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How do I  send an ePEN2 Message 

to members of my Team?
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Select Messaging 
from Navbar under 

'Scoring'

Click the Compose 
Message

Select the Message 
recipients, by entering 

either a specific 
Account#, Selecting a 
Team or Selecting All 

Active Users

From the generated 
list select Users by 

clicking on box beside 
Account# and click on 

Continue

Enter the full 
Document ID's for up 
to 3 scripts and click 

on Done

Click on + Attach
Write your message 

in the blank box

Click on  Send button

Su
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or

NOTE: ePEN2 Messages are associated with items and 
can only be sent to Users currently active on the selected 
item. 
Recipients will be required to read messages before they 
can continue onto Score Student Responses for the 
relevant items. 

End

Select desired item

Do you wish to add 
an attachment?

No

Yes



How do I  change my Active 

Assignment?
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Login to ePEN2
Click on current item 
displayed as Active 

Assignment

Click on Retrieve 
Assignments

Click on the
 button to push all   
assignments to the 

'Assignments I'm following' 
column

End

Select your desired 
item from the 

'Assignments I'm 
Following'columns

Click on Set Active 
Assignment

Click on Save and 
Close



How do I  propose QC Responses?
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A list of 
responses will 
be displayed

Select the responses 
you wish to view and 

click on Frontread
Is the

response
Suitable for use as a

QC Response?

Award possible score 
using the marking grid 

and click on Other 
Actions and select 

Escalate

Click on Skip (next 
response will appear)

Confirm the 
Classification of the 
list from the drop 

down list (1)

Select the Pool the 
response should be 

escalated to (2)
Click on Escalate

No

Yes

Select your desired item

Select Frontreading 
from Navbar under 

'Scoring'

Click Close Viewer to Exit 
when finished

Su
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or

(2) The Pool options are:
ANCHOR*
PRACTICE
QUALIFICATION
CALIBRATION*
VALIDITY

Resize image to 
suit

(1) The Classification options are:
Not Classified
Good Example
Reserve for Later*
Duplicate*
Poor Example
ERA 
ePACK

*  These options are not currently used in UK

If desired add a 
Reason in the 
field provided



How do I  approve Validi ty I tems 

after  Standardisation?
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Select the 
relevant status 

(1)

Click Search
Select the 

responses you 
wish to review

Click on View 
Selected Responses

Response will 
appear on screen

Is the 
item suitable as a 
Validity response?

Click Skip

Click Proposed 

Is
True Score 
Correct?

Enter correct 
True Score in 
marking grid

Click Apply Score to 
update mark

Select Approved 
from options in 
pop up window 

No

Yes

Yes

No

Select QC 
Management from 

Navbar under 'Project 
Mgmt'

Click on Validity 
tab

Click Exit Scoring 
to Exit
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Select your desired item

(1) The status options are:
Select All
Approved
Pending
Proposed
Rejected
Retired



Online Standardisation Overview
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How do I  add or  amend 

annotations on Practice responses?
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Select the Search 
Pools tab

Enter the relevant 
item name in the field 

provided e.g. 
1MA0_1F_Q01

Under Pools select 
'Practice'

Click on Search

The responses meeting the 
selected search criteria will 
be listed. Select the ones 

you wish to review.

Click Save

Type in the space  
available or 
amend any 

existing 
annotation

Click on Add 
Annotation

No

Su
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or

Select QC 
management from 

Navbar under 'Project 
Mgmt '

Click Exit Scoring to 
Exit

Select the 
Status(es) that 

meet your needs 
(1)

(1) The status options are:
Select All
Approved
Pending
Proposed
Rejected
Retired

Click on Browse 
Selected

The first response will 
be displayed

Click on Skip
Are there any more 

responses to review?
The next selected 

response is displayedYes

NOTE: Annotations can be 
amended at any time during the 
marking period, even after the 
responses has been approved and 
added to a Practice Set



Select the 
relevant status 

(1)
Click Search

Select the 
responses you 
wish to review

Click on Browse 
Selected 

 Response will 
appear on screen

Click Skip

Select QC 
Management from 

Navbar under 'Project 
Mgmt'

Under Pools select 
Practice and 
Qualification

Select the Search Pools 
tab

(1) The status options are:
Select All
Approved
Pending
Proposed
Rejected
Retired
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Is the
 response 
suitable 
for use?

Click 'Update 
Classification'

Select Poor 
Example

Is the
True Score 
Correct?

Click on Proposed
Change score and 

click on Apply 
Score

How do I  approve Practice &  

Quali fication responses?

Select Approved 
from options in 
pop up window 

Have you viewed all 
selected responses?

Click Exit Scoring to 
Exit

No

Yes

No

Yes

No

Next available response will appear on screen

Yes



How do I  backread my team's marking?
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Basic search tools

Optional search tools

Select the desired date 
range from which you 

wish to search for 
marked responses

Select your 
username from the 
team drop down list

Click on Search

Click the username of the 
Scorer who's scored 

responses you want to  
review

Click on 
Backread

Marker's score(s) 
correct?

Amend the scores in 
the Marking grid as 

necessary

Click on the arrow 
beside Marker's score

Click on Submit 

Select trait

Type the 
document ID of 
the particular 
response you 

want to review

Click the 
appropriate 
option from 
Previously 
Backread 

Click the 
degree of 

adjacency in 
scoring you 

want to 
backread

Select the 
score point you 
are looking for

AND AND

Su
pe

rv
is

or

No

Yes

Click Exit Scoring 
to Exit

Select the marked 
responses you wish to 

review

Marker's score will 
populate the marking 

grid

Select your desired item
Select Backreading 
from Navbar under 

Scoring



How do I  send a message with an 

image attached from backreading?
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Select your 
desired item

Set your search 
criteria as desired

Click on Search
Select All or 

select individual 
documents 

Click on Backread

Marked response 
will be displayed 

on screen

Click on Other 
Actions

Select Send 
Message

Type your message 
within field 
proovided

Click on Submit
Continue 

backreading as 
normal

Su
pe

rv
is

or

Select Backreading 
from Navbar under 

'Scoring'

Click Exit Scoring 
to Exit



How do I  view i tems sent to 

Review?
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Select Review 
from Navbar 

under 'Scoring'

Select filters to be 
used?

Select Team or 
scorer from the 

drop down menu

Select category 
from the drop 
down menu

Tick the appropriate 
box to Select All or 
select specific doc 

IDs

Click Review

View candidates 
response and 
message from 

marker (if 
provides) 

Able to 
award/submit 

marks?

Click  on Other 
Actions

Complete 
marking grid and 
click Submit and 

Release (2)

Pull Response dialogue 
box displayed, click on 

Submit to confirm

Yes

No

Or Or

Su
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rv
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or

(2) The Submit and Retain 
button is only applicable to 
General items and not those 
categorised as Expert (Type 1) 
or Graduate (Type 2).

Click Exit Scoring 
to Exit

(1) Candidates response 
illegible/  outside scanned 
area etc..

Select your 
desired item

Next selected responses is displayed

Select Send to 
Pulled Paper (1)



How do I  mark i tems in Pulled 

Paper  Scor ing?
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Select Pulled Papers from 
Navbar under Scoring 

A list of documents sent 
to Pulled Papers for the 
active item will be listed

Click on Score 
Pulled Papers

Select the document(s) 
you wish to view

Can
marks be 
awarded?

Make a note of the 13-digit Doc ID and 
email: 

online.unmarkables@pearson.com 
stating whether you require a print  out 

of the script or the original copy

View the selected  full 
page of the script  

displayed below the clip 
region

Award marks 
using marking 

grid
Click on Submit 

Yes

No

Su
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or

Select your desired 
item

In the Full Script Available 
column what is 

displayed?

No
Check again in a 

couple hours

Yes

Selected response 
will be displayed

Use the Page links on the 
right to navigate through 
to the script to where the 

clip is located

Click Exit Scoring 
to Exit

Any more 
responses 
selected?

No

Next Response



How do I  access repor tlets?
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Login to ePEN2

Click on drop 
down list beside 
username and 
role (Top right 
hand corner)

Select 
Preferences

Click on Select 
Reportlets tab

Use the arrows to push 
the selected reportlets 

over to the My Reportlets 
column

Click on
Update 

Su
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is
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(1) The reports available are:
Scorer Synopsis
Scorer Digest
Performance Peek
Item Synopsis
Item Health
Queue Status
Batch Summary
Batch Detail
Paper Marking Progress
Item Marking Progress
My Marking Progress
Overall Progress
Validity Matrix
IRR Matrix
Backreading Matrix

From the Available 
Reportlets list select all 

or some of the reportlets 
you wish to view (1)

From the Available 
Reportlets list select all 

or some of the reportlets 
you wish to view

Click the ePEN2 
Logo to return 
to the Home 

Page

All selected 
reportlets will be 
available on the 

Home Page

The Reportlets will 
display real time 

data for the items 
you are following
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