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Ensure you have a valid username and password for the Open Awards XAMS Portal.

All assessments need to be scheduled in enough time before the assessment is to take place using
the Open Awards XAMS Portal.

When you have scheduled your paper-based and online assessments you will need to print off an
attendance list and give this to whoever is invigilating the assessment.

When you have scheduled your online assessments you will need to print off the Leaner Login
Sheet and give this to the assessment invigilating who will provide these to the learners at the
beginning of the assessment so they can access the online assessment.

Please note; tutors are not to invigilate learners who they have taught.
If you need further assistance contact Open Awards on enquiries@openawards.org.uk
Alternatively watch the video Scheduling: Booking your leaner assessments



mailto:enquiries@openawards.org.uk

Speaking, Listening and Communication
Assessments

 Need to be scheduled 48 hours before
the assessment for all Entry levels and
Level 1 and 2.

Paper-based Assessments
Available for;

* Entry level 1-3 qualifications and must be
scheduled 48 hours before the
assessment is taken.

* Level 1 and 2 qualifications and must be
scheduled 15 working days before the
assessment is taken.

48 hours

15
working
days

|
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Online Assessments
Available for:

« Level 1 and level 2 gualifications only and
must be scheduled 48 hours before your
learner can take the assessment.




® O

openawards

1. Make sure you have your login credentials
from the Open Awards team.

2. Open your web browser

3. Visit the web site

https://openawards.xams.co.uk/admin/Sche
dule.aspx

4. Enter the username and password you have

Login ID

| I

Forgotten your login? Password

been provided. Welcome .

Please enter your User ID and password in the login box to access the systel

« If you are a learner and have been scheduled to sit a test by your centre
please speak to your invigilator

« Exam officers please email webenquiries@openawards.org.uk

Please remember that your popup blocker must be switched off to sit an exam.

Forgot your password?
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https://openawards.xams.co.uk/admin/Schedule.aspx

The first screen displayed will be the home ‘_I

screen.
Schedule an Assessment I
Schedule a Proctoring Session Hello
Welcome to the Open Awards XAMS p , the eA system p: by Coelrind. Please remember that your
popup blocker must be switched off.
1. Click on Schedule dropdown menu Hh g mpig R

Q
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2. Then click Schedule an Assessment




Add a new schedule

1. The Edit Schedule form will open on the
Schedule Detalls tab

2. Choose the qualification and assessment
you want to book from the drop down menu

3. Select the Delivery type as Online or
Paper

4. Add the date and start time of the
assessment

5. Create an identifiable name for the test
session E.G. Class 11B 29/10

6. Choose a password for the online test. If
you press generate the form will allocate
one for you

7. Add the location where the assessment will
be taking place and you are now ready to
pick your learners

' 2. Enter the schedule details

Time and Location: [Head Office
. 3. Add learners to this schedule
Click here to pick the learners | Click here to add a co _

)

Edit Schedule
Schedule details Learners Properties
1. Select a Qualification and an Assessment
Qualification: B00/8643/9 - Open Awards Functional Skills Qualification in English at Level 2

Assessment:  Functional Skills English Level 2 Reading

<

Delivery type:  On-line ~
Date/Time: | 05/02/2020 12:00 +—
Schedule name: Class 2B
Schedule Password: Fayu0810 Generate |

+ Save

X Cancel



Edit Schedule
Schedule details Properties

| 1.Selecta Qualification and an Assessment

Qualification: |600/8643/9 - Open Awards Functional Skills Qualification in English at Level 2 X v

Assessmen t§ Functional Skills English Level 2 Reading X v

| 2. Enter the schedule details
Delivery typp: On-line v

: 05/02/2020 12:00 0o
e: Class 2B

1. Now you have completed Schedule Details Generste

Time and Locafion: iHead Office

tab you are ready to pick your leaners for s htemmers o o |
the assessment. These learners have to be | I @

registered for the qualification before you

can schedule the assessment. x
2. Select the button that says “Click here to @
pick the learners” This is for adding one

leaner for scheduling. - (v sow ) mancn)

Edit Schedule

. . . Schedule details Properties
3. You are now in the leaner tab. Tick the | »7- e
learner that you want to sit the assessment |
and press save.

Assessment: Level 2 Functional Skills Qualification in English (Reading) x v

" 2. Eflter the schedule details
Delivery type: On-line v
Date/Time: 14/05/2021 09:00 m
Schedule name: Class 2B

Schedule Password: Juvu9107= Generate

Time and Location: |

| 3. Add learners to this schedule

4. The leaners selected will be displayed in

learner tab. @

Click here to pick the learners ] Click here to add a cohorIJ

VS % Cancel 9



Now you have completed schedule form
details you are rea Y to allocate the
assessment schedule to a registered user or

group

Add Cohort if you want to entre more than one
learner for the assessment

Tick the group that you want to sit the exam.
You can click on the left chevron (>) to view
who is in the group

Click Save on the add a cohort

The leaners selected will be displayed in
learner tab

Now click on SAVE

@

(2

Edit Schedule

Schedule details

Qualificat\yn: 600/8643/9 - Open Awards Functional Skills Qualification in English at Level 2 X v

Assessmen Functional Skills English Level 2 Reading X v

| 2. Enter the schedule det\ils
Delivery type: On\ine v
Date/Time: 05/022020 12:00 0o
Schedule name: Class 2§
Generate

Schedule Password: Fayu0810
Time and Location: iHead Officée

| 3. Add learners to this schedule

Click here to add a cohort I

Click here to pick the learngs

Pick Cohort

) Cohort Name Date Created

A | recrorE

E | TesTCF1
E | TESTFS 03.04.2019 JD PR

ew1-30f3
NS
Edit Schedule x

| Schedule details Properties

1. Select a Qualijgation and an Assessment
Quafffication: 603/4605/X - Open Awards Level 2 Functional Skills Qualification in English X v

sessment:  Level 2 Functional Skills Qualification in English (Reading) X v

' 2. Enter the fchedule details

Delivery type: On-line v
Date/Time: 14/05/2021 09:00 i

Schedule name: Class 2B

Generate

Time and Location: | J

chedule Password: Juvu9107=

| 3. fdd learners to this schedule
Click here to pick the learners ] Click here to add a cohort ]
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Find the scheduled assessment and then click
on the pen icon

Click the SCHEDULE DETAILS tab to change
and update the schedule details

Click on the LEARNERS tab

The click on the buttons to add or remove
learner.

Click SAVE to exit the LEARNER tab and
return to the SCHEDULE DETAIL tab

Click SAVE on the SCHEDULE DETAIL tab to
confirm all the changes

P2/2020 0900 | Ciass 28

orts ¥ Marking Manager Mark Assessments

a Fom 05/01/2020 ™ To| 05/03/2020 = Centre/St Liverpool Open Awards (Test)/Open Awards Headquarters % ~

Liverpool Open Awards (Test

Open Awards He

adquarters

Edit Scha- e

| Schedule details Properties

1. Select a Qualificati an A
i Qualification: 603/460! n Awards Level 2 Functional Skills Qualification in English X v
i x

Assessment: Level 2 Functional

' 2. Enter the schedule details

Delivery type:
Date/Time:

On-line

14/05/2021 09:00 =

Schedule name: Class 2B

Schedule Password: Juvu9107=

Generate

in English ing;
v \

@

Time and Location: |

| 3. Add learners to this schedule

| Click here to pick the learners J Click

ryéadd a cohorl]

Edit Schedule

Schedule details

Learners

|+ add Ieaw: =

4mer Name
1 Captain Caveman

Properties
+ Add cohort
Learner D
10182542

Cohort

Functional Skills

Extra Time

Engiish Level 2 Writing
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ZRefresh Schedules

07/02/2020 10:00 | 05/02/2020 1



Printing an attendance @

nisty
31

list and Login Sheets

1.

Find the scheduled assessment and click on
the print attendance icon

The PRINT PAPERS box will pop up. Use the
drop down menu to select the document you
want to print and then press PRINT followed
by CLOSE

When you have printed the LOGIN SHEET
you will need to give it to the invigilator. The
Invigilator will then give each LOGIN SHEET
to the named learner so they can log in to the
online assessment system

When you have printed the ATTENDANCE
LIST you will need to give it to the invigilator to
record the attendance of the learners sitting
the exam

@ Select option: /-\ttendance List v

Frem | 05/01/2020 To 05/03/2020

Print Papers

& Print

re/Ste | Liverpool Open Awa

rds (Test)/Open Awards Headquarters

| Login shests \

v | ZRefresh Schedules

% Close

2. | Attendance List

@ Login sheet @

Schedule - Y11a 041119

Centre: Open Awards Headquarters

Assessment Functional Skills English Level 2 Reading

Start: 041112019 09:00

End 041172019 11:30

Duration 76 ming

Crealed 241072019 14:12

Password GerubTe4
Schedule - Y1 12041119

Leamer centie Open Awards Headquarters
,,,,,,,,,,, nglish Leved 2 Reading

First Name Last Name Login ID Password [l Exira Time Sat o

Caplain Caveman 008010182542 Fiwad32d End o
Durasan
Craated g
mmmmmmmmmmm

this form. Should an incident accur, please complets the section




