the search criteria at the top of the page. When you
have located your booking click ‘Order No’ to view details.
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How to download a test!
continued

STEP 5

You will be presented with detailed information regarding your test booking,
such as the date, number of learners and delivery type. To begin to
download the test on to your machine click ‘Packaging’.

We recommend that you create a folder on your desktop called Pearson
Onscreen Testing to save all your testing materials in one place. Within
this folder create a sub folder for each test. VWe recommend you save the
Attendance Register and Package file together into a test sub folder.

You can download the Attendance Register by selecting the link ‘Download
Attendance Register and Invigilation Declaration’ from the left hand side.

Use custom  [Fl
authentication Ey

Recreate
Package

Package available for [¥]
download:

Package Key: S7SEDFAQAZDSDEBDEBEBCIAD2ZDIFE2037
Export Package: o |

Confim
download

STEP 6

Make a note of the Package Key Reference and click on the ‘Export Package’

link. The Package Key Reference can also be found on the Attendance
Register.

Previous
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Ordar datailz

Order details

Order delails

Changs Date / Time
of sxam

) TEST GUAL for the PO
Unit: PODUNIT_AB - Unit on the POD to Test Assessment Duilder and Intro Screens
Centre: CTC - Demo Test Centre
Order Mumber: 13301426 Delivery type: Cin scresn
PO Number: nfa Opportunity type: On-dermand
Invoice Number: nfa Exarn date: L1 Aug 2014

tegistration number: 80907459 Seripts Count: 0

From the ‘Order details’ screen
you can:
* Download attendance

registers and invigilation
declarations
* View learner entry slips

S
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How to play a test! 12

STEP |
Select the Test Player icon on your desktop to open the Test Player
software.

STEP 2
You will be presented with 3 options: Offline, LAN and Online. Select
‘Offline’.

STEP 3

Create a username and password. This can be anything you like but you may
wish to use your Campus or EOL credentials for consistency. Once you have
entered your chosen username and password click ‘Next’.

STEP 4
Locate the test package on your laptop. You chose the location of the test
package when you downloaded it from Advance.

STEP 5
Type in the package key reference number (You took a note of this when you
downloaded the test package) and click “Test’ to validate the package.
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Upload
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Using POP Offline testing system guide

In this section

This section will explain how to upload a
test which has been sat by the learner in
Advance.

It makes the following assumptions:
The candidate has taken a test before
accessing the system.

You have an Advance Username and
Password.

How to upload response!? 14

STEP |

Navigate to the Advance Website https://btecng.pearson.com and enter
your username and password, which can be obtained from your Account
Specialist and click ‘Login’.

Please login here

Username DemalA

Forgotien usarnamer

--I-II.'.I-I-l

Login

STEP 2

Once you log in the homepage will show any messages you may have, tasks
which have been assigned to you, or are outstanding, and give you details
about approved qualifications and users at your centre. Click the ‘Menu’ tab
at the top of the screen.

Awarding Body Dashboard
ot Swpeding Bedo Dadkoond Symrmnsrs
Frami i Aot 004 o Te: simaienis 2 ke
Corlre vuds © Canire sarne = Orders Tobal Lesrvs Updaied Friwa B = Cannailivily thid
4.2 k. ‘Waalwy Taxt Canira W ar 42 Tao 2018 Le 2] Giataily
Cemo Texl Cantre 2 1 - =
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How to upload response!?
continued

STEP 3
The dropdown menu will give you many options you can access, such as
reports. Click ‘Exams’ from the first column.

STEP 4

You will be taken to the ‘Awarding Body Dashboard Summary’ page. To
view the orders associated with your centre select the Awarding Body
Dashboard link on the right hand side of the page, then locate your centre
and click ‘Details’.

Awarding Body Dashbcard
S mar
Fami @108 3004 o Ter aimaienid ] Fikar
Corlee wwibi © CEnlre mib . Qedars Tabsl Lewsas Updatel Frawn B T Canneitivily ik
£E432 Waalwy Tast Carirs b » 3% e 3014 16 23 Eutails
o )= Cemo Teal Cantre 1 4 -- =1 |

i Export i oo Pggxd gfl sk b &
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How to upload response!? 16
continued

STEP 5
All the orders associated with the selected centre will now be shown. To see more
information about a particular order click ‘Details’.

Awarding Body Centre Detalls

Cemre coce OTC

Bk PR L0204 e e £ m
urdarns, b omaeme  wwresds 7 upiEEana ram dine updatad fram kL T

13300435 0 PIDUNITAR  Jnit o v POD o Task Amescama 1 Adg 2004 0000 " Etabis Balally

342 [ POBUHIT_AR w2 Pl POD e Toh Asseiamad 15 Asg 2034 0000 - 1LY Bilaily

LS L] 4 o Page i il . il - Viewl-3@la

STEP 6
A list of candidates who have taken the scheduled test will be shown. Locate the learner
you want to upload the test for and click ‘Upload Responses’.

Cetails For Crder 13301427

Certre codel TC | Oncer Namben 13201427
fins

Legwrsr NI Leakasr Mame  Cussent Mok Alosed ines |ad Tima charte Fecponcd uplosde RestTal 2aatTe b Eand ToF Fenld we)
& Podti il defings vl iwidlale
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0 T 4 44 Puged @l o= B A 4 vaw sl

STEP 7

To upload your response click ‘Select’ to locate your file from your computer. The learner
response file will be in the same location you save the test package file. You will be able

to identify each response file as it will be named after the Order Number and Candidate
Number of the learner. These numbers can be found on the Attendance Register.

Double click and your file will appear in the upload window. Then select ‘Submit’.
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