
ePEN Marker  activi ty overview 
Applicable to papers which are Standardised 

onl ine (OLS)

Access Mark 
Student 

Response and 
Live Marking

Can the
response be 

scored?

Send to 
review

Complete 
Familiarisation 

Marking

Familiarisation 
Marking reset

Final Mark Scheme 
made available after 
Pre-standardisation 

Complete 
Practice set 

scoring

Contact Supervisor 
before attempting 
Qualification set

Complete 
Qualification 

Scoring

Was I successful?

Contact Team 
Leader/Subject 

Team

Submit
score

No

Yes

No

Yes

Send a 
message to 
my team 
leader

Click End Task to 
Exit

Login to ePen

M
ar

ke
r

Pe
ar

so
n

        Company Confidential                                                                          Prepared by Innovation and Support
Issue Date: August 2020

Changing my 
Active 

Assignment



How do I  send a message?
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Write your message 
in the blank box

Click the Send  button 

Note: Messaging on ePEN is 
used to allow basic 
communication between a 
Marker and a Supervisor

Select Messaging 
from Navbar under 

'Scoring' 

Click on Compose 
Message

End
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How do I  change my Active 

Assignment?

Login to ePEN2
Click on current item 
displayed as Active 

Assignment

Click on Retrieve 
Assignments

Select the desired 
response

End



How do I  access Famil iar isation 

marking? 
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Resize the image to 
suit

Check the student 
response against the 

provisional mark 
scheme

Award marks using 
the marking grid as 

appropriate (1)
Click Submit

Note: Familiarisation Marking is only 
available once candidate responses are 
available on ePEN2. 
Familiarisation Marking ends at 23.00hrs 
on the day before standardisation.
You should ensure that you have 
downloaded the provisional mark 
scheme for this activity.

Select your desired 
item

Select Mark Student 
Responses from 
Navbar under 

'Scoring' 

Click Close Viewer to 
exit

(1) Ensure all traits have a mark 
and that every page available 
has been viewed
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Next response will be displayed



Select your desired 
item

Read the Beginning of 
Set message and click

OK

Click on the You Are 
Here link on the TAPQ 
Progress beside the 

Practice Set

Resize the image to 
suit

Check the student 
response against the 
Final Mark Scheme

Click Submit

Practice Set 
completed?

Click on 
Next Response

Yes

M
ar
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How do I  access and mark Practice 

Sets? 

Award marks using 
the marking grid as 

appropriate

The same response will be 
displayed along with the 

True Scores

QC Progress Report is 
displayed providing a 

summary of Set 
completion performance

Click Exit Scoring to 
exit

Click 'Next Response'

No

Next 'Score Response' 
appears

Note: Practice sets will be available from 
08:00am on the day of the 
standardisation activity. 
You must ensure you have access to the 
Final Mark Scheme prior to attempting 
any Practice Sets. 
Please note you will only have access to 
those items you have been contracted to 
mark.

        Company Confidential                                                                          Prepared by Innovation and Support
Issue Date: August 2020



How do I  access and mark 

Quali fication Sets? 

M
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Select your desired 
item

Click on the You Are 
Here link on the TAPQ 
Progress beside the 

Qualification Set

Read the Beginning of 
Set message and click

OK

Resize the image to 
suit

Check the student 
response against the 
Final Mark Scheme

Award marks using 
the marking grid as 

appropriate

Click Submit

View the Review Response 
taking note of  the True 

Score

Qualification Set 
completed?

Click on 
Next Response

Click 'Next Response'

Next 'Score Response' 
appears

QC Progress Report is 
displayed providing a 

summary of Set 
completion performance

Click Exit Scoring to 
exit

Note: A Qualification Set for an item 
will automatically be available once 
the Practice Set has been completed.
You must pass the Qualification Set in 
order to automatically gain access to 
Live Marking for that item. 
You are advised to contact your 
supervisor with any queries before 
attempting the Qualification Sets.

How do I View my Practice Set responses while doing my Qualification 
Set?
The Practice Set can be viewed in the Reference Library (The folder icon above the 
clip image thumbnails). 
It is advisable to access the Practice Set and contact your Supervisor to discuss your 
performance before commencing with your marking of the Qualification Set.
 Your Practice Set Responses will remain available throughout the marking period.

Can I view my Practice AND Qualification Sets while I mark my 
allocation?
Yes - once you have started Live Marking the Sets are available in the Reference 
Library. The folder icon above the clip image thumbnail.

Yes

No
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How do I  mark using ePEN? 

M
ar

ke
r

        Company Confidential                                                                          Prepared by Innovation and Support
Issue Date: August 2020

Next response will be displayed

Select your 
desired item

Select Mark  
Student 

Responses from 
Navbar under 

'Scoring' 

Resize the image 
to suit

Check the student 
response against 
the mark scheme

Award marks 
using the marking 

grid as 
appropriate (1)

Click Submit 
Score

Click Close Viewer 
to exit

(1) Ensure all traits have a mark 
and that every page available 
has been viewed



How do I  send an i tem to review? 
M
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Next response will
be displayed

No

Yes

Click Yes

Note: You may need to send an 
item to review if:
 - you are unsure of the mark to 
award 
 - the candidate has written 
outside of the viewable area 
(out of clip)
 - the candidate response is 
illegible
 - You suspect malpractice

Select your desired 
item

Select Mark Student 
Responses from 

Navbar under 'Scoring' 

Resize the image to 
suit

Check the student 
response against the 

mark scheme

Click Send To Review 
(do not enter any 

marks)

Can response be 
scored?

Award marks using the 
marking grid as 

appropriate and click on 
Submit

Select the appropriate 
Category (1)

Add comment as 
appropriate

Click Submit
Click Close Viewer 

to exit

(1) The Categories 
are: 
Mark Scheme
Out of Clip
Malpractice
Sample 
Other

Next response will
be displayed
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